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Approval Disclosure Statement

Career College Consulaints, Inc. is a private inditution and was granted ull approval to operate from
the Bureau for Private Postsecondary Education (Bureau). The Bureau determined that the college
compieswith the minimum stanards contaned in California Education Code (CEC)Sedions94909

@ (2.

Approval is a licensurecategory authorized by the California Educaion Code and performed by the
Bureau for Private Postsemndary Educaion (BPPE) that providesthe businessentity permissionto
engage in conradual adivity involving educdional sevices.

The maincampusof the institution is located at 5015 Eagle Rock Blvd., Suite 302,Los Angeles,
California 90041. This campus acommodates studentswho are enrolled in the approved (non-
degree) and registered programs. It also houseshe administrative and busness ofices of the college.
The college operates a classoom extensionat 3325 Wilshire Boulevard, Suite 200, Los Angeles,
California 90010.

Thefollowing Non-Degr ee courses have been approved:

Number of Semester
COUIRESARIEIRAN TITHE Clock Hours Credit Units
Compuer Graphics& Web Design* 900 24
Compuer Office Management* 900 24
Compuer Repair & N etworking* 900 24
English as é&econd Language 720 24
Medicd Asdsstant* 900 24
Medicd Billing & Coding* 900 24
NursingAssistant 150 4
Pharmacy Technician 900 24

*Courses ae approved for WIA participants.

On May 8, 2001, Career College Consultants)nc. became a private institution regstered with the
Stateof California pursiant to California Educaion CodeSedion 94931.

Thefollowing courses are registered as Short-Term Seminar (STS) training with the Bureau:

Adobelllustrator, 60Hours
AdobePhotoshop, 40 Has
AdobeDreanweaver, 40Hours
AdobelnDesign, 60 Haurs
AdobeFlash, 20Hours

AdobeFireworks, 20 Hours
Microsdt Excd, 40 Hous
Microsdt Office, 96 Hours
Microsdt Word, 40 Hous

Thefollowing courses are registered as Short-Term Caree (STC) trainingwith the Bureau:

Advanced CanputerRepair, 72 Hours Certifi ed CodingSpedalist Preparation
Advanced Networking, 76 Hous Cours, 136 Houis

Advanced Web Design, 75 Hous Computer Office Skills with Voice
Basic CanputerRepair, 80 Hou's Reagnition, 200 Hous

Bas!c Networki ng, 80Hours Compuerized Acocouning Using Excd
Basic Web Design, 70Hours & QuickBooksPro, 160 Hours
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All instruction is provided in residerce. California statuterequires that a studentwho suaessfully
competes a courseof study be awarded an appropriate diploma or certifi cate verifying the fact.
Studentswho graduate from the nondegree programs will be awarded a Diploma while thosewho
suaessfuly compete the shot-term programs will be awarded aCertificate.

Prospedive studentsare encouraged to visit the physical fadlities of the school to discusspersord,
educational and professonal planswith school personrél prior to enrolling or signing the enroliment
agreement.

Individuals seeking to resolveproblemsor compaints shouldfirst contact the instructor in charge of
their classs. Request for further action may be madeto the Student Services Coordiretor, to the
School Diredor, and then tothe Exeautive Vice President orPresident ofthe college.
Unresolvedcompaints may be direded tothe:

Bureau for Private Postsecmondary Education Aca editing Council for Continuing

2535 Gypitol Oaks Drive, Suite 400 Educaion & Training

Saaamento, CA 95833 1722 N Sreet, NW.

Phore: (916)431-6959 Washington, DC 20036

Toll Free: (888) 370-7589 Phore: (202)955-1113

Fax: (916)2631897 Fax: (202)955-1118 0r(202)955-5306
Website: www.bppe.cagov Website: www.aacet.org

In April 2006, Career College Consultantsinc. received its initial acaeditation from the Accrediting
Courtil for Coninuing Educaion & Training (ACCET). Subseuently, CCC has been reaccredited
for a period of five (5) yeas, until April 15, 2014. ACCET is a U.S. Department of Education
nationally recognized accrediting agency and an 1SO 9001 Quality Management Systemby Bureau
VeritasQuality Internationa (BVQI).

Career College Consultants)nc. is an authorized testingcenter for the Microsoft Office Spedalist
Certificaion. The college is also an authorized Peason VUE Testing Center.  Test programs
delivered through Pearson VUE include thosédrom ComgprlIA (e.g. A+, Network+, etc.), Microsoft
(eg. MCSE, MCDBA, e€tc.), American Medicd Tednolagists (AMT), American Asscaiation of
Clinical Coders and Auditors (AACCA), NCLEX Examinations,and several othes. The College is
approved to train eligible WIA, WtW, and TRA participants. In May 2006, the College became an
Assaiate Memlgr of the National Assaciation for Hedth Professonals. NAHP has approved the
collegeas atesting site for Medical Assstant, IKG Technician, and CodingSpedalist.

