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EXECUTIVE DIRECTOR’S MESSAGE

We would like to welcome you to Everest College, a school that provides a friendly, small-campus atmosphere
where our dedicated staffcan take a personalinterestin the progress ofeach student. This caring attilude, combined
with progressive curricula, affords our students a meaningful higher education experience, as well as effective
preparation for a wide variety of careers.

Obtaining a postsecondaryeducation gives ourgraduales a competitive edge in their career field. Our programs
are designed for employment in the state of Colorado as well as other progressive areas throughout the country.

QOur goal is to provide our students with quality instruction, a sense ofprofessional responsibifity, a desire for life-
long learning, and the essential skills and abilities to qualifythem for their chosen career.

We have made every effort to fulfill our obligations fo those who have entrusted their educational and career
goals to Everest. We invite all interested parties, therefore, to visit our campus and review our programs. Our
experienced admissions officers will assist in the important process of identifying the program best suited jor the
candidate’s special interests, talents, and goals.

Benjamin Franklin once said, “if a man empties his purse into his head, no man can take it away from him. An

investment in knowledge always pays the bestinterest”

i Carissa Segar
Executive Director
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ABOUT EVEREST COLLEGE

ZENITH EDUCATION GROUR .

Everest College is part of the Zenith Education Group, a nonprofit provider of career school training. Above all,
we are driven fo promote the long-term success ofour graduates—measured in strong program complefion and job
placement rates. As the largest nonprofit career college system in America, we are working to help our students
access the high-quality education necessary to enter info prosperous and fulfilling careers.

THE ZENITH COMMITMENT TO STUDENTS

At Zenith Education Group, we are committed to operating with integrity, provide honest, accurate advertising
and complying with laws, regulalions, accreditation standards, polices and our company values. Upholding these
commitments is essential to fulfifling our mission to help students succeed in their pursuit of an educational
experience that prepares them for the workforce.

We committo:
e Telt the truth about
o Educational program content
tnstructor qualifications
Program enroliment requirements
Cost of education
Educational program financing options and obligations
Program completion rates
Verifiable and accessible job placement and salary information
o Projected lifetime earnings versus the cost of the student's education
+ Be transparent with our students, each other, our regulators and the public regarding our
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o Ethical standards

o Commitment to students

o Program objectives and outcomes

o Marketing and student recruiting initiatives and materials
o Ongoing support for siudents’ educational goals

o Accreditation and regulatory compliance
« Provide marketing and recruiting information and materials that are
a Clearlywritten and understandable
o Focused on the prospective student's career goals
o Presented to suitable student prospects
o Honestabout the student’s responsibilities that iead to completion and placement
o Respectful of competing schools' programs
s« Beinnovative through
o Fostering an environment that supports creative educational approaches in support of program
objectives and outcomes
o Engaging our students and facuity in creating “leaming laboratories” to test dynamic career
education concepis
o Continually learning and improving upon our innovative approaches
o Reinvesiing materially in enhancing student programs
o Providing the student an affordable education
s Dewelop transformative education models based on meaningful collaboration with
o Students
Employees
Employers
Educators
Program Advisory Commitiees
Thought Leaders, Foundations and other Engaged Communities

0000

MISSION

Everest is dedicated to the provision of an interactive learning environment created to support the professional
careerdevelopmentof our students. The school was established to provide quality education and training designed o
meaeatthe needs ofboth students and employers. The school serves a diverse student population focusing on adults
seeking o acquire the education and skills necessaryto enter their chosen career field. To achieve this, the school is
committed to excellence in the following areas:

« The utilization of effective technology and teaching methods.

s The presentation of relevant career focused educational programs.



s« Ongoing collaboration with businesses, employers and professional associations in the design, delivery and
evaluation of effective programs.

« The provision of career development support senvices fo students and graduates which assists them in
securing employment in their chosen field.

OBJECTIVES

in order to ensure continued fulfillment ofits mission, the College has established the following goals:

+ The College is committed to provide quality teaching and excellence in education. This means the College
will seek out qualified faculty who will bring excitement to the classroom and stimulate enthusiasm and
eagerness forlearning in the students.

+ The College will seek o train its students in essential skills, competencies and atlitudes. This will resultin
students who have successful careers and are committed to continued learning.

« The College will seek out both traditional and nontraditional students and will continually improve its
educational process byworking with employers, other education al institutions and education professionals.
The College's success in realizing these goals willbe measured by regularly surveying studenis, graduates
and employers.

s« The College will strive to develop all students in their intellectual potential, resulting in their independent
thinking and intelligent decision-making.

« The College is committed to maintaining a strong link to the communities it serves by including the
community and business leaders in surveys and evaluations of its academic programs and grad uate job
performance, By achieving this goal, the College, the students, the community, and all citizens of the region
served will be better prepared for the technical, social and economic changes that will coour.

SCHOOL HISTORY AND FACILITIES

The Everest College campus at Thornton was formerly known as Parks College, which was founded by W. T.
Parks in 1895 underthe name "Modern Business School," The school was located in downfown Denver at 14th and
Curtis Street, [n July 1923, the school was relocated to 1450 Logan Street and was renamed "Parks School of
Business Administration." Parks School of Business Administration was the onlyprivate business school in Denverto
be accredited according to college and university standards. As an accredited member of the American Association
of Commercial Colleges, Parks frained public school teachers to instruct in or chair commercial and business
departments before this training was available in other colleges and universities. Even during the Great Depression of
the 1930's, Parks remained a thriving institution, coniinuing to train students for business education. In response to a
growing studentbody, the school moved to 1968 Pennsylvania Street, and in the late 1970's, to a suburban location
on Norih Broadway.

In 1987, the colfege relocated to its presentsite at 9065 Grant Street, Thornfon, in nerthern metropolitan Denver,
to better serve students throughoutthe meiropolitan area. In August of 1995, Parks Junior College changed its name
to "Parks College" as approved by the Colorado Departiment of Higher Education, Division of Private Occupational
Schools. On October 17, 1936, Parks College was acquired by Rhodes Colleges, Inc. In June of 2006 the school
changed its name to Everest College.

In February 2015, Zenith Education Group purchased the school from Corinthian Colleges, Inc. and transitioned
it from a for-profit college into a dynamic nonprofit learning institution.

FACILITIES AND EQUIPMENT

The Thornton campus is located in the northern suburban Denver communityof Thornton. The collegeis located
at 9065 Grant Street, overlooking Interstate 25, The facility, builtin 1987, houses classrooms, computer laboratories,
medical laboratories, library, student lounge, and Administrative Offices.

Everest College, the facility it occupies and the equipment it uses comply with all federal, state and local
ordinances and regulations, including those related to fire safety, building safety and health.

LIBRARY

The library is designed to support the programs offered atthe campus. Students and faculty have access toa
wide variety of resources such as books, periodicals, audiovisual materials and digital resources to support its
curriculum. The library is staffed with librarians or trained professionals to assistin the research needs of students
and faculty, and it is conveniently open to meet class schedules.

ACCREDITATIONS, APPROVALS AND MEMBERSHIPS
+ Accredited by the Accrediting Council for independent Colleges and Schools. The Accrediting Council for
Independent Colteges and Schools is listed as a nationally recognized accrediting agency by the United
States Department of Education and is recognized by the Council for Higher Education Accreditation. The
Accrediting Council forindependent Colleges and Schools {ACICS) is located at 750 First Streef, NE, Suite
980, Washington, D.C. 20002-4241; (202) 336-6780 (hftp./www.acice org). Notice to siudents and



prospeclive students: Zenith Education Group campuses have been placed on probation by their accreditor,
the Accrediting Council for Independent Colleges and Schools ("ACICS"), based on financial stability
standards.

Approved and regulated by the Colorado Department of Higher Education, Private Occupational Schoot
Board.

The Medical Assisfing diploma program is accredited by the Commission on Accreditation of Allied Health
Education Programs {www.caahenorg) upon the recommendation of the Medical Assisting Education
Reniew Board (MAERB). Commission on Accreditation of Allied Health Education Programs, 25400 US
Highway 19 North, Suite 158, Clearwater, FL 33763, 727-210-2350, www.caahep.org

The Surgical Technologist program is accredited by the Commission on Accreditation of Allied Health
Education Programs {(Wwww.caahep.crg) upon the recommendation of the Accreditation Review Council on
Education in Surgicai Technology and Surgical Assisting {ARC/STSA). Further information can be obtained
by cantacting the Commission on Accreditation of Allied Health Education Programs, 25400 US Highway 19
N., Suite 158, Clearwater, FL 33763, 727-210-2350, www.caghep.orq.

Approved for the training of veferans and eligible person under the provisions of Title 38, United States
Code.

Copies of accreditation, approval and membership documentation are available for inspection at the campus.
Please contact the campus president to review this material.

GAINFUL EMPLOYMENT DISCLOSURES
" For more information about the educational debt, earning and completion rates of sfudents who attended this
school, please visit our webslte at www.everest.edufdisclosures.




ADMISSIONS INFORMATION

All admissions materiais, including program disclosures and enroliment agreements are pres ented in English
only, since all programs are faughtin English. Each admissions representative conducts internviews with prospective
enrollees in English only as the method o determine that the prospestive enrollee understands and can function in
English. We do not make any accommodations tc present materials orinsiruct courses in any other language. No
English as a second language courses are offered by the campus.

REQUIREMENTS AND PROCEDURES

High school diploma or a recognized equivalenf such as the GED is required for admittance.

Applicants are informed of their acceptance status within 15 days after all required information is received
and the applicants' qualifications are reviewed.

Upon acceptance into the school, applicants who are enrolling will complete an enrollmentagreement.
Students may apply for entry at any time, Students are responsible for meeting the requirements of the
cafalog in effect at the time of enroliment.

Re-entry students are subjectto all program requirements, policies, and procedures as stated in the school
catalog in effect at the time of re-entry. All re-entering students mustsign a new enroliment agreement.

CRIMINAL BACKGROUND SCREENING

Students enrolled in certain programs will be subject to a criminal background check prior to enrolimentto
ensure they are qualified o meetoccupational oremploymentrequirements, clinical orinternshipfexternship
placementrequirements orlicensure standards for many programs, including but not limited to those in the
allied healith or criminal justice fields.

Enrollment for students may not be granted when the background check identifies a conviction, pending
case, or unresolved deferral/diversion for any felonies or misdemeanors.

A student's inability fo obtain criminal background clearance may prohibit opportunities for program
completion and job placement It is the siudent's responsibilityto contact the agency to verify conditions, The
school cannot contact the hackground check agency.

All students re-entering students are subject to the same background check requirements as a new student.

PROGRAM SPECIFIC ADMISSIONS REQUIREMENTS

REQUIREMENTS FOR SURGICAL TECHNOLOGIST PROGRAM

High School graduate or have a GED.

Achieve a 70% proficiency on each of the three seclions ofthe entrance tests (reading, writing, and math).
Surgical Technologyapplicants who score below 70% on one or more of the sections ofthe entrance test
are provided an opportunity to retestand are subjectto the following conditions:

o Surgical Technologycandidates must allend remediation session(s) and presentremediation
evidence fo the proctorprior fo retest. Schedule for remediation session(s}is based on candidates
achieving below 70% on one or more of the sections ofthe entrance test.

Al a minimum, twenty-four (24) hours musthave passed before the firstretestcan be
rescheduled,

Applicant may retesta fotal of two (2) times.

60 days mustpass between the firstand second attempts.

Applicant may not reapplyto the program until the next available admission period

Two (2) failed attempts and the applicant shall be denied admission.

The applicantwill only retake the section{s)ofthe test with scores below 70%.

Program leadership mayrequestretesting ifevidence is found that the applicant's performance
was Influenced by faclors other than ability.

Complete a personal internview with the Surgical Technologist Director ordesignee.

Complete and pass a criminal background check.

Complete and pass a drug screening which shows no evidence afillegal drug usage underfederal orstate
law.

e}

O C 00 0O

Prior to clinical the following need to he completed:

Meet the ouilined Essential Skills and Functional Ability Standards and have physical examination clearance
by a physician.

Provide proof of current immunizations as required by clinical affiliates.

Provide proof of current or complete CPR/Choking training that includes infant, child and aduit with AED as
required by clinical affiliates (this will be completed in class).



Note: The policies in the Surgical Technologist Handbook will supersede ail other Everest policies and
procedures as ouflined in this cataleg.



ACADEMIC READINESS

All incoming undergraduate students are required to demonstrate academic readiness for program-level
coursework at the time of enroliment. This can be done through any of the following means: SAT, ACT,
ACUPLACER or COMPASS scores; recent (five years or less) high school grade point average of 2.5 or higher; or
grades of C or higherin college-level English Composition and college-level mathematics. If none of these measures
are available, the studentis expected to demonsftrate readiness by completion of an online assessment. Astudent
may be allowed to enroil and start his or her first term or module of classes pricr to demonstrating academic
readiness as described herein, but a student who fails to meet this requirement may be prevented from enrolling in
the next quarteror module. Note this is a one-time requirementand maynot apply to re-admissions, depending upon
academic evaluation at the time of re-enroliment.

Recent high school academic performance within the past five years

A high school cumulative grade point average {GPA) of 2.5 or higher on a 4 point scale is accepted for
assessmentifthe date of high school graduation is 5 years or less from date of admission. High school seniors who
have not yet graduated may use cumulative GPA at the end of 7 high school semesters.

SAT, ACT, or PSAT scores completed within the past five years
Scores of 460 or higheron each section of the SAT, 46 or higheron each section of the PSAT, orscores of 17 or
higher in English, Reading, & Math on the ACT are accepted for assessment.

Previous college experience — no time limit

General education college-level mathematics and college-level English courses taken from a national or
regionally accredited instifution, with a grade of C or higher maybe used for assessment. Developmental courses
(generallynoted as remedial or pre-college on a transcript and not calculated into a college GPA) do not qualify. Prior
success in a writing-intensive English class demonstirates readiness for writing and reading, while success in a
previous math or quantitative reasoning class demonstrates readiness for math. Review and approval of previous
college experience to be completed by office of the Registrar.

College placement scores from another institution within past five years
COMPASS, ACCUPLACER, or other standardized test scores demonsirating college readiness in each of the
three areas of math, writing, or reading are accepted for assessment.



ACADEMIC POLICIES

EVEREST REGULATIONS

Each student is given access to electronic school catalog, which sets forth the policies and regulations under
which the institution operates. Upon the request the student will be provided with an electronic copy or print copy of
the catalog. It is the responsibilityof the studentto become familiar with these policies and regulations and to comply
accordingly. Ignorance of or lack of familiaritywith this information does notserve as an excuse for noncompliance or
infractions.

Everest reserves the right to change instructors, textbooks, accreditation, schedules, or cancel a course or
program forwhich there is insufficient enroliment. The student will receive a full refund for courses or programs that
are cancelled. The school also reserves the right to change course curricula, prerequisites and requirements upon
approval by the school’s accrediting agency and state licensing board.

DEFINITION OF CREDIT .

Everest awards credit in the form of quarter credits. One quarter credit is equivalent to a minimum of 10 clock
hours of theory or lecture instruction, a rninimum of 20 clock hours of supenised laboratoryinstruction, ora minimum
of 30 clock hours of externshipfinternship practice. ’

MAXIMUM CLASS SIZE

To provide instruction and training, classes are limited in size. The maximum class size is 24 studenis. Lab
classes have a maxmum class size of 24 students unless required to be smaller in compliance with any
programmatic accreditafion requirements.

EXTERNSHIPS
Al externships required for the completion of any program shall be uncompensated, with no payment to the
student, monetary or otherwise.

OUT OF CLASS ASSIGNMENTS
»  Students in degree programs shouid expect to spend approximately two hours outside of class completing
homework for every hour ofin class lecture.
* Students in all programs will be expected fo complete assigned homework and other out-of-class
assignments in order to successfully meet course objectives as set forth in the coursefprogram
syllabi. Homework and out-of-class assignments will be evaiuated by faculty.

TRANSFER OF CREDIT INTO EVEREST
Everest has constructed its transfer credit policy to recognize both traditional college credit and non -traditional
fearning. In general, Everest considers the following criteria when determining if transfer credit should be awarded:;
+ Accreditation of the insfitution;
» The comparabilily of the scope, depth, and breadth of the course to be transferred; and
s« The applicability of the course to be transferred to the student's desired program. This includes the grade
and age ofthe previously earned credit.
If the Jearning was obtained outside a formal academic setting, through a nationally administered proficiency
exam, an [T certificate exam, or military training, Everest will evaluate and award ftransfer credit using
professional judgmentand the recommendations for credit issued by the American Council on Education (ACE).

Academic Time Limits

The following time limits apply to a course being considered for transfer credit

» College Core and General Education course — indefinite;

= Major Core course except health science course — within ten (10) years of completion; and

+  Military training, Proficiency exams {e.g. DANTES, AP, CLEP, Excelsior, etc.) and IT certificate exams —the

same academic time limits as College Core, General Education, and Major Core courses.

Note: Due to certain programmatic accreditation criteria, health science courses mustbe transferred within five

(5) years of compietion.

Required Grades
For diploma, associate, and bachelordegree programs, a letter grade of C {7 0%) or better is required for transfer
credit to be awarded.



Maximum Transfer Credits Accepted

Students enrolled in a diploma program mustcomplete atleast25% of the program in residency at the institution
awarding the degree or diploma. The remaining 75% of the program may be any combination of transfer credit,
national proficiency credit, Everest developed proficiency credit, or prior learning credit.

Coursework Completed At Foreign Institutions

All coursework completed at a foreign institution mustbe evaluated by a member of the National Association of
Credential Evaluation Services (NACES) or a member of the Association of International Credentials Evaiuators
{AICE).

Transfer Credit for Learning Assessment

Everest accepts appropriate credits transferred from the College Level Examination Program (CLEP), DANTES
subjecttesting, and certain other professional certification examinafion programs. Confact the Campus President or
Academic Dean for the cuirent list of approved exams and minimum scores required for transfer.

Transfer Credit for CAAHEP- Accredited Medical Assistant Program

Advanced Placement, via transfer of credit, experiential learning and/or other methods, used toward completion
of the Medical Assistantprogram mustbe consistentwith institutional accrediting agency's relevant policy. Transfer of
credit, credit for prior iearning and credit by assessment must be documented in an official transcript.

Transfer Credit for Proficiency Examination

Undergraduate students mayattemptto challenge the requirementto certain selected courses by demonstrating
a proficiency level based on special qualifications, skills, or knowledge obtained through work or ather experience
thatis sufficient to warrant the granting of academic credit for a course through a Proficiency Examination. Similarly,
Everest may award some credits toward undergraduate, associate, and diploma level courses for achievement of
professional certifications e.g. CNE, MCSE, etc. For more information, please contact the Campus Prasident or
Academic Dean.

Experiential Learning Portfolio

Studenis may earn credit for experiential learning through the Prior Learning Assessmentprogram. This program
is designed to translate personal and professional experiences into academic credit. No maore than 25% of the units
required for a degree shall be awarded for prior experiential learning. Procedures for applying for credit through
experiential learning are available in the Campus President or Academic Dean’s office.

Notice Concerning Transferability of Credits and Credentials Earned at Qur Institution

The fransferability of credits earned at Everestis at the complete discretion of an institution fo which a student
may seekto transfer. Acceptance of the degree, diploma or certificate earned in the program in which the studentis
enrolling is also at the complete discretion of the institution to which a student may seek to transfer. If the credifs or
degree, diploma or certtificate that was earned at this institution are not accepted at the institution to which a student
seeks to transfer, the student may be required to repeat some or all of histher coursework at that institution. For this
reason, the student should make certain that attendance af this institution will meet his/her educational goals. This
may include contacting an institution to which a student may seek to transfer after attending Everest fo determine if
the credits or degree, diploma or certificate will fransfer. It is the student's responsibility to confirm whether or not
credits will be accepted by ancther institution ofthe student's choice. School does not guarantee the transferability of
its credits to any other institution unless there is a written agreement with another institution.

Transfers to Other Everest Locations

Students in good standing mayiransfer to another Everestcampus location. Transfer students are advised that
they will be subject fo the minimum residency requirements at the new campus for the program in which they are
enrolled. Students may transfer applicable credits from Everest coursework in which a C or higher was earned;
however, those credits will be treated as transfer credits and will not count toward fulfilling residency requirements at
the new location,

Transfer Center Assistance
Any gquestions regarding the transfer of credit into or from Everest should be dlrected to the Transfer Center at

{877)727-0058 or email transfercenter@ze nith.org.

Everest Consortium Agreement

The Everest Consortium Agreementenables students to attend a limited number ofclasses (a maximum of 49%
of credit hours) at an Everest campus lecation ofher than their home campus. In addition, students nearing
completion of their program of study may finish their degree at another Everest campus location through the



Consortium Agreement{a minimum of 51% credithours mustbe completed atthe Home campus). Compiete details
on the Everest Consortium Agreement are available in the Campus President or Academic Dean's office.

ONLINE PROGRAMS AND COURSE REQUIREMENTS (LINEAR PROGRAMS ONLY)

Online courses are offered for residential students atthe campus through a consortium agreement with Everest
University in Tampa, Florida using the eCollege platform via the Internet. There are no separate ad missions
requirements fo take a course online. To participate in an online course, the only prerequisite is to complete the
online orientation before taking the first of any online courses offered. Online courses have the same course
objectives and leaming outcomes as courses taught on-ground, although more individual focus and initiative is
required to successfully master the material. Online courses are designated on the class schedule so students
register during the normal registration period. Students registering for an online course must obtain prior approval
from their Program Director or the Academic Dean. To maximize success within the online courses, students must
have avaitable to them a computer with a system profile that meets or exceeds the following:

Windows Systems

Windows 10, 8,1, 8, 7, Vista (SP1), or XP (SP3)

56K modem or higher

Sound Cards & Speakers

Firefox, Chrome, or Microsoft Internet Exptorer 10 and 11

Mac Systems

Mac OS X 10.7 or higher (in classicmode)
56K modem or higher

Sound Cards & Speakers

Safari, Chrome or Firefox 41 and 42

In addition, students {aking online courses must:

»  Check quarterly to make sure they are maintaining the correct systems profile;

Have Internet access and an established email account;

Verify email account/address with Online Coordinator at the time of registration each quarter;
Commence online course work as soon as sfudents have access to the courses;

Participate in classes and complete learning and graded activities weekiy throughout the course.

DIRECTED STUDY

« Students unable to take a specific required course due to work schedule conflicts, emergency situations, or
course scheduling conflicts mayrequest permission to complefe a course through directed study.

* Associate degree students mayapplya maximum of 8.0 quarter credit hours earned through directed study
to the major core of study.

+ Siudents may not take more than one direcled study course in a single academic term.

= Diploma students are not eligible for Directed Study.

GRADING SYSTEMS AND PROGRESS REPORTS

The student's final grade foreach course ormodule is determined by the average of the tests, homewaork, class
participation, special assignments and anyother criteria indicated in the grading section ofthe syllabus for the course
or module. Final grades are reported at the completion of each grading term and are provided to each student. if

mailed, they are sent to the student's home address. Failed courses must be repeated and are calculated as an
attemptin Satisfactory Academic Progress calculations,

: achnical
: aue [ eaning |Programs:Scale
A 4.0 Excellent 100-80
B 3.0 Very Good 8§9-80
C 2.0 Good 79-70
D* 1.0 Poor 69-60
F** 0.0 failing 58-0
Fai Not Calculated | Fail {for externshipfinterns hip)
Pass Not Calculated | Pass (for extiernship/internship orthesis classes only)
L Not Calculated | Leave of Absence (allowed in modular programs only)
EL Not Calculated | Experiential Learning
IP Not Calculated | In Progress {forexternshipfinternship or thesis courses only)
PE Not Calculated | Proficiency Exam




PFE Not Calculated | Preparatory Fail

PP . | NotCalculated | Preparatory Pass

Ve Not Calculated | Withdrawal

74 Not Calculated | Withdrawal for those students called to inmediate active militaryduty. This grade
indicates thatthe course will not be calculated for purposes of determining rate of
progress '

TR Not Calculated | TransferCredit

*Not usedin modularprograms.

**For modular programs, F (Faiting)is 69-0%.
*** Calculated as an attempt for nursing siudents perthe nursing handbook
1 The Florida Depariment of Health requires a minimum passing grade of 75% for the Dental Assistant Program

Treatment of Grades in the Satistactory Academic Progresisate_of P_rqg_r_e__ss Calculation
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GPA AND CGPA CALCULATIONS

» The Grade Point Average (GPA) is calculated for all students. The GPA for each term and Cumulative
Grade Point Average (CGPA) are calculated on courses taken in residence at Everest.

« The Grade Point Average (GPA} is calculated at the end of each evaluation period by dividing the quality
points earned by the tofal credits attempted for that evaluation period.

« The Cumulative Grade Point Average (CGPA) is calculated by dividing the totat cumulative quality peints
earned by the total cumulative credits attempted for cumulative evaluation periods.

» The number ofquality points awarded for each course is determined bymultiplying the points listed for each
letter grade by the number of credits of the course. '

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS (SAP)

Students mustmaintain satisfactoryacademic progress in order to remain eligible as regularly enrolled students
and to continue receiving federal financial assistance. The accreditor and federal regulations require that all students
progress ata reasonable rate toward the completion of their academic program. Satisfactory academic progress is
measured by;

+« The student's cumulative grade point average (CGPA)

*» The student’s rate of progress toward completion (ROP)

e The maximum time frame (MTF) allowed to complete the academic program (150% for ail programs).

For clock hour modular programs, students mustalso maintain a satisfactory rate of attendance. The student
may not have absences in excess of 10% of the scheduled hours in a payment period, measured at the nearest full
module. The maximum time frame allowed to complete is 150% of total number of weeks in the program of study
(MTF).

Evaluation Periods for SAP
Satisfactory academicprogress is measured for all students at the end of each grading period (i.e., at the end of
each term, module, phase, level, quarter and payment period).
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Rate of Progress toward Completion

The school catalog contains a schedute designating the minimum percentage or amount of work that a student
must successfully complete at the end of each evaluation period to complete their educational program within the
maximum time frame (150%). The Rate of Progress percentage is defermined by dividing the number of credits
earned by the number of credits attempted. Credits aftempted include completed credits, transfer credits,
withdrawals, and repeated courses. Non-credit remedial courses have no effect on the student's ROP.

Maximum Time Frame to Complete

The maximum time frame for completion of all programs below the master's level is limited by federal regulation
to 150% of the published length of the program. For a program measured in credits, MTF Is 150% of the published
length of the program, measured in credits. For a program measured in clock hours, MTF is 150% of the published
length of the program, measured bythe total numberofclock hours in the program. All credit hours atiempted, which
include completed credits, transfer credits, withdrawals, and repeated classes, counttow ard the maximum number of
credits allowed to complete the program. Non-creditremedial courses have no effect on the student's maxmum time
frame. :

For ¢lock hour modular programs, a student is not allowed to attempt more than 1.5 times or 150% of the
weeks in the program.

Satisfactory Academic Progress Tables

48 Quarter Credit Hour. Pragram.
redits that may be attempte

. 66.66‘%
66.66% [ 25% . . 66.66%
66.66% [ 40% . . 66.66%

166.66%

66.66% | 50% . . 66.66%
66.66% | 55% . . 66.66%
68.66% | 60% . . 66.66%

N/A | 66.66% . . 66.66%

6656“%” S .
6666% F 10% 25-36 2.0 0.25 |66.66%

10%
66.66% | 20% 37-48 2.0 065 |[6666% ] 20%
66.66% | 30% 49-60 2.0 110 [6666% | 30%
66.66% | 40% 61-72 2.0 1.5 |66.66% | 40%
66.66% | 50% 73-84 2.0 1.8 |66.66% | 50%
66.66% ! 55% 85-96 2.0 20 |66.66% | 55%
6666% @ 60% 97-108 2.0 20 166.66% | 60%
66.66% | 63% 109-120{ 2.0 20 |6666% | 63%

N/A | 66.66% 121-144| N/A 2.0 N/A |1 6666%
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Appllcatlon of Grades and Credits to SAP
Grades Athrough F are included in the calculation of CGPA and are Encluded in the Total Number of Credit
Hours Attempted.

« Transfer credits (TR} are not included in the calculation of CGPA but are included in the Total Number of
CreditHours Attempted and Earned in orderto determine the required levels for CGPA and rate of progress.

« Courses with grades of Pass, EL and PE are not included in the CGPA calculation but do count as credit
hours successfully compieted for the rate of progress calculation.

« For calculating rate of progress, F grades and W grades are counted as hours attempted but are not

- counted as hours successfully completed. Grades of IP will alse be counted as hours attempted butnot as
hours successfully completed.

« When a course is repeated, the higher of the two grades is Used in the calculation of CGPA, and the total
credit hours for the original course and the repeated course are included in the Total CreditHours Aftem pted
(in the SAP charts)in orderto determine the required rate of progress level. The credit hours for the original
attemptare considered as notsuccessfully completed.

« When a studentreturns from aleave of absence and completesthe course from which the student withdrew,
the hours for which the student receives a passing grade are counied as earned; the grade, hours, and
aftendance for the original attempt prior to the official leave of absence are not counted for purpose ofthe
rate of progress toward completion calculation and the original grade is notcounted In the CGPA calculation,

« ‘\When a studenttransfers between programs, all attempts ofcourses common to both programs are included
in the CGPA and RCP of the new program.

» Students graduating from one program and comdinuing on to another will have all successfully completed
courses commoen to both programs included in the SAP calculations ofthe new program. Courses notin the
new program, including grades of W or F, are excluded from all SAP calculations.

» Non-punitive grades are not used and non-credit and remedial courses are not factor into CGPA or ROP.

SAP Advising
SAP Advising is the period of time during which a student is advised and monitored for progress for the
remainderofthe term, if the studentis at risk of falling below the required academic standards (CGPA, ROP, or MTF)
for his or her program. During the SAP advising period, the studentis eligible for financial aid. Academic advising will
be documented using the Academic Advising Form. The form shall be kept in the student's academic file.
The Campus President or Academic Dean (or designee) must provide a written nofice of SAP Advising status.
The following timelines apply for all students placed on SAP Advising status:
+  Sludents mustreceive the notification by the third (3) business dayof the subsequentmodule; and for linear
programs, notification must be received by the first day of the term.
« DMustbe advisedwithin ten (10) calendardays after the module stari. The (10) calendardays should exclude
schedule breaks and Holidays.

Financial Aid Warning

SAP is evaluated atthe end of each term and all students with a cumulative grade point average (CGPA) and/for
rate of progress {ROP) below the required academic progress standards as stated in the school's catalog will move
into SAP NOT MET status. Students not meeting SAP and with a previcus SAP status: SAP MET or SAP ADMISING
will be issued FAWarning letter and be advised that unless theyimprove their CGPA and/or rate of progress toward
completion, they may be withdrawn from their program and lose eligibility for federal financial aid.

Notification of Financial Aid Warning
The Campus Presidentor Academic Dean {or designee) must provide the written notice of FAWarning status to
all students not meeting SAP and with a previous SAP Met status. The following timelines apply fo all students
receiving an FA Warning:
+  For programs with an Add/Drop period:
o Students must receive the notification by the first day of the term; and
o Mustbe advised within fourteen (14) calendar days after the term start.
Note: For terms without a break week, students must receive the notification within seven (7} calendar
days after the term start and be advised within twenty-one (21) calendar days after the term start.
«  Formodular programs:
o Students must receive the notification by the third (3rd} business day of the next module; and
o Mustbe advised within ten (10) calendar days after the module start.

Financial Aid Probation

At the end of each term following a SAP evaluation, students with an immediate SAP NOT MET status and who
are SAP NOT MET again according lo the academic pregress standards stated in this catalog, will be notified with a
SAP NOT MET letter indicating that they will be withdrawn unless they successfully appeal by written re quest within
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five (5) calendar days after the nofification for modular programs and within seven (7) calendar days for linear
programs in accordance with the Academic Appeals Policy. Appeals shall only be granted for the following reasons:
the death of a familymember; an illness orinjurysuffered by the student; special circumstances ofan unusual nature
which are not likeiy to recur.
The Campus President or Academic Dean {or designee) must provide written notice of all stidents placed on
SAP NOT MET status: .
«  Forlinear programs with an Add/Drop period:
o Students mustreceive the notification by the first day of the term;
o If the student appeals this status and the appeal is approved, the student must receive an
Academic Progress Plan within ten (10) calendar days after the appeal's approval.
NOTE: For terms without a break week, students must receive the notification within seven (7) calendar
days after the term start.
+« Formodular programs: :
o Students must receive the notification by the third (3) business day of the next module;
o If the student appeals this status and the appeal is approved, the student must receive an
Academic Pragress Plan within seven (7} calendar days afler the appeal's approval.

