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About National Education Centers

This school is part of a nationwide
chain of National Education Centers
across the U.S., owned and oper-
ated by National Education
Corporation.

In an age where technology and
training hold the keys to advance-
ment for individuals and companies
alike, National Education Centers, a
division of National Edtcation Cor-
poration, has emerged as a leader in
human resources development.

With headquarters in Newport
Beach, California, and through
schools across the U.S., National
Education Centers provide vital, job-
oriented training in high-growth,
high-technology areas of business
and industry.

From its beginning almost 30
years aga, National Education Cor-
poration has grown to the point
where it now encompasses numer-
ous-schools throughout-the-United
States offering courses in such
diverse areas as computer
progragming, drafting, electronics,
avionics, aviation mechanics, flight
training, fashion design and
merchandising, accourding, auto
and diesel repair, business adminis-
tration, secretarial skills, medical
and dental assisting, and radio and
television broadcasting.

Great emphasis is placed an
“hands-on” training. Students learn
their skills using modern equipment
similar to the kind they can expectto
find on the job.




Educational
Philosophy

Admission
Recuirements

It is our philcsophy to provide
various quality programs with an
emphasis on hands-on training that
are sound in concept, implemented
by a competent and dedicaled fac-
ulty and geared to serve those
seeking a solid foundation in knowl-
edge and skills required to obtain
employment in their chosen fields.
Programs offered are relevant to
employers' needs and are in areas
which offer strong fong-term
employment opportunities to the
school's graduates.

Summary of
Accreditatian
Criteria and
Standards

Applicants must be high school
graduates or be able to quality under
the G.E.D. Testing Programs. ltis the
responsibility of the applicant to fur-
nish proof of high school graduation
or G.E.D. evaluation PRICR to
entering school.

Exceptions:

It an applicant does not meet the
Entrance Requirement but, in the
opinion of the Scheol Director or
Education Coordinator, can benefit
from the training olfered an excep-
tion can be made.

The student must then qualify for
enroliment by passing the Entrance
Test for the program in which they
wish to enroli.

This schooi has voluntarily under-
gone an accrediting evaiuation by a
team of competent examiners
including subject experts and spe-
cialists in occupational education
and private school administration.
The accreditation standards and
crileria ensure that this school:
—Accepts only qualified applicants.
—Has specific job-oriented training
objectives.
—Offers organized, comprehensive
training in current occupational
experience.

—Provides necessary student
services.

—Provides safe and sufficient facili-
ties and equipment.

—Assures that graduates are quai-
fied for employment.

—-Has qualified administrators with
records of integrity.

-—Maintains permanent student
records.

—ls financially sound.

—Is fairin alf financial dealings.

—Has continuing programs of
self-improvement,



Enrollment
Procedures

It is suggested that application for
admission be made as soon as pos-
sible in order to be officially
accepted for a specific program and
starting date. To apply, complele the
Qualification Questionnaire or Appli-
cation Form and bring it to the
_ school, or call for a priority appoint-
ment to visit the school, and receive
a tour of its facilities.

Personal Interview

The school requires a personal inter-
view with each applicant prior to
acceptance. The school prefers that
parent(s) or spause aiso attend the
interview. This gives both the appii-
cant and family an cpportunity {o see
the school’s equipment and facilities
and to ask specific questions
relating to the school, curriculum
and the career being considered.
The personal interview also gives the
school the opportunity to meet the
applicant to determine acceptability
for entering the school.

Enrolling for Training

The school follows an open enroll-
ment system allowing individuals to
apply up to one year in advance of a
scheduled class start. The following
itamns are required to be completed
at the time of application:

* Request for High Schoolor Coliege

Transcript or G.E.D. Certificate.

| ]

« Enroliment Agreement (must be
signed by parent or guardian if
applicant is under 18 years of age)

« Financial Aid Forms, if applicant
wishes to apply for Financial Aid.

» Student Health Notice for Allied
Health programs (must be
submitted by class start).

« Payment of Registration Fee.

Acceptance by the School
Once--the--completed.-. Enrollment
Agreement and items mentioned
above have been submitted, the
school reviews the Qualification
Questionnaire and the applicant is
informed of its decision within seven
days. lf an applicant is net accepted
by the school, all fees paid io the
school are refunded.

The school reserves the right to
reject a student previously accepted
if the items listed above are not suc-
cessfully completed.