All informationin this schookaalog is curent and correct and is so ertifi ed as trueto the best of his

knowledgeand belief by:
Daid Motoya
David Montoya, President & CEO
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Philosophy Of The College

Throughoutour years as educaors and administrators, the philosoghy of our school is to provide the
best and up-to-date skills necessay for our gradwates to achieve their professonal, educaional,
financial, and persoral goals.

Thetraining provided at Career College Consulants, Inc. prepares our gradwetesto obtainentry-level

posiions. Gaduates leave with job skills necessay to beame successiul in their chosencareers.

The Short Term Seminar (STS) training courses are intended to enhance existing skils and provide
professonal advancement in career paths and job oppatunities already available to the student.
When the graduate finds the reed to refine hisor her skills thathave been set-asidefor sometime or

wishes tomoveinto new areas of marketability, the graduate can brush upor audit scheduledclasses.

Mission Statement

The administration, maregement, and stef of Career College Consultants)nc. am to provide for
ead student a posiive and creative environment in which to learn. The college will offer programs
or courses thatwill enable studentdo acquirejob skils and compeencies for entry-level posiionsin
their chosenfields of study and asdst graduates to obtain jobs so that they can become productive
memlers of Sockty.

Career College Consultantsinc. is committed to:

Empby the most qdlified faculty and stff in theindusty.

Develop curicula that demonstete theneed of the professonal commurnties seved.

Updite teaching techniques that commuriate career theory and skils.

Cffer programsin career fields withthe best empbyment oppatunities.
Maintaincloserelationships with pdential andcurrent empbyers ofthe college.

Ctfer continuingeducation for our graduates tomee the current denandsof the industy.
Promote an environmant for employees and students which fosters teamwork, professonal
and persoral growth, and respect for theindividual.

NookrwhE

Owner ship

Career College Consultants,Inc. is a California corporation, with principal ownership by David
Montoya (42 5%), Teresita Merluza (42.5%), and three additional owrers each holdng 5% shaes.

Non-Discrimination Policy

Career College Consutants, Inc. does not disaiminateanyoneon the basis of sex, age, race, national
origin, creed, religion, ordisability in its programs.

History Of The Institution

Career College Consultnts, Inc. was founded in Decamber 1999and was incorporated in December
2000 as a Cdlifornia corporation. It started as a consuling compaly that provided admissons,
studentservices, and placementservices to vocationa schoolsin theloca area. The college becane
aregistered institution in May 2001and stated its first classon May 15, 2001. Short-Term Seminar
(STS), Coninuing Education (CE), and Shornt-Term Carea (STC) courses in the compuer and
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medcd fields were offered. The Bureau for Private Postsecmndary Education (BPPE) granted the
institution full approval to operate onMay 18, 205.

In April 2006, Career College Consultantsinc. received its initial acaeditation from the Accrediting
Courzil for Coninuing Educaion & Training (ACCET). Subseuently, CCC has been reaccredited
for a period of five (5) yeas, untl April 15, 2014. ACCET is listedby the U.S. Department of
Educaion as a nationally recognized accrediting agency. ACCET maintainscertifi cation as an ISO
9001 Quality Management System by Bureau Veritas Quality International (BVQI).

| nstructional Facilities

The maincampusof the institution is located at 5015 Eagle Rock Blvd., Suite 302,Los Angeles,
California 90041. This campus acommodates studentswho are enrolled in the approved (non-
degree) and registered programs. It alsohouses e administrative and busness ofices of the college.
The College is readily aaesdble by numerous freeways from the many surounding areas.
Classboms for ead program of study at Career College ConsultantsInc. contain equipment and
supplies stficient to meet the needs of he curriculum and the students.

Career College Consultantsinc. operates aclassoom etensionat 3325WilshireBoulevard, Suite
200, Los Angeles, Calibrnia90010.

Hours Of Operation

Monday through Thursday -8:00am. to 6:00 p.m.(Day Sesson)
-6:00 pm. to 10:00 pm. (Evening Session,
when sdeduled’
Friday -8:00 a.m. to 6:00 pm.
Saturday -9:00am. to 4:00 p.m.

Family Educational Rights And Privacy Act

The pradices and procedures of Career College Consultants|nc. compy with the confidentiality and
studentrecord availability provisionsof the Family Educaional Rightsand Privacy Act (FERPA) of
1974 and the Buckley Amendnent. Students,parents of minors, and guardians of —tax dependent
studentshave theright to inspect and challenge the informationcontaired within therecordsfor these
students. Confidentiality of student and staff' s records is strictly protected.