Notification of Financial Aid Probation

FA Probation is the term for which the student’s appeal has been accepted and progress is manitored underan
Academic Progress Plan. Students must be notified in writing of their probationary status within three (3) calendar
day of the change in status in the student information system. During the period of FA probafion students will
continue to be eligible for financial aid.

While on FA probation, unless students improve their CGPA and for rate of progress toward completion, in
accordance with their Academic Progress Plan, they will be withdrawn fram their program and become ineligible for
further financial aid. All students on FA probation must be placed on an Academic Progress Plan. A student will
remain on FA probation as long as he or sheis meeting the requirements of his orher Academic Progress Planwhen
evaluated at the end of each evaluation period on the Plan.

Financial Good Standing
Students meeting their inancial obligations and remaining in good financial standing throughout their course of
instruction and after graduation confributes to their success.
For a student to be considered in good financial standing the student must
« Complete required financial aid applications to assistin satisfying all anticipated direct costs of the selected
program including tuition, books and required fees for each of the academic and award years within time
frames required
» Have an ouistanding earmned Accounts Receivable balance less than:
o $2,500 or one term of instruction {whichever is greater) if enrolled full time in a degree program,
o $5,000 or one module of instruction (whichever is greater) if enrolied in a diplorna program

Students who were actively attending as of February 1, 2016, and who have an outstanding balance from a
previouslycom pleted academic year, may qualify for continued enroliment if the student meets the following criteria;
s Within 30 days of the policy notification compietes al{ financial aid documentation requirements for the
current academic year
« Maintains good financial standing status as outlined above for each subsegquent term

Faiiure to remain in good financial standing may resultin:

*» Ahold on registration for subsequent terms for degree students, or

« Dismissai from the program of study.

If a studentis unable to remain in good financial standing, the student may be dropped from his or her course of
instruction and nrot be aliowed to reenroll in any Zenith program until the student account is back in good financial
standing.

Students have the right fo requestreconsideration and exception to the dismissal decision for failure to maintain
good financial standing by contacting the Academic Dean/Education Director.

Academic Progress Plan (APP)

Students on FA Probation mustagree o the requirements ofan Academic Progress Plan (APP) as a condition of
their FA probation. Each studentshall receive a copy of his or her APP, A copy of each student's APP shall be kept in
the student's permanent academic file.

The APP may extend over one (1) or multiple terms, as defined at the initiation of the APP. Atthe end of the first
evaluation period on the APP, the student will meet with the Campus President or Academic Dean {or
designee)}/Online Dasignee for an evaluation of progress ofthe plan’s requirements. If on a single -term plan and the
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student has met the requirement(s) of the plan, the student must be in SAP Advising or SAP Met status, and the
students APP shall be considered fulfilled and closed. If on a mutlli-term plan and the student has met the
requirement(s) ofthe firstevaluation period, then new requirementwill be setand the studentwill be placed manually
into SAP Meeting APP Status and will adhere to the subsequent term requirements of the APP.

If at the end of any SAP evaluafion period on the plan (APP) the sfudent does not meet the plan's
requirement(s), the student will receive a dismissal letter and will be dismissed from the program. Additionally, a
studentis deemed to have not met the plan’s requirements byearning a failing grade ("F"} in any course while on the
APP.

Students who have viclated their FA Probation and have been dismissed from a program are not eligible for
readmission to that program ifthey have exceeded, or may exceed, the maximum ftime frame of complefion until they
re-establish appropriate Satisfactory Academic Progress standing.

SAP Advising or SAP MET Status

If the student has met the requirements of a one-term plan, the studentmust be in SAP Advising or SAP MET
status and the student's APP shall be considered fulfilled and closed. The student will be provided with either a SAP
Advising or Return io Academic Good Standing Lefter. In the case of SAP Advising, the siudent will be advised with
the Academic Advising form and will be FA eligible.

The Campus President or Academic Dean (or designee) must provide a written notice of Return to Academic
Good Standing or SAP Advising status. The following timelines apply for all students placed on SAP Advising stalus:

+ Forlinear programs with an Add/Drop pericd:

o Students mustreceive the notification by the first day of the term; and
o Must complete the Evaluation of Progress form within fourleen (14) calendar days after the
notification.

NOTE: For terms without a break week, students must receive the noftification within seven (7) calendar
days after the term start and must complete the Evaluation of Progress form within twenty-one (21) calendar
days after the nofification.

« Formodular programs:

o Sludents mustreceive the notification by the third (3) business dayof the subsequent module; and
o Mustcomplete the Evaluation of Progress form within seven (7) calendar days after the nofification.

SAP Not Met Status and/or Dismissal

If on a multi-term plan, itis likely the student will remain SAP NOT MET for the second (and ensuing) evaluation
periods. At the end of each evaluation period, the student will he notified, evaluated for progress, and if the APP
requirements are met, will be manually assigned SAP Meeting APP status and continue on the APP. New
requirements for the second {or ensuing) evaluation period will be defined using the Evaluation of Progress form.

The Gampus President or Academic Dean {or designee) must provide a written nolice of SAP NOT MET status.
The following timelines apply for all students placed on SAP NOT MET status:

+  Forlinear programs with an Add/Drop period:

o Students must receive the nofification by the first day of the term; and
o Must complete the Evaluation of Progress form within fourteen (14) calendar days after the
notification.

NOTE: For terms without a break week, students must receive the notification within seven (7) calendar
days after the term start and must complete the Evaluation of Progress form within twenty-one (21) calendar
days after the notificafion.

e  Formodutar programs;

o Students mustreceive the notification by the third (3) business dayof the subsequent module;and
o Must complete the Evaluation of Progress form within seven (7) calendardays after the notification.

If the student does not meet the Plan’s requirements at the end of an evaluation period, the student will be
dismissed from the program. ifthe student has not metthe benchmark, the student must be dropped with the correct
DOD {no laterthan second calendarday of module or term). The student must be notified of dismissal no later than
the second calendar day of module or term.

NOTE: if the student has make-up work, and the campus is willing to accept it, it must be complefed
within four (4) calendar days of grades being entered {as long as this doesn't extend beyond ten (10}
calendar days after mod- or term-end), or the student must be dropped with the correct DOD.

SAP Re-Entry
Students who have viclated FA Probation and have been dismissed shall not be readmitied if they cannot

complete the program within the maximum time frame or re-establish appropriate Satisfactory Academic Progress
(SAP) standing.
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Retaking Passed Coursework

Students in degree programs may repeat a previously passed course one time. Students in diploma programs
may not retake previouslypassed coursework untess the student has successfully passed all classroom modules.
Each repeated attempt counts in the calculation of the students’ rate of progress and maximum time frame. All
repeated courses will appear on the student's franscript, but only the highest grade earned will be included in the
calculation of their cumulative grade point average.

Retaking Failed Coursework

Students mustrepeatall failed courses thatare required for gradu ation from the program. Failed courses maybe
repeated more than twice, so long as repeating the coursework does not jeopardize the siudents’ maximum time
frame of completion. Students may not exceed three attempts of prerequisite modules in diploma programs. Each
attempt counts in the calculation of the students’ rate of progress and successful completion percentages. All
repeated coursework wilk appear on the student's transcript, butonly the highestgrade earned will be included in the
calcufation of their cumulative grade point average.

Veterans Affairs (VA) Students are not eligible for VA funding for repeating passed coursework, ormore than one
attempt at repeating failed coursework.

ADD/DROP POLICY {(DEGREE PROGRAMS ONLY)

Continuing students may register for classes prior to the start of the 12-week term. Once the term has started,
students mayadd or drop courses during the add/drop period without academicpenalty upon obtaining approval from
Academic administration and the Student Finance office.

The taking of attendance of new and re-entering students who enroll during the add/drop period will begin the
first scheduled class session following the student's enrollment. The add/drop period for full term {12 -week) courses
is the first 14 calendar days of the term, excluding holidays. For either the six-week 1 or six week 2 courses, the
add/drop period is the first seven calendar days of the course, excluding holidays.

Students who enroltin a 12-week course during the add/drop period must attend class by the earfier of the 21
calendarday of the term or the 14" calendar day after enroliment, or be unregistered from the course. Students who
enroll in 6-week courses during the add/drop period mustattend class by the 14" calendar day of the 6-week course,
or be dropped from the course.

IMPACT OF ADD/DROP ON FINANCIAL AID CALCULATION

Adding or dropping a course mayimpacta student's enroliment status and the amount of financial aid for which
the student is eligible. If the student adds or drops a course, Student Finance office will advise the student of the
financial consequences. Student Finance Supportand Student Accounts will process any adjustments fo a student's
charges or financing due to adding or dropping courses.

For 6-week 2 courses to be considered in the determination of a student's enrollment status for Pell grant
purposes only, astudentmust register for the courses by the close of business on day 14 of the start of the full term
{i.e., prior fo the Census dale).

Full Term Courses .

The add/drop period for full term courses is the first fourteen (14) calendar days of the term, excluding holidays
and regutarly scheduled breaks. The taking of attendance of students who enroll during the add/idrop period shall
begin the firstscheduled class session following the student's enrollment. Therefore, students who enroflin a full -tem
course during the add/drop period must attend class by the earlier of the 21st calendar day of the term or the 14th
calendar day after enroliment, or be dropped from the course.

Mini-Term Courses

The registration period for six-weeks 2 mini-term courses occurs weli in advance prior to the start of the six
weeks 2 mini-term. Continuing students, who are already enrolled in full term courses, should complete registration
for upcoming six-weeks 2 mini-term courses bythe close of business on day twenty (20} of the full-term. Additionally,
students mustsign a Mini-Term Consent Form when registering for the upcoming second mini-term courses.

Cnce the mini-term has begun, the add/drop period for mini-term courses is the first seven (7) calendar days of
the term, excluding holidays and regularlyscheduled breaks. The taking of attendance of students who enroll during
the add/drop period shall begin the first scheduled class session following the student's enroliment. Students who
enroll in mini-term courses during the add/drop period mustattend class bythe 14th calendar day of the mini-term, or
be dropped from the course.

Effects of Add/Drop on Financial Aid Calculation

Adding or dropping a course may affect a student’s enrollment status, and therefore the amount of financial aid
for which the studentis efigible. The Director of Student Finance is responsible for advising a student of the financial
consequences of a change in registration.
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In order for six-weeks 2 mini-term courses to be considered in the determination ofa student's enroliment status
for Pell grantpurposés only, a studentmustregister for the six-weeks 2 mini-term courses by the close ofbusiness
an day twenty (20) of the start of the full term, i.e. prior to the Census date.

ATTENDANCE POLICY )

Attendance in class is critical to student academic success. This policy sets standards that provide for the
withdrawal and dismissal of students whose absences exceed a setrate. Normally, a studentis considered present if
he or sheis inthe assignedictassroom forthe scheduled amountof ime, i.e., neither late for class (tardy) nor leaving
before the end of class (leave early). However, aninstructormay consider a student presentwho does not attend the
entire class session if (a) the criteria used to make the determination are stated in the course syllabus and (b} the
amount of time missed does not exceed 50% ofthe class session.

In clock hour modular programs, the studentis awarded one hourof attendance for each 50-minute academic
hour attended (there is a 10-minute administrative grace period).

Establishing Attendance/Verifying Enrollment
» For programs with an add/drop period, the taking of attendance for a student enrolling during the addidrop
period shall begin the first scheduled class session following the student's enrollment.
« In programs without an add/drop period, new students registered for a class must attend by the second
scheduled class session or be withdrawn.

Monitoring Student Attendance

The School will monitor student attendance on the basis of both consecutive absences (the “Consecutive
Absence Rule”) and absences as a percentage of the hours (minus exernship hours) in the ferm/program (the
"Percentage Absence Rule™. A student may appeal an attendance dismissal pursuant to the Stude nt Academic
Appeals Policy.

If an appeal is granted, the studentis notdismissed, butmustbe advised and monitored with an advising plan. If
an appealis not granied, the studentmustbe withdrawn from all courses and dismissed from school, and will not be
charged for attending while the appeal was pending. Any student dismissed due to an attendance violation may not
be readmitted unless the student reapplies for admission.

In clock hour modular programs, the “Percentage Absence Rule” (identifying attendance violations) measure
absences as a percentage of the hours in a module/payment period.

Make-Up Attendance

In clock hour modular programs, students may choose to, or be required to, make up attendance. Make -up
attendance is quantifiable time thatthe studentis at the campus engaged in meaningful and applicable work with staff
supenision. The make-up work must be related to the module in which the absences, attendance violation and /or

appeal applied. Make-up attendance may be voluntary (at the student's request), ormandatory(as part of an advising
or appeal process.)

Make-up attendance must occur outside of regularly scheduled class time, and the quantily of make -up
attendance permeodule cannotexceed the amountofabsence in that module. Make -up aftendance will be defined in
thirty (30} minutes blocks, rounded down to the nearest thirty (30) minutes. There are no breaks or “grace” periods.
Make-up attendance may be made up only until the fourteenth (t4th) calendar day after module end.

Make-up time can be overseen by appropriate Academics staff, unless content-based, in which case it mustbe
administered by staff qualified to teach in the applicable program. The make -up activities may occurin a class other
than the student's own (lab only), or at separate, designated make-up times. When making up hours all applicable
ratios and maximums will apply.

Qualified make-up activities include, but are not limited to the following academic activiies:
Taking or re-taking a quiz ortest

Performing lab practice or check-offs

Facilitated content review

Facilitated / demonstrable study

Engaging in a study group or group project

Tutering

Completing in-class or homework assignmenfts

The make-up attendance process will applyin alt cases, and includes an approval process, a required Make-up
Attendance Form, and a secure process for managing quizzes, tests, and any other work requiring grading.
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Consecutfive Absence Rule

When a student is absent from school for fourteen (14} consecutive calendar days excluding holidays and
scheduled breaks, the faculty will notify the Campus Presidentor Academic Dean who, on the date of viclation, must
determine whether the student pians to return to school or has withdrawn. This determination must follow these
guidelines;

+ Al students who state theywill not return to school shall be promptly withdrawn;

¢ Al students who state they will return must:

1. Aftend class the next scheduled class after the violation and must post positive attendance the next
scheduled class afterthe violation (for an online course, postattendance within give calendar days after
the date of violation).

2. File an appeal within five (5) calendar days after the date of violation;

3. Have perfect attendance while the appeal is pending. ‘

Faifure to comply with one or more of the three requirements will resultin the student being withdrawn from all
courses and dismissed from school.

For degree programs, the consecutive absence rule is applied to consecutive days missed in a single term. For
diploma programs, the consecutive absence rule is applied to one ormore sequences of 14 consecutive days missed
during the total program,

Diploma Programs:
For students who have not previously violated the atiendance policy:

e Percenfage:: R crAcHon:Taken:;
5% ofthe total classroom hours missed Attendance warning letter sent
20% of the total classroom hours missed Withdrawn from the module and dismissed from school

For students who have been dismissed forviolating the attendance policy, or would have been dismissed but for
a successful appeal, the following rule shall apply:

TR “Percentage e T ZiAction Taken':
15% ofthe remamlng cEassroom hours mlssed Attendance warmng lefter sent
20% of the remaining classroom hours missed Withdrawn from the module and dismissed from schoo!

Degree Programs:
For students who have not previousiy violated the attendance policy:

g = Percentage B
25% of ihe total hours for all courses in a term Altendance warning Eetter sent
40% of the total houss for all courses in a term Withdrawn from all courses and dismissed from schoot

For students who have been dismissed for violating the attendance policy, or would have been dismissed but for
a successiul appeal, the following rule shali apply:

. - Percentage .’ b e e e ACon S aken i o
25% of the total remamlng hours forall courses in .

a term Altendance warning letter sent

40% of the total remaining hours forall courses in Withdrawn from the module and dismissed from schoot
a term

Clock Hour Programs:

S Pefcentage Y R Ly
0% of the to!al hcurs in each module - second A&endance warmng Ietter sent
occufrence in a payment period

Student is advised and reqguired to make up attendance
10% of the iofal hours in each module — third | Withdrawn from the module and dismissed from school.
occurrence, and those that occur beyond the third

Student has the opportunity to appeal the dismissal, and
will be required to agree to an attendance plan that
requires make-up atfendance
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More than 10% of the total hours in each payment | Attendance warning letter sent
period -~ occurring prior t6 measurement of
payment period completion for disbursement Student is advised and required to make up attendance
More than 10% of the total hoursin each payment | Withdrawn from the module and dismissed from school.
period at the point of measurement of payment
period completion for disbursement Student has the opporiunity to appeal the dismissal and
will be required to make up attendance - priorfo the end

1 ofthe first paymentperiod, or outside of reguiarty-
scheduled hours in the secend paymentperiod classes.
Note: The appeal shall not be entered until the
student has made up attendance sufficient to achieve
90% or more attendance for the payment period
hours.

Violations of Percentage Absence Rules
When a studentviolates the applicable percentage absence rule, the faculty will notify the Campus Presidentor
Academic Dean who, on the date of violation, must determine whether the student plans to refurn fo schocl or has
withdrawn. This determination must follow these guidelines:
» Al students who state theywill not return o school shall be promptly withdrawn,
« All students who state they will return must
1. Aftend class within five (5) calendar days of the violation;
2. File an appeal within five (5) calendar days after the date of violation;
3. Hawe perfect atiendance while the appeal is pending.
Failure to comply with one or more of the three requirements will resultin the student being withdrawn from all
courses and dismissed from school. .

Date of Withdrawal
+ When a studentis withdrawn for consecutive absences within the term or module, the date of the student's
withdrawal shall be the student's last date of attendance (LDA).
« When a student is withdrawn for violating the applicable percentage absence rule, the Date of Withdrawal
shall be the date of the violation.
NOTE: The Date of Withdrawal shall be the earlier of a violation of the Consecutive Absence Rule or the
Percentage Absence Rule,

Date of Determination (DOD)

The Date of Determination (DOD) shall be the date the school determined the student would not return to class.
This is the date used to determine the timeliness of the refund. The DOD is the earliest of the following three (3)
dates:

* The date the student notifies the school (verbally or in writing) that s/he is not returning to class,;

o The date the student violales the published atendance policy; or

»  No later than the 14" calendar day after the LDA.

Attendance Records
The computerattendance database is the official record of allendance. The official record may be challenged by

filing an attendance appeal according to the Student Academic Appeal Policy. Without an appeal, after the 14th
calendar day following the end of the term/module, the computer attendance database shall be considered final.

LLEAVE OF ABSENCE POLICY

Everest permits students to request a leave of absence (LOA) as long as the leave does not exceed a tofal of
180 days during any 12-month period, starting from the first day of the first leave, that there is a reasonable
expectation that the studentwili return, and as long as there are documented, legitimaie extenuating circumstances
that require the students fo interrupt their education, including pregnancy (including childbirth, false pregnancy,
termination of pregnancy, and recovery therefrom), tem porarydisability, personal reasons, or otherreasons such that
the campus determines thatan LOAIs in the student's best interest. However, an LOAwill not be granted for any of
the following reasons:

a) The courses that the student needs are not available;

b) The courses that the student needs are available, but the student declines to take them;

¢) An exernshipfinternship site is not available for the student;

d) Astudentis unable to pay tuition;

e) The studentis failing a course{s); or

f) To delaythe return of unearned federal funds.
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Students requesting an LOAmust submit a completed Leave of Absence Request Form prior to the beginning
date of the leave. If circumstances of an unusual nature that are not likely fo recur prevent the student from
submitling the requestin advance, the leave may still be granted, but onlyif:

a) the school documents the unforeseen circumstances and the Campus President or Academic Dean
determines that these circumstances meet the exception requirements (i.e., “of an unusual nature and not
likely to recur™, and

b) the student submits a completed Leave of Absence Request Form by the tenth (10"’) calendar day of the
leave.

Re-Admission Following a L.eave of Absence

« Upon retum from leave, the student will be required fo repeat the module, if it had been interrupted, and
receive final grades.

s The student will not be charged any fee for the repeat ofany module from which the student took leave or
for re-entry from the feave of absence.

+ The date the student returns to class is normally scheduled for the beginning of a module.

« When a student is enrclled in a modular program, the student may return at any appropriate module, not
oniy the module from which the student withdrew.

Extension of Leave of Absence
A student on an approved LOA may submit a request to extend the LOA without returning to class. Such a
request may be approved by the Campus President or Academic Dean provided:
¢« The student submits a compieted LOA Extension Request Form before the end date of the current leave.
s There is a reasonable expectation the student will return.
» The number of days in the leave as extended, when added fo all other approved leaves, does not exceed
180 calendar days in any twelve (12} month period calculated from the first day ofthe student's firstleave.
s« MAppropriate modules required for completion of the program wili be available to the student on the date of
return.
If the extension request is approved, the end date of the student's current leave will be changed in the official
studentinformation system to reflectthe new end date. If the requestis denied, the studentwill be withdrawn and the
withdrawal date will be the student's last date of aftendance (LDA).

Return from a Leave of Absence

A student must retura from a LOA on the first day of any approprlate module or prior to the scheduled date of
return. A student who goes on leave prior to the end of a modulefterm will receive a grade of “L" (leave). The
course({s)with a grade of "L" will not be included in the calculation of Rate of Progress (ROP), Maximum Time Frame
(MTF) or attendance.

NOTE: Everest does not permit leaves of absence for students enrolled in quarter-based programs. Students
experiencing circumstances that may make it necessary to interrupt their attendance temporarily shouid see the
Campus President or Academic Dean.

Failure to Return From a Leave of Absence
If the studentdoes notreturn from LOA as defined abovse, the studentwill be withdrawn, The withdrawal date will

be the student's last day of attendance (LDA). The “L" grade in the LOA course(s) wili be changed to "W’ (withdraw).
The course(s) having a grade of "W’ will be included as an attempt in the calculation of ROP and MTF. A Title IV
refund calculation will be completed and use the last date of attendance prior fo the start ofthe LOA

Possible Effects of Leave Of Absence
Students who are contemplating an LOA should be cautioned that one or more of the following factors may affect
the length of time it will take the studentio graduate.
+  Students retuming from a LOA are not guaranieed thatthe module required to maintain the normal progress
in their training program will be available at the time of reentry
They may have to wait for the appropriate module to be offered
Financial aid may be affected
The LOA could also affect the student's:
Loan repayment terms including the grace period
Rate of progress
Maximum time frame for completion
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EXTERNSHIP TRAINING
Upan successiul completion ofall classroom requirements, students are expected to begin the externship portion

of their programs within 14 calendardays (excluding holidays and regufarly scheduled breaks). If a student does not
begin externship training within 14 cafendar days, he/she must be dropped from the program. A leave of absence
(LOA) may only be approved if the student's reason meets the criteria of the LOA Policy. Students may onlymiss 14
consecutive calendar days once they start externship or they must be dropped from the program.

Each studenthas approximately 120 calendar days to complete theirexternship. Any modularstudent who does
not complete externship training within 120 calendardays should meetwith the Campus Presidentor Academic Dean
to approve the time remaining to complete the externship.

Sludents who drop from externship either prior to starting or during exernship and/or delay the completion of
their externship for more than 30 days from the lastdays of attendance musthave their skills evaluated by a program
instructor or director/chair priorio re-entry fo ensure they are sfill competent to perform skills safelyin the externship
setting.

Students shall not receive compensation or payment, menetary or otherwise, for the externship or practicum
expearience in any MAERB-accredited program, such as the Medical Assistant or Surgical Technologist programs.

WITHDRAWAL PROCEDURES

s  Students who intend to withdraw from school are requested to notify the Campus President or Academic
Dean by telephone, in person, by email or in writing {o provide official nofification of their intent to withdraw
and the date of withdrawal.

« Timely notification by the studentwill resultin the studentbeing charged tuition and fees for only the portion
of the payment period or period of enroliment that he/she attended as well as ensuring a timelyrefurn of
federal funds and any other refunds that may be due.

« Students requesting a withdrawal from school must complete a financial aid exit interview.

» Sftudents who have withdrawn from school may contact the school's Education Depariment about reentry.

MAKE-UP WORK
At the instructar’s discrefion, make-up work maybe provided to students who have missed class assignments or

fests. Make-up work must be completed within ten (10) calendar days after the end of the term/module.

REQUIREMENTS FOR GRADUATION
¢  Successfullycomplete all courses in the program with a 2.0 (70%) cumulative grade pointaverage within the
maximum time frame for completion as stated in the school catalog.
» Successfullycomplete all eternship requirements (if applicable}.
s Meet any additional program specific requirements as stated in the catalog.
Commencementexercises are held at leastonce a year, Upon graduation, ait students who are current with their
financial obligation to the school shall receive their diploma.

VETERANS EDUCATION BENEFITS

Prior Credit for Education and Training

All VA beneficiaries are required fo disclase prior postsecondary school attendance, military education and
training, and provide official transcripts for such education and training. The studentis responsnble for ensuring that
all franscripts are submitted to the school. The school is responsible for evaluating official written transcripts of
previcus education and experience, granting credit where appropriate, notifsing the student, and shorening the
pragram certified accordingly.

Prior credit must be evaluated within the first two terms of the enroliment period. The VA will not pay VA
education benefits pastthe third term of enroliment, if prior credit has notbeen evaluated.

Benefit Overpayments

Schools are required to promptly report changes in the enroliment status of all students receiving VA education
benefits In order to minimize overpayments. Generally overpayments of VA benefits are the responsibility of the
student. However, there are instances under the Post 8/11 Gl Bill when an overpayment is created on a school and

funds need fo be returned fo the VA

Academic Standards for Students Receiving VA Benefits

Students receiving Veterans education benefits are subject to the same academic standards applicable to all
students at the school. To receive VA education henefits, a student must maintain Satisfactory Academic Progress,
attendance standards and adhere to the Code of Student Conduct.
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Additional Requirements for Veteran Students (Modular Programs Only)
For Veteran students who have not previously been dismissed from the program for violating the attendance
policy, the following rule shall apply:

= sAction: Taken

5% of the cumu%ative hours attempted Attendance warning lettersent
20% of the cumuiative hours attempted Dismissed from the program

For Veleran students who have been dismissed for violating the attendance policy, or would have been
dismissed but for a successful appeal, the following rule shall apply:

Percentage : .| Action Taken ;.
15% of the rem atmng cumuEallve hours attempted Attendance warning Iettersen{
20% of the remaining cumutative hours attempted Dismissed from the program

The Veterans Administration (VA) requires that students receiving funds based on their enrcliment in school
complete their course of studies in the standard length of the program. In order to meet this requirement, students
mustattend class on a reguiar basis. The VArequires thatit be notified when a veteran student's enroliment status
changes; such notification mayresultin the termination of veteran benefits. All dismissals and s uccessful appeals by
students funded through the VA shall be reported to the VA by the ceriifying official for the school.

APPEALS POLICIES

Student Academic Appeals Policy

A student may submit an appeal based on one ofthree adverse determinations:

s Attendance policy viclation

s«  Satisfactory Academic Progress (SAP) viclation or

s Final grade(s).

Formal academic appeals must be submitted within five calendar days of the date the studentis considered fo
have recelved nofice of the adverse determination.

Appeals mustinclude a completed, dated and signed Academic Appeal form and a letter from the student that
includes the:

+ Specific academic decision atissue and

s Resolution sought by the student.

A SAP or Attendance violation appeal mustinclude an explanation of the circumstances that:

s Led to the violation and

+  Will improve achievement going forward.

For a final grade appeal, the student will include the informal steps taken to address the disagreement. -

Once a formal appeal is filed, the campus will take no action regarding the adverse academic decision, and
financial aid disbursements will be suspended until the appeal process is concluded.

The appeal committee decision is final and no further appeals for the same adverse academic decision are
permitted. If the appealis denied, the date of determination is the date of the adverse academic decision after which
the student will not be charged for any attendance.

Assignment/ Test Grades

Students who disagree with an assignmenttestgrade should discuss it with the instructor upon receipt of the
grade. Assignmentsftestgrades are reviewed at the instructor's discretion. If the instructor is not available, the matter
should be discussed with the Program Director/Depariment Chair/Online Academic Designee. Only final course
grades are eligible for appeal.

Final Course Grades

Finat grade appeals must be submitted by the:

* FEighth calendar day of the subsequent module for Diploma programs; and

«  Sixth calendar day of the subsequent term for Degree programs.

A final grade appeal may be approved, and the grade correcled, if it is determined that the final grade was
influenced by any of the following:
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A personal bias or arbitrary rationale
Standards unreasonably different from those that were applied to other s tudents
A substantial, unreasonable, or unannounced departure from previously articulated standards or
» The result of a clear and substantial misiake in calculating or recording grades or academic progress.
A student may appeal more than one final grade while active in a program.
Cnly final grades are eligible for appeal. Assignmentitest grades are reviewed at the instructor's discretion,
consistent with the grade policy and syllabus guidelines.

Attendance Violation Appeals Policy

Aftendance violation appeals must be submitted within five calendar days after the date of violation. For an
aftendance appeal to be considered the student must maintain perfect attendance while the appeal is pending.
Depending on the type of viclation, the student must :

» Peicentage Absence (program or term} — post pesitive aftendance ("present’) within five calendar days of

the date of violation and
« Consecutive Day Absence - post positive attendance the next scheduled class session after the violation {for
an online course, post attendance within five calendar days after the date of violation).

Violations occurring at the end of the degree term when there is no opporunity to attend until the nextterm are
not subject to these requirements.

Subjectto applicable state requirement, an attendance appeal maybe granted if the student demonstrates that
the absence was caused by:

s  [Death ofa family membher

+ lliness orinjury suffered by the studentor

+  Special circumstances which are not likely to recur.

A student may be eligible for more than one attendance violation appeal while active in a program.

The Appeal Committee may, as a condition ofgranting the appeal, require the student to make up assignmenis
and develop an Academic Advising Plan in conjunclion with his or her advisor.

For cltock hour modular proegrams, as a condition of granting the appeal, the Committee may require the
student to make-up attendance,

Satisfactory Academic Progress {(SAP) Violation Appeals

SAP appeals mustbe submitied by the:

s Eighth calendar day of the subsequent module for Diploma programs and

+ Sixh calendar day of the subsequent term (by the fourteenth calendar day if there is no break week) for

Degree programs.

A SAP appeal may be granied if the student is able to complete the program within the maximum time frame
allowed and with the required minimum cumulative grade pointaverage (CGPA). The studentmustalso demonstrate
that the failure to maintain the required CGPA or rate of progress (ROP) was caused by

« Death of a familymember

s |liness orinjurysuffered by the studentor

« Special circumstances which are not likely to recur.

if the SAP appeal is approved, the studentmustagree to meet the requirements of an Academic Progress Plan
(see Satisfaclory Academic Progress and Relaking Coursework Policy).

The Appeal Commiitee shall, as a condition of granting the appeal, require the student to develop an Academic
Progress Plan in conjunciion with the student's advisor and place the student on FA probation.
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FINANCIAL INFORMATION

STATEMENT OF FINANCIAL OBLIGATION ‘

A student who has appiied, is accepied, and has begun classes at Everest assumes a definite financial
obligation. Each studentis legallyresponsible forhis or her own educational expenses for the period of enroliment. A
studentwho is enrolled and has made payments in full or completed otherfinancial arrangements and is current with
those obligations, is entitled o all the privileges of attending classes, taking examinations, receiving grade reporis,
securing course credit, being graduated, and using the Career Senvices Office.

Any studentwhois delinquentin a financial obligation fo the school, or any educational financial obligation fo any
third party, including damage to school property, library fines, and payment of tuition and fees, is subject fo exclusion
from any or all of the usual privileges ofthe school. Everest may, in its sole discretion, take disciplinary action on this
basis, including suspension or fermination of enroliment.

TUITION AND FEES

Tuitionh and fee information can be found ih “Tuition and Fees” section of the catalog. Modular programs are
offered throughout the year on a schedule independent of the standard quarter calendar. When a student begins
enrollment in a modular program, tuition will be charged in the full tuition amount, orin increments based on state
policy, for each academic year.