Tuition and Fees

.

See supplementary information in
the addendum to this Catalog.



Rules and
Regulations

Personal Property

The school assumes no responsibit-
ity for loss or damage to a student’s
personat property, or vehiclie nor
loss by theft of any vehicle or any of
its contents, in, on, or adjacent to
School property.

Weather Emergencies

The School reserves the right to
close the Schooi dusing a weather
emargency or other “acts of God.”
Under these conditions, the student
will not be charged with an official
absence. Course material will be
made up to ensure completion of the
entire course.

Personal Conduct

Students are required to follow rules
of conduct that are typically
expected in the working world. Stu-
dents may be placed on Probation or
terminated for violation of the
School's Personal Conduct Rules
(including student dishonesty,
unprofessional conduet, use of pro-
fanity, insubordination, violation of
safety rules, use of alcohof or drugs
on school property, etc.).The student
will be removed from Probation if, in
the opinion of the schoot director, the
student demonstrates adherence to
the Personat Conduct Rules.

Dress Code

The school has a dress code appro-
priate for each program. Students
are reqguired to follow the Dress
Code for the program in which they
are enrolled. Infractions of the Dress
Code will result in the student being
placed on probation. The student will
be removed from Probation only if, in
the opinion of the Schoot! Director,
the student demonstrates adher-
ence to the school Dress Code. Con-
tinued infractions of the Dress Code
may result in the student being Ter-
minated by the school.

Classroom Size

To provide meaningful instruction
. and training, classes are limited in
size. The maximum student/
instructor ratio is contained in the
current addendum to this catalog.




Rules and
Regulations continued
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Measure of Course Duration

The School measures it programsin
two ways, quarter hours of credit to
allow comparability with other post-
secondary schools and clock hours
to allow measurement of the pro-
grams on this basis where required.

Quarter Hours are delined as
follows:

For non-laboratory class periods,
one quarler hour equals one clock
hour per week for a 10 week term.

For laboratory class periods, one
guarter hour equais two clock hours
per week for a 10 week term.

For externship work experience,
six gquarter hours are assigned for
160 clock hours during a four week
term.

Clock Hours are defined as
follows:

A clock houris one class period of
approximately 50 minutes in length
where-lecture,-demonstration,-and
similar class ~aclivities ~are
conducted.

Changes to Courses,

Schedules, Etc.

The schools reserve the right to
make changes in the equipmentand
curriculum to reflect the latest tech-
nology, to reset class schedules and
hours, to consolidate classes, and
change locations.

Attendance {Modutar System)
Students may be suspended from
school if they do not maintain Satis-
factory Attendance as described by
the school in the addendum of this
catalog.

Students may be suspended from
school if they are absent three days
in any Module or have more than a
total of nine absences during the
entire program. Students who are
absent four or more days in any Mod-
ule MUST repeatthat Module priorto
graduation.

NOTE: Under extenuating circum-
stances, more than nine absences
may be approved by the school
Directar; any absences beyond the
total of nine for the program are
required to be made up priorto grad-
vation, either during Externship or
additional class hours.

Attendance
{Quarter System)
Students may be suspended from
scheol if they do not maintain Satis-
factory Attendance each Quarter.
Students maintain Satisfactory
Attendance if they attend 90% of the
scheduled class time per Quarter.
Any student whose attendance falls
between 80%--90% is placed on
Probation, If the student's attend-
ance falls below 80%, the student is
subject to termination from the
school.

NOTE: Under. extenuating. circum-
stances; a student-may continue-in
the school if the attendance falls
below 80%. This exception is made
by the school Director and appropri-
ate documentation for the exception
is keptin the student's file.

Tardiness

Each student is expected to be in
ciass on time. Students who enter
class after the ciass begins or who
leave early, shall be counted as
tardy. Accumutation of four tardies
within a quarter or module is counted

as an absence.

Leave of Absence Policy
Under extenuating circumstances,
students may be permitted to inter-
rupt their training with a leave of
absence (L.O.A)).

Approval for the teave of absence
will be granted by the school
director.
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Required Study Time

Qutside study, apart from regular

ciassroom work, is regularly

required in order to successtully

coempiete the required course

assignments. The amount of time will
vary according lo the individual stu-

dent's abilities. All assignments must
be turned in at the designatéd time.

Students are responsible for reading
any studying materials issued by

their instructors.