FERPA gives parents certain rights with respect to their children s education records. -These rights

transfer to the student when he or she reaches the age of 18 or attends a school beyond the high
school level |

The College compgies with Title IX of the 1972 Educaion Amendments Equal Oppatunity Act of
1972 (Title VII of the Civil Rights Act of 1964, Sedion 504, Rehabilitation Act of 1973, and the
Americans with DisbilitiesAct of 1993. Studennformationis notavailable toanyone without (a) a
written request/releasefrom the student,(b) a court order, or (c) meeting accreditation or government
agency requirements.
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Ability To Benefit From The Training Policy

The Bureau for Private Postsemndary Education, State of California, requires that all prospective
studentstake and passthe Ability to Benefit from the Training (ATBT) testprior to admisson and
enroliment.

In order to compy with this standhrd, Career College Consultand, Inc. administers the Wonderlic
SLE testto al program applicants. The college will adoptthe minimum passng testscore indicated
by the publisier as follows:

Name of Course Minimum Passng TestScore
Compuer Graphics& Web Design 17
Compuer Office Management 18
Compuer Repair & N etworking 16
Medicd Assistant 13
Medicd Billing & Coding 18
Pharmacy Technician 14

Thetestand a cogy of the testscore for al Ability to Benefit from the Training applicants will be
e

retained in thestu

nts file.

Admisson Requirements

Thegeneral requirementsfor admisson toCareer College Consultants|nc. are as follows:

1.
2.
3.
4.

5.

Appliants must havea high sdool dploma; or

Have therecognized equivaent of ahigh sdool dploma (GED); or

Have taken and passed the College’ s Ability to Benefit from the Training (ATBT) exam;
and/or

Have taken and passed the Wonderlic Basic Skills Test (WBST) for non-high school
graduateswho applies for federa financial aid; and

Are beyond te age of compusay sclhool atterdance (18 years old orover).

Admisgon Procedures

Thefollowing procedures ae establishedor admission to Caeea College Consultantsinc.:

1.
2.

Theapplicant will make an appoirtment withthe College.

At the appoirted time, the applicant will complete an admisson applicaion, take the
admisson evauation (ATBT test), and if a passng <ore is acdieved, have a persona

interview with theAdmissons grsonrel.

Theprospedive student is given a taur of thefadlities.

The applicant will be asked tosubmita high school diploma, a hgh school equivalency

certifi cate, a transaipt (if applicable), and/or any otherdocumengtion necessay to compete
theapplicaion.

Theapplicant will be notified of the dedsion of the AdmissionsDepartment when the above
procedures hare been completed.

An applicant who did not graduate from a reagnized high school and does not have a GED
and applies for Financial Aid mustalso take the Wonderlic Basic Skills Test (WBST). The
Wonderlic Basic Skills Testis compo®d of the Verba (VS) and the Quantitative (QS) tests.
Theminimum passingcore for Verbal is 200, Qantitativeis 210.
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7. Studentswith special neals will be addressedon a case-to-case basis. The facility can be
aacessedby whed chair. Studentswho suffer from carpa tunnel syndrome will usevoice
recognition software tolearn compuer application programs. However, the college will refer
studentsto other educational institutes that have better resouces to med speific special
neeads of stuents.

Student Services

The College maintainsa StudentServices Departmentto keep students’ records and asdst studentsn
their academic, persordl, and professonal goals. Academic advising and tutoring are available to all
studentsat the College. Studentsmay be referred to community professonals for persordl and non-
acalemic counsling which is not ailable at the college.

Bus pass applicaion form, ride-share information and application forms, and names of nearby
hospitals,restaurants and libraries may be obtaned from the Student Services Department. Photo
identificaion is provided to eat student. Housing is not provided; however a list of apartment
leasers isavailable.

Complaint Policy And Procedure

Studentsare encouraged, at all times,to verbaly communicate their concerns to the members of the
faculty, to the Director of Admissiors, to the Registrar, and to the School Director for amicable
soluions. Otlerwise, thestudent must fébw theprocedure as follows:

The compaint mustbe submitted in writing to the School Diredor within 48 hoursof the incidert.
The School Direaor will verify that the student has madeaverba attemptto resolvethe concern with
the indructor or other st memlers. If the studentas followed the above stepthe School Director
will cdl a Grievance Committeeheaing within 72 hoursof recdpt of thereport. All documengtions
must be submtted with the report, which is to be signed and dated by the student. The School
Director or his designee will chair the committee meeting, which will include representativesfrom
thefollowing departments:

a Education Department C. Student Sewvices
b. Admissons Department