Quarter-based programs will be charged for the student's first quarter (or mini-term guarter start) in attendance.
Tuitlon and fees for subsequent quarters will be charged at the published rate in effect at the beginning of that
quarter. The minimum full-time course load is 12 credits perquarter for undergraduate programs. Textbook costs per
quarter are dependent upon the classes for which the student is registered. All credits for which a student is
registered are charged atthe currentrate, including anycourses being repeated. The student's total tuition for a given
quarter is determined by multiplying the number of credit hours for which the student is registered at the end of the
Add/Drop period by the then current tuition rate for that number of credit hours.

Students' financial obfigations will be calculated in accordance with the refund policy in the Enrollment
Agreementand this school catalog. For modular programs, the Enroliment Agreement obligates the student and the
school for the entire program of instruction. For quarter-based programs, the Enroliment Agreement obfigates the
student and the school for tuition by quarter.

Student may make payments by cash or by the following accepted credit cards: Visa, MasterCard or Discover.

TEXTBOOKS AND EQUIPMENT

Textbooks and workbooks are sold through the bookstore in accordance with Everest policies. Af the time of
issuance, textbooks become the responsibifity of the students. Everestis not responsible for replacing lost textbooks;
however, students maypurchase replacements from the campus bookstore. Students are responsible for the cost of
their textbooks and the cost of any shipping charges.

ADDITIONAL FEES AND EXPENSES

Charges for fextbooks, uniforms and equipment are separate from tuition. The institution does not charge for
books, uniforms and eguipment until the student purchases and receives the itemns. Incidental supplies, such as
paper and pencils are to be furnished by the students.

VOLUNTARY PREPAYMENT PLAN
The school provides a voluntary prepayment plan to students and their fammes fo help reduce the balance due
upon entry. Details are available upon request from the Student Finance Office.

FEDERAL WORK STUDY

The Federal Work Study (FWS) Program is a federally subsidized, seif-help financial aid program that allows
students with financiali need to earn FWS funds through employment with authorized FWS employers. FWS
encourages siudents to earn their funds while performing work in community, public interest or student senvices and
work related to their course of study.

FWS jobs maybe on or off-campus. Off-campus FWS jobs with federal, state, or local public agencies or private
nonprofit organizations mustbe in the publicinterest. Off-campus FWS jobs with private, for-profit organizations must
he academically relevant to the maximum extent possible. Please contact your Student Finance representative
for more information.

Requirements for FNS Students

Students must meet all eligibility criteria required for receipt of federal aid, including:
« Maintaining satisfactory academic progress (SAP)
« Maintaining atleast half-time enroliment
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Additional requirements include:

+ Students may hold only one FWS position at any time.

+ FWS earnings are not considered income when calculating financial aid (FA) eligibility.

« PFWS earnings are taxable income as reported on federal and state tax refurns.

= FWS students are paid only for hours actually worked and are not paid for lunch, sick days, or other hours

not actually worked.

Students may not earn FWS funds in excess of their FWS award.

«  Students maywork no more than 25 hours per calendar week.

s Students are aHowed to work during periods of non-attendance (e.g., vacations, breaks, etc.) provided
sufficient work-study allocations exst.

e Anystudentwho falsified a time sheet will be referred to the appropriate campus authority for investigation
and may be referred to law enforcement authorities.

BUYER’S RIGHT TO CANCEL.

The applicants signature on the Enroliment Agreement does not constlitute admission into the school until the
studenthas been accepted for admission byan official of the school. If the applicant is not accepted by the school, ali
monies paid will be refunded.

CANCELLATION POLICY: You may withdraw your enroliment agreement at any time within five business days
from the date you sign the agreement, make an initial payment, or first visit the school, whichever is later. If you do
so, all payments made by you or on your behalf will be refunded. Withdrawal can be effectuated by persaonally
appearing atyour school fo withdraw, depositing a withdrawal letterin the mail to your school at the address provided
in the agreement {in which case, the withdrawal will be considered effective as of the postmark date), sending an
electronic message o withdrawals @zenith.org, or providing an oral withdrawal notice to phone number (888) 236
9614. In event of dispute over timely notice, the burden to prove service rests on the applicant.

a. The student applicant will also be returned all monies paid if:

1. The school rejects the applicant;

2. The enroliment of the student was procured as the result of any misrepresentation through advertising,

promotional materials of the school, or representations by the owner or representative of the school,

3. The school cancels the student's program.

REFUND POLICIES
If & state refund policy can provide a largerrefund to the studentthan The School's Insiitutional Pro Rata Refund

Calculationand Pohcy, the student will be given the benefit of the refund policy that results in the larger refund to the
student.

Institutional Pro Rata Refund Calculation and Policy

When a student withdraws, The School must determine how much of the fuition and fees hefshe is eligible to
refain. The Pro Rata Refund Calculation and Policyis an institufional policyand is different from the Federal Financial
Aid Return Policy and Return calculation; therefore, after both calculations are applied, a student may owe a debit
balance (i.e. the studentincurred more charges than he/she earned Title IV funds) to The School.

The School will perform the Pro Rata Refund Calculation for those students who terminate their training before
completing the period of enrollment (i.e. students who receive a final grade of “W* or “WZ"). Under the Pro Rata
Refund Calculation, The Schoot is entitled to retain only the percentage of charges (tuition, faes, room, board, etc.)
proportional to the period of enroilimentcompleted bythe sfudent. The period of enroliment completed by the student
is calculated by dividing the total number of calendar days in the period of enrollmentinte the calendar days in the
period as of the student's lastdate of attendance. The period of enrollment for students enrolled in modular programs
is the academic year, or in increments based on state policy, for each academic year. The period of enroliment for
students enrolled in quarter-based programs is the quarter. The refund is calculated using the following steps:
Determine the total charges for the period of enrcliment.

Divide this figure by the total number of calendar days in the period of enrollment.

The answer to the calculation in step 2 is the daily charge for instruction.

The amount owed by the student for the purposes of calculating a refund is derived by multiplying the total
calendardays in the period as of the student's lastdate ofattendance by the daily charge for instruction and
adding in any book or equipment charges.

5. The refund shall be anyamount in excess of the figure derived in step 4 that was paid by the student.

in the event of a school ceasing operation, the studentshall be entitled to 100% of the prepaid, unearned tuition
and fees at the time of closure unless a teach-outis available and accepted by the siudent. ’

PN =
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Colorado Refund Policy '

The School will make refund determinations for all fuition and fees paid for the charging peried in accordance
with the following schedule, If the education program for which the student has enrolled is discontinued prior to the
student's expected graduation date, the studentis entitled to a full refund. The granting of credit for previous training
shall not impact the refund policy.

Sy - Entitled fo.a “The.InstitutionIs"
B _:_A Stndent Whu Withdraws ot s Terminated.-, Refund.of - ‘Eligible ;to 'Retain
Wthm the first 16% of the charging period 90% Tuition 10% Tuition
After completion of 10% of the charging period, but priorto o s o e
completion of 25% 75% Tuition 25% Tuition
After completion of 25% of the charging peried, but pricrto N " o "
completion of50% 50% Tuition 50% Tuition
After completion of 50% of the charging period, but priorfo o s o s
completion of75% 25% Tuition 75% Tuition
After completion of 75% of the charging period 0% 100% Tuition
Postponement

Postponement of a starting date, whether at the request of The School or the student, requires a written
agreement signed by the student and The School. The agreement must set forth:

“a. Whetherthe postponementis for the convenience of The School or the student, and,;

b. Adeadline for the new start date, beyond which the start date will not be postpened.

If the course is not commenced, or if the student fails to attend bythe new start date set forth in the agreement,
the student will be entitted to an appropriate refund of prepaid tuition and fees within 30 days of the deadline in
accordance with The School’s refund policy and all applicable laws and rules concerning the Private Occupational
Education Act of 1981. .

ONLINE LEARNING COURSES

All students are residential, but each quarter some individual course offerings in a student's program may be
available through online delivery, as listed in the course scheduie forthe quarter. Students enrolled in the se courses
attend 100% of the course online and there is no ground component. Attendance inonline courses is measured and
evaluated electronically each week based on the following criteria: posfing once in a discussion forum or team
assignment; submitting an assignment to the drop box; completing a quiz. [f the student completes one of these
activities for a week, the student will be considered present for purposes ofthe Colorado Refund Policy 12-59-114
C.RS.

TEXTBOOK AND EQUIPMENT RETURN/REFUND POLICY

A student who was charged for and paid for textbooks, uniforms, or equipment may refurn the unmarked
textbooks, unworn uniforms, or new equipment within 30 days following the date of the student's cancellation,
termination, or withdrawal, The School shall then refund the charges paid by the student. Uniforms that have been
worn cannot be returned because of health and sanitary reasons. Ifthe student fails to return unmarked {extbooks,
unworh uniforms or new equipmentwithin 30 days, The School may retain the costof the items thathas been paid by
the student. The student maythen retain the equipment without further financial obligation to The School.

EFFECT OF LEAVES OF ABSENCE ON REFUNDS

If a student does not return from an approved leave of absence (when applicable) on the date indicated on the
written reguest, monies will be refunded. The refund calculation will be based on the siudent's last date of
attendance. The date of determination is the date the student was scheduled fo retumn.

TIME FRAME WITHIN WHICH INSTITUTION IS TO ISSUE REFUNDS
Refunds will be issued within 30 days of either the date of determination or from the date that the applicantwas
not accepted by The School, whichever is applicable.

STUDENTS CALLED TO ACTIVE MILITARY DUTY
Newly Admitted Students
Students who are newly admitied to the school and are called to active military duty prior to the firstday of class

in theirfirst term/module shall receive a full refund of alttuition and fees paid. Textbook and eguipment charges shall
be refunded lo the student upon return of the textbooks/unused equipment to the school.
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Continuing Students

Continuing students called to active military duty are entitied to the following:

» | tuition and fees are collected in advance of the withdrawal, a strict pro rata refund of anytuition, fees, or
other charges paid by the student for the program and a cancellation of any unpaid iuition, fees, or other
charges owed by the student for the portion of the program the student does not complete following
withdrawal for active military senvice ("WZ").

Continuing Modular Diploma Students

Continuing modular diploma students who have completed 50% or less of their program are entitled fo a full
refund of tuition, fees, and other charges paid, Such students who have completed more than 50% of their program
are entitled to a strict institutional pro rata refund.

OFFICIAL WITHDRAWALS

An official withdrawal is considered to have ocourred on the date that the student provides to the school official
notification of his or her intent to withdraw. Students who must withdraw from the school are requested to nefify the
office of the Campus President or Academic Dean by telephone, in person, or in writing, to provide official notification
of their intent to withdraw. Students will be asked fo provide the official date of withdrawal and the reason for
withdrawal in writing at the time of official nofification. When the studentbegins the process ofwithdrawal, the student
or the office of the Campus President or Academic Dean will complete the necessary form(s).

Quarter-Based Programs: After the cancellation period, students in quarter-based programs who officially
withdraw from the school priorto the end of the school's official add/drop period will be dropped from enroliment, a nd
all monies paid will be refunded.

Modular Programs: Although there is no add/drop period in modular programs, for students who officiatly
withdraw within the firstfive class days (or for weekend classes within seven calendardays from the date they started
class, including the daythey started class), all monies paid will be refunded.

DATE OF WITHDRAWAL VERSUS DATE OF DETERMINATION (DOD)

The date of withdrawal, for purposes of calculating a refund, is the student's last date of attendance. The date of
determination (DOD) is the earlier of the date the student officially withdraws, provides notice of cancellation, or the
date The School determines the student has violated an academic standard. For example, when a student is
withdrawn for violating an academic rule, the date of the student's withdrawal shall be the student's last date of
attendance. The DOD shall be the date The School determines the student has violated the academic rule, ifthe
student has not filed an appeal. ifthe student files an appeal and the appeal is denied, the date of determination is
the date the appealls denied. If the studentceases attendance without providing official nofification, the DOD shallbe
no more than 14 days from the student's lastdate of attendance.

FEDERAL FINANCIAL AID RETURN POLICY

Student Financial Aid (SFA)

The School is certified by the U.S. Depariment of Educaticn as an eligible participant in the Federal Student
Financial Aid {SFA) programs established under the Higher Education Act of 1965 (HEA), as ame nded (Title IV
programs}. The Schoolis required to determine earned and unearned portions of Title [V aid for students who cancel,
withdraw, drop out, are dismissed, or fake a leave of absence prior to completing 60% of a payment period or term,

Return of Title IV Funds Calculation and Policy

The School is required to determine earned and unearned portions of Title IV aid for students who cancel,
withdraw, drop out, are dismissed, or take a leave of absence prior to completing 60% of a payment period orterm.
The Return of Title IV Funds calculation {Return calculation) is based on the percentage of earned aid using the
following calculation: Percentage of payment period or term completed equals the number of days completed up to
the withdrawal date divided by the total days in the payment period or term. (Any break of five days armore is not
counted as part of the days in the term.) This percentage is also the percentage of earned aid.

Funds are returned to the appropriate federal program based on the percentage of unearned aid using the
following formula: Aid to be returned equals (100% ofthe aid that cloud be disbursed minus the percentage ofearned
aid) multipiied by the total dollar amount of aid that could have been disbursed during the payment period or term.

The school mustreturn the lesser of;

1.  The amountof Title IV program funds that the student did not earn; or

2. The amountof institutional charges that the studentincurred for the payment period or period of enroliment

multiplied by the percentage of funds that were not earned.

The student (or parent, if a federal PLUS lean} is required to repay the difference between the amount of
uneamed aid and the amount returned by the School. If the student's portion of the unearned aid includes fe deral
grants, the student is required to return the grant amount (1) if the grants overpayment is greater than $50; and (2)
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only the extent that the grant amount exceeds 50% of the original amount received for the payment or period of
enrollment. .

The School must return the Title IV funds for which itis responsible in the following order:

1. Unsubsidized Direct Stafford ioans (other than PLUS loans)

2. Subsidized Direct Stafford loans

3. Federal Perkins loans

4. Direct PLUS loans

5. Federal Pell Grants for which a return of funds is required

6. Academic Competitiveness Grants for which a refurn of funds is required

7. National Smart Grants for which a return of funds is required

8. Federal Supplemental Educational Opportunity Grants (FSEOG) for which a return of funds is required

if a student withdraws after the 60% point-in-ime, the student has earned all Title IV funds that hefshe was
scheduied to receive during the period and, thus, has no unearned funds; however, the school must still perform a
Return calculation. If the student earned more aid than was disbursed to him/her, the siudent may be due a
postwithdrawal disbursement. if the Return calculation determines that the student is due a post-withdrawal
disbursement, upon the permission of the student (or parent, if a Federal PLUS loan), the institution mayseek to
disburse the corresponding loan funds. Any postwithdrawal disbursementmust be paid within 180 days of the DOD. If
a studentearned less aid than was disbursed, The Schoolwould be required to return a portion of the funds, and the
student may be required fo return a portion of the funds. Any outstanding student loans that remain are to be repaid
by the student according to the terms of the student's promissory notes.

Title iV Credit Balances

After a Return calculation has been made and a statefinstitutional refund policy, if applicable, has been applied,
any resulting creditbalance (i.e. earned Title IV funds exceed institutional charges) must be paid within 14 days from
the date that The School performs the Return calculation and will be paid in one of the following manners:

1. With the student's {orparents, ifa Federal PLUS loan)permission, reduce the sfudent's Tifle IV loan debt {not
limited to the student's loan debt for the period of enroliment)

2. Return to the student.

Time Frame within which Institution is to Return Unearned Title IV Funds
The School mustreturn the amount of unearned Title IV funds for which itis responsible within 45 days after the
DOD.

Effect of Leaves of Absence on Returns

if a studentdoes notreturn from an approved leave of absence on the date indicated on the written request, the
withdrawal! date is the student's last day of attendance. For more information, see the Leave of Absence section in
The School catalog,

STUDENT FINANCING OPTIONS

The school offers a variety of student inancing options to help students finance theireducational costs. Detailed
information regarding financing cptions available and the Financial Aid process can be obtained from the school's
Student Financial Planning Brochure. Information regarding other sources of financial assistance such as henefits
available through the Bureau of Indian Affairs, Division of Vocational Rehabilitation, Veterans Assisfance and State
Programs can be obtained through those agencies.

Financial Assistance
Financial assistance (aid) in the form of grants and loans is available for those who qualify who have the ability
and desire to benefit from the specialized program/raining offered at the schooi.

Student Eligibility
To receive financial assistance you must:
1. Usually, have financial need;
Be a U.S. citizen or eligible noncitizen;
Have a social security number;
if male, be registered with the Selective Senvice {if applicable);
if currently attending school, be making Satisfactory Academic Progress;
Be enrolled as a regutlar student in any of the school's eligible programs;
Not be indefault onany loan made under any title IV program, not have obtained loan amounts that exceed
annuat or aggregate loan limits made under any titte IV loan program, not have property subject fo a
judgment lien for a debt owed to the United States, and not be liable for a grant or Federal Perkins foan
overpayment.;

Nookwn

27



8. Hawe a high school diploma orifs equivalent or have completed homeschooling at the secondary level as
defined by state law.

9, Notbe enrolied in either an elementary or secondary school;

10. Satisfy the fitle IV program specific loan requirements

11. Have not been convicled of an offense under any Federal or State law involving the possession or sale of
illegal drugs for conductthat occurred duiing a period of enroliment for which the student was receiving title
IV program funds, unless eligibility has been regained.

12. If previously convicted of, or pled nolo contendere or guilty to, a crime involving fraud in obtaining title IV
program funds, has completed repayment of such assistance

Federal Financial Aid Programs

The following is a description of the Federal Financial Aid Programs available at the school. Additional
information regarding these programs, eligibilityrequirements, the financial aid process and disbursement of aid can
be obtained through the school’s StudentFinancial Planning Brochure, the school's Student Finance Office, and the
U.S. Depariment of Education’s Guide to Federal Student Aid, which provides a detailed description of these
programs. The guide is available online at;

hitp:/studentaid.ed.govistudents/publications/s tudent guidefindexhiml

Federal Pell Grant

Federal Supplemenial Educational Opportunity Grant (FSEOG)
Federal Work Study (FWS)

Federal Direct Stafford Loans (FDSL)

Federal Direct Parent Loan for Undergraduate Students (PLUS)

.« & & 0w

GRANTS AND SCHOLARSHIFS

Zenith American Dream Scholarship

The Zenith American Dream Scholarship is a multimillion-dollar institutional scholarship program for students
who attend an Everestor WyoTech institution. New sfudents who firstenroll in an Everest or WyoTech insfitution on
or after August 24, 2015 and were referred by a leader in the local community are eligible to apply for the Zenith
American Dream Scholarship of $5,000 per academic year.

To be eligible a student must;

*  Obiain a wiitten reference from a feaderin the student's community

e Complete an essay or video answering the question “How will Everest (or WyoTech) Help Me Fulfili My
American Dream” — see guidelines

+  Meet application guidelines and deadlines

The Zenith American Dream Scholarship may be used in order to cover the direct cost of attendance for the
program in which the studentis enrolled (tuition, books and fees).

Scholarship winners
The Zenith American Dream Scholarship winners will be selected based on quality of the recommendation,
originality, creatiity, adherence to the theme and overall quality of the essay submission as noted below.
Scholarships will be awarded based on selection criteria outtined in the guidelines on a monthly basis. Student
scholarship winners will be notified within 45 days of the scholarship application submission date by the Campus
President or other campus official.
Selection criteria will include:
» Written reference from a leader in the community
o Examples ofleaders ofthe communityinclude butare not limited to: coaches, teachers, principals,
counseiors, advisors, pastors, doctors, employers, supportsenice professionals, law enforcement
officer efc.
s Review of the Written or Video Essay submitted
o Logical interpretation of the subject and adherence to topic
o Originality, Innovation and Creativity
o Adherence to owerall guidelines and deadlines applicable
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Obtalning scholarship funds

The scholarship will be credited on a student's account upon award of the scholarship. The scholarship is non -
transferable and cannot be exchanged for cash. The scholarship can only be used to reduce the institutional direct
cost of the program (tuition, books and fees} and cannot be ufilized for indirect costs or living expenses.

Renewing the scholarship
Students may be eligible o refain the scholarship award in subseguent academic years. In order to remain
eligible the student must maintain satisfactory progress and a grade point average of 2.0 or above.

Zenith Student Grant

The Zenith Student Grant is a muftimillion-doliar institutional grant program awarded on an annual basis o
students of Everest and WyoTech schools owned by Zenith Education Group who demonstrate financial need. This
instifutionai grantis avaitable for new and continuing students enrolled on or after July 25, 2016 for curreht and future
academicperiods. The amount and source of the grant, which can be up to $10,000 per academic year, may vary by
student based on the demonstrated financial assistance needed, and instifutionat grant funding availability.

The grant may be used to cover any confirmed remaining unmet financial need once Title IV and alt other
available funding sources have been exhausted up to the direct cost of attendance for the program in which the
student is enrolled. Successful and unsuccessful applicants will be notified within 45 days of the grant application
submission date by the Campus Director or other campus official.

Eligibility
To be eligible, the student must;
¢+ Apply each academic year
s Meet all application deadlines
* Maintain satisfactory academic progress throughout hisfher course of study
+ Be eligible to receive federal Title IV financial aid.

Obtaining grant funds
The grant will automatically be credited fo your account upon completion of the financial aid applicatlon
processes and award confirmation. The grantis non-transferable and cannot be exchanged for cash.

Renewing the grant
»  Students mustreapplyeach academic year by the institutional deadline and meet eligibility requirements in
order to be considered for the Zenith Education Grant. The grant amount may change each year based on
the student's:
«  Determined financial need
s  Enrollment
Timeliness of his/her financial aid application

Workforce Scholarships and Grants, Including Youth, Aduit and Displaced Workers

This campus is recognized by many public and non-profit organizations as an approved institution to support
state and local workforce education and employment initiatives. As educational benefit programs become available,
the campuses seek eligibility with the funding organizations. Therefore, if you are unemployed, under employed, or
otherwise eligible youth or adult, you may qualify for various workforce educational benefit programs. Eligibility criteria
for workforce educational assistance and benefits available vary by state, community and school, so check with the
funding organization to see whether you qualify.

Military Scholarships

Military Scholarship: Military personnel senving in components of the Armed Forces, which include the US
Army, Nawy, Marines, Air Force, Activated Guard/Reserve and US Coast Guard, Military spouses of active miiitary
personnel serving in components of the Ammed Forces, which include the US Army, Nawy, Marines, Air Force,
Guard/Reserve and US Coast Guard, and Veterans using VA Education Benefits are eligible to apply for the Military
Scholarship. Additionally, dependents using VA Education Benefits are eligible to apply for the Military Scholarship.

The scholarship includes a quarterly tuition award applied as a credit to the student's account. Scholarship funds
are set atthe beginning of each fiscal year and are awarded on a continuing basis until funds for the fiscal year are
depleted. Scholarship awards may not exceed 50% of tuition charged for the term. The scholarship is non-
transferrable and non-substitutable and cannot be combined with any other program. The scholarship or program
with the greatest benefit to the student will be applied.

Eligibility: Applicants must meet enfrance requirements for program of study. Applicants mustbe a US military
senvice member, ora dependentorspouse of a US military service member, and provide proof by submitting a copy
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of official military documentation prior fo the start of the ferm. Docume nts include valid military ID card, Leave and
Earnings Statement, DD214, efc. The scholarship may be renewed from quarter-to-quarter so long as the recipient
remains enroiled, maintains satisfactory academic progress, and maintains a 2.50 cumulative grade point average.

Payment Schedule:

B :Member Status: i e sy - Mititary:Scholarship:Amount.:
US Milltary Servnce Member (All Programs) Army,
Navy, Air Force, Marines, CoastGuard, Activated 50% Military Scholarship

Natiocnal Guard, and Reservists
Military Spouse (On-Ground Only) - spouses of
active duty militarypersonnel serving in components of
the Armed Forces, which include the US Army, Nawy,
g Marines, Air Force, and US CoastGuard

: Veteran {On-Ground Only) - veteran using VA
education benefits
. :T;E:t:;gogiiilc%;nts {On-Ground Only) - using VA 10% Military Scholarship

10% Military Scholars hip

10% Military Scholarship

Veteran’s Assistance Programs
For information about U.S. Department of Veterans Affairs (VA) educalion benefits for veterans and their
families, call (888)-GI-BILL-1 (888-442-4551) or visit www.gibill.va.gov. Each of the major benefits programs is
described in detail in its own section ofthe VA's sife.
«  The Montgomery Gt Bill-Active Duty:
httoiwww . aibiliva.govipamphletsich30/ch30 pamphlet pelf
«  The Montgomery Gl Bill-Selected Reserve:
hitp:Aarww . gibilt va gowpamphlets/ch1606/ch1606 pamphletpdf
» Dependents’ Educational Assistance Program (DEA)
hitp:www.gibill.va.govipamphlets/ch38/ch35_pamphief pdf
s \eterans' Educationai Assistahce Program (VEAP):
htp:fwww.gibill.va.qovioa etsfch32/c fet.pdf
+ Resene Educationai Assistance Program (REAP):
hitp:www.gibill.va govipam phlets ich1607¢h 1607 _pamphietpdf
¢« The Post-9/11 Gl Bill:
hitp:/ferww gibill.va govipamphlels ch33/ch33_pamphletpdf

s« US Amy:
hitp/Arww. goarmy.combenefits/education.isp
s U5 Naw:

: hitp:Aww . navy.com/navyioining/education-opportunities .himl
‘ s« U.S. Air Force:
hitofiwww aitforce . com/fopportunities/enlisiedieducation or www.airforce comfopportunitiesioffiicerfeducation
«  Marine Corps:
hitoAvww marings . com/mainfindex/guality citizens/benefit_of services/education




ADMINISTRATIVE POLICIES

STATEMENT OF NON-DISCRIMINATION

Everest does not and will not discriminate on the basis of race, color, religion, age, disability, sex, pregnancy
(inctuding childbirth, false pregnancy, termination of pregnancy, and recovery therefrom), sexual orientation, nafional
origin, citizenship status, genderidentityor stalus, veteran status, actual or potential parental, family or marital s tatus
in the administration of its educational and admissions policies, scholarship and loan programs, or other school -
administered programs. For information on discrimination-related grievances, please see the Discrimination
Grievance Procedures section.

DISABILITY
Everest complies with federal laws including Section 504 of the Rehabllltatson Act of 1873 and the Americans

with Disabilities Act of 1990, as amended. The Campus President has been designated the Section 504/ADA
Coordinator and will coordinate the efforis of Everest o comply with all relevant disability laws. Inquiries should be
directed to this person atthe campus contact information located in this catalog.

CIVIL RIGHTS COMPLIANCE

Everast complies with faderal laws including Section 504 of the Rehabilitation Act of 1973, the Americans with
Disabllities Act of 1990, Title IX of the Educational Amendments of 1972, the Age Discrimination Act of 1975, and
Title V1 ofthe Civil Rights Act of 1964, all as amended from time to time. The Campus Director has been designated
as the Civil Rights Coordinator and will coordinate the efforts of Everestto comply with ali relevant civil rights laws.
Inquiries should be directed to this person atthe campus contact information located in this catalog.

DISABILITY ACCOMMODATION PROCEDURE

Everest's disabilityaccommodation procedure is a collaborative and interactive process between the studentand
the Civil Rights Coordinator, The studentwill meetwith the Civil Rights Coordinatoron campus to requestand submit
an Accommodation Request form and discuss disabilityrelated needs. The Civil Rights Coordinatoris available to the
studentto assistwith questions and provide assistance in filling outthe Accommodations Request form. The student
will provide a completed Accommodations Request form and documentation of their medical condition to the Civil
Rights Coordinator for review. The documentation of a medical condition may be from a licensed medical doctor,
psychologist, audiologist, speech pathologist, registered nurse, licensed clinical social worker, marriage and family
therapist, rehabilitation counselor, physical therapist, learning disability specialist, or other appropriate health
professional. This documentation should verify the medical condition and suggest appropriate accommodations for
the student. Once the student has self-disclosed a disabilify and it has been wverified and appropriate
accommodation{s) suggested the Campus Director {the Civil Rights Coordinator} will work with the siudent to
determine how the accommodation(s) can be provided. The accommodation(s) will depend on the needs ofthe
particular studentand the accommodation(s) suggested or recommended, and can include but are not limited fo the
following examples: extended time on exams, quiet environment for testing, a reader for exams, oral exams, note
taker/faculty notes, Ebooks/Softiware reader, and ASL interpreter.

If the request for an accommeodation is denied, the student is informed of their right to appeal the decision and
the necessary steps to file an appeal. To file an appeal the student should supply documentation and/or other
evidence to substantiate the need for the denied accommodation(s). The evidence is submitted to the Civil Rights
Coordinator with a new accommodation form marked appeal.

DISCRIMINATION GRIEVANCE PROCEDURES
A student initiates the Discrimination Grievance Procedure by contacting the Civil Rights Coordinator for all
disability-related compiaints and all other complaints alleging discrimination carried out by employees, other students,
or third parties. The Civil Rights Coordinator and Campus Directorcan be reached at the campus contact infermation
located in this catalog. A student's participation in anyinformal resolution procedures is voluntary and he/she may
pursue this formal grievance procedure at any time. The Civil Rights Coordinator or Campus Director or his/her
designee will explain the complaintprocedures and assist the student in filing a comptlaint. The complaint need only
be a written letter containing allegations that specifically identify the discriminatory conduct, the person(s) who did it,
and all witnesses the student believes can support the allegations. A complaint should be made as soon as the
studentbelieves he/she has been discriminated against, butno later than within 180 days of the date that the alleged
discrimination occurred, or the date on which the student could reasonably have learned of the discrimination,
When a complaint is filed, the Civil Rights Coordinator or Campus Director or his/her designee begins an
investigation within 14 days. The student, the accused, and any wilnesses theyidentify are intenviewed. Any relevant
" documents idenfified bythese persons are reviewed. Within 45 days of the complaint, the Civil Rights Coo rdinator or
Campus Director or his/her designee will inform the sfudent and accused in writing of sufficient or insufficient
evidence to confirm the student's allegations, state the key facts, reasons why that conclusion was reached, and
outiine any proposed resolution or corrective action if applicable, subject to any applicable privacy constraints. The
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student is also notified of the right to appeal the investigation conclusion. An appeal mustbe made in wriling to the
Director of Academic Senvices, whe may be reached at the StudentHelp Line number or email address below within
15 days of receiving nolice about the investigation conclusion. Within 15 days of receiving the appeal, the Director of
Academic Services will review the matter and provide a decision in writing.

Complaints are investigated in a manner that protects the privacy and confidentiality of the parties to the extent
possible. No employee oragent of the School may infimidate, threaten, coerce or otherwise discriminale or retaliate
againstanyindividual because he orshe has filed a complainter participated in the complaintresolution process. If a
siudent believes any such retaliation has occurred, a complaint of retaliation should be filed according to the
procedure described above. Everest makes every effort to prevent recwrrence of any finding of discrimination and
corrects any discriminatory effects on the grievant and others, if appropriate.

If the Civil Rights Coordinatoror Campus Directoris the subject of the grievance, the student should contact the
Student Services Manager at the Student Help Line at (800} 874-0255 or via email at StudentSenices @zenith.ord.
The Student Helpline in consultation with the appropriate Academic Services team member(s) will provide guidance
to the sfudent for initiating and submitting their grievance in writing to StudentServices @zenith.org.

CODE OF STUDENT CONDUCT

Everest seeks to create an environment that promotes integrity, academic achievement, and personal
responsibility. All Everest schools should be free from violence, threats and intimidation, and the rights, opporiunities,
and welfare of students, faculty, staff, and guests must be protected at all times.

To this end, Everest Code of Student Conduct sets forth the standards of behavior expected of students as well
as the process thatmustbe followed when a studentis accused of violating those standards. Reasonable deviations
from the procedures contained herein will notinvalidate a decision orproceeding unless, in the sole discretion of the
School, the deviation(s) significantly prejudice the student.

The Campus President(ordesignee}is responsible for appropriately recording and enforcing the outcome of all
disciplinary matters.