Grading Standards

A—100-90 .. 4.0

B— 89-80 ...3.0

C— 79-70 ...2.0 (Satisfactory
Progress)

D— 69-85 ., .1.0 (NotSatisfactory
Progress)

F— 64- 0 ....0 (Failed)

Make-up Work
Students are required to make up all
assignments and work missed as
result of absence. The instructor may
assign additional make-up work to
be completed for each absence; this
will be assigned as outside work.
Tests missed because of an
absence must be made up on the
day the student returns to schooi
unless other arrangements have
been made by the instructor, with the
school Administration's approval.

Program Transfers

Permission must be obtained from
the School Director for a transfer
from one program to another or fora
requested change in schedule.

Transfer of Credit

Information concerning other
schocls which accept our credits
toward their degree programs can
be obtained by contacting the office
of the School Director.

Credit for Previous Training

The school maintains a written

record of the previous education and
training of all siudents and appropri-
ate credit is granted for previous

educalion and training with the train-
ing period shortened proportion-

ately and the person and interested

agencies so notified. Any one inter-

ested in credit for previous training

should make a written request to the

school at least one month priorto the

start of the program to allow for eval-

uation of the request.

Student Progress Counseling
Fducaticnal objectives, grades,
attendance and conduct will nor-
mally be reviewed on a regular
basis. If a student is failing or not fol-
lowing attendance, conduct ordress
rules, the student witl be counseled.
Failure to correct deficiencies may
result in termination. Students
desiring academic counseling are
encouraged to contact a member of
the Education Department.

Withdrawals

If a student finds it necessary to with-
draw from school, it is the student's
responsibility to immediately notify
the school in writing.

Dismissal Procedures
Students may be terminated by the
School for Cause. Examples include
but are not limited to the following:
1. Excessive Absences or Tardies
2.Failure to maintain Satisfactory
Academic Progress
3. Cheating
4. Conduct that reflects poorly onthe
school or other students
5. Inability to meet financial
obligatiocns
Students to be terminated are
notified in writing and may appeal
the decision by filing a written



Rules and
Regulations continued

appeal to the School Director within
one week of Notice of Termination,

Exit interviews

Students who discontinue their train-
ing for any reason are required to
have an Exit Interview with the
School Director before any formal
processing of a request for leave or
discontinuation may be granted,

Allied Health

Students entering an Allied Health
program must present a Health
Notice to the school PRIOR to begin-
ning the program which evidences

the student's good health and which
is prepared by the student's physi-
cian. Health Notice forms are fur-
nished by the school.

Due to X-ray reguirements, appli-
cants for Allied Health programs
must be atleast 17 years of age when
they begin classes.

Veteran Students

Absence and Tardiness ruies are
governed by V.A. regulations. For
benefit purposes, absences and
tardies may be computed in a man-
ner different from that described in
this catalog.




Financial Aid and
Tuition Assistance

D R —

This school is efigible to participate
in several financial assistance pro-
grams. The largest program is the
Guaranteed Student Loan (GSL).
Those who quaiify for assistance can
borrow up to $2500 under this pro-
gram. This type of loan is secured
through a financiat institution (bank,
savings and loan. etc.) and is guar-
anteed by the U.S. Government.
Repayment is made according to
standard terms set forth by the Gov-
ermnment. We are also eligible to par-
licipate in the Parent loan for
Undergraduate Students  (PLUS)
loar program. Loan origination fees
may be deducted from the loan by
the instifution making the loan as set
forth by government regulations.

We are also eligibie for the follow-
ing Federal education assistance
programs:

PELL—-previously Basic Educa-
tional Oppartunity Grant

SEOG—Supplemental  Educa-
tional Opportunity Grant

NDSL—-National Direct Student
Loan

Additional information may be
cbtained by contacting cne of our
authorized representatives or by
writing to the Director of Financial
Aid at the School.

Those students interested in
applying for school benefits from VA,
BIA, Vocationai Rehabilitation or
Social Security should contact their
local agency or write the School for
further information,

Statement of
Non-Discrimination

Naticnal Education Center does
not discriminate on the basis of sex,
age, physical handicap, race, creed
or religion in admissions, coun-
seling, training, placement employ-
ment or any other of its activities, The
Schoot's Directoris the Titie IX Caor-
dinator and will recelve any inquiries
under the sex discrimination provi-
sions of the Educational Amend-
ments of 1972.