Conduct Affecting On- Campus Safety

Everest will take all appropriate actions to protect the safety and security of our campus community. Every
student has the right to fair and reasonable treatment. No ane may be excluded on the basis of disability, race,
ethnicity, national origin, creed, gender, age, sexuai crientation, eccnomicstatus, or other protected status. Asiudent
whose conduct threatens property or the health/safety of any person maybe immediately suspended. Examples of
stich conduct may include:

» Possessing alcohol or otherintoxicants, drugs, firearms or other weapons, explosives, dangerous devices,
or dangerous chemicals on school premises
Thett
Vandalism or misuse of the schocl's or ancther's properly
Harassment orintimidation of others, including bullying or cyberbullying
Endangering yourself or others, infliction of physical harm
Any other behavior deemed inappropriate by the school

Conduct Affecting Student Learning
Disciplinaryaction, including suspension/dismissal, maybe initiated againstanystudentbased upon reasonable
suspicion of involvement to commit any of the following:
=«  Chealing, plagiarism, fabricafion or other forms of academic dishonesty
s Falsifying, or altering documents; misusing documents, funds, or school property
+ Disruptlive actions, including:
o Use of cell phones or other electronic devices for voice or text communication in the classroom,
unless permitted by the instructor
o Useofany device to make an audio, video, or photographic record ofany person while in class, on
campus, at off.campus sponsored aclivities or events, and housing without that person’s prior
permission
s Failure to comply with school policies or directives
s  Any action thatinterferes with the learning environment or the rights of others
While students have the right to freedom of expression, including the right to dissent, protest, or articulate
exception to the malerial and assessments offered in any course, this expression cannot interfere with the rights of
others, hinder insfruction, or disrupt the process of the school. Students have a responsibility to express ideas in a
safe ancE respectful manner.

Limitations on Students With Pending Disciplinary Matters

Any studentwith a pending disciplinary matter shall not be allowed fo:
»  Graduate or participate in graduation ceremonies; or
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+ Engage in any other school-related activities determined by the school

Additionally, if a student withdraws from school at any pointduring the disciplinary process, the studentis not
eligible forreadmission ortransfer to another campus priorto resohving the outstanding disciplinaryissue, Disciplinary
matters are addressed in accordance with written policies and procedures and follow accreditor standards and
expectations.

inquiry by the Campus President

i the Campus President {or designee), in his or her sole discretion, has reason to believe that a student has
violated the Code of Student Conduct, the Campus President (or des ighee) shall conduct a reasonable inquiry and
determine an appropriate course of action. If the Campus President{or designee) determines that a viotation has not
occurred, no further action shall be taken.

Conduct Which Does Not Warranta Suspension or Dismissal

If the school determines that the student's behavior may have violated this Code, but does not warrant a
suspension ordismissal, the school wil prompfly provide the studentwith a written warning. Muitiple written warnings
mayresulfin a suspension or dismissal.

Conduct Which Warrants A Suspension or Dismissal
If the school determines that a student's behavior should result in a suspension or dismissal, the school wilt
promptly provide the student with a written notice of:
+ The conduct resulling in the suspension ordismissal;
«  The specific penalty being imposed;
¢ The student's right to submit a written appeal within five calendar days following the date of the school's
suspension or dismissal determination

ALCOHOL AND SUBSTANCE ABUSE STATEMENT
Everest does not permit or condone the use or possession of marijuana, aicohol, or any other illegal drug,
narcotic, or confrolled substance by students. Possession of these substances on campus is cause for dismissal.

STUDENT USE OF INFORMATION TECHNOLOGY RESOURCES POLICY
tT resources may only be used for legitimate purposes, and may not be used for any other purpose which is

illegal, unethical, dishonest, damaging to the reputation of the school, or likely to subject the school to liability.

Impermissible uses inciude, but are not limited to:
» Harassment;

Libe! or slander;

Fraud or misrepresentation,

Any use thatviolates local, state/provincial, or federal law and regulation;

Disruption or unauthorized monitoring of electronic communications;

Disruption or unauthorized changes fo the configuration of aniivirus software or any other security

monitoring software;

» Unauthorized copying, downloading, file sharing, or transmission of copyright-protected material, including
music;
Violations oflicensing agreements; '
Accessing another person’s account without permission;
Infreducing computer viruses, worms, Trojan Horses, or other programs that are harmful to computer
systems, computers, or sofiware;

s The use ofrestricted access computer resources or electronicinformation withoutorbeyond a user's level of
authorization; N

« Providing information about or lists of Zenith users or students to parties outside Zenith without expressed
written permission;

+« Downloading or storing company or student private information on portabie computers or mobile storage
devices;

«  Making computing resources available to any person or entity not affliated with the school,

» Posting, downloading, viewing, or sending obscene, pornographic, sexually explicit, hate related, or other
offensive material;

e Academicdishonesty as defined in the Code of Student Conduct

» Use of Zenith logos, frademarks, or copyrights without prior approval;

« Use for private business or commercial purposes,
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COPYRIGHT POLICY

It is the intention of Everest to strictly enforce a policy of zero tolerance for copwight violations and to comply
with all applicable laws and regulations. Any student who engages in the unauthorized distribution of copyrighted
maierial, including unauthorized peer-to-peer file sharing, is subject to drsmplmary actions by the schaol, or any
applicable actions in conjunction with federal and state law.

SEXUAL HARASSMENT POLICY

Everest is required by Title IX of the Educational Amendments of 1972 and 34 C.F.R. Part Sec. 106.9.not fo
discriminate on the basis of sex in the educational programs and activities which it operates. Everest strives to
provide a safe working and learning environment at all ifs schools and is committed to creating and sustaining a
positive learning environment, free of discrimination, including sexual violence, dating viclence, domestic violence
and stalking. Such behaviors are prohibited both by law and School policy, and will not be tolerated on any Everest
campus. The School will respond promptly fo reports of sexual harassment and sexual violence and will take
appropriate action to prevent, to correct, and when necessary, to discipline behavior that viclates School policy.

Refer to Appendix A for further information.

SANCTIONS

Sanctions should be commensurate with the nature of the student’'s conduct, All sanctions imposed should be
designed fo discourage the student from engaging in future misconduct and whenever possible should draw upon
educational resources to bring about a lasting and reasoned change in behavior.

Suspension — A sanction by which the student is not aliowed to attend class for a specific period of ime.
Satisfactory completion of certain conditions may be required prior to the student's return at the end of the
suspension period. During a period of suspension, a student shall not be admitted to any other Zenith school.

NOTE: Student absences resulting from a suspension shall remain in the attendance record regardless of the
outcome of any disciplinary investigation or the decision of the Student Conduct Committee.

Dismissal — A sanction by which ihe student is withdrawn from school. Such students may only reapply for
admission with the approval of the Campus President. Students dismissed from the school remain responsible for
any outstanding balance owed to the school.

APPEAL PROCESS

Siudenis are entitled to appeal any sanclion which resulis in suspension or dismissal. The appeal mustbe in
writing and filed within five (5) calendar days of the date of the written notice. Ifthe student files a fimely appeal, the
Campus President (or designee) shall convene a Student Conduct Committee to conduct the hearing. The
Committee shall generally include the Campus President the Academic Dean, a Program or Department Chair, the
Student Services Coordinator, or a faculty member. The members of the Committee shall select a Chair. If the
alleged violation involves allegafions of sexual misconduct commitied against faculty or staff, the Committee must
include a representative from Corporate or Division Human Resources.

The Committee Chairshall timely schedule a hearing date, and provide writfen nofice fo the student. The notice
must be mailed or otherwise delivered fo the student atleast two (2) calendar days prior to the scheduled hearing
date, and include notice that the student may:

Appearin person, but is notrequired to appear

Submit a written statement

Respond to evidence and question the statements of others
invite relevant witnesses to testify on his/her behalf

Submit written statements signed by relevant withesses

Alendance at the hearing is limited to those directly involved or those requested to appear. Hearings are not
open o the public and are notrecorded.

The Student Conduct Committee shall:

» Provide the student a full and reasconable opportunity to explain his/her conduct

+ Invite relevant witnesses fo testify or submit signed statements

« Reach a decision based upon the information submitted prior to the hearing and the testimony and

information ofthe student and wilhesses at the hearing

s [fthe studentdoes notappear, or elects not to appear, the Cammittee mayproceed in the student's absence

and the decision will have the same force and effect as if the student had been present

The Student Conduct Committee shall issue a written decision fo the student within five (5) calendar days ofthe
date of the hearing which may:

» Affirm the finding and sanction imposed by the Campus President (or designee)

« Affirm the finding and modify the sanction. Sanctions may only be reduced if found to be grossly

disproportionate to ithe offense

+ Disagree with the previous finding and sanction and dismiss the matter. Amatter maybe dismissed only if

the original finding is found to be arbitrary and capricious

*« » & 9@
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The decision of the Student Conduct Commitiee is final, and no further appeal is permitted.

RECORD OF DISCIPLINARY MATTER

All disciplinary files shall be kept separate from the student academic files unti resolved. Disciplinary files for
students who have violated the Code of StudentConductshall be retained as part of the student's academic file and
cohsidered “education records” as appropriate, pursuant to the Family Educational Rights and Privacy Act (FERPA).
Disciplinaryrecords shall be refained in the student's academic file permanently and a note shall be included in the
official student information system indicating the date of the disciplinary decision and the sanction imposed.

When circumstances warrant, disciplinary matters shall be referred to the appropriate law enforcement
autheriies. Additicnally, disciplinary records shall be reported to third parfies as applicable (e.g. Veteran's
Administration).

STUDENT GRIEVANCE PROCEDURE ‘

You may bring a complaintagainstthe School and iniiate the School’s Internal Dispute Resolution procedure by
filing a written complaint with your academic advisor. The academic advisor will attempt fo provide a decision or
resolution within 15 days. If you are not satisfled with your academic advisor's resolution of your complaint, you may
appeat his/her decision to the Campus Director. You may then appeal the President's decision to the Prowost of
Zenith Education Group. If you are not satisfied with the outcome of the internal dispute procedure, you have the
option of submitting your claim to arbitration pursuantto the School’s Dispute Resolution Policy that was provided at
the time of enroliment. You may also obtain a copy of the Internal Dispute Resoiution Policy from your academic
advisor. You may also, or alternatively, contact the Student Helpline at any time, at {800) 874-0255 or email at
studemnsenvices@zenith.org. A student filing a grievance will not be subjectto adverse or unfair actions by any school
officlal as the result of initiating the grievance.

If a student feels that the School has not adequately addressed a complaint or concern, the student may also
consider contacting the Accrediting Commission of Career Schools and Colleges. All complaints considered bythe
Council must be in written form, with permission from the complainant(s) for the Council to forward a copy ofthe
comptiainito the school fora response. The complainant{s)will be keptinformed as to the status of the complaint as
well as the final resolution by the Council. Please direct alt inquiries to:

Accrediting Coundil for Independent Colleges and Schools
750 First Street, N.E., Suite 980
Washington, DC 20002
(202) 336-6780, (202} 842-2593 (fax)
WWW.ACICS.0Tg

Students may also contact and file a complaint with the state's agency from the following mailing address.

Aftorney General
1525 Sherman St.
Denver, GO 80203
Ph: 303-866-4500
Consumer Line; 800-222-4444
Fax 303-866-5691
attorney.general@state.co.us

Website: hiip:/Awww.coioradoatiorneygeneral.gov/

NOTE: Anonymous complaints will notbe accepted. Complaints mustbe filed using the Student Complaint form
available on the Council’s web site.

DRESS CODE

' Students must adhere to the campus dress code standards and are expecied to dress in a manner that would
not be construed as defrimental to the studentbody, the educational process orwearany clothing that has expressed
or implied offensive symbols or l[anguage. Students should always be aware of the firstimpression of proper dress
code and grooming, and note that Everest promotes a business atmosphere where instructors and guests are
professionals and potential employers. In addition, students may be required to wear uniforms that present a
professional appearance.

NOTIFICATION OF RIGHTS UNDER FERPA

The Family Educational Rights and Privacy Act (FERPA) affords students ceriain rights with respect to their
education records. These rights include:
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1. The right to inspect and review the student's education records within 45 days of the day the institution
receives a request for access.

A student should submit to the Regisfrar's Office a written request that identifies the record(s) the student
wishes to inspect The Registrar will make arrangements for access and will notify the student of the time
and place where the records may be inspected. If the records are not maintained by the Registrar, the
Registrar shall advise the student of the correct official o whom the request should be addressed.

2. The right to request the amendment of the studenfs education records that the student believes are
inaccurate, misleading or otherwise in violation of the student’s privacy rights under FERPA,

A student who wishes io ask the institution to amend a record should write to the Registrar, clearly identify
the part of the record the student wants changed, and specify why it should be changed.

If the institution decides notto amend the record as requested, the institufion will notify the student in writing
of the decision and the studenf's right to a hearing regarding the request for amendment. Additional
information regarding the hearing procedures will be provided to the studentwhen nofified of the right o a
hearing.

3. Therightto provide written consent before the institution discloses personally identifiable information from
the student's education records, except to the extent that FERPA authorizes disclosure without consent.

The institution discloses education records without a students prior written consent under the FERPA
exception for disclosure to school officials with legitimate educational interests. Aschool official is a person
employed by the institution in an administrative, supervisory, academic orresearch, or support staff position
(including law enforcement unit personnel and health staff); a person or company with whom the institution
has contracted as its agent to provide a senvice instead of using institution employees or officials (such as
an attorney, auditoror collection agent}; a person senving the institution in an advisory capacity; or a student
serving on an official committee, such as a disciplinaryor grievance committee, or assisting another schoot
official in performing his or her tasks.

A school official has a legitimate educational interest if the official needs to review an education record in
order to fulfill his or her professional responsibilities for the insfitution.

Upon request, the insfitution also discloses education records without consent to officials of another school
in which a student seeks orintends to enroll.

Everest is committed to the protection of student education information. While Everest does not publish a

studentdirectory, from time to fime the school publishes communications, such as graduation and honor roll

lists, that include Everest-designated directoryinformation. Everest expressly limits its designated directory

information fo students' names, addresses, phone numbers, graduation dates, programs of study, degrees,

diplomas, ceriificates, dates of attendance and henors/awards received. A student who wishes notto be-
included in the campus publications referenced above must obtain an Opt-Out form from the Regisirar's

Office and submit the completed form to the Registrar.

4, The right fo file a complaint with the U.S. Depariment of Education concerning alleged failures by the
institution to comply with the requirements of FERPA The name and address of the office that administers
FERPA is: Family Policy Compliance Office, U.S. Depariment of Education, 400 Maryland Avenue, SW,
Washington, D.C. 20202 :

STUDENT RECORDS

All studentacademicrecords are retained, secured, and disposed of in accordance with local, state, and federal
regulations. Everest maintains complete records for each student, including grades, attendance, prior education and
training, placement, financial aid and awards received. Student records are maintained on campus for five years.
Additionally, electronic transcripts are maintained permanently on campus,

TRANSCRIPT AND DIPLOMA RELEASE

Requests for franscripts must be submitted to the Office of the Registrar via the school electronic transcript
senvice provider. Student recards may be released only to the student or histher designee as directed by the Family
Educational Rights and Privacy Act of 1974.
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Everest is working with Parchment to provide electronic delivery of official transcripts to studenis. Students can
request their transcript by going o hilp/Awww. everestedufiranscripts or by contacting the Registrar office for
assistance. Transcripts will be delivered electronically to the student's destination of choice if:

s  Student has a record in the current student information system

» Student is current with their financial obligation to the campus, and student owes the campus an

outstanding balance of $1,500 or less

Upon graduation, all students who are current with their financial obligation fo the campus will receive thelir
diploma.

Note: Students who have outstanding balances above $1,500 may receive an unofficial copy of their franscript.

CAMPUS SECURITY AND CRIME AWARENESS POLICIES

As required by PublicLaw 101-542, as amended by PublicLaw 102-325, Title ll, Crime Awareness and Campus
Security Act of 1990, Section 294, Policy and Stafistical Disclosures, Everest has established policies regarding
campus sacurity.

Everest strives to provide its students with a secure and safe environment. Classrooms and laboratories comply
with the requirements ofthe various federal, state and local building codes, with the Board of Health and Fire Marshal
regulations. Most campuses are equipped with alarm systems to prevent unauthorized entry. Facilities are opened
each morning and closed each evening by administrative personnetl.

In emergency situations, siudents should call 911 for an immediate response from the local law enforcement
agency. Thereafter, the crime should be reported to the Campus President (or designee). In non-emergency
situations, the crime should be reporied as soon as possible to the Campus President (ordesignee) and the local law
enforcement agency. All students are encouraged to report all crimes and public safety incidents to the Campus
President {or designee) in a imely manner. The Campus President (or designee) shall document each incident
reported and determine an appropriate response based on the nature of the incident. All victims of crime that occur
on campus shall be provided with the opportunity to report the incidents to the local law enforcement authority.

Students are responsible for their own security and safety both on-campus and off-campus and must be
considerate of the security and safety of others. The school has no responsibility or obligation for any personal
belongings that are lost, stolen or damaged, whether on or off school premises or during any school activities.

On May 17, 1896, the Presidentofthe United States signed Megan's Law into federal law. As a result, local law
enforcement agencies in all 50 states must notify schools, day care centers, and parents about the presence of
dangerous offenders in their area. Students are advised that the best source of information on the registered sex
offenders in the communityis the local sheriffs office or palice depariment. The following link will provide you with a
list of the most recent updated online information regarding registered sex offenders by state and county:

hitp:/Avwwe foi.govihg/cid/caciregistny.htm.

DRUG-FREE SCHOOLS POLICY

The Drug-Free Schools and Communities Act of 1989, Public Law 101-226, requires institutions receiving
financial assistance to implementand enforce drug prevention programs and policies. Students shall receive a copy
of the Drug-Free Schools/Drug-Free Workplace Annual Disclosure upon enrciiment, and thereafier no later than
January 31™ of each calendar year they are enrolled. The information and referral line that directs callers fo treatment
centers in the local community is available through Student Services.

Everest prohibits the manufacture and unlawful possession, use or distribution of illicit drugs or alcohol by
students on its property and at any school activity. if students suspectsomecne to be under the influence of any drug
or alcohol, they should immediately bring this concern 1o the attentiori of thé Campus President or Acddemic Dean.
Students who violate the school’'s prohibitions against alcohol, controlled substances, and drugs are subject to
disciplinary action up to and including dismissal from the school. Information on the disciplinary process maybe
found in the school catalog. When circumsfances warrant, a violafion of this policy may also be referred to the
appropriate law enforcement authorities.

In certain cases, students maybe referred to counseling sources or substance abuse centers.ifsuch a referralis
made, continued enrollmentis subject to successful completion of any prescribed counseling or treatment program.

STATISTICAL INFORMATION

Everest is re%uired to report to students the occurrence of various criminal offenses on an annual basis. On or
before October 1™ of each year, the school will distribute a security repoit to students containing the required
statistical information on campus crimes committed during the previous three years, A copy of this reportis available
to prospective students upon request.

CAMPUS COMPLETION RATE REPORTS

Under the Student Right to Know Act {20 U.S.C. § 1092(a)), Everest is required to annually prepare compietion
or graduation rate data respecting the institution's first-fime, full-time undergraduate students (34 CFR 668.45(a){1)).
Everest is required to make this completion or graduation rate data readily available to students approximately 10
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months afterthe 150% point for program completion orgraduation fora pariicularcohortof sfudents. This compietion
rate reportis available to students and prospective studenis upon request.

FACULTY ACCESSIBILITY

Studenis mayreach out to faculty cutside ofcourse regular schedule hours for any academic or course advising.
The student and instructor can set up a fime to meet before or after and through any sort of technology such as
email, text or phone call throughout the period during which the course is offered. All insfructors distribute their email
and phone number contactinformation on the first day of every module or term to all students.
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STUDENT SERVICES

ORIENTATION

New students participate in an orientation program prior to beginning classes. This program is designed to
acguaint students with the policies of the school and introduce them o staff and faculty members who will play an
imporant partin the students’ academic progress.

HEALTH SERVICES
Everest does not provide health services.

HOUSING
Everest does notprovide on-campus housing; however, it does assist students in locating suitable housing off
campus. For a list of available housing, students should contact their Program Chair or Academic Dean.

STUDENT ADVISING

Academic advising is coordinated by the Academic Dean and includes satisfactory academic progress,
attendance, and personal matters. The Registrar and Academic Program Directors serve as adhvisors and assist
students in course selection and registration, dropping and adding courses, change ofmajor, and meeting graduation
requirements.

EVEREST CARE PROGRAM .

The Everest CARE Student Assistance program is a free personal-support program for our students and their
families. This program provides enroiied students directand confidential access to professional counseling. For more
information, please visit the website htip://iwww everesicares com or call (888) 852-6238.

PLACEMENT ASSISTANCE

Everest maintains an aclive Career Services Office to assist graduates in locating entry-level, educationally
related career opportunities. The Career Senvices Office works directly with business, industry, and advisory board
membersto assistall students with access o the marketplace. Everestdoes nof, in any way, guarantee employment.
ltis the goal of the Career Services Office o help all students realize a high degree of personal and professional
developmentand successful employment. Specificinformation on job opportunities and basic criteria applicable to all
students and graduates utilizing placement services is available in the Career Senices Offices.
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PROGRAMS OFFERED

FEERIE Program ._...::.._:__:‘_-._.:::__:::.‘_:..: T Crederttia! A,
Dental Assistant Diploma
Medical Administrative Assistant Diploma
Medical Assistant Diploma
Medical Insurance Billing and Coding™* Diploma
Pharmacy Technician Diploma
Business Accounting” Diploma
Accounting ™ Associate of Applfed Science Degree
Business* Associate of Applied Science Degree
Criminal Justice* Associate of Applied Science Degree
Paralegal® Associate of Applied Science Degree

Surgical Technologist

Assaociate in Science Degree

*Enrollments are ne longer accepted in this program
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DIPLOMA PROGRAMS

DENTAL ASSISTANT

Diploma Program
33 weeks — 760 hours — 48 credit units

The goal of the Dental Assistant Program is to provide graduates with the skills and knowledge that will enable
them to qualify for entry level positions as dental assistants. Since they are trained in clinical and radiographic
procedures, their senices are also sought by general denlists, and dental offices and faciliies specializing in
pediatrics, orthodontics, endodontics and other specialties, dental schools, dental supply manufacturers, hospital
dental depariments, dental laboratories and insurance companies.

The objective of the Dental Assistant program is to provide the student with the appropriate didactic theory and
hands-on skills required and necessary to prepare them for entryJdevel positions as dental assistanis in today's
modern health and dental care offices, dental dinics, and facilities. Stud ents will study diagnostic and procedural
terminology as it relates to the accurate completion of dental examinations, procedures, and daily tasks.

The combination of introduced skills taught in this program, will prepare students for the ever-changing field of
dentistry and orthodontics. Students study dental radiography, dental sciences, operatory dentistry, laboratory
procedures, dental anatomyand orthodontics, and dental health.

This training program is divided into eight learning units called modules. Students must complete modules A
through G first, starting with any module and continuing in any sequence until all seven modules are completed.
Modules A through G stand alone as unils of study and are not dependent upon previous training. If students do not
complete any portion of one of these modules, the entire module must be repeated. Upon successiul completion of
modules Athrough G, students pardicipate in a 200 clock hour externship

Completion ofthe Dental Assistant Program, including the classroom fraining and externship, is acknowledged
by the awarding of a diploma.

S T .Qqntact i ::':. R LR T
Lo T : : : P S i e T
CModule | o ModuleTifle o | o o oHOUs. | Quarter Credits
MODULE A | Dental Office Emergencies and Compliance 40 6.0
MODULE B { Dental Radiography 40 6.0
MODULE C | Dental Specialties 40 6.0
MODYLE D { Operatory Dentisiry 40 6.0
MODULE E | LaboratoryProcedures 40 6.0
MODULE F | Dental Anatomy and Orthodontics 40 6.0
MODULE G | Dental Health 40 6.0
MODULE X | Dental Assistant Externship 200 6.0
Program Totals ] 760 438.0

Major Equipment. Air Compressor, Amalgamalors, Autoclave, Automatic and Manual Processing Equipment, Dental
Unit and Chairs, DXXTR Manikins, Handpieces, Model Trimmers, Model Vibrators, Oral Evacuation Equipment,
Ultrasonic Units, X-ray Units, Water Retrievai Manikins

Module A - Dental Office Emergencies and Compliance 6 Quarter Credits

In this module, students are introduced to Occupational Safety and Health Administration (OSHA) Standards for
infection control and hazard communication. Topics include microbiology, contagious diseases concerning the dental
team, universal precautions, protective barrier techniques and handling hazardous chemicals in the dental
environment Students practice step-by-step instrument decontamination and operatory disinfection utilizing approved
sterilization agents and methods. Methods for taking and recording vifal signs and blood pressure are introduced.
Students will become certified in CPR for the Healthcare Provider and be instructed on how fo manage emergencies
that may oceur in the dental office. Basic concepts of psychologyand communication are discussed with emphasis on
helping dental patients cvercome anxieties related to dental treaiment. Special considerations for the medically and
physically compromised patients are presented. Pharmacology in the dental office is infroduced for a basic
understanding in this area. Students are aiso introduced to basic anatomyand tooth morphology. Related spelling and
terminology is studied throughout the module. Out-of-class activiies will be assigned and assessead as partofthis
module. Prerequisites: None. Lecture Hours: 40 Lab Hours: 40 Cutside Hours:20.0

Module B = Dental Radiography 6 Quarter Credits
Radiation protection and the hazards of X-ray radiation are studied. Emphasis is placed on maintaining radiation safety
while obtaining the best possible diagnostic quality on dental radiographs. Students are also introduced to digital
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radiography. Theory, laboratory skills and clinical praclice meet state guidelines for radiation safety and comply with
federal regulations for certifying radiographic operators. Students practice techniques offilm exposure and mounting in
equipped dental operaiories with industry-approved struciural and monitoring devices. Exposure techniques include
periapical and bitewing x-rays using the bisecting and parallel technigques and are performed on a patient simulator
manikin. Students process film using an automatic processor or digital radiology. Students are also required to mount
processed radiographs and lo evaluate the diagnostic quality according to established criteria. Students retake non-
diagnostic films undersfanding and following the ALARA concept. Professional responsibilities regarding the state
radiation safety certificate are introduced as well as quality assurance and infection control. Occupational Safety and
Health Administration (OSHA), standards for infection control, and hazard communication are discussed. Toward the
end of the module, students expiore front office technigues using the Dentrix sofiware. Reialed dental terminologyis
also taught Out-of-class activities will be assigned and assessed as part of this module. Prerequisites: None. Lecture
Hours: 40 Lab Hours: 40

Module C = Dental S pecialties 6 Quarter Credits

In this module, students study skills performed by the dental assistant in the specially areas of Dental Implants,
Endodontics, Periodontics, Oral and Maxillofacial Surgery and Pedodontics. Additionally, procedures for the
administration of topical and local anesthetics are discussed. Students practice acquired skills on fraining manikins
{Typodonts), passing instruments, setting up the operatories and manipulating materials. Related denfaf terminology is
studied as well as basic anatomy of the head and teeth. Students are introduced to the history and dental profession
highlighting dental ethics. Cccupational Safety and Health Adminisiration (OSHA), standards for infection control, and
hazard communication are discussed. Related spelling and terminoclogyis studied throughoutthe module, Out-of-class
activities willbe assigned and assessed as partofthis modute. Prerequisites: None. Lecture Hours: 40 Lab Hours: 40

Module D~ Operatory Dentistry 6 Quarter Credits

This module introduces students fo chair-side assisting duties and techniques practiced in general dentistry with
emphasis on four-handed denfistry. Students learnhow to handle and transfer dental instrumenis and place materials
on models. Properies and manipulation of common dental materials, including amalgam, composites, liners, bases and
other bonding systems are presenied. Students practice required procedures such as placement, wedging and removal
of Tofflemire retainers and other matrices. Procedures to include placementofcementbases and liners, and ptacement
oftermnporary sedative dressing on Typodont manikins are also practiced. Students are introduced fo basic anatomy of
the head and teeth. Occupational Safety and Health Administration (OSHA), standards for infection control, and hazard
communication are discussed. Related spelling and terminologyis studied throughoutthe module. Qut-of-class activities
will be assigned and assessed as partof this module. Prerequisites: None. Leclure Hours: 40 Lab Hours: 40

Module E ~ Laboratory Procedures 6 Quarter Credits

In this module, students receive hands-on training in faking impressions and constructing study and master casts.
Studenis are exposed o a variety of impression and gypsum materials and procedures for their use. The casts are then
used fo practice dental procedures such as the fabrication of custom trays and temporary crowns. Prosthodentics as a
specialtyis presented with insiruction in crown and bridge procedures and full and partiat dentures. Students will learn
the various dental cements used for prosthodontics and their proper manipulation techniques. Students are introduced
fo the various types of mouth guards such as night-guards, sports guards and bleaching trays. Laboratory safety and
infection conirol are presented. Students learn Occupational Safety and Health Administration (OSHA), standards for
infection conirol, and hazard communication. Students are introduced to front office procedures ufilizing related front
office sofiware. Related dental ierminologyis studied. Out-of-class activities will be assigned and assessed as part of
this module. Out-of-class activities willbe assigned and assessed as part of this module. Prerequisites: None. Lecture
Hours: 40 Lab Hours: 40

Module F - Dental Anatomy and Orthodontics 6 Quarter Credits '
This moduie focuses on orthodontics as a specialty as well as dental anatorny and general human anatomy. Students
receive hands-on fraining in practicing orthodontic measurements, placement of separators and sizing bands and
placement and ligation of arch wires. Theory on orthodonlic assistant duties, office routine and malocclusion
classifications are presented. In addition, students learn to chartthe oral conditions of patients in compliance with state
guidelines for mouth mirror inspection, Introduction of tooth morphology, oral structures, and oral pathology are
presented. HIPAA reguiations are introduced with emphasis on protection of patient's privacy and how dental health
professionals mustfollow these regulations. Students also discuss job readiness and explore marketing themselves for
future employment. Students learn Occupational Safety and Health Administration (OSHA), standards for infection
control, and hazard communication. Related spelling and terminologyis studied throughout the module. Quf-of-class
activifies willbe assigned and assessed as part of this module. Prerequisites: None. Leclure Hours: 40 Lab Hours: 40

Module G ~ Dentai Health 6 Quarter Credits

In this module the specialty area of periodontics are studied with an emphasis in preventive dentistry and nutrition.
Studentis will receive a foundational understanding of dental caries. Related areas of dental sealants and fiuorides are
presented. Coronal polish theoryand procedures are taught and practiced on manikins. Pit and fissure sealants theory
and procedures are taughtand practiced on typodonts. Students are infroduced io basicanatomyof the head and teeth.
Students are infroduced to oral pathologywhich includes oral cancers and various oral fesions. HIVAIDS is covered with
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an emphasis on understanding the causes, modes oftransmission, and the practice of universal standard precautions.
Students learn Occupational Safety and Health Administration (OSHA), standards for infection control, and hazard
communication. Related spelling and terminology is studied throughout the module. Out-of-class activities will be
assigned and assessed as part of this module. Prerequisites: None. Lecture Hours: 40 Lab Hours: 40

Module X - Dental Assistant Externship § Quarter Credits

This medule is 200 hours of unpaid, supervised, practical in-senice in a dental office or clinic in which the student
practices direct application of all administrative and clinical functions of dental assisting. Prerequlsltes Completion of
Modules A-G. Lecture Hours: 0 Lab Hours: 0 Other Hours: 200
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MEDICAL ADMINISTRATIVE ASSISTANT
Diploma Program
33 weeks — 760 hours, 48 credits

The objective of the Medical Administrative AssistantProgram is to prepare studenis for entry-level positions as
medical administrative assistants in a variety of health care settings. Students study various administrative
procedures related to the medical office. Students will learn accounting functions essential to a medical environment,
set up patient records and mainfain all filing and record keeping, basics of coding with CPT and ICD -9 cedes,
preparation and processing insurance claims, dictation and transcription, correspondence and mait processing and
computerized practice management.

The Medical Administrative Assistant Program is designed to prepare students for entry-level positions as
medical administrative assistants in a variety of health care setlings. Students study varicus administrative
procedures related to the medical office, including patientprocessing and assessment, processing medicalinsurance
claims, bill collections, and general office procedures utilized in various medical offices. In addition to acquiring
manuail and hands-on administrative skills, the program is designed to teach students computer and keyboarding
skills which enables them to become famlllar with the computerized technologythatis becoming more visible in the
21% century medical office environment.

Quarte
Module HCIN Infroduction to Healthcare Profession 80
Module A Office Finance 80
Module B Patient Processing and Assisting 80
Module C Medical Insurance 80
Module D Insurance Plans and Collections 80
Module E Office Procedures 80
Module F Patient Care and Compuierized Practice Management Procedures 80
Module X Medlcal Admm:stratwe Assistant Externshlp 200
- e - 760
MEJDI' Eqmpment Student Personal Compu ers, Student SVGA 14" Moni or, Student Pnnters Vital Sgns KJt

MODULE HCIN - Introduction to the Healthcare Profession 6.0 Quarter Credits
This course is designed to provide an introduction to the healthcare profession for new students starting an allied
health diploma program. Students will learn the basics of medical terminclogy, anatomy and physiology, infection
control, HIPPA, OSHA and HIW/ADIS, Additional topics covered include professional codes of ethics, medical
insurance and billing, keyboarding, computer applications, basic mathematical skill, and critical professionalism
skill are also taught. Students will have the opporunity to learn program -specific topics throughout the course.
CPR certificate is also included in the course {for some schools, First Aid certificates are also included). Out-of-
class activiies will be assigned and assessed as part of this module. Lecture Hours: 40 Clinical Lab Hours: 40
Outside Hours: 20 Prerequisite: None

Module A - Office Finance 6.0 Quarter Credits
Module A introduces accounting functions essential to a medical environment Students learn basic bookkeeping
procedures and apply them fo a bookkeeping project and accounting system. Students will also complete
assignments writing payroll checks and keeping check registers, Patientbiliing is an integral portion ofthe module,
including tracing delinquent claims and insurance problem solving. Students study essential medical terminology,
build on keyboarding and word processing skills, as well as skills to operate in an electronic health record, and
identify self-directed job search process by learning how to cultivate the right on-the-job attitude, assembling a
working wardrobe and idenfifying the sirategies it takes to become the best medical administrative assistant so
that you can advance in your career. They also become familiar with essential medical terminology. Qut-of-class
activities will be assigned and assessed as part of this module. Prerequisites: HCIN Lecture Hours: 40.0; Lab
Hours: 40.0
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Module B - Patient Processing and Assisting 6.0 Quarter Credits
In Module B, students learn to setup patientrecords and maintain and organize them manually and elecironically.
Students become familiar with records managementsystems and develop skills in aiphabetic filing and indexing,
and appointmentscheduling. The basics ofhealth insurance are introduced, as well the basic of coding with CPT
and ICD-9 codes. Students are trained in vital signs, and a cardiopulmonaryresuscitation (CPR) course is faught.
Students study essential medical terminclogy, build on keyboarding and word processing skills, as well as skills to
operate in an electronic health record, and learn self-directed job search process by identifying their personal
career objective. Out-of-class activities will be assigned and assessed as partof this module. Prerequisites: HCIN
Lecture Hours: 40.0; Lab Hours: 40.0

Module C - Medical Insurance 6.0 Quarter Credits
Module € develops studentproficiencyin preparing and processing insurance claims. Students studyinsurance
programs, including HMQs, PPQOs, and worker's compensation plans. National coding systems used for claims
processing are studied. Students learn to obtain information from patient charls and ledgers to compiete insurance
forms accurately. Students are given hypothetical insurance billing situations and select appropriate forms, codes,
and procedures fo process insurance claims for optimal reimbursement. Office & insurance collection strategies
are alsoinciuded. Students studyessential medical ferminology, build on keyb ocarding and word processing skills,
as well as skills to operate in an electronic health record, and learn self-directed job search process by developing
career networking techniques that will assist you in being successful in the medical field. Out-of-class activities will
be assigned and assessed as part of this module. Prerequisites: HCIN Lecture Hours: 40.0; Lab Hours: 40.0

Module D - Insurance Plans and Collections 6.0 Quarter Credits
Module D develops student proficiency in preparing and processing insurance claims. The Medicaid, Medicare,
TRICARE, and CHAMPVA programs are discussed. Students learn to obtain information from patient charts and
ledgers to complete insurance forms accurately. They also focus on important aspecis of the collection process
including collection letters, telephone calls, and collection senicing agencies. They will aiso learn about
Occupational Safety and Health Administration (OSHA) standards and the use of universal precautions in the
medical office. Medical ethics and law are also included. Students study essential medical terminology, build on
keyboarding and word processing skilts, as well as skills to operate in an electronic health record, and learn self-
directed job search process byidentifying and demonstratingwhata successful job inteniew contains and how to
answer common interview questions accurately. Out-of-class aclivities will be assigned and assessed as part of
this module. Prerequisites: HCIN Lecture Hours: 40.0; Lab Hours: 40.0

Modute E - Office Procedures - 6.0 Quarter Credits
In Module E, students are introduced to dictation and transcription. Emphasis is also placed on correspondence
and mail processing, heaith information management and the medical facility environment. Students will also
become familiarwith disabilityincome insurance and legal issues affecting insurance claims. In addition, students
learn about the Health Insurance Accountability and Portability Act (HIPAA). Students study essential medical
terminology, build on keyboarding and word processing skills, as well as skills to operate in an electronic health
record, and learn self-directed job search by learning how to set their own career goals. Out-of-class activities will
be assigned and assessed as part of this module. Prerequisites: HCIN Lecture Hours: 40.0; Lab Hours: 40.0

Modute F - Patient Care and Computerized Practice Management Procedures 6.0 Quarter Credits
Module F emphasizes computerized practice management, including file maintenance, patient records,
bookkeeping and insurance. Students wilt learn the health insurance claim form and managed care systems.
Hospita! bilting is introduced this modute. Students will also learn about the history of the healthcare industry and
the Medical Assisting Profession. in addition, students learn basic techniques for taking patients vital signs. Thaey
learn OSHA standards and the use of universal precautions in the medical office. Students studyessentialmedical
terminology, build on keyboarding and word processing skills, as well as skills to operate in an electronic health
record, and learn self-directed job search process. Qut-of-class activities will be assigned and assessed as part of
this moduie. Prerequisites: HCIN Lecture Hours: 40.0; Lab Hours: 40.0

Module X - Medical Administrative Assistant Externship 6.0 Quarter Credits
Upon successful completion of modules HCIN — F, students participate in a 200-hour externship at an approved
facility. This course is 200 hours of supervised, praciical in-service expertience in a medical office or clinic in which
the student practices direct application of all administrative functions of the medical administrative assistant.
Prerequisites: Lecture Hours: 00.0; Lab Hours: 00.0; Other Hours: 200.0
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MEDICAL ASSISTANT
Diploma Program
41 weeks — 920 hours, 80 credits

The Medical Assistant program (diploma) is designed to prepare students for entry-level positions as medical
assistants in a variety of health care settings. Students study the structure and function of the major body systems in
conjunction with medical terminology, diagnostic and therapeutic procedures, computer skilts, administrative
processes, bookkeeping and accounting practices, and the processing of medical insurance forms and claims.

The goal of the Medical Assistantdiploma program is to prepare competententry-level medical assistants in the
cognitive (knowledge), psychomotor (skills), and affective (behavior) learning domains required and necessaryto
prepare them for entry level positions such as clinical or administrative assistant, medical recepticonist, and medical
insurance biller.

Note: Graduates from a Medical Assistant program that is accredited by either ABHES (Accrediting Bureau of
Health Education Schools) or CAAHEP/MAERB (Commission on Accreditation of Allled Health Education
Programs/Medical Assisting Education Review Board) are immediately eligibie to sit for the RMA Exam (Registered
Medical Assistant), CMA Exam (Cerlified Medical Assistant), NCMA Exam (National Cerfified Medical Assistant) and
CCMA Exam (Cerlified Clinical Medical Assistant) exams. Candidates who pass the exam are considered
Registered Medical Assistants {(RMA}, Certified Medical Assistants (CMA), National Certified Medical Assistants
{NCMA), or Certified Clinical Medical Assistants (CCMA) depending on which certification exam they take.

Graduates of campuses where the Medical Assistant program is not accredited by either ABMES or
CAAHEP/MAERB, but are institutionally accredited are immediately eligible to sit for the RMA Exam {Registered
Medical Assistant), NCMA BExam (National Certified Medical Assistant) and CCMA Exam {Certified Clinical Medical
Assistant) exams.

Infroduction to the Healthcare Profession a0 6.0
Integumentary, Sensory, and Nervous Systems, PatientCare and

Module A Communication 80 6.0
Muscular System, Infection Contrel, Minor Office Surgery, and

Module B Pharmacology 80 6.0

Module C Digestive System, Nufrition, Financial Management, and FirstAid 80 8.0

Module D Cardiopulmonary Syslems, Vital Signs, Electrocardiography, and CPR 80 8.0
Urinary, Blood, Lymphatic, and immune Systems and Laboratory

Module E Procedures 80 6.0

Module E End.ocr.ine,SkeletaI,and Reproductive Systems, Pediatrics, and 80 6.0
Geriatrics

Module G Medical Law and Ethics, Psychology, and Therapeutic Procedures 80 6.0

Module H gmig insurance Basics, Claims Processing, and Computerized 80 6.0

Module X Medlcai AssmtantExternsh[p

- = Tofal 00

Ma;or Equ:pment: Actar D-fib CPR Trainer, Deluxe Nurse Tralnmg Baby. Male & Female Inframuscular njecuon
Simudator, Heart Cutaway Model, Mr. Plain Skeleten, Reinforced Support, HeariStartAED Trainer FR2, Autoclave
wfo Auto Door, Blood Pressure Systern, Macro w/ Wall Board, Blood Pressure Unit Standard Adult DLX, Exam Table
Top, Shadow Grey, Mydrocollator, IV Pole Mobile 2 hooks with 4 caster base

MODULE HCIN - Introduction to the Heaithcare Profession 6.0 Quarter Credits
This course Is designed to provide an introduction to the healthcare profession for new students starling an allied
health diploma program. Students will learn the basics of medical terminclogy, anatomy and physiology, infection
control, HIPPA, OSHA and HIVIADIS. Additional topics covered include professional codes of ethics, medical
insurance and billing, keyboarding, computer applications, basic mathematical skill, and critical professionalism
skill are alsc taught. Students will have the opporiunity to learn program -specific topics throughout the course,
CPR cerdificate is also included in the course (for some schools, First Aid certificates are also included). Out-of-
class activities will be assigned and assessed as part of this module. Lecture Hours: 40 Clinical Lab Hours: 40
Outside Hours: 20 Prerequisite: None
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MODULE A - Integumentary, Sensory, and Nervous Systems, Patient Care and Communication

6.0 Quarter Credits
Module A emphasizes patientcare, including physical examinations and procedures related to the eyes and ears,
the nervous system, and the integumentary system. Students will have an opportunity to work with and review
patient charts and perform front office skills related to records management, appointment scheduling, and
bookkeeping. Students gain skillsin communication (verbal and nonverbal) when working with patients both on the
phone and in person. Students develop working knowledge ofbasic anatomyand physiologyof the special senses
{eyes and ears), nervous and integumentarysystem, common diseases and dis orders, and medical terminology
refated to these systems. Students check vital signs, obtain blood samples, and prepare and administer injections.
Also introduced are strategies for dealing with change, sefting goals, and geting motivated. Students learn how to
prepare an attractive business letter, along with demonstrating increasing speed and accuracy on the computer
keyboard and in medical transcription. Students build on their keyboarding and word processing skills related to
word processing and spreadsheet programs, with acceptable progress through the identified text(s). Out-of-class
activities will be assigned and assessed as partofthis module. Lecture Hours: 40 Clinical Lab Hours: 40 Qutside
Hours: 20 Prerequisite: HCIN

MODULE B - Muscular System, Infection Control, Minor Office Surgery, and Pharmacology

6.0 Quarter Credifs
Module B stresses the importance ofasepsis and sterile technique in today's health care emvironment, along with
the proper use of personal protective equipment. Students learn about basic bacteriology and its relationship to
infection and disease control. Students identify the purpose and expectations of the Occupational Health and
Safety Administration (OSHA} and the Clinical Laboratory Improverment Amendments (CLIA) regard ing disease
transmission in the medical facility. Students study basic math concepts to prepare for medication dosage
cafculations. Students learn the principles and various methods ofadministering medication. Basic pharmacology
and the uses, inventory, classification, and effects of therapeutic drugs are included. Students parlicipate in the
positioning and draping of patients for various examinations and prepare for assisting with minor office surgical
procedures. Students gain knowledge of basic anatomy and physiology of the muscular system, common
diseases and disorders, and medical terminology related to this system. Students check vital signs, obtain blood
samples, and prepare and administer injections. Also introduced are strategies for setting and a ccomplishing
personal goals, along with how fo succeed in accomplishing these goals. Students describe how to handle
numbers, symbols, and abbreviations in transcribed material and demonstrate increasing speed and accuracy on
the computer keyboard and in medical transcription. Students build on their keyboarding and word processing
skifts related to word processing and spreadsheet programs, with acceptable progress through the identified
text{s). Out-of-class activities wili be assigned and assessed as part of this module. Lecture Hours: 40 Clinical
Lah Hours: 40 Outside Hours: 20 Prerequisite; HCIN

MODULE C - Digestive System, Nutrition, Financial Management, and First Aid 6.0 Quarter Credifs
Module € infroduces students to the health care environment, office emergencies, and first aid, with an emphasis
on bandaging techniques for wounds and injuries, Students will discuss types of disasters and the medical
assistant's role in emergencypreparedness and assisting during and after a disaster. Students lea rn bookkeeping
procedures, accounts receivable and payable, financial management, banking, and check-writing procedures
essential to the successful operation of the medical office. Students study the administrative and clinical uses of
the electronic health record. Students develop working knowledge of good health, nutrition, weight controi, and
strategies in' promoting good health in patients. They acquire knowledge of basic anatomy and physiology,
common diseases and disorders, and medical terminology of the digestive system. Students check vital signs,
obtain blood samples, and prepare and administerinjections. They are infroduced to strategies for building active
reading and comprehension skills, along with techniques for managing time. Students practice transcribing
accurate medical record nofes and correcting erroneous entries, along with demonstrating increasing speed and
accuracy on the computer keyboard and in medical transcription. Students build on their keyboarding and word
processing skills related to word processing and spreadsheet programs, with acceptable progress through the
identified texi(s). Out-of-class activities will be assigned and assessed as part of this module. Lecture Hours: 40
Clinical Lab Hours: 40 Quiside Hours: 20 Prerequisite: HCIN
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MODULE D - Cardiopuimonary Systems, Vital Signs, Electrocardiography, and CPR 6.0 Quarter Credits
Module D examines the circulatory and respiratory systems, including the structure and function of the heart and
lungs, along with diseases, disorders, diagnostic tests, anatomy and physiology, and medical terminotogy
associated with these systems. Students apply knowledge of the electrical pathways of the heart muscle in
preparation for applying electrocardiography leads and recording a 12-lead electrocardiogram (ECG). Students
receive instruction in cardiopulmonary resuscitation (CPR) and the use of an automated external defibrillator
(AED), which enables them to respond to cardiac emergencies. Students check vital signs and differentiate
between normal values for pediairic and adult patients. Studenis obtain blood samples and prepare and
administer injections. Students will discuss how to apply critical and creative thinking skills to analyzing and
problem solving in the workplace and everyday life. Students study the preparation of a History and Physical
examination report, along with demonstrating increasing speed and accuracy on the computer keyboard and in
medical franscription. Students build on their keyboarding and word processing skills related to word processing
and spreadsheet programs, with acceptable progress through the identified texi(s). Cut-of-class activities will be
assigned and assessed as part of this module. Lecture Hours: 40 Clinical Lab Hours: 40 Cutside Hours: 20
Prerequisite: HCIN

MODULE E - Urinary, Blood, Lymphatic, and Immune Systems and Laboratory Procedures
6.0 Quarter Credits

Module E introduces microbiology and laboratory procedures commonly performed in a physician’s office or
medical clinic. Students learn specimen identification, collection, handling and transportation procedures and
praclice venipuncture and routine diagnostic hematology. Maintenance and care of laboratory equipment and
supplies are discussed. Students gain working knowledge of radiologyand nuclear medicine, in addition to various
radiological examinations and patient preparation forthese exams. Anatomy and physiology of the urinary system
and the body's immunity, including the structure and functions, as well as common diagnostic exams and
disorders related to these systems, is presented. Students perform common laboratory fests, check vital signs,
and perform selected invasive procedures. Students learn essential medical terminclogy related to the body
sysfems and topics iniroduced in the module. Students learn the skills involved in organizing and writing a paper.
Students transcribe miscellaneous medical reporis, along with demonstrating increasing speed and accuracy on
the computer keyboard and in medical transcription. Students build on their ke yboarding and word processing
skills related to word processing and spreadsheet programs, with acceptable progress through the identified
text(s). Out-of-class activities will be assigned and assessed as part of this module. Lecture Hours: 40 Clinical
Lab Hours: 40 Quiside Hours: 20 Prerequisite: HCIN

MODULE F - Endocrine, Skeletal, and Reproductive Systems, Pediatrics, and Geriatrics

6.0 Quarter Credits
Module F covers general anatomy and physiology, including an overview of the study of biology and the various
body structures and systems, This module also examines the anatomy, physiology, and functions ofthe skeletal,
endccrine, and reproductive systems, along with medical terminology associated with these systems. Students
learn aboutchild growth and development. They develop working knowledge of the skills necessaryto assistin a
pediatrician’s office and learn the important differences that are specific to the pediatric field. Some of the skills
siudents learn in this area are heightand weight measurements and restraining techniques used for infants and
children. They check vital signs, assist with diagnostic examinations and laboraiforytests, and instruct patients
regarding health promotion praclices. Students gain knowledge ofsigns and symptoms of possible child abuse or
neglect. Students also become familiar with human development across the life span. They will discuss normal
and abnormal changesthatare part of the aging process and the medical assistant's responsibilifies related to the
older person. Students check vital signs, obtain blood samples, and prepare and administer injections. Students
discuss the importance of the ability to compose business documents and reports and practice composing
business documenis and e-mails. Students demonsirate increasing speed and accuracy on the computer
keyboard and in medical transcription. Students build on their keyboarding and word processing skilis related to
word processing and spreadsheet programs, with acceptable progress through the identified texi(s). Out-of-class
activiies will be assigned and assessed as partofthis module. Lecture Hours: 40 Clinical Lab Hours; 40 Outside
Hours: 20 Prerequisite: HCIN
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MODULE G - Medical Law, and Ethics, Psychoiogy, and Therapeutic Procedures 6.0 Quarter Credits
Module G covers the history and science of the medicai field, as well as the medical assisting profession. Students
gain working knowledge of concepts related to patient recepfion in the medical office and preparing for the day.
They discussthe importance ofprofessional behaviorin the workplace. Students learn what it takes {o become an
office manager and the responsibilities an office manager has to the office, the staff, and the physiclan, Students
are introduced to medical office safety, security, and emergency provisions. They study how to maintain
equipmentand inventory. The functions of computers in the medical office are discussed. Students also talk about
the role ergonomics plays in the health of the staff and patients. Students learn how fo provide mobilityassistance
and support to patients with special physical and emotional needs, and various physical therapy modalities are
discussed. Also introduced are the basic principles of psychology, psychological disorders, diseases, available
treatments, and medical terminclogyrelated to mental and behavioral health. Medical law and ethics in relation to
health care are discussed. Skills and aftitudes necessary for success in the workforce are introduced, aiong with
howto create a résumé, and follow through with the job search. Students checkvital signs, obtain biood samples,
and prepare and administer injections. Students demonstrate increasing speed and accuracy on the computer
keyboard and build on their keyboarding and word processing skills related to word processing and spreadsheet
programs, with acceptable progress through the identified fexi(s). Out-of-class activities will be assigned and
assessed as partofthis moduie. Lecture Hours: 40 Clinical Lab Hours: 40 QOutside Hours: 20 Prerequisite: HCIN

MODULE H - Health insurance Basics, Claims Processing, and Computerized Insurance

Billing 6.0 Quarter Credits
Module H introduces students fo insurance billing and provides an in-depth exposure to diagnostic and procedurai
coding. Students gain working knowledge ofthe major medical insurances and claims form processing. Theyare
introduced to types and sources ofinsurance, health insurance basics, traditional insurance plans, managed care,
Medicare, Medicaid, military carriers, and Worker's Compensatian and Disabilityinsurance. This module covers
the format of the ICD-9-CM manual, the CPT-4 and HCPCS manuals, and their relationship to the process of
insurance claims submission. Patient expectations of the medical practice in regard to billing and collections and
patient confidentiality are covered. Students gain knowledge of how to enter patient information and schedule
appoiniments electronically, along with processing insurance claims both manually and efectronically. Students
continue to dewelop basic clinical skills by taking vital signs, obtaining blood sampies, and preparing and
administering injections. Out-of-class activities will be assigned and assessed as part of this module. Lecture
Hours: 40 Clinical Lab Hours: 40 Qutside Hours: 20 Prerequisite: HCIN

MODULE X - Medical Assistant Externship 6.0 Quarter Credits
Upon successful completion ofall modules, medical assisting students participate in a 200-hour externship at an
approved facility. The externship provides the student an opporunity to apply principles and practices learned in
the program and ufilize entry-ievel medicai assisting skills in working with patients. Medical Assisting Diploma
Program externs work under the direct supenision ofqualified personnel at the participating externship sites, and
undergeneral supenvision ofthe school staff. Supenisory personnel at the site evaluate externs at 100- and 200-
hour intervals. Completed evaluation forms are placed in the students' permanent records. Students must
successfullycomplete theirexternship experience in orderto fulfill requirements for graduation. Lecture Hours: 00
t.ab Hours: 00 Hours. Other Hours: 200 Prerequisite: HCIN, Completion of Modules A-H
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MEDICAL INSURANCE BILLING AND CODING
Diploma Program
33 weeks — 760 hours, 48 credits

Medical Insurance Billing and Coding professionals perform a variety of administrative health information
functions, including those associated with organizing, analyzing, and technically evaluating health insurance claim
forms and coding diseases, surgeries, medical procedures, and other therapies for billing and collection.

The objective of the Medical Insurance Billing and Coding programis to provide the student with the appropriate
didactictheory and hands-on skills necessary fo prepare them for entry-level positions as medical insurance billers
and coders in todays health care offices, clinics, and faciliies, Students will study diagnostic and procedurai
terminology as it relates to the accurate completion of medical insurance claims. Utilizing a format of medical
speciallies, relevantterms will also be infroduced and studied.

The Medical Insurance Billing and Coding programis a 760 clock hour/48.0 credit unit course of study, consisting
of seven individual learning units, called modules. Students are required to compiete all modules, starling wiith
Module MEDINTRO and confinuing in any sequence until all seven modules have been completed. After the
MEDINTRO Infreductory Module is completed, the remaining sixmodules stand alone as units of study. |fstudents
do not complete any portion of one of these modules, the entire module must be repeated. Upon successful
complstion all modules, students parlicipate in an externship. This consists of 200 clock hours of hands-on
experience working either in a tutorial classroom setting called a practicum or in an outside facility in the field of
medical insurance billing and coding.

Introduction to Medical Terminoclogy, Keyboarding, Werd Processing,
MEDINTRO Basic Math, Insurance Coding, and Administrative Duties of Medical 80 6.0
Personnel
MIBCL Anatomy & Physioipgy, Medical Termino!ogy, Diagnosticand Procedural 80 6.0
Coding of the Cardiovascular and Lymphalic Systems
MIBGU éré%t;rgzf&;hZhéséir?;&%%i:gergisc:;SI;?;minology. Diagnosticand Procedural 80 6.0
MIBIE Anatpmy & Physioclogy, Medical Terminol_ogy, Diagnosticand Procedural 80 6.0
Coding of the Integumentaryand Endocrine Systems, and Pathology :
MIBMS érézlﬁgﬁf%hZhgﬂsulsoL?ﬁg,si\(ﬂ:gg?is;rsatr;nr;noIogy, Diagnosticand Procedural 80 6.0
MIBRG Anatomy & Physmlqu, Medical Term!nology, Diagnosticand Procedural 80 5.0
Coding of the Respiratoryand Gasfrointestinal Systems
MIBSN Anatlomy & Physiology, Medical Terminology, Diagnesticand Procedural 80 5.0
Cading of the Sensoryand Nervous Sysiems, and Psychology
MIBPC Practicum =QORw 5.0
MIBXT Externship 200
Total: 760 48.0

Module MEDINTRO - Infroduction to Medical Terminology, Keyboarding, Word Processing, Basic Math,
Insurance Coding, and Administrative Duties of Medical Personnel 6.0 Quarter Credits
This module presenis basic prefixes, suffixes, word roois, combining forms, special endings, plural forms,
abbreviations, and symbols. Also covered is medical jurisprudence and medical ethics. Legal aspects of office
procedure are covered, including a discussion of various medicallethical issues in today's medical environment.
Students will learn basic computer skills and acquire knowledge of basic medical insurance billing and coding.
Students are provided exposure to computer software applications used in the heaith care environment including
basic keyboarding, Word and Excel. In additien, basic guidelines and coding conventions in ICD -9 and CPT are
covered with focus on the professional (oulpatient) guidelines, as well as an introducti on to the use of the coding
reference books. Basicmath is infroduced. Career skills and development of proper study and homework habits are
infroduced as well as professionalismneeded in the heallhcare environment. Quiof-class activities will be assigned
and assessed as part of this module. Prerequisiter None Lecture Hours: 40 Lab Hours: 40
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Module MIBCL = Anatomy & Physiology, Medical Terminology, Diagnostic and Procedural Coding of the
Cardiovascular and Lymphatic Systems 6.0 Quarter Credits
This module presents a studyof basic medical terminologyfocused on the cardiovascularsystem and the lymphatic
system. A word-building systems approach is used to learn word parts for construcling or analyzing new terms.
Emphasisis placed on spelling, definition, usage, and pronunciation. Abbre viations are introduced as related terms
are presented within the module. Astudy of the human body's diseases and disorders, including signs, symptoms,
etiology, diagnosis, and freatment, is accomplished following the modular subject areas. Students are provided
exposure to computer sofiware applications used in the health care environment, including medical billing software,
Word and Excel. The major medical insurances and claims form processing is presented in an ongoing approach to
buitd this skill set. it will include information on national and other common insurance plans as well as claim form
completion and ICD and CPT coding. Problem solving and managed care sysiems will also be discussed. Daily
financial practices to include patient fee determining, credit arrangements and bookkeeping and bank-keeping
procedures will be discussed, Computeruse in the ambulatoryenvironmentwill also be taught. Basic and advanced
guidelines and coding conventions in CPT wiil be taught with focus on the professional (outpatient) guidelines. The
evaluation and management documentation guidelines will be discussed, as well as the proper use of modifiers.
Basic guidelines and coding conventions in ICD-8-CMdiagnosis coding and medical necessity with CPT pairing will
be stressed, as well as the use of a natural language encoder program. Various aspects of pharmacology will be
discussed including a study of the medications prescribed for the treatment of illnesses and diseases within the
modularsubjectarea. Included in this are drug actions and medication usesin relation to body systems and medical
terminology. To prepare the student to comprehend the complexity of the health care system and the life cycle ofa
medical practice, areas that will be discussed include pers onnet management, compliance, technology, and the
many roles of office management. Out-of-class activities will be assigned and assessed as partof this module.
Prerequisite: MEDINTRO Lecture Hours: 40 Lab Hours: 40 ’

Module MIBGU -~ Anatomy & Physiology, Medical Terminoilogy, Diagnostic and Procedural Coding of the
Genitourinary System 8.0 Quarter Credits
This module presents a siudy of basic medical ferminology focused on the genitourinary system. Aword -building
systems approach is used to learn word parts for constructing or analyzing new terms. Emphasis is placed on
spelling, definifion, usage, and pronunciation. Abbreviations are introduced as related terms are presented within the
medule. Asfudy of the human body's diseases and disorders, including signs, symptoms, etiology, diagnosis, and
freatment, is accomplished following the modular subject areas. Students are provided exp osure to computer
software applications used in the heaith care environment, including medical billing software, Word and Excel. The
majormedical insurances and claims form processing is presented in an ongoing approach to build this skili set. It
will inciude information on national and other common insurance plans as well as claim form completion and ICD
and CPT coding. Problem sohving and managed care systems will also be discussed. Daily financial practices to
include patient fee determining, credit arrangements and bookkeeping and bank-keeping procedures will be
discussed. Computer use in the ambulatory environment will also be taught. Basic and advanced guidelines and
coding conventions in CPT witl be taught with focus on the professional (outpatient) guidelines. The evaluation and
managementdocumentation guidelines will be discussed, as well as the proper use of modifiers. Basic guidelines
and coding conventions in ICD-8-CM diagnosis coding and medical necessity with CPT pairing will be stressed, as
well as the use of a natural language encoder program. Various aspects of pharmacology will be discussed
including a study of the medications prescribed for the freatment of ilinesses and diseases within the modular
subject area. Inciuded in this are drug actions and medication uses in relation to body systems and medical
terminology. To prepare the student to comprehend the complexity of the health care system and the life cycle of a
medical practice, areas that will be discussed include personnel management, compliance, technology, and the -
many roles of office management. Qut-of-class activities will be assigned and assessed as parf of this module.
Prerequisite;: MEDINTRO Lecture Hours: 40 Lab Hours; 40

Madule MIBIE ~ Anatomy & Physiology, Medical Terminology, Diagnostic and Procedural Coding of the
Integumentary and Endocrine Systems, and Pathology 6.0 Quarter Credits
This module presents a study of basic medical terminclogy focused on the integumentary system, the endocrine
system, and pathology, A word-building systems approach is used to learn word parts for constructing or analyzing
newterms. Emphasis is placed on spelling, definition, usage, and pronunciation. Abbreviations are introd uced as
refated term s are presented within the module. A study of the human body's diseases and disorders, including signs,
symptoms, etiology, diagnosis, and trealment, is accomplished following the modular subject areas. Students are
provided exposure to computer sofiware applications used in the health care environment, including medical billing
software, Word and Excel. The majormedical insurances and claims form processing is presented in an ongoing
approach to build this skill set. it willinclude information on national and other common insurance plans as well as
claim form completion and iICD and CPT coding. Problem solving and managed care systems will also be
discussed. Daily financial practices to include patient fee determining, credit arrange ments and hookkeeping and
bank-keeping procedures wilt be discussed. Computer use in the ambulatory environment will also be taught. Basic
and advanced guidelines and coding conventions in CPT will be taught with focus on the professional (outpatient)
guidefines. The evaluation and managementdocumentation guidelines will be discussed, as well as the proper use
of modifiers. Basic guidelines and cading conventions in ICD-8-CMdiagnosis coding and medical necessity with
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CPT pairing will be stressed, as well as the use of a natural language encoder program. Various aspects of
pharmacologywill be discussed including a study of the medications prescribed for the freatment ofillnesses and
diseases within the modular subjectarea. Included in this are drug actions and medication uses in relation to body
sysfems and medical terminology. To prepare the student to comprehend the com plexity of the health care system
and the life cycle of a medical practice, areas that wilt be discussed include personnel management compliance,
technology, and the many roles of office management. Cut-of-class activities will be assigned and assessed as pant
-ofthis module. Prerequisite: MEDINTRO Leciure Hours: 40 Lab Hours; 40

Module MIBMS - Anatomy &8 Physiology, Medical Terminology, Diagnostic and Procedural Coding of the
Musculoskeletal System 6.0 Quarter Credits
This module presents a studyof basicmedical terminologyfocused on the mus culoskeletai system. Aword -building
systems approach is used to learn word paris for consfructing or analyzing new terms. Emphasis is placed on
spetlling, definition, usage, and pranunciation. Abbreviations are infroduced as related terms are presented within the
module. Astudy of the human body's diseases and disorders, including signs, symptoms, etiology, diagnosis, and
treatment, is accomplished following the modular subject areas. Students are provided exposure to computer
software applications used in the health care environment, including medical billing software, Word and Excel. The
major medical insurances and claims form processing is presented in an ongoing appreach to build this skill set. It
will include information on national and other common insurance plans as well as claim form completion and ICD
and CPT coding. Problem solving and managed care systems will also be discussed. Daily financial practices to
include patient fee determining, credit arrangements and bookkeeping and bank-keeping procedures will be
discussed. Computer use in the ambutatory environment will also be taught. Basic and advanced guidelines and
coding conventions in CPT will be taught with focus on the professional (oufpatient) guidelines. The evaluation and
managementdocumentation guidelines will be discussed, as well as the proper use of modifiers, Basic guidelines
and coding conventions in ICD-9-CM diagnosis coding and medical necessity with CPT pairing will be stressed, as
well as the use of a natural language encoder program. Various aspects of pharmacology will be discussed
including a study of the medications prescribed for the treatment of ilnesses and diseases within the modufar
subject area. Included in this are drug actions and medication uses in relation to body systems and medical
terminology. To prepare the student to comprehend the complexity of the health care system and the life cycle ofa
medical practice, areas that will be discussed include personnel management, compliance, technology, and the
many roles of office management. Cut-of-class aclivities will be assigned and assessed as part of this module.
Prerequisite: MEDINTRO Lecture Hours: 40 Lab Hours: 40