Voluntary
Pre-Payment Plan

The school provides a voluntary pre-
payment plan to students and their
families to help reduce the balance
due upon entry. Details are available
upon request from the Financial Aid
Office.

Privacy Act

The school has established a policy
for the release of student and/or
graduate information. The pelicy is
available upon request from the
administrative offices.

Examination of Student Records

1. All studenis altending this
postsecondary institution shall
havethe rightto reviewtheir.aca-
demic records, including grades,
attendance and counseling.
(Parental Financial Information is
excepted.)

2. Records are supervised by the
School Director and access is
afforded by School Officials for
purposes of recording grades,
attendance and counseling, as
well as determining financial aid
eligibility.

3. Students may request areview by
writing the School Director at the
address set forth in the catalog
and such review wiltbe allowed at
regutar school hours under appro-
priate supervision. Students may
also obtain copies of their records
at a charge of $0.10 per page.

16

4, Challenging the racord for put-
poses of correcting or deleting
any of the contents must be done
in writing stating fully the reason
therefore. However, grades and
course evaluations can only be
chailenged on the grounds that
they are improperty recorded.

a. The instructor and/or coun-
selor involved will review the
written challenge and, if desir-
able, meet with the student and
then make a determination to
retain, change or delete the
disputed data.

b. Should further review be
requestied by the student, the
Schoeol Director wilt conduct a
hearing at which the student
shall be afforded a full and fair
opportunity to present evi-
dence relevant to the disputed
issues. The student shall be
ratified of the Directors deci-
sion which will be final.

¢. A copy ofthe challenge and/or
a written explanation respect-
ing the contents of the student
record will be included as part

of the student's permanent
record.

5. “Directory Information” showing
student’s name, address, tele-
phone, birth date and place, pro-
gram undertaken, dates of
attendance and certificate
awarded may be provided fo third
parties by the school, unless the
request to omit such infermation is
presented, in writing, within 10
days of date of enrollment.

8. As a postsecondary educational
institute, parental access to stu-
dent's records will be atllowed
without prior consent if the student
is a dependent as defined in Sec-
tion 162 of the internal Revenue
Code of 1954,



Student Services

s -

Orientation

Although the school does not main-
tain dormitory facilities, students
who are relocating and must arrange
their own housing may request addi-
tional assistance from the School
Director.

Car Pooling

Ifyou areinterestedin drivinginacar
pool or need a ride to school, see
your Student Services Representa-
tive. You will receive the help you
need to solve your transportatien
problem.

Student Employment
The school will assist students in
locating part-time or full-time
employment to assist them in meet-
ingtheiriiving expenses during their
studies.
Employment assistance includes:
1. Counseling to prepare for an
interview
2. A list of specific job openings,
when avaifable.
3. Assistance with securing an
interview.

Tutoring

Tutoring is available on an
as-needed basis. To schedule
tutoring, contact a member of the
Education Department.

1

Field Trips

It is the school's belief that course
material is greatly enhanced by stu-
dent exposure lo real life applica-
tions. Where appropriate, visits to
industry or professional offices
where interesting or different meth-
ods can be observed are frequently
arranged.

Special Lectures

In order to expose students to
various industry applications or cur-
rent methods, guest speakers may
be invited, as appropriate and as
permitted by class schedules.

Student Services

Contact a member of the Education
Department for other student
services thatmay be provided by the
school.



Graduate Placement
Assistance

Graduates are counseled regarding
opportunities for job interviews.
While no ethicat school can guaran-
tee employment, this school makes a
sincere effort toward successful
placement of its graduates.

During the last month of training,
each student desiring job placement
assistance is expected to make
application to the Placement
Director. Fach student participates
in proper interviewing conduct and
procedures, preparing resumes and
letters of introduction, prior to the
schoot arranging placement inter-
views. Student referrals for job
placement resuits from direct con-
tact between the school placement
officer and prospective employer
representalives. Prospective

employers may visit the schoo! from
time to time for recruitment pur-
poses. Following graduation, or at
any time thereafter, graduates may
avail themselves of the school's
placement assistance program. The
school will make a reasonable effort
to satisfy the wishes of a graduate as
to location and type of employment.
The more flexible a graduate can be
regarding initial employment, the
easier it is for the school to assist in
piacement.

NOTE: Failure on the student’s part
to follow placement procedures may
result in discortinuation of place-
ment services.
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