Modute MIBRG -~ Anatomy & Physiclogy, Medical Terminclogy, Diagnostic and Procedural Coding of the
Respiratory and Gastrointestinal Systerns 6.0 Quarter Credits
This module presents a study of basic medical terminology focused on the respiratory system and the
gastrointestinal system. Aword-building systems approach is used to learn word parts for constructing or analyzing
newterms. Emphasis is placed on speliing, definition, usage, and pronunciation. Abbreviations are introduced as
related terms are presented within the module. A study of the human body's diseases and disorders, including signs,
symptoms, etiology, diagnosis, and treatment, is accomplished following the modular subject areas. Students are
provided exposure to computer software applications used inthe health care environment, including medical billing
software, Word and Excel. The majormedical insurances and claims form processing is presented in an ongoing
approach to build this skill set. It willinclude information on national and other common insurance plans as well as
claim form completion and ICD and CPT coding. Problem solving and managed care systems will also be
discussed. Daily inancial practices to include patient fee determining, credit arrangements and bookkeeping and
bank-keeping procedures will be discussed. Computer use in the ambulatory environment will also be taught. Basic
and advanced guidelines and coding conventions in CPT will be taught with focus on the professional (ouipatient)
guidelines, The evaluation and managementdocumentation guidelines will be discussed, as well as the proper use
of medifiers. Basic guidelines and coding conventions in ICD-8-CMdiagnosis coding and medical necessity with
CPT pairing will be stressed, as well as the use of a natural language encoder program. Various aspects of
pharmacologywill be discussed including a study of the medications prescribed for the treatment of ilinesses and
diseases within the modular subjectarea. Included in this are drug actions and medication uses in relation to body
systems and medical terminology. To prepare the student fo comprehend the complexity of the health care system
and the life cycle of a medical praciice, areas that will be discussed include persennel management, compliance,
fechnology, and the many roles of office management. Cut-of-class activities will be assigned and assessed as part
ofthis module. Prerequisite: MEDINTRO Lecture Hours: 40 Lab Hours: 40

Module MIBSN — Anatomy & Physiology, Medical Terminology, Dlagnostic and Procedural Coding of the

Sensory and Nervous Systems, and Psychology 6.0 Guarter Credifs
This medule presents a studyof basicmedical terminologyfocused on the sensorysystem, the nervous system, and
psychology. A word-building systems approach is used to learn word parts for constructing or analyzing new terms.
Emphasisis placed on spelling, definition, usage, and pronunciation. Abbreviations are introduced as related terms
are presented within the module. A study of the human body's diseases and disorders, including signs, symptoms,
eticlogy, diagnosis, and treaiment, is accomplished following the modular subject areas. Students are provided
exposure to computer software applications used in the health care environment, including medical billing software,
Word and Exeel. The majormedical insurances and claims form processing is presented in an ongoing approach to
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build this skill set. It willinclude information on national and other common insurance plans as well as claim form
completion and ICD and CPT coding. Problem soilving and managed care systems will aiso be discussed. Daily
financial practices fo include patient fee determining, credit arrangements and bookkeeping and bank-keeping
procedures will be discussed. Computer use in the ambulatory environment will als o be taught. Basic and advanced
guidelines and coding conventions in CPT will be taught with focus on the professional {outpatient) guidelines. The
evaluation and management documentation guidelines will be discussed, as well as the proper use of modifiers.
Basicguidelines and coding conventions in ICD-3-CMdiagnosis coding and medicaf necessity with CPT pairing will
be stressed, as well as the use of a natural language encoder program. Various aspects of pharmacology will be
discussed including a study of the medications prescribed for the freatment of ilinesses and diseases within the
modular subjectarea. Included in this are drug actions and medication usesinrefation to body systems and medical
ferminology. To prepare the student to comprehend the complexity of the health care system and the life cycle ofa
medical practice, areas that will be discussed inciude personnel management, compliance, technology, and the
many roles of office management. Out-of-class activities will be assigned and assessed as part of this module.
Prerequisite:r MEDINTRO Lecture Hours: 40 L.ab Hours: 40 Once a student has completed all modules, he or she
will be placed in his or her final module of training, as chosen by the school administration, in an on-campus
practicum experience or out in the field in an approved externship facility.

Module MIBPC — Practicum 6.0 Quarter Credits
Upon successful completion of Moduies MIBINTRO, MIBCL, MIBGU, MiBIE, MIBMS, MIBRG, and MIBSN, Medical
Insurance Billing and Coding students parlicipate in a 200 hour practicum on-campus. The practicum provides the
student an opporiunify to apply principles and practices learned in the program and utilize eniry-level skills in
working with insurance companies and processing claims. Medical insurance billing and coding students work
underthe direct supenision ofthe school staff. Students are evaluated by an instructor or Department Chair at 100
and 200 hourintervals. Completed evaluation forms are placed in the students permanent records. Students must
successfully complete their practicum experience in order to fuifill requirements for graduation. Prerequisife:
Successful compietion of Modules MIBINTRO, MIBCL, MIBGH, MIBIE, MIBMS, MIBRG, and MIBSN. Lecture
Hours: 0 Lab Hours: 0 Other Hours: 200

Module MIBXT - Externship 6.0 Quarter Credits
Upeon successful completion of Modules MIBINTRO, MIBCL, MIBGU, MIBIE, MIBMS, MIBRG, and MIBSN, medical
insurance billing/coding students participate in a 200-hour externship. Students are expected to work a full-time (40
hours perweek) schedule ifpossible. Serving in an externship at an approved facility gives externs an oppertunity to
work with the principles and practices learned in the classroom. Externs work under the direct supenision of
qualified personnel in pariicipating institutions and under general supenvision of the school staff. Supenvisory
perscennel will evaluate externs at 100 and 200-hour intervals. Completed evaluation forms are placed in the
students’ permanent records. Students must successfully complete their externship fraining in order to fulfil
requirements for graduation. Prerequisite: Successful completion of Modules MIBINTRO, MIBCL., MIBGU, MIBIE,
MIBMS, MIBRG, and MIBSN. Lecture Hours: 0 Lab Hours: 0 Other Hours: 200 i
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PHARMACY TECHNICIAN
Diploma Frogram
33 weeks — 760 hours - 48 credits

The Pharmacy Technician diploma program provides both technical and practical training that will enable the
technician, upon certification, licens ure or registration, o function as a competent entry-level pharmacy fechnician fo
the licensed pharmacist. The program provides the student with the basic knowledge of and practice in pharmacy
calculations, drug distribution systems, and preparation of sterile dosage forms, Computer skills necessary in
pharmacypractice will be utilized, and both pharmaceutical and medical terminclogyand anatomyand physiologyare
also covered. The program emphasizes theory, as well as hands -on practice, followed by an externship that prepares
the student for the actual work setling. Upon completion of this program, the graduate will be fully prepared to take
the national pharmacy technician cerlification exam offered by the Pharmacy Technician Certification Board (PTCB).

Many of the traditional pharmacy functions, once performed by pharmacists, are now being performed by
pharmacy technicians. Today's pharmacy technician has assumed a position which supports and enhances the
progressive direction taken by pharmacy. The technician has also become the key person in assuring the smooth
uninterrupted functioning of traditional pharmacy services.

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

HCIN Introduction fo the Healthcare Profession 80 6.0
Module A gdysn';éw]sstration ofMedications and Pharmacologyof the Endocrine/l.ymphatic 80 6.0
Medule B |Aspects of Retfail Pharmacy and Pharmacology of the Nervous System 80 6.0
His{ory and Ethics of Pharmacy and Pharmacologyof the Respiratory,
Module C Cardiovascular, Circulatory Systems, & Nuclear and Oncology Pharmacy 80 8.0
Practice
Infection Confrol, Medication Errors and Alternative Medicine and
Module D Pharmacologyofihe Integumentary System and Senses 80 6.0
Administrative Aspects of the Pharmacy Technician & Pharmacologyofthe
Module £ G.L and Muscular System and Skeletal System 80 6.0
s pects of Hospital Pharmacyand Pharmacologyofthe Urinary and
Module F Reproductive System 80 6.0
Module X PharmacyChnlcal Externshlp 200
s TOTAL:HOURS - 760:

Major Equnpment Skeleton, Head and Torso/rem ovab!e organs Computers Class Aprescription ba ance “Conica
graduates, Anatomy and Physiology Charts, lLaminar Flow Hood, Counter balance, Cyindrical graduates
Pharmaceutical weights set, Porcelain moriar and pestle, Glass mortar and pestle, Spatulas, X-ray view box, Digital
thermometer, Blood pressure fraining arm, Patient stimulator manikin, Adult IV fraining Arm Kit

Module HCIN - Introduction to the Healthcare Profession § Quarter Credits
This course is designed fo provide an intreduction to the heaithcare profession for new students starling an allied
health diploma program. Students will learn the basics of medical terminology, anatomy and physiclogy, infection
control, HIPPA, OSHA and HIMADIS. Additional topics covered include professional codes of ethics, medical
insurance and billing, keyboarding, computer applications, basicmathematical skill, and critical professionalism skill
are also taught. Students will have the opportunity to learn program -specific topics throughout the course. CPR
certificate is also inciuded in the course {for some schools, First Aid cerificates are also included). Out-of-class
activities will be assigned and assessed as part of this module, Lecture Hours: 40 Clinical Lab Hours; 40 Qutside
Hours: 20 Prerequisite: None

Module A - Administration of Medications and Pharmacology of the Endocrine and Lymphatic Systems
6 Quarter Credits

This module is designed fo provide the studentwith an overall understanding ofmedication administration, safetyand
quality assurance. Included in this course is an oveniew and historical development of pharmacy. Body systems are
covered in this module which includes the Endocrine and Lymphatic systems, and medications used to treat
conditions ofthe endocrine system. Repackaging and compounding will be discussed and performed. included in this
courseis use ofpelicy and procedure manuals, malerials management of pharmaceuticals, the pharmacy formulary
system, computer applications in drug-use confrol, receiving and processing medication orders. Preparation and
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utilization of patientprofiles, handling medications, storage and delivery of drug products, records management and
inventory control, and compensation and methods of paymentfor pharmacysenices are discussed. Conversions and
calculations used by pharmacy technicians will be discussed along with drug dosages in units and working with
compounds, admixtures, and parenteral and IV medications. Mands-on skills in the laboratory practice setting are
performed. Qut-of-class activities will be assigned and assessed as part of this module. Prerequisites; HCIN Lecture
Hours: 40 Lab Hours: 40

Module B - Aspects of Retail Pharmacy and Pharmacology of the Nervous System 6 Quarter Cradits
This module is designed to provide the studentwith responsibilities of a technician filling prescriptions, including the
information required to fill prescription and typing the prescription [abel. Retail pharmacy and additional pharmacy
practice settings (including home heakh care, mail order pharmacy, and iong term care pharmacy) will be covered.
This module also covers how to read a drug label. Medications for the Respiratory and Nervous systermn are covered
including a study of medications for neurological conditions, mentai disorders and adiscussion on muscle relaxants.
Hands-on skills in the laboratorypractice setting are performed. Cut-of-class activities will be assigned and assessed
as part of this module. Prerequisites: HCIN Lecture Hours: 40 Lab Hours: 40

Moduie C - History and Ethics of Pharmacy and Pharmacology of the Respiratory System & Nuclear and
Oncology Pharmacy Practice 6 Quarter Credits
This module is designed to introduce the student to the professional aspects of working in pharmacy technology.
Subjects covered include a history of and changing roles of pharmacists and pharmacy technicians. This module
covers the Law and Ethics of Pharmacywhich includes the Food and Drug Act, the 1970 Comprehensive Drug Abuse
Prevention and Control Act, and other modern-day drug legistation. The respiratory, cardiovascular, and circulatory
system is discussed along with medications for respiratory tract disorders. Oncology agents are covered in this
module along with HIVJAIDS, Calculations and dimensional analysis of drug dosages are covered. Hands -on skills in
the taboratory practice setting are performed. Qut-of-class activities will be assigned and assessed as part of this
module. Prerequisites: HCIN Lecture Hours: 40 Lab Hours: 40

Module D - Infection Control, Medication Errors and Alternative Medicine and Pharmacology of the
Integumentary System and Senses 6 Quarter Credits
This module covers pharmacytechnician regisfration and certification ,including professionalism and communication
in the pharmacy sefting. Over-the-Counter medications, vitamins and skin care products are discussed in this
module. Medications forthe integumentarysystem are covered along with a discussion on medication caiculations for
the elderly. Also covered in this module are medications used for disorders of the eyes and ears. Sludents learn the
most common medication errors, alternative medication and food & drug interactions. Hands -on skills in the
laboratory practice setting are performed Out-of-class activities will be assigned and assessed as part ofthis module.
Prerequisites: HCIN Lecture Hours: 40 Lab Hours: 40

Module E - Administrative Aspects of the Pharmacy Technician & Pharmacology of the Gl and Muscular
System 6 Quarter Credits

In this module, emphasisis placed on the role and responsibilities of the pharmacy technician regarding parenteral
dosages, Including using proportion in calculating drug dosages for pediatiics. This module is designed to provide the
studentwith an overall understanding ofthe administrative aspects and hands-on applications involved in working in
a pharmacy. Medications for the G.I. and Musculoskeletal System are covered along with medications fordisorders of
the musculoskeletal system, as well as a study of general operations of pharmacies at different seftings. Subjects
covered include safety in the workplace, using computers in the pharmacy, communications and interpersonal
relations within the pharmacy. Students will learn about migraine headaches, analgesics and drugs for NSAID. Use of
computers in the pharmacy practice setling are covered. Hands -on skills in the laboratory praclice setting are
performed. Out-of-class activities will be assigned and assessed as part of this module. Prerequisites: HCIN Lecture
Hours: 40 Lab Hours: 40

Module F - Aspects of Hospital Pharmacy and Pharmacology of the Urinary and Reproductive System
6 Quarter Credits

This module is designed to provide the studentwith an overal! understanding ofanatomy and physiology as it relates
to the Urinary and Reproductive Systems. Students will learn common tasks performed by pharmacy technicians in
the hospital practice setting, including policies and procedures, responsibiliies of the inpatient pharmacy techni cian,
and specific State requirements reguiating the use ofpharmacytechnicians in various States. Students will familiarize
themselves with intravenous flow rates of large volume and smatl volume IV, infusion of IV Piggybacks, and the use
of a Heparin lock. Critical Care flow rates and automated medication dispensing systems are discussed and
calculated. Hands-on skills in the laboratory practice selling are performed. Qut-of-class activities will be assigned
and assessed as part of this moduie. Prerequisites: HCIN Leclure Hours: 40 Lab Hours: 40

Module X - Clinical Externship 6 Quarter Credits
This 200-hour module is designed to provide the student with supervised, practical hands -on and observational
experiences in the working pharmacy. Students will be expected o gain experiences in either a hospital pharmacyor
a community{retail) pharmacy. Students will gain exposure to "on-the-job” experiences and training in the pharmacy
sefling and practice of skills, gaining experiences in all aspects of drug preparation and disiribution utilized by
parlicipating sites. Prerequisite: Completion of Didactic Program. Lecture Hours: 0 Lab Hours: 0 Other Hours: 200
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BUSINESS ACCOUNTING
Diploma Program
12 months — 540 hours, 48 credits

The accounting field offers a variety of interesting and challenging career opporiunities. In this program, studenis

5o will receive training in the basic skills reguired of entry-level accountants and bookkeepers using today's modermn

computerized accounting systems. In additionto covering basic accounting principles, the program includes coursework

in a variety of computer and accounting refated areas, including Payroll Accounting, Computer Applications, and
Corporate Accounting.

This program prepares the student for an entry-level position in an accounting depariment of a large companyora

training position as a full-charge bookkeeperin a small office.
Upon successful completion of the 48 credit-hour program, students are awarded a diploma.
“Course Number: [ Course Title: == 0o |- Quarter Credits:

COLLEGE CORE REQUIREMENTS

SLS 1105 Strategies for Success 4.0

CGS 2060C | ComputerApplications 4.0

CGS 2573C | Applied Spreadsheets 4.0

MTB 1103 Business Math 4.0

MAN 1030 Introduction to Business 40

SLS 1321 Career Skills and Portfolio Development 20 -

Student will selectone of the following:

MAN 2031 Let's Talk Business 2.0

OST 11491, | Keyboarding 2.0

MAJOR CORE REQUIREMENTS

APA 2111 Principles of Accounting | 4.0

APA 2121 Principles of Accounting Il 4.0

ACG 2021 Introduction to Corporate Accounting 40

APA, 2141 Computerized Accounting 40

ACO 1806 Payroll Accounting 4.0

TAX 2000 Tax Accounting 4.0
Total: 48.0

56




BUS

24 m

QUARTER-BASED PROGRAMS

INESS

Associate of Applied Science Degree

onths — 96 credits

The Associate of Applied Science in Business program is offered for students whose career goals require a
broad knowledge of the functional areas of business. All students will take coursework in the areas ofaccounting,
general business, management, marketing, human resources, computerapplications, and business law. in addition,
students will choose an area of concentration that will comprise the balance ofthe courses in the major. The following
describes each area of concenfration.

Business Administration

The Business Administration concentration focuses on the structure, function, and procedures of standard
business operations. The program prepares students for a variely of entry-level positions in areas such as sales,
office supenvsion, and smaill business management.

‘Course ‘Number - 1 G e Courge Title ey Tiisiin I “:Qlarter Credits™ |
COLLEGE CORE REQUIREMENTS
SLS 1105 Strategies for Success 4.0
CGS 2060C Computer Applications 4.0
SLS 1321 Career Skills and Portfolio Development 2.0
Choose 8 credits from the following list:
OST 1149L Kevyboarding 2.0
MAN 2031 Let's Talk Business 2.0
0ST 2335 Business Communications 4.0
LIS 2004 Infroduction to Internet Research 2.0
MTB 1103 Business Math 4.0
CGES 2501C Applied Word Processing 4.0
CGS 2573C Aoplied Spreadsheets 4.0
TOTAL COLLEGE CORE GREDIT HOURS 18.0
MAJOR CORE REQUIREMENTS: ALL CONCENTRATIONS
MAN 1030 Infroduction to Business 4.0
MAN 2021 Principles ofManagement 4.0
BUL 2131 Applied Business l.aw 4.0
MAN 2300 Introduction to Human Resources 4.0
MAR 1011 introduction to Marketing 4.0
APA 2111 Principles of Accounting | 4.0
APA 2121 Principles of Accounting il 4.0
TOTAL ALL. CONCENTRATIONS CREDIT HOURS 28.0

BUSINESS ADMINI

STRATION CONCENTRATION ADDITIONAL MAJOR CORE REQUIREMENTS

FIN 1103 Finance 4.0
MAN 2727 Strategic Planning for Business 4.0
MAR 2305 CustomerRelations and Senvicing 4.0
Choose 2 of the following courses:
APA 2161 Introductory Cos¥Managerial Accounting 4.0
SBM 2000 Smali Business Management 4.0
ACG 2178 Financial Statement Analysis 4.0
ACG 2021 introduction to Corporate Accounting 4.0
TOTAL MAJOR CORE CREDIT HOURS 20.0
GENERAL EDUCATION REQUIREMENTS
ENC 1101 Composition | 4.0
ENC 1102 Composition || 4.0
MAT 1033 College Algebra 40
PSY 2012 Dewelopment Psychology 4.0
SPC 2017 Oral Communications™ 4.0
AME 2000 introduction to American Literature 4.0
EVS 1001 Environmental Science 4.0
SLS 1505 Basic Critical Thinking 2.0
TOTAL QUARTER CREDIT HOURS 30.0
TOTAL QUARTER CREDIT HOURS REQUIRED FOR GRADUATION 96.0
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CRIMINAL JUSTICE
Associate of Applied Science Degree
24 months ~ 96 credits

The Criminal Justice program includes a comprehensive study of the national criminal justice system,
correctional organizations, and law enforcement agencies. Students learn the nalure and extent of crime and
delinquencyand the cause and explanation of criminal behavior. Additional areas of studyinclude rules of evidence,
basic investigative techniques and the philosophy of criminal law. The Criminal Justice program is designed to
prepare graduales for entry-level career opportunities in probation, corrections, law enforcement and/or security.

- Course Number | Course Titie
COLLEGE CORE REQUIREMENTS
i SLS 1105 Strategies for Success 4.0
SLS 1321 Career Skills and Portfolio Development 2.0
CGS 2060C | ComputerApplications 4.0
TOTAL QUARTER CREDIT HOURS 10.0
MAJOR CORE REQUIREMENTS
BUL 2131 Applied Business Law 4.0
Ccd 1017 Criminology 4.0
CcCJ 1020 Introduction to Criminal Justice 4.0
CJL 2130 Criminal Evidence 4.0
CJL 2134 Criminal Procedure and the Constitution 4.0
CJE 1600 Criminal Investigations 4.0
cCJ 2358 Criminal Justice Communications 4.0
cJC 2000 Introduction to Corrections 4.0
CJE | 2580 Inroduction fo Interviews and Interrogations 4.0
DSC 2002 Introduction to Terrorism 4.0
TOTAL QUARTER CREDIT HOURS 40.0
The students will take 12.0 credits from following courses:
cCcJ 2501 Juvenile Justice 4.0
CJE 2100 Policing in America 40
CCJP 2288 | Spanish forthe Criminal Justice Professional 4.0
cCcJ 2879 Introduction to Victims Advocacy 4.0
CCJ 2943 Currentlssues in Criminal Justice 4.0
CJE 2670 Introduction to Forensics 4.0
CcCJ 1910 Career Choices in Criminal Justice 4,0
‘ TOTAL QUARTER CREDIT HOURS 12.0
GENERAL EDUCATION CORE REQUIREMENTS
0 ENC 1101 Composition | 4.0
b ENC 1102 | Composttion |l 4.0
SPC 2017 Oral Communications* 4.0
SYG 2001 Principles of Sociology 4.0
MAT 1033 College Algebra 4.0
PSY 2012 General Psychology 4.0
SLS 1505 Basic Critical Thinking 20
AML 2000 Introduction to American Literature 4.0
EVS 1001 Environmental Science . 4.0
TOTAL QUARTER CREDIT HOURS 34.0
TOTAL QUARTER CREDIT HOURS REQUIRED FOR GRADUATION 96.0

*Online students take SPCP 2300 Fundamentais of Interpersenal Communication.




PARALEGAL
Associale of Applied Science Degree
24 months -~ 96 credits

Graduates ofthe Paralegal program are prepared, under the direction of an atiorney, to interview, gather, review
and analyze factual situations; research the law; prepare and interpretlegal documents; conduct day to day operations
of a legal office, Graduates of the program may find employment in legal offices, state and federal government
agencies, corporate legal depariments, consumer groups, insurance companies, banks, title companies, and legat aid
societies. The Paralegal program trains individuals for entry-level positions and is not a preparatory curriculum for law
schooi.

Course Number | Course Title -
~ COLLEGE CORE REQUIREMENTS
SL.S 1105 Strategies for Success 4.0
CGS 2060C Computer Applications 4.0
S5LS 1321 Career Skills and Portfolio Development 20
CGS 2501C Applied Word Processing 40
TOTAL QUARTER CREDIT HOURS 14.0
MAJOR CORE REQUIREMENTS
PLA 1003 infroduction to Paralegal 40
PLA 2363 Criminai Procedure and the Constitution 40
PLA 1105 Legal Research and Writing | 40
PLA 2106 Legal Research and Writing It 40
PLA 2273 Torts 4.0
PLA 2423 Contract Law 40
PLA 2600 Wills, Trusts, and Probate 4.0
PLA 2800 Family Law 10
PLA 27863 Law Office Management 40
PLA 2203 Civil Procedure 4.0
TOTAL QUARTER GREDIT HOURS : 40.0
The students will select 8.0 credits from the following list:
PLA 2460 Bankruptcy 4.0
PLA 2930 Conternporarylssues and Law 4.0
PLA 2433 Business Organizations 4.0
PLA 2483 Introduction to Administrative Law 4.0
PLA 2610 Real Estate Law o o 40
PLA 2631 Environmental Law 40
TOTAL QUARTER CREDIT HOURS 8.0
GENERAL EDUCATION CORE REQUIREMENTS
ENC 1101 Compositiont 40
ENC 1102 Composition i 2.0
SPC 2017 Oral Communications* 4.0
SYG 2001 Principles of Sociology 40
MAT 1033 College Algebra 4.0
PSY 2012 General Psychology 40
SLS 1505 Basic Critical Thinking 20
AL 2000 Introduction to American Literature 4.0
EVS 1001 Environmental Science 40
TOTAL QUARTER CREDIT HOURS 34.0
Total Quarter Credit Hours Required for Graduation 986.0

*Online students take SPCP 2300 Fundamentals of Interpersonal Communication.
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SURGICAL TECHNOLOGIST
Associate in Science Degree
24 Months — 24 Credits

Surgical technologists are allied health professionals who are an integral part of the team of medical practitioners
providing surgical care fo patients in a variety of setlings. They work under medical supervision to facilitate the safe
and effective conduct of invasive surgical procedures. This individual works under the supendsion of a surgeon to
ensure thatthe operaling room or environmentis safe, that equipment functions appropriately, and that the operative
procedure is conducted under conditions that maximize patient safety.

The surgical technologistpossesses the appropriate expertise in the theory and application of sterile and aseptic
technique and combines the knowledge of human anatorny, surgical procedures, and implementation tools and
technalogies to facilitate a physician’s performance ofinvasive therapeutic and diagnostic procedures. The goal and
objective of this 1350-hour program is preparation of the student to be a competent entry-level surgical technologist
by achievement and demonstration of learning within the following three domains: cognitive (knowledge), affective
(behavior)and psychomotor (skills). Students mustcomplete a minimum of 120 cases prior to completion of Clinical
Rotation Il. Students mustcomplete 30 cases in general surgery, 20 of those cases mustbe in the First Scrub Role
(FSR); 10 is the maximum number of cases in the Second Scrub Role (SSR) that can be applied to the total 30
general surgerycases. Students mustcomplete 80 casesin various surgical specialties; 60 ofthose cases mustbein
the FSR and evenly distributed between a minimum of & surgical specialties; 15 is the maximum number of cases
that can be counted in any one surgical specialty, 30 is the maximum number ofcases in the SSR that can be applied
fo the total 80 surgical specialies. Diagnosticendoscopycases and vaginal deliverycases are not mandatory, but up
to 10 diagnosticendoscopic cases and 5 vaginal delivery cases can be counted towards maximum number of SSR
cases. Observation cases are to be documented but do not count towards the 120 cases. The clinical case
requirements mustmeetthe Core Curriculum for Surgical Technology, 6th Edition. Student activities associated with
the curriculum mustbe educational. Studenis will be required to compiete 500 hours ofclinical rotation for completion
of this program. The 500 hours cannot be completed in the work place of the student orin a work setting wh ere the
studentis being compensated for the hours.

Upon successful completion of the entire course of study, students are eligible to take the naticnal certification
exam, sponsored by the National Board of Surgical Technology and Surgical Assisling (NBSTSA) 30 days prior to
program completion or 30 days post program completion. The NBSTSAIs a nationally recognized certification exam
for the surgical technologist NBSTSA is located at 6 West Dry Creek Circle, Ste.100, Littleton, CC 80210.
www nbsisa.org. Ph (800} 707-0057 Fax (303) 325-2536. The NBSTSA awards certificates to those who demonstrate
their theoretical and practical knowledge by passing the National Surgical Technologist Examination. Graduates who
pass this exam earn the distinction of being able to work as a Certified Surgical Technologist (CST). To sit for the
certification exam, the student mustbe a graduate of CAAHEP-(ARC/STSA) or ABHES accredited programs.

Note: This program requires clinical placement in contracted off campus sites. Sites must be identified and
coniracted to meetthe enrollmentnumbers. This insures placement of the students and decreases the potential for
over enrollment.

CGS 20800 s; Computer Applications ¢ 30 20 0 50 40 »

Strategies for Health Care Professional 40 0 0 40 40 o
SLS 1317 » Success 4

College Core Totals 70 20 0 90 8.0

MAJOR CORE REQUIREMENTS
STS 1001 Principles & Practices of Surgical Technology 40 0 o 40 4.0
BSC 1085 « | Anatomy & Physiologyl v 40 0 0 40 4.0 o
BSC 1086 « | Anatomy & Physiologyll 40 0 0 40 40 »
HSC 1529 ¢ | Diseases ofthe Human Body ¢ 40 0 Y 40 40 »
MCB 2000 s | Microbiology & Infection Control 40 0 0 40 40 »
5TS 2007 Surgical Pharmacology 40 0 0 40 4.0
5TS 2171C | Surgical Technologyi 30 20 0 50 4.0
STS 2172C | Surgical Technologyil 30 20 0 50 4.0
STS 2173C | Surgical Procedures | 40 40 0 80 6.0
STS 2174C | Surgical Procedures |l ¢ 40 40 0 80 6.0
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STS 2175C | Clinical Rotation | 0 G 150 150 5.0
STS 2176C | Clinical Rotafion i 1] 1] 350 350 110
Surgical Technologist Certification 20 0 0 20 2.0
STS 2200 Exa?nination Re\.ée?.v

Major Core Tofals 400 120 500 1020 620

GENERAL EDUCATION REQUIREMENTS
ENC 1101 Composiion | 40 g 0 40 40
ENC 1102 Compositionl ) 40 0 1] 40 4.0
EVS 1001 Environmental Science 40 4] ¥] 40 4.0
MAT 1033 College Algehra 40 0 1] 40 4.0
PSY 2012 Generai Psychology 40 0 1] 40 4.0
SPC 2017 Oral Communications 40 0 0 40 4.0
General Education Totals 240 0 0 240 240
TOTAL 710 140 500 1350 94.0
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COURSE DESCRIPTIONS

COURSE NUMBERING SYSTEM

This instiution uses the following course numbering system:

+ D00-099 Preparatory courses

« 100-2999 Lower division (first and second year) courses

Studenis enrolied in Assaciate Degree programs take courses in the lower division. The letters that accompany
the numbering system normallyreferto the course subjectmanner, such as MAN = management. The numbers that
follow the course prefixincrease in sequence to indicate a more in-depth and complex level of the particular subject
area.

The following course descriptions are for all courses offered by the College. Each course is periodically reviewed
to assure relevance and inclusion of current business practices. All courses are offered at least once per academic
year ensuring their availabiiity for studenis so that they may complete their programs and achieve their planned
graduation date. Students who fail or withdraw from classes will have fo complete required courses when next
offered.

ACG 2021 - Introd uction to Corporate Accounting 4.0 Quarter Credits
This course defines financial accounting objectives and their relationship to business. Students learn about the
fundamental principles of accounting and the accounting cycle as it applies to corporations. Prerequisites: APA
2121. Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

ACG 2178 - Financial Staterment Analysis 4.0 Quarter Credits
The basics offinancial statement analysis in directing a firm’s operations are covered in this course. Students will
gain an understanding of how funds are acquired in financial markets and the criteria used by investors in deciding
where to place their funds. Prerequisites: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

ACO 1806 - Payroll Accounting 4.0 Quarter Credits
This course provides students with a working knowledge of payroll [aws, principles, practices, methods and
systems. Siudenis gain hands-on experience performing the payroll function. Prerequisite: APA2111 Lecture
Hours: 30 Lab Hours: 20 Other Hours: 0

ANL 2000 - Introduction to American Literature 4.0 Quarter Credits
This course concentrates on the major writers of Modern American literature. Prerequisite: None Lecture Hours:
40 Lab Hours: 0 Other Hours: 0

APA 2111 - Principles of Accounting | 4.0 Quarter Credits
Accrual accouniing based upon generally accepted accounting principles is stressed in this course. Analysis of
income statement proceduras, computerized accounting applications, and the accounting cycle are highlighted.
Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

APA 2121 - Principles of Accounting Il 4.0 Quarter Credits
This course emphasizes accounling theory and applications as they apply fo the accounting cycle. Various
aspects are explored in depth including cash analysis, bank statement reconciliation, bad debt, accounts
receivable, notes receivable, accounts payable, notes payable, various methods of inventory pricing, fixed asset
allocations, intangible assets, and natural resources. Prerequisite: APA 2111 Lecture Hours: 40 Lab Hours: 0
Other Hours: 0

APA 2141 - Computerized Accounting 4.0 Quarter Credits
This course emphasizes the practical application of fundamental accounting principles through the use of
automated accounting software. Students will gain experience in integrated soitware designed to handle general
tedger, accounts payable, accounts receivable, financial siatementanalysis, fixed assets, sales order processing,
inventory, and payroll. Prerequisite: APA2121 Lecture Hours: 30 Lab Hours: 20 Other Hours: 0

APA 2161 - Infroductory Cost/Managerial Accounting ’ 4.0 Quarter Credits
This course examines the development and operation of cost accounting systems. Topics include basic cost
concepis and productcosting techniques including job-order, process costing, and standard costing with emphasis
on managerial application. Prerequisite: APA2121 Lecture Hours; 40 Lab Hours: 0 Other Hours: 0

BSC 1085 - Anatomy and Physiology | 4.0 Quarter Credits
This course is a sclentific study of the structure of the human body and its parts including relationships and
functions of the integumentary, sketetal, muscular, nervous system, special senses and the endocrine systems.
Prerequisite: None Co-Requisite: SLS 1317 (for ST students). Lecture Hours; 40 Lab Hours: Q0 Other Hours: ¢
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BSC 1086 - Anatomy and Physiology Il 4.0 Quarter Credits
This course is a study of the structure of the human body and its parts including relationships and functions ofthe
cardiovascular, lymphalic, respiratory, digestive, urinary and reproductive systems. Prerequisites: S1.5 1317(For
ST Students), BSC 1085 Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

BUL 2131 - Applied Business L.aw 4.0 Quarter Credits
This course provides students with essential information spedcific to the nature of law and the functions of the
judicial systern within a business environment. Students will examine and review the legal characteristics of sole
proprietorships, partnerships, and corporations. Prerequisite: None Lecture Hours; 40 Lab Hours: @ Cther Hours: 0

CCJ 1047 - Criminology 4.0 Quarter Credits
The study of crime and causes of crime, the types of crime, and crime prevention strategies and saociety's

rasponse to crime. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

CCJ 1020 - introduction to Criminal Justice 4.0 Quarter Credits
This course provides an oveniew and introduction to criminal justice. Focus on the nature of crime, law and
criminal justice, the Police and Law Enforcement, the makeup of the courts, the adjudication system, the issues
facing police, corrections, and a review of the nature and history of the juvenile justice system. Prerequisite: None
Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

CCJ 1910 - Career Choices in Criminal Justice 4.0 Quarter Credits
This course provides an overview of employment in the criminal justice field. Topics include careers in criminal
justice, the economyand job market, professional skills required to work in the criminal justice field, the culture of
taw enforcement, and the political nature of the criminal justice system. Prerequisite: CCJ 1020 Lecture Hours: 40
Lab Hours: 0 Other Hours: 0

CCJ 2358 - Criminal Justice Communications 4.0 Quarter Credits
This course prepares students, through instruction and practice, to properly prepare written reports, common to
the criminaljustice community. A variety of criminal justice scenarlos are presented and students are instrucked as
{0 the proper report format, contentand presentation. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other
Hours: 0

CCJ 2679 - introduction to Victims Advocacy 4.0 Quarter Credits
This course examines criminal victimization in the United States. The topics include the historical treatment of
victims of crime, the character and extent of modern criminal victimization, the nature of victimization experience,
victim treatmentat the hands of the criminal justice system. Prerequisite: CCJ 1020 (None for HS Major). Lecture
Hours: 40 Lab Hours: 0 Cther Hours: 0

CCJ 2943 - Current Issues in Criminal Justice 4.0 Quarter Credits
This course presenis an analysis of significant issues confronting modern day criminal justice practitioners.
Critical concepts concerning law enforcement, the courts, corrections and juvenile justice will be addressed.
Prerequisite; CCJ 1020 Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

CCJP 2288 - Spanish for the Criminal Justice Professional 4.0 Quarter Credits
This course provides criminal justice professionals with a fundamental communication skill setin the Spanish
fanguage. - Students will address  Spanish phrases and terms that will- enhance the ability to respond to -
emergencies and function in other justice related environments. Prerequisite: None Lecture Hours: 40 Lab Hours:
G Other Hours: 0

CGS 2060C - Computer Applications 4.0 Quarter Credits
This course infroduces the essential concepts necessaryto make effective use of the computer. Students achieve
an understanding of what a computer can do, how itworks, and how it can be used to create documents using
word processing and spreadsheetapplications for personal and business use. Prerequisite: None Lecture Hours:
30 Lab Hours: 20 Other Hours: 0

CGS 2501C - Applied Word Processing 4.0 Quarter Credits
This course covers the various techniques used in infermediate to advanced word processing. Emphasis will be
placed on using and creating templates, developing multi-page documents, building forms, and working with
charts and diagrams. In addition, students will leam document collaboration techniques and customization with
macros. Prerequisite: CGS 2167C Lecture Hours: 30 Lab Hours: 20 Other Hours: O
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CGS 2573C - Applied Spreadsheets 4.0 Quarter Credits
This course covers the various topics in relation to spreadsheet applications. Course fopics include creating
workbooks, editing and formatting tools, using formulas and functions, employing creative formatting, building
charts, working with multiple worksheets and lists, building templates, working with macros, using analysis and
auditing tools, using lists, dalabase features and pivot tables. Prerequisite: CGS 2167C Lecture Hours: 30 Lab
Hours: 20 Other Hours: 0

CJC 2000 - Infroduction to Corrections 4.0 Quarter Crédits
This course will examine an oveniew of the history of corrections and punishment in America with a review of the
correctional process including: probation, intermediate sanctions, restorative justice, imprisonment and the death
penalty. The organization, management and operation of correctional facilities, inmate life and enviranment will be
examined, including the legal foundation of prisoners' rights. Prerequisite: None Lecture Hours: 40 Lab Hours: ¢
GCther Hours: 0

CJE 1600 - Criminal Investigations ) 4.0 Quarter Credits
Basic investigative technigues, taking witness statements, interviews and repors are covered. An ovenview of
police procedures is also included. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

CJE 2580 - introduction to Interviews and Interregations 4.0 Quarter Credits
Intenviews and interrogation focuses on techniques and philosophies of conducting human communication in a
criminal justice or legal environment in which the goal is to obtain accurate information. Studenis will learn and
apply specialized techniques and approaches to interviews and interrogations as well as legal implications based
on a variety of situations. Obtaining eyewitness information in an investigative environment is also discussed.
Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

CJE 2670 - Introduction to Forensics 4.0 Quarter Credits
This course willexplore and explain the application of applied science to those criminal and civil matters that are

investigated by various agencies. Prerequisite: CCJ 1020 Lecture Hours: 40 Lab Hours: 0 Other Hours: ©

CJL 2130 - Criminal Evidence 4.0 Quarter Credits
This course focuses on the nature of evidence as it relates to the prefrial and trail process, including: witnesses,
hearsay, admissions and confessions, and the exclusionary rule. Emphasis is placed on specific types of
evidence: circumstantial, documentary, physical, and recorded. Prerequisite: CCJ 1020 Lecture Hours: 40 Lab
Hours: 0 Other Hours: 0

CJL 2134 - Criminal Procedure and the Constitution 4.0 Quarter Credits
There will be a discussion of the Constitutional aspects of criminal procedure. The student will learn procedural

aspects of the criminal system from arrest or summeons through pretrial motions, trail, post-conviction and
appeliate processes. A study of the Constitution at work in the court system with current applications.
Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

C.JE 1600 - Criminal Investigations 4.0 Quarter Credits
Basic investigative techniques, taking witness statements, interviews and reporls are covered. An ovendew of
police procedures is also included. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

CJE 2100 - Policing in America 4.0 Quarter Credits
This course provides a solid foundation by tracking the historical development of policing in America from ils
English roots to the first organized municipal police depariments in the 1830s. It describes various federal law
enforcement organizations and how they relate to state and focal police. There is examination of the police
subculture, explanation ofthe mannerin which police agencies are organized and managed, community policing
and problem solving, patrol and criminal investigations, impact of technology on police and discussion of the
future. Prerequisite: CCJ 1020 Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

DSC 2002 - Introduction to Terrorism 4.0 Quarter Credits
Students in this course gain a valuable overnview of terrorism: ils history, current activities, and projected future.
Topics include: domestic and international terrorism, terrorist fraining, weapons of mass destruction, defenses
againstterrorism, legal aspects, and the impact of the media. Prerequisite: None Lecture Hours: 40 Lab Hours: 0
Other Hours: 0

ENC 1101 - Composition | 4.0 Quarter Credits
This course provides instruction and practice in expository writing and emphasizes grammatical and mechanical
accuracy and proper essay form. Emphasis is placed on clarity, logical organization, unity, and ceherence of
cenfral ideas and supporting material. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0
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ENC 1102 - Composition Il 4.0 Quarter Credits
This course buiids on the foundation of the written communication skills developed in Composition 1, It further
develops the students’ skills in composing essays and other written communication, including the documented
research paper. Prerequisite; ENC 1101 Lecture Hours: 40 Lab Hours: 0 Cther Hours: 0

EVS 1001 - Envircnmental Science ' ' 4.0 Quarter Credits
This non-laboratory course infroduces students to environmental issues through an understanding of the
interrelationships of humans and their planet. Attention is focused on ecosystems, polfution, energy, and
improvement or prevention of problems, Environmental concerns are explored through readings, research, and
discussion. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

FIN 1103 - Finance 4.0 Quarter Credits
The Infreduction to Finance course explores the significantprinciples involved in personal finance and the manner
in which finance Is connected fo decision-making throughoutlife. The real-worid applicabilityand career-impacting
decisions ofpersonal and business finance will be explored. Specific concepts related to financial planning will be
introduced, including; insurance, banking, credit, and investments. Prerequisite: None Lecture Hours: 40 Lab
Hours: 0 Other Hours: 0

LIS 2004 - Introduction to Internet Research 2.0 Quarter Credits
This course provides instruction on the basicuse ofthe Internet and the use of search engines. Students will have
hands-on access to the Internet. Prerequisite: None Lecture Hours: 10 Lab Hours: 20 Other Hours: 0

HSC 1629 - Diseases of the Human Body 4.0 Quarter Credits
This course provides a study of the human body's diseases and disorders, including signs, symptoms, eticlogy,
diagnosis, and treatment. Prerequisites: BSC 1085, BSC 1086 Lecture Hours: 40 Lab Hours : 0 Other Hours: 0

HSC 1527 - Medical Terminology 4.0 Quarter Credits
This course presents a studyofbasic medical terminology. Prefixes, suffixes, word roots, combining forms, special
endings, plurai forms, abbreviations, and symbols are included in the content. Aword building systems approach
is used to learn word paris for constructing or analyzing new terms. Emphasis is placed on spelling, definition,
usage, and pronunciafion. Abbreviations are introduced as related terms are presented with each unit.
Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

MAN 1030 - Introduction to Business 4.0 Quarter Credits
The Introduction to Business course is designed to introduce the terminology, functions, and procedures refated to
the organizafion and operation of a business enterprise in an economic-driven and technologically-evolving
society. The foundation of business is explored with real-wotld applicability and career-focused emphasis given to
business ethics and social responsbility, management and the organization, and human resources. Additionaily,
an ovenview of business ownership, marketing, social media, information management, accounting and financial
principles are introduced to build a foundation of business knowledge. Prerequisite: None Leciure Hours: 40 Lab
Hours: 0 Other Hours: G

MAN 2021 - Principles of Management 4.0 Quarter Credits
This course covers an analysis offundamental managementprinciples integrated with concepts of the behavioral
sciences. Management processes, resources, and organizational structure are lntroduceci Prereqwsﬂe None
Lecture Hours: 40-Lab Hours: 0 Other Hours: 0 -

MAN 2031 - Let’s Talk Business 2.0 Quarter Credits
Designed to provide opporiunities through reading, discussions, and exercises for students to improve their
proficiency as communicators in business environments. Prerequisite: None Lecture Hours: 20 Lab Hours: None
Other Hours: 0

MAN 2300 - Introduction to Human Resources 4.0 Quarter Credits
This course is an infroduction to the workings ofthe human resources aspectofa business operation. It includes a
discussion ofwage and salary considerations, performance evaluations, benefits, employee hiring and firing, and
policy and procedure implementation. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

MAN 2727 - Strategic Planning for Business 4.0 Quarter Credits
Designed fo help students to understand how to integrate knowledge ofthe various business disciplines and apply
that knowledge to planning and managing strategic business activities. Following an examination of policy and
strategy concepts, the studentwill complete studies that inlegrate and appily what is learned. Prerequisites: MAN
1030 and APA 2121. Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

85




MAR 1011 - Infroduction to Marketing 4.0 Quarter Credits
The course deals with the distribution of goods from producer to consumer and covers such topics as
characteristics of markets for consumer goods, marketing functions and the organizations that perform them,
marketing methods and techniques, price policies, and the cost of marketing. Prerequisite: None Lecliure Hours: ¢
40 Lab Hours: 0 Other Hours: 0

MAR 2305 - Customer Relations and Servicing 4.0 Quarter Credits
This course explores the basicfunctions relating to customers on a one-cn-one basis. It teaches the people skills
needed to work with others to enhance the company, its public image, and satisfy the client or customer.
Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

MAT 1033 - College Algebra 4.0 Quarter Credits
The algebra of linear and quadraticequations, graphing, functions, inequalities, rational expressions, radicals, and
system of equations. The course emphasizes crifical thinking and problem solving skills. Prerequisite: None
Lecture Hours: 40 Lab Hours: 0 Other Mours: 0

MCB 2000 - Microbiclogy and Infection Control 4.0 Quarter Credits
This course is designed to provide the student with an overall understanding of basic microbiology, infection
control, disease processes and the body's defenses againstthem, and wound healing, as well as the terminology
associated with each ofthese areas of concentration. Prerequisite: SLS 1317 (for ST students). Lecture Hours: 40
Lab Hours: 0 Other Hours: 0 :

MTB 1103 - Business Math 4.0 Quarter Credits
This course presents a comprehensive review of computational skills as they apply to the business world. Topics
include fractions, decimals, banking and credit card transaction, equations, percents, discounting process (trade
and cash}, markups and markdowns, simple and compound interest, and payroll funclions. Prerequisite: None
Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

08T 1149L - Keyboarding 2.0 Quarter Credits
This course is designed to familiarize the student with basic keyboarding and develop minimum keyboarding

typing skills. Prerequisite: None Lecture Hours: 0 Lab Hours: 40 Other Hours: 0

OST 2335 - Business Communications 4.0 Quarter Credits
Practical written comm unication skills for business are studied in this advanced course. This course includes the
mechanics and principles of effective letter writing and methods ofresearching and compiling reports. Focus is on
a better understanding of writing styles appropriate to the business world, including successful use ofe-mail,
instant messaging, and blogging. Prerequisite; ENG 1102 Leciure Hours: 40 Lab Hours: 0 Other Hours: 0

PLA 1003 - Introduction to Paralegal 4.0 Quarter Credits
This course introduces studehts to the paralegal’s role and the nature of a career as a legal assistant. Legal
procedures are presented in real-world context with a basic introduction to necessary skills, such as legal
research, law office operations, technology in the law, and litigation. Vocabulary is learned in context. In-depth
coverage is begun on legal ethics, professional regulation, trends and issues in the field, and the legal system.
Career managementfor paralegal professionals is covered thoroughly. Prerequisite: None Lecture Hours: 40 Lab
Hours: 0 Other Hours: 0

PLA 11056 -Legal Research and Writing | 4.0 Quarter Credits
This course covers the basics oflegal research, legal writing, and legal analysis for the legal assistant. Students
tearn fo use a law library, perform legal research, analyze legal problems, and write a legal memorandum,
Siudents are taught to locate and use both primary, secondary, and CALR legal research sources to sohwe legal
problems. Prerequisite: PLA 1003 Lecture Hours: 30 Lab Hours: 20 Other Hours: 0

PLA 2106 - Legal Research and Writing Il 4.0 Quarter Credits

This course covers advanced aspects of legal research, legal writing, and legal anaiysis for the legal assistant,
with an emphasis on legal writing and analyses ofcomplexissues. Students strengthen their legal research skills
using & varlety of primary and secondary sources, analyze complex legal problems, and write a persuasive
memorandum orbrief. Students also develop skills in computer assisted legal research and are infroduced to fee-
based services such as Westlaw, LEXIS as well as free Internetlegal sources. Prerequisite: PLA 1105 Lecture
Hours: 30 Lab Hours: 20 Other Hours: 0

PLA 2202 - Civil Procedure 4.0 Quarter Credits
This course provides the studentwith an introduction and overview to the procedures applicable to and governing
civil matters, including procedures related to pleading, motions, discovery, trial practice, post-trial motions and
otherissues, Prerequisite: PLA 1003 Lecture Hours: 40 Lab Hours: 0 Other Hours: 0
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PLA 2273 - Torts 4.0 Quarter Credits
This course provides anintroduction to the substantive law of torts, including elements, defenses, and damages
applicable to intentional torts, and to unintentional torts based on negligence, product liability, strict Hability, and
professional malpractice. The course provides cpporiunities for sfudents to practice and improve their
intenviewing, investigation, document drafling, negotiation, and contract inferpretation skills, Prerequisite: None
Lecture Hours: 40 L.ab Hours: 0 Other Hours: 0

PLA 2423 - Contract Law . 4.0 Quarter Credits
The principles of contract law are addressed and discussed in this course inciuding the major provisions ofthe
Uniform Commercial Code. Basic contractprovisions and drafling techniques are explained and practiced through
the drafting of various types of contracts. Contract Litigation is also covered. Prerequisite: PLA 1003 Leclure
Hours: 40 Lab Hours: 0 Other Hours: 0

PLA 2433 - Business Organizations 4.0 Quarter Credits
This course covers the principles of Business Organizations, including the formation, operation, and dissolution of
various types of business organizations. Topics include sole proprietorships, corporations, partnerships, the law of
agency, and employment agreemenis. Prerequisite: None Lecture Hours: 40 L.ab Hours: 0 Other Hours: 0

PLA 2460 — Bankruptcy 4.0 Quarter Credits
Bankruptcy law and procedure, including commencement of a case, preparing schedules, operating and
liquidating procedures, adversary matters and litigation in bankruptcy court, debtors' and creditors' rights and
obligations, technical terminclogy, and practical direction for paralegals. Forms used in bankruptoy court and
proceedings under Chapter7, Chapler 13, and, fo a lesserextent, Chapter 11 and proceedings under Chapters 9
and 12 are also covered. The rights of creditors, including secured fransactions, consensual and nonconsensual
liens, UCC transactions, and the unique position of real estate, will be reviewed. The course also teaches
garnishments and other judicial attachments of property. Prerequisite: None Lecture Hours: 40 Lab Hours: 0
Cther Hours: 0

PLA 2483 - Introduction to Administrative Law 4.0 Quarter Credits
This course examines basic concepts of law and procedure in federal and state administrative agencies, with
emphasis on the paralegal's role in the administrative process. Students will learn both formal and informal
advocacy techniques, including representing clients before administrative bodies. Substantive topics will include
administrative delegation of power, rulemaking, agency discretionary powers, remedies, open government, and
judicial review. Procedurat fopics will include agency operation, adjudication, hearing preparation, and
administrative and judicial appeals. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

PLA 2600 - Wills, Trusts, and Probate 4.0 Quarter Credits
This course examines legal concepts of wills, trusts, intestacy, guardianships, and conservatorships: analysis of
client needs: drafting of simple wills: and study of various types of trusts and their application to particular client
needs. Study of probate procedures, the administration of assets, methods of compiling both probate and non -
probate estate and simple taximplications. Prerequisite: None Leciure Hours: 40 Lab Hours: 0 Other Hours: 0

PLA 2610 - Real Estate Law 4.0 Quarter Credits
This course is an introduction to Real Estate law. Topics include propertyrights, principles ofland ownership, sale,
financing and conveyance, contracts, liens, morigage financing, mongages or deeds of trust, deeds, recording,

“settlement concepts, condominiums and cooperatives, leasing and other propery concepts. Prerequisite: None
Lecture Hours: 40 Lab Hours; 0 Other Hours: 0

PLA 2763 - Law Office Management : 4.0 Quarter Credits
This course examines the fundamentals of law office management and organization. Subjects covered include
basicprinciples and structure oflaw practice management, law practice structures, organization, and governance,
client systems, fimekeeping and accounting systems, human resources, marketing and strategic ptanning,
adminisfrative and substantive systems in the law office, and law practice technology. Prerequisite: PLA 1003
Lecture Hours: 40 Lab Hours: 0 Other Hours: &

PLA 2800 - Family Law 4.0 Quarter Credits
Students are instructed in the theory of law govemning marriage, divorce, annulment, property seflement
agreements, child custody and support obligations, paternity, adoption, alimony, pre -nuptial agreements, name
changes, and domestic violence. Students will be introduced to state-specific procedures and prepare various
pleadings ordocuments related to these topics. Prerequisite; None Lecture Hours: 40 Lab Hours: 0 Other Hours:
0
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PLA 2930 - Contemporary issues and Law 4.0 Quarter Credits
This course examines contemporarylaw, including contemporarylegal issues as well as practicing law in today's
environment. Prerequisite: PLA 1003 Lecture Hours: 40 Lab Hours: 0 Other Hours; 0

PSY 2012 — General Psychology 4.0 Quarter Credits
This course covers the fundamental theories and principles of human psychology with an emphasis on applying
the concepts to life and work in order to promote effective critical thinking and learning, understanding cfemotions
and motivations, posilive social and workplace interactions, and the importance of the roles played by the
unconscious and subconscious minds. Beginning with the historical foundations of psychology, students will study
the groundwork for more contemporary perspectives. Study of the brain and its developmental stages, cognitive,
motivational, and emotional functions, as well as disorders and their treatment provide a holistic investigation of
the human mind as we know it. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

SBM 2000 - Small Business Management: 4.0 Quarter Credits
This course examines the various aspects ofstarling, acquiring, and operating a smaltbusiness enterprise. ltis a
comprehensive discussion of problems encountered bysmall husinesses. Astudy of management principles and
procedures provides methods ofresolving these problems. Prerequisite; None Lecture Hours: 40 Labk Hours: 0
Other Hours: 0

SLS 1105 - Strategies for Success 4.0 Quarter Credits
This course is designed to equip students for {ransitions in their education and life. The course includes
introduction to the school and its resources, siudyskills, and personal resource management skills. Students will
be actively involved in learning and integrating practical applications to promote success. Prerequisite: None
Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

SLS 1317 - Strategies for Health Care Professional Success 4.0 Quarter Credits
This courseis designed to prepare students fortransition in their health care professional education and life. The
course includes introduction to the college and its resources, professionalism, studyskills, test-taking skills, critica!
thinking, medical terminology, abbreviations, math review, communication, teamwork, information technology,
learning styles along with written and personal resource management skills. Studenis will be activefy involved in
learning and integrating practical applications fo promote success. Prerequisite: None Lecture Hours: 40 Lab
Hours: 0 Other Hours: 0

SLS 1321 - Career Skills and Portfolio De velopment 2.0 Quarter Credits
A course designed to assist students with personal and professional developmentfor successful employment with
a concentration on developing a positive self-image, assessing competiliveness strengihs, career expectations,
learning job search techniques, in addition to written skills and current resume preparation. Prerequisife: None
Lecture Hours: 20 Lab Hours: 0 Other Hours:; 0

S8 1506 - Basic Critical Thinking 2.0 Quarter Credits
This course introduces the students to the concepts of critical thinking. Topics covered include self-critique and
understanding, fair-minded thinking, the levels of thinking, the parts and standards for thinking, and developing
ethical and strategic thinking. Students will examine effeclive ways fo think more critically, and will apply these
tools in course assignments. Prerequisite: None Lecture Hours: 20 Lab Hours: 0 Other Hours: 0

SPC 2017 - Oral Communications 4.0 Quarter Credits
This courseis designed to develop students’ abilityto communicate effectively. Emphasis is placed upon the basic
elements of communication in order fo strengthen students’ interpersanal and professional speaking skills.
Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: O

SPCP 2300 - Fundamentals of Interpersonal Communication 4.0 Quarter Credits
The dynamics of interaction between people in personal, social and workplace situations are explored to better
understand how inferpersonal communication shapes relationships. Exploration will occur through readings,
discussion, and application exercises. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: &

STS 1001 - Principles and Practices of Surgical Technology 4.0 Quarter Credits
This course is designed to provide the studentwith an overallunderstanding and orientation to the field of surgical
technology. Included in this course are professional responsibilities and relations, interpersonal relationships and
communication skills, death and dying, legal and ethical responsibilities, the operating room environment, and
safety. Prerequisite: None Lecture Hours: 40 Lab Hours: 0 Other Hours: 0

STS 2007 - Surgical Pharmacology 4.0 Quarter Credits
This course is designed to provide the student with an overall undersianding of the theory and the hands-on
applications involved in surgical pharmacclogy. Prerequisites: SLS 1317, MAT 1033. Lecture Hours: 40 Lab
Hours: O Other Hours: 0
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S8TS 2171C - Surgical Technology | 4.0 Quarter Credits
This course is designed fo provide the student with an overall understanding and the hands-on skills involved in
foliowing medical and surgical aseptic techniques and in providing basicpre-operative care to the surgical patient.
Prerequisites:; SLS 1317, STS 1001, Lecture Hours; 30 Lab Hours: 20 Gther Hours: 0

ST8 2172C - Surgical Technology il 4.0 Quarter Credits
This course is designed to provide the student with an overall understanding of the theory and the hands -on
applications involved in the use and maintenance of surgical instruments and equipment. Prerequisite: STS
2171C, Lecture Hours: 30 Lab Hours: 20 Other Hours: 0

STS 2173C - Surgical Procedures | 6.0 Quarter Credits
This course is designed to provide the student with an overall understanding of the theory and hands -on
applications involved in general surgery, as well as specific surgical procedures involving the gastrointestinal
system, the reproductive system and obstletrics, and the genitourinary system. Prerequisites: BCS 1085, BSC
1086, HSA 1529, 5TS 2172C. Lecture Hours: 40 Lab Hours: 40 Other Hours: 0

8TS 2174C - Surgical Procedures [I 6.0 Quarter Credits
This course is designed to provide the student with an overall understanding of the theory and the hands -on
applications involved in surgical procedures of the ear, nose, and throat, ophthalmic surgery, plastic surgery,
orthopedic surgery, surgery of the nervous system, thoracic surgery, and cardiovascular and peripheral vascular
surgery. Prerequisite; STS 2173C. Leclure Hours: 40 Lab Hours: 40 Other Hours: G

8TS 2175C - Clinical Rotation | 5.0 Quarter Credits
This 150-hour course is designed fo provide the student with supervised, practical hands -on and observational
experiences in the dinical area. As part of the experience, students may rotate throughout various departments
within the clinical area. Prerequisite: STS 2174C. Lecture Hours: 0 Lab Hours: 150 Other Hours: 0

STS 2178C - Clinical Rotation i 11.0 Quarter Credits
This course is a continuation ofthe skills practiced in STS 2175C with continued supenvised, practical hands-on
and observational experiences in the clinical area. During this rotation, sfudents will rotate throughout the
operating room, as well as other surgical and non-surgical departiments, including the obstetrics delivery room,
emergencyroom, and the out-patientsurgery department. Prerequisites: STS 2174C, STS 2175C. Lecture Hours:
0 Lab Hours: 350 Other Hours: O

STS 2200 - Surgical Technologist Certification Examination Review 2.0 Quarter Credits
This course is designed to guide students in the preparation for the Surgical Technologist Certification
Examination. Test-taking strategies will be discussed and im plemented with an in-depth review of application level
questions thatrequire critical thinking skills. A review will be provided of the Surgical Technolegistknowledge, skil,
and abilifies necessary to provide quality surgical palient care. Prerequisites: STS 2174C, STS 2175C. Lecture
Hours: 20 Lab Hours: G Other Hours: 0

SYG 2001 - Principles of Sociology 4.0 Quarter Credits
A study of cuitural heritage, of the cultural influence of human nature and personality, and of social interaction.
Prerequisite: None Lecture Hours: 40 Lab Hours; 0 Other Hours: 0

TAX 2000 - Tax Accounting 4.0 Quarter Credits -
This is a survey course covering the laws, procedures, returns, and subsidiary schedules involved in the
preparation of Federal personaltax returns. Prerequisite: None Lecture Hours: 30 Lab Hours: 20 Other Hours: 0
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ZENITH EDUCATION GROUP

The following schools are owned by Zenith Education Group:

Everest College

«  Arlington (Mid Cities), TX
Atlanta West, GA
Chesapeake, VA
Coiorado Springs, CO
Evereft, WA

Fort Worth Scuth, TX
Henderson, NV
Springfield, MO
Tacoma, WA
Thornton, CO
Woodbridge, VA

* B & & & 2 = 9 & @

Everest University
« Tampa,FL
a Largo,FL
e OrangePark, FL
»  South Crlando, FL

Everest Institute
«  Austin, TX
» (Gahanna, OH
s  Houston(Bissonnet}, TX
» Houston{Hobby), TX
= Norcross,GA
«  San Antonio, TX
s« Southfield, Mi
s  South Plainfield, NJ
» Tigard, OR
WyoTech
« Biairsville, PA
» Daytona Beach, FL
» lLaramie, WY
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STATEMENT OF OWNERSHIP

This campus is owned and operated by Zenith Education Group, inc. {Zenith), a Delaware nonprofit corporation.
Zenith's sole memberis ECMC Group, Inc., a Delaware nonprofitcorporation. Corporate offices for Zenith and ECMC
Group are located at:

111 Washington Avenue South
Minneapolis, MN 55401

Directors ‘ Officers
John DePodesta, Chair
Gary Cook Greg Van Guilder, ChiefFinancial Officer and Treasurer
Roberta CooperRamo Dan Fisher, General Counsel and Corporate Secretary
t. King Jordan

James McKeon

Jack O'Connell

Maurice Saiter

Julia Gouw

James E, Murray (Emeritus Dir.)
RobertA Stein (Emeritus Dir.)

Directors
John DePodesta, Chair Peter Taylor, President and CEQ
Gary Cook Jim Gilberson, Chief Financial Officer
Roberta CooperRamo Dan Fisher, Secretary

i. King Jordan

James McKeon

Jack O'Connell

Maurice Salter

Julia Gouw

James E. Murray (Emeritus Dir.}
RobertA Stein (Emeritus Dir.)

ADMINISTRATION

.Carlssé Segar Eiecuﬁve Director

lvan Nikolaeff AcademicDean
Kim Martinez Director of Sfudent Success
Diane Booren Director of Career Services

CATALOG SUPPLEMENT

See the catalog supplement for information related to the faculty listing.
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TUITION AND FEES

“Dental Assistant 48 $11.214 |

Medical Administrative Assistant 33 weeks . 48 $10,925
Medical Assistant 41 weeks 60 $12,225
Pharmacy Technician 33 weeks 48 $11,516
Quarter:Based Diploma: Programs: s e vesissiend i i
Business Accounting** 48 $20,880 $500 per term
{$435/unit)
cegree Programs: nuiig I Credit Hours [ Tuition ... | Estimated Books andFees:
Accounting® 96 $41,780 ($435/unit) $500 per term
Business* 06 See Flat-term rate table $4,300
Criminal Justice™ 96 $41,760 ($435/unit) $500 per term
Paralegal** 96 $41,760 ($435/unit) 3500 per term
. $27,166
Surgical Technology . 94 $289/unit $2,800

Modular Book Price Effective Cetober 10, 2016

Tuition for Linear Effective January 11, 2016

Tuition for Modular Effective February8, 2016
*Enrollments in this program are temporarilysuspended.
**Enroliments are no longeraccepted in this program.

All studenis enrclled or enrolling in a degree program with an academic year start date of February 1, 2016 or later
willbe assessed a technologyfee of $150.00 peracademicyear. Al new students enrolling in a diploma program will
be assessed a lab fee of $150 per academic year.

Estimated Local transportation costs for student driving to classes can be up to about $40-$50 per week.
{$.55 x about 81 miles per week) Transportation costs for students using public transportation will vary by location
and type.

These modular and Quarter Based tuition tier flat-rate tuition tables only apply to:

1. New enrolling students. A new studentis defined as a studentwho has never attended a Zenith Education Group
school or has graduated and enrolled in a new program; or

2. Re-entering students who have withdrawn and are re-entering greater than 180 days from their withdrawal
date (The withdrawn time period is calculated from the student’'s withdrawal date to the new module or term start
date.}; or

3. Re-entering degree students who are re-entering within 180 days

For re-entering diploma students who have withdrawn and are re-entering within 180 days, the following
tuition charges apply:

Same Program (Same / New Program Version):
Will be charged wition at the original fuition rate reflected on the original enroliment agreement less the
ameount charged on the prior period of enroliment (Charges plus or minus any tuition adjustments).

Same Program (New Program Version of Different Credits / Length of Program):
Will be charged tuition at the current catalog rate for the program ofenrotiment less the amount charged on
the prior period of enrcllment (Charges plus or minus any tuition adjustments).

Different/ New Program (Program Change)
Will be charged tuition at the current cafalog rate for the program of enroliment. A tuition credit will be -
determined for the student’s prior period of enrollment.
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FLAT TERM RATE TABLE

Students enrolled in 8+ credit hours will be charged a flat-term rate as set forth below. Studenis enrolled in iess
than 8 credit hours will be charged per credit and total tuition for a given quarter is determined by multiplying the
number of credit hours for which the student is registered for and atlends within the term by the then current tuition
rate.

“For:all'guarter-based programs.with the exception of Surgical Technologist:;

Num ber of Credits Enrolled In Credit Load 1. Cost Per%fQuarter
20 - $5,273.00 .. ..
18 $5,273.00
16 or more 18 ‘ $5,273.00
17 $5,273.00
16 $5,273.00
15 $4,120.00
14 " $4,120.00
12-15 13 . Y ’ $4‘,1 20.00
12 $4,120.00
11 . $3,955.00
10 $3,955.00
8-11 9 $3,955.00
8 $3,955.00
7 $3,458.00
6 $2,964.00
5 $2,470.00
4 $1,976.00
Less than 8 3 $1,482.00
2 $988.00
1 $494.00

Effective January 11, 2016
Note: For students w ho are enrofiing in school at the mini-lerm, tuition is $2,745. Thereafter, students are subject to the tiered
quarterly tuition rate.

B E =Additional Fees.. e D e I SrAmount s
Proﬁmency Exam;nalzon Testlng Fee Non-refundable fee assessed foreach Profcnency $20.00 per credit
Examination {Cannotbe paid from Title IV financial aid funds) . hour
Replacement for Diploma/Degree $20.00
ReplacementiD $5.00
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ACADEMIC CALENDARS

MODULAR PROGRAMS
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Holiday/Student -Breaks:
+2016-201;
_ StartDate |  End Date
10/1/2016 10/3/2016
End: Dat Thanksgiving Heliday | 11/24/2016 11/25/2016
152016 955016 Christmas Break 12/23/2016 11212017
o/612016 9/30/2016 Martin LD“““’” King | 4116m017 | 11162017
10/10/2016 11722016 8y
11/7/2018 13315016 Presidents Day 2{20/2017 2/20/2017
12/5/2016 1/6/2017 Student Break* 4/1/2017 4/9/2017
1192017 SRP017 Memorial Day 5/29/2017 51292017
21612017 332017 Student Break* 7/112017 7/9/2017
T 306/2017 313172017 Student Break* 9/30/2017 10/8/2017
4/10/2017 5/5/2017 Thanksgiving Holiday | 11/23/2017 | 11/24/2017
gggg]; 66,’;2.!}’22%1177 Christmas Break 12/25/2017 111/2018
*
7012017 8/412017 Catalog Only
8/7/2017 9112017
975/2017 912972017
107972017 1173712017
11/6/2017 120172017
121412017 17512018




QUARTER-BASED PROGRAMS

Academic Year 2015220160007

sorAcademic Year 2016220170000

Summer Term Starts

2015

“Summer Term Starts

2016

July | 13 Jdy | 11
Surrmer Term Summer Term
Drop/Add Peadline July | 27 | 2015 Drop/Add Deadine July | 25 | 2018
Mini-Term Starts August | 24 | 2015 Mini-Term Starts August | 22 | 2016
Mini-Term Drop/Add Mird-Term Drop/Add
Deadline August | 31 | 2015 Deadline August | 29 | 2016
Labor Day Holiday Septerber | 7 | 2015 Labor Day Hofiday Septemmber | 5 | 2016
Summer Term Ends October | 4 | 2015 Summer Term Ends October | 2 1 2016
Fall Braak From: Qctober | 5 | 2015 Fali Break From: October | 3 | 2016
To: October | 11 | 2015 To: October | 9 | 2016
Fall Term Start October | 12 | 2015 EHE "{efm gﬁft,Add October | 10 | 2016
Fall Term Drop/Add a8 1erm Lrop
Deadline October | 26 | 2015 | | Deadine October | 24 | 2016
Min- Term Staris November | 23 | 2015 [‘rf'ﬁnﬁ"lef'}" .Stags November | 21 | 2016
Thanksgiving Day arksgiving Day ‘
Hollday From:_| November | 26 | 2015 | |Hoiday From | November | 24 | 2016
To: November 20 2015 _ To: Novermber 27 2016
Min-Term Drop/Add Mini-Term Drop/Add
: P Deadline November | 28 | 2016
Deadiine December | 7 | 2015 Winter o From Pecerd 555076
Winter Holiday From | December | 24 | 2015 mier nouday rom. cemer
; To: January | 2 | 2017
To: January | 3 | 2016
Classes Resume January | 3 2017
Classes Resume Jonvary | 4 | 2016 Fall Term Ends Janua 8 2017
Fall Term Ends January § 10 | 2016 b
- Winter Term Slarts Janua 9 | 2017
Winter Term Starts January b 11 | 2018 LB - i
- - M.L. King Jr. Birthday
ML. King Jr. Birthday Holiday January | 16 | 2017
Holiday January | 18 | 20186 Vinter Term
Winter Term Drop/Add Drop/Add Deadline January | 23 | 2017
Deac!llne - January | 25 | 2016 Presidents' Day February | 20 | 2017
Presidents Day Febraary | 15 | 2016 | Mgy Term Stars February | 21 1 2017
ini-Term Starts February | 22 | 2016 Wini Term Drop/Add
Mini Term Drop/Add Deadline February | 28 | 2017
Deadline February | 29 | 2018 | Mfnler Term Ends Aprl | 2 | 2017
Winter Term Ends April | 3 | 2016 | "Spring Vacation From: April {3 | 2017
Spring Vacation Fran, April | 4 | 2016 To- April | 9 2017
To: April | 10 | 2016
Spring Term Starts April | 10 | 2017
Spring Term Starts April | 11 | 2016 Spring Term
Spring Term Drop/Add Drop/Add Deadline April- | 24 | 2017
Deadline April | 25 | 2016 Memorial Day
Memorial Day Holiday May | 30 | 2016 Holiday May | 29 | 2017
Mini-Term Starts May | 23 [ 2018 Mini-Term Statts May | 22 + 2017
Mini Term Drop/Add Mni Term DropfAdd
Deadline May | 31 | 2016 Deadline May | 30 | 2017
Spring Term Ends July | 3 | 2018 Spring Term Ends July |2 2017
Independence Day Independence Day
Holiday July |4 | 2016 Holiday July |4 2017
Summer Vacation From: July | 4 | 2016 Summer Vacation From: July |3 2017
To: duly § 10 ] 2016 To: July £ 9 | 2017




“Academ

ic.Year 201722048

Summer Term Starls July

Summer Term ]

Erop/Add Deadline July | 24 | 2017

Mini-Term Staris August | 21 | 2017

Mini-Term Drop/Add

Deadline August | 28 | 2017

Labor Day Holiday September | 4 | 2017

Summer Term Ends October | 1 2017

Fall Break From: October | 2 2017
To: October | 8 | 2017

2017

Fall Term Start Oclober | 9 | 2017

Fall Term Drop/Add

Deadline Oclober | 23 | 2017

Mini-Term Staris November | 20 | 2017

Thanksgiving Day

Holiday From: November | 23 | 2017
To; November | 26 | 2017

Mini-Term Drop/Add

Deadiine November | 28 | 2017

Winter Holiday From; December | 23 | 2017
To: January | 1 2018

Clagses Resume January | 2 | 2018

Fall Term Ends January | 7 [ 2018

2018

Winter Term Starts January | 8 | 2018

M.L. King Jr. Birthday

Holiday January { 15 | 2018

Winter Term Drop/Add

Deadiine danuary | 22 | 2018

Presidents’ Day February | 19 | 2018

Mini-Term Starts February [ 20 | 2018

Mni Term Drop/Add

Deadline February | 27 | 2018

Winter Term Ends Aprit | 1 2018

Spring Vacation From: April | 2 | 2018
To: April | 8 2018

Spring Term Starts April | 9 | 2018

Spring Term Drop/Add

Deadline April | 23 | 2018

Memorial Day Holiday May | 28 | 2018

Mni-Term Starts May [ 21 | 2018

Mini Term DropfAdd

Deadline May | 29 | 2018

Spring Term Ends July | 1 2018

Independence Day

Holiday July | 4 2018

Summer Vacation From; July | 2 2018
To: July | 8 | 2018
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OPERATING HOURS

Office

8.00 AM to 7:00 PM

Mbriday through Thursday

8:00 AM to 5:00 PM

Friday

Other office hours are ava
are encouraged fo stop
(303

table by appointment. individuats
by or call for an appeintiment at
) 457-2757.
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APPENDIX A

Statement on Sexual Misconduct Response and Prevention

Scope
This policy applies to all members of the campus community and includes, but is not exclusive to, facuity, staff,

students, campus visitors, volunteers, vendors, and persons related to, receiving or seeking to receive senvices from
the School, or otherwise pursuing diploma, undergraduate, graduate orrefresher studies at the School. It also covers
alleged acts of sexual misconduct that adversely affect the campus community, whether those acts occur on or off
campus.

Definitions
Campus Security Authority - The Campus Security Authority (CSA) is defined as any individual or an entity to
which students and employees should report criminal offenses:

Clery Act - is the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, 20
U.8.C.Section 1092(f); 34 C.F.R. Part 668.46

Consent - Is a freely given agreement {0 engage in a specific sexual act. While the explicit definition of consent
varies by jurisdiction, the following general rules apply when assessing whether consent was given. The lack of
explicit refusal does not imply consent. When there is use of threat or force by the accused, the lack of verbal or
physical resistance orihe submission bythe victim does not constitute consent. The manner of dress ofthe victim at
the time of the offense does not constilute consent. Past consent to sexual contact and/or a sexual history with the
accused does nol imply consent to future sexual contact. A person who initially consents to sexual contact or
penetration maywithdraw continued consentat any ime during the course of that interaction. Intoxication due to use
aof alcohol or drugs may impair an individual's capacity to consent freely and mayrender an individual incapable of
giving consent.

Domestic Violence = is a felony or misdemeanar crime of violence committed by a current or former spouse or
intimate partner of the victim; a person with whom the victim shares a child in common; a person who is cohabitating
or has cohabited with the victim as a spouse orintimate partner; a person similarly situated to a spouse of the victim
underthe jurisdictional domestic or family violence laws; or any other person against a victim who is protected from
that person’s acts under the jurisdictional domestic or family violence laws.

Dating violence - Violence committed by a person who is or has been in a soclal relationship of a romantic or
intimate nature with the victim,

Rape - is defined as sexual intercourse or penetration by a bady part or object, through use of coercion or force, with
someone who has not given or is incapable of giving consent.

Sexual confact - is the deliberate touching of a person’sintimate bedyparis (including lips, genitalia, groin, breastor -
buttocks, or clothing covering any of those areas), orusing force to cause a person to touch his or her own or another
person’s intimate body parts,

Sexual assauit - is defined as physical contact of a sexual nature against the victim’s will or without the victim's
consent,

Sexual harassment - is unwelcomed sexual advances, requests for sexual favors or other conduct of a sexual
nature. Sexuat harassmentoccurs when a student or colleague is the recipient of conduct of a sexual nature where:

(1) Submission to, or toleration of, such conduct is made either explicitly or implficitly a term or condition of the
student's education orcolleague's employment; or {(2) Submission to or rejec-tion of such conduct by an individual is
used as the basis for academic decisions about the student or professional decisions about the colleague; or (3)
Such conduct has the pumose or effect of unreason-ably interfering with the colleague/student's welfare or
professional/academic performance, or creates an intimidating, hostile, offensive or demeaning work/academic
environment.

Sexual misconduct - is a broad ferm encompassing sexual harassment, dating violence, domestic violence, rape,
sexual assault, and sfalking. Sexual misconduct can occur between strangers or acquaintances, including people
involved in an infimate or sexval relations hip. Sexual misconduct can be committed by men orbywomen, and itcan
occur between people of the same or different sex.
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Stalking - is a patiern of behavior directed at a specificperson thatwould cause a reasonable person to feel fear for
hisfhersafety. A person commits stalking byknowinglyengaging in a course of conduct directed at a specific person
when the person engaging in the conduct knows or should know that this course of conduct would cause a
reasonable person to fear for histher safety or the safety of a third person or suffer other emotional distress.

Code of Student Conduct- standards of behavior expected of all accepied or enrolled students.

Title IX Coordinator - The Title IX Coordinator's purpose is to ensure thatan insfitution maintains an environmentfor
a student that is free from unlawful sex and gender discrimination in all aspects of the educational experience,
including academics and extracurricular activities.

Title IX - refers to the U.S. Department of Education regulation that governs the efforis of educational institutions to
maintain a campus free from sex and gender discrimination, including investigating and remediating sexual
misconduct by students, colleagues, or third parties.

VAWA Incident — an incident in relation to domestic violence, dating violence, and stalking

Reporting of Crimes

In emergencysituations, the persan reporting the crime should call 9-1-1 for an immediate response from the local
law enforcement agency. Thereafier, the crime should be reported to the Campus Security Authority and the
appropriate managers indicated on the Emergency Security Escalation Procedures.

In non-emergencysituations, the crime should be reporied as scon as possible to the Campus Security Authority, the
local law enforcement agency and the appropriate management.

All students, employees, and campus guests are encouraged fo report all crimes and public safety-related incidents
to the Campus Security Authority in a timely manner. The Campus Security Authority shall document each incident
reported. All incident reports shall be reviewed by the Campus President and Corporate Security departiment, who
shall determine an appropriate response based on the nature of the incident.

Bystanders and witnesses are encouraged fo not remain silent, and to take an aclive role in promoting a positive
school environment. Bystanders can help in several difierentways, particularly in situations involving dating violence,
domestic violence, sexual assault, or stalking, including direct intervention, seeking assistance from an authority
figure, nolifying campus security, or calling state or local law enforcement.

Ali victims of crime that occur on campus shall be provided with the opportunityto reportthe incidents to the local law
enforcementauthority. Zenith Education Group reserves tharight to treat an offense as a disciplinary matter whether
or not itis reported fo the local law enforcement agency.

Ontions for Reporting and Confidentially Disclosing Sexual Violence

Zenith encourages victims of sexual viclence to talk to somebody about what happened, so victims can get the
supportthey need, and so the School can respond appropriately. Differentemployees on each campus have different
abilities to maintain a victim’s confidentiality.

+  Some may be required to maintain near complete confidentiality; talking fo them is sometimes called a
“orivileged communication.” These people would include any Professional or Pastoral Counselors, as
described below.

+ Some employees are required to report all the details of an incident {including the identities of both the

victim and alteged perpetrator}to the Title IX Coordinator, A reportto these employees (called "responsible
employaes") constilutes a report to the School — and generally obligates the School to investigate the
incident and take appropriate steps o address the situation. These employees include the Campus
President and the Regional Vice President of Operations.

i
Title IX of the Education Amendments of 1972 prohibits discrimination based on sexin education programs and
aclivities in federally funded schools at all levels. The Title IX Coordinator's purpose is to ensure that an institution
maintains an environment for students thatis free from unlawful sexdiscrimination in all aspects of the educational
experience, including academics and extracurricular activities. The Title IX Coordinator for alt ZEG institutions is Dr.
Robert Boggs or Tinamarie Aguilar, send your concerns fo TillelXaqusstions @zenith.org. You may also call the Title
IX Coordinators directly at 714-825-7385 or 714-825-7248.
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This policyis intended to make students aware ofthe various reporting and confidential disclosure opfions available
to them — so they can make informed choices aboutwhere to turn should they become a victim of sexual violence,
The Scheol encourages victims to talk to someone identified in one or more of these groups.

The Options
A Privileged and Confidential Communicalions

+  Professional and Pastoral Counselors Professional, licensed counselors and pastoral counselors who
provide mental-heatth counseling to members ofthe school community (and including those who actin that
role under the supervision of a licensed counselor) are not required to report any information about an
incident to the Tifle IX Coordinator without a victim's permission.

Avictim who speaks to a professional counselor or advocate must understand that, ifthe victim wants to maintain
confidentiality, the School will be unable to conductan investigation inte the particular incident or pursue disciplinary
action against the alleged perpetrator.

Even so, these counselors and advocates will still assist the victim in receiving other necessary protection and
support, such as viclim advocacy, academicsupportoraccommodations, disability, heaith or mental health senvices,
and changes fo living, working or course schedules. Avictim who at first requests confidentiality may later decide to
file a complaint with the School or repori the incident to local law enforcement, and thus have the incident fully
investigated. These counselors and advocates will provide the victim with assistance if the victim wishes to do so.

NOTE: While these professional counselors and advocates may maintain a victim's confidentiality vis -a-vis the
School, they may have reporting or other obligations under state law, such as mandatory reporting to faw
enforcement in case of minors; imminent harm to self or others; or the requirement to tesiify if subpoenaed in a
criminal case.

ALSO NOTE: if the School determines that the alleged perpefrator{s) pose a serious and immediale threat fo the
campus community, the CSA may be called upon fo issue a timely warning to the community. Any such warning
should notinclude any information that identifies the victim.

B. Reporting to Responsible Employees

A “responsible employee’ is a School employee wha has the authority o address sexual violence, who has the duty
fo reportincidents of sexual viclence or other student misconduct, orwho a student could reasonablybelieve has this
authority or duty.

When a victim tells a responsible employee aboutan incident of sexual violence, the victim has the right to expect the
Schoollo take immediate and appropriate steps fo investigate whathappened and to resolve the matter promptly and
equitably.

A responsible employee must report to the Title IX Coordinator and Corporate Security Depariment all relevant
details about the alleged sexual violence shared by the victim and that the School will need to determine what
happened —including the names ofthe victim and alleged perpetrator(s), any witnesses, and any other relevant facts,
including the date, ime and specific location of the alleged incident.

To the extent possible, information reported to a responsible employee wiltbe shared onlywith peo ple responsible for
handling the School's response to the report. A responsible employee should not share information with law
enforcement without the victim’s consent or unless the victim has also reported the incident to law enforcement.

The Campus Presidentis the School's responsible employee.

Before a victim reveals any information to a responsible employee, the employee should ensure that the victim
understands the employee’s repoiting obligations — and, if the victim wants {0 maintain confidenfiality, direct the
victim to confidential resources.

If the victim wants 1o tell the responsible employee what happened but also maintain confidentiality, the employee
shouid tell the victim that the School will consider the request, but cannot guarantee th at the School will be able to
honor it. In reporting the details of the incident fo the Titte IX Coordinator and Security department, the responsible
employee will also inform the Title [X Coordinator and Security department of the victim's request for con fidentialify.
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Responsible employees will not pressure a victim to request confidentiality, but wilt honor and support the victim’s
wishes, including for the School fo fully investigate an incident. By the same token, responsible employees will not
pressure a victim to make a full report if the victim is notreadyto do so.

Requesting Confidentiality From the School: How the School Will Weigh the Request and Respond

If & viclim discloses an incidentto a responsible employee but wishes to maintain confidentiality or requests that no
investigation into a particular incident be conducted or disciplinary action taken, the School mustweigh that request
againstthe School's obligation to provide a safe, non-discriminatoryenvironment for all students, including the victim,

if the Schoal honors the request for confidentiality, a victim must understand that the School's ability fo meaningfully
investigate the incident and pursue disciplinary action against the alleged pemetrator(s) may be limited.

Although rare, there are times when the School may not be able to honora victim's requestin order lo provide a safe,
non-discriminatery environment for all students.

The School has designated the Title IX Coordinator to evaluate requests for confidentiality once a responsible
employee is on notice of alleged sexual violence.

When weighing a victim’s request for confidentiality or that no investigation or discipline be purs ued, the Title IX
Coordinator will work with the Corporate Security depariment to consider a range of factors, including the following:

+  The increased risk that the alieged perpetrator will commit additionat acts of sexual or other violence, such
as:
o whether there have been other sexual violence compiaints about the same alleged perpetrator;
o whetherthe alleged perpetrator has a history of arrests or records from a prior schooli indicating a
history of violence;
o whether the alleged perpetrator threatened further sexual violence or other violence against the
viclim or others;
o whether the sexual violence was committed by multipte perpetrators,
«  whether the sexual violence was perpetrated with a weapon;
+  whether the victim is a minar;
+  whetherthe School possesses othermeansto obtain relevant evidence of the sexual violence (e.g., security
cameras or personnel, physical evidence);
+  whetherthe victim’s reportreveals a pattern of perpetration (e.g., via illicituse of drugs or alcohol) ata given
location or by a particutar group.

The presence of one or more of these factors could lead the School to investigate and, if appropriate, pursue
disciplinary action. If none of these factors is present, the School will likely respect the victim’s request for
confidentiality.

if the School determines that it cannot maintain a victim’s confidentiality, the School will inform the victim prior
to starting an investigation and will, to the extent possible, onlyshare information with people responsible for handling
the School's response,

The School will remain ever mindful of the victim's well-being, and will take ongoing steps to protect the victim from
retaliation orharm and work with the victim fo create a safety pian. Retaliation againstthe victim, whetherby students
or School employees, will not be folerated. The School will also:

+ assist the victim in accessing other available victim advocacy, academic support, counseling, disability,
health or mental health senvices, and legal assistance both on and off campus;

+  provide other security and support, which could include issuing a no-contact order, helping arrange a
change of living or working arrangements or course schedules (including forthe alleged perpetrator pending
the outcome of an investigation) or adjustments for assignments or tests; and

+ inform the victim of the right to report a crime to campus or local jaw enforcement — and provide the victim
with assistance if the victim wishes {o do so.

The School may not require a victim io participate in any Envestigatidn or disciplinary proceeding.

Because the Schoolis under a confinuing obligation to addres s the issue of sexual viclence campus -wide, reports of
sexual violence (including non-identifying reports) will also prompt the School to consider broader remedial action -
such as increased monitoring, supendsion or security at locations where the reported sexual violence occurred,
increasing education and prevention efforts, including to targeted population groups; conducting climate
assessmenisiictimization surveys; and/for revisiting ils policies and practices.
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if the Schooldelermines that it can respect a victim's request for confidentiality, the School will also take immediate
action as necessary to protect and assist the victim.

All victims of crime that occur on campus shall be provided with the opportunityto reportthe incidents to the local law
enforcement authority. Zenith reserves the right to treat an offense as a disciplinary matter whether or not itis
reported to the local law enforcement agency.

At Zenith schools, the Campus President shall be the primary Campus Security Authority, and typically designates
another campus employee as a CSA Assistant. In the absence ofthe Campus Presidentthe Regional Vice President
of Operations will act as the Campus Security Authority,

All students, employees, and campus guests are encouraged to repori all crimes and public safety-related incidents
to the Campus Security Authority in a timely manner. The Campus Security Authority shall document each incident
reported. All incidentreports shall be reviewed by the Campus Presidentand the Corporate Security Departmentwho
shall determine an appropriate response based on the nature of the incident.

Take Back the Night and other public awareness svents

Publicawareness events such as “Take Back the Night," the Clothesline Project, candlelight vigils, protests, "surivor
speakouts” orother forums in which students disclose incidents of sexual violence, are not considered notice to the
School or Zenith of sexual violence for purposes of triggering its obligation to investigate any particular incident(s).

Off-campus Counselors and Advocates.

Off-campus counselors, advocates, and health care providers will also generally maintain confidentiality and not
share information with the School uniess the victim requests the disclosure and signs a consent or walver form.

NOTE: While these off-campus counselors and advocates maymaintain a victim's confidentialityvis -a-vis the School,
they may have reporting or other obligations under state law, such as mandatoryreporting to law enforcementin case
of minors; imminent harm to self or others; or the requirement to testify if subpoenaed in & criminal case.

Campus Security Authority

The Campus Security Authority shall have the authority to ask persons for identification and to determine whether
individuals have lawful business atthe school. The Campus Security Authority shall cooperate with law enforcement
agencies that have jurisdiction over the campus as necessary to ensure campus safety. The Campus Security
Authority does nothave arrest power. Al crime victims and witnesses are strongly encouraged to immediately report
alleged crimes to the Campus Security Authority and to the appropriate law enforcement agency, but victims are not
required to notify such authorities.

The Campus Security Authority (CSA) is defined as any individual or an entity to which students and employees
should report criminal offenses, including:

+  Acampus police department or a campus security department;

«  Anindividual orindividuals who have responsibilityfor campus security but who do not consiitute a campus
police deparimentora campus securitydepartment(e.g., an individual who is responsible for monitoring the
entrance into institutional property);

* Any individual or organization specified in an institufional statement of campus security policy as an
individual or organization to which students and employees should report criminal offences (e.g., Campus
President, etc.);

*  An official of who has the authority and the duty to take action or respond to particular issues on behalf of
the institution and who has significant responsibility for student and campus activities, including but not
limited fo, studenthousing, student discipline and campus judicial proceedings,

Where applicable, the institution shall uphold crders of protection, "no-contact' orders, restraining orders, or similar
lawful orders issued by a criminal, civil, or tribunal court.

2
Sexual Offences Reporting and Disciplinary Procedures
Sexual offences are a violation of the Code of Student Conduct and the Sexual Harassment Policy as stated in the
School catalog. Victim(s) of any sexual offences should immediately seek assistance from local law enforcement
authorities, the local rape crisis center, and/or the Campus Security Authority. School personnel shall be available to
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assistthe studentin notifying these authorities if the victim chooses, as well as counsei the victim of the importance
of presening evidence for the proof of a criminal offence.

2 “Sexual Offences” as defined by the 2013 Violence Against Women Reauthorization Actinclude: Sexual Assault
(Rape, Fondling, Incest, or Statutory Rape), Domestic Violence, Dating Violence, and Staiking.

Disciplinary Action

All allegations of any sexual offences or VAWA Incidents shall be investigated by the appropriate Title IX Coordinator
and the Corporate Security Department. Allegations against students shall be investigated pursuant to the Code of
Student Conduct.

Disciplinary procedures in cases of alleged sexual offences or VAWA Incidents shalt: (1) provide prompt, fair, and
impartiat investigation and resolution; (2) be conducted by officials who are trained annuallyon how to investigate and
conduct hearings on domesticviolence, sexual assault, and stalking; (3) give the accused and the accuser the same
opporiunities to have an advisor or others (e.g., witness or advocate) present during the proceeding and related
meetings; (4) be conducted under a “preponderance of the evidence” standard, and (§) simultansously notify the
accused and accuser ofthe outcome, appeal procedures, and final resuits. '

Students who are determined to have violated the School's prohibitions against sexual offences are subject to
disciplinary action up to and including dismissal from the School. Detailed information regarding the disciplinary
procedure for sexual offences and VAWA ‘Incidents can be found inthe Code of Student Conduct As appropriate, the
matier shall be referred to the appropriate law enforcement authorities for investigation and prosecution.

The school shall change a victim’s academic situation aftera sex offense oralleged sexoffense if those changes are
requested by the victim, and are reasonablyavailable. The studentmay seek assistance in requesting a change from
the Campus Security Authority. Changes offered to student victims include the following:

Transfer into the same program at another Zenith school;
Transfer into a different academic program at the same school;
Change in academic schedule;

Change in externship location/assignment,

Leave of absence/withdrawal from School; and

Change in living situation (on campuses that offer housing}.
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Violence againstWomen
Zenith is committed to creafing and sustaining a positive learning and working environment, free of discrimination,

including sexual violence, dating violence, domestic violence and stalking.

Such behaviors are not tolerated on any Zenith campus and are prohibited both by law and School policy. The School
will respond promptlyto reports of sexual harassmentand sexual viclence and will take appropriate action to prevent,
to correct, and when necessary, o discipline behavior that violates School policy.

Campus Community Safety is Primary

The School's primary concern is the safety of its campus community members. The use of alcohol or drugs never
makes the victim at fault for sexual discrimination, harassment or violence; therefore, victims shoutd not be deterred
from reporting incidents of sexual violence out of a concern that they might be disciplined for related violations of
drug, alcohol or other School policies. Except in extreme circumstances, viclims of sexual viotence shall not be
subject to discipline for related violations of the Code of Student Conduct.

As required by the 2013 Violence Against Women Reauthorization Act, all Zenith Schoals shall include subcategories
for all Sexual Offences reported to the Campus Security Authority. Sexual Offences include: Sexual Assault {Rape,
Fondling, incest, or Statutory Rape), Domestic Violence, Dating Viclence, and Stalking.

Victim Confidentiality

The School will use its best efforts fo ensure that:

« Al publicly available safety and security records, reports, and disclosures shall not include any personally
identifying information about the victim; and
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« It will maintain as confidential any accommodation or protective measures to the victim, to the extent that
maintaining such confidentiality would notimpair the ability of the institution to provide the accommodaticn
or protective measures.

State-Specific Statements
Virginia

Child Abuse and Neglect Reporting
Individuals 18 years and older who are associated with, employed by or volunteer with a private institution of higher
leamning are required to report, as soon as possible, butno later than 24 hours after having a suspicion ofchild abuse
or neglect. No report is required if the individual has actual knowledge that the same matter has already been
reporied to Child Protective Senvices.

The Depariment of Social Senvice's toll-free child abuse and neglect hotline is 1-800-552-7096.
Most States have also enacted requirements for Child Abuse and Neglect Reporting. Information on these
requirements is available at: hito:/www.nesl.orgfresearch/human-sernvices/redirect-mandatory-rprig-of-child-abuse-

and-neglect-2013.aspx

Campuses may print and post informational posters which have been made available by the state. Those posters
may be found on the Depariment of Social Service’s website at

hitp:/ivww. dss vrginia.goviamilvcps/index2.cgi.
Pennsyivania

3
Sexual Offences Reporting and Disciplinary Procedures

In addition to the Sexual Offences Reporting and Disciplinary Procedures, schools fecated in Pennsylvania shall
operate in compliance with the Public School Code, “Sexual Violence Education at Institutions of Higher Education”
by providing a sexual violence awareness education program which provides:
« Adiscussion of sexual violence;
+  Adiscussion of consent, including an explanation that the victim is not at faulf;
« Adiscussion of drug and alcohol-facilitated sexual violence;
+ Information relating to risk education and persenal protection;,
+ Information on where and how to get assistance, including the importance of medical freatment and
evidence collection, and how to report sexual violence to campus authorities and local law enforcement;
+  The possibility of pregnancy and sexually fransmitted diseases;
« Introduction of members of the educational community from:
o Campus policy or security and local law enforcement;
o Campus health center, women’s center and rape crisis center;
o Campus counseling senvice or any service responsible for psychological counseling and student
affairs;
»  Apromise of discretion and dignity;
«  Apromise of confidentiality for victims of sexual offences.

The campus is to provide a follow-up program, such as lectures, institutional activities and videos and other
educational materials related to sexual viclence prevention and awareness for the duration of the school year for new
siudents.

3 “Sexual Offences” as defined by the 2013 Violence Against Women Reauthorization Actinclude: Sexual Assault
(Rape, Fondling, Incest, or Statutory Rape), Domestic Violence, Dating Violence, and Stalking.
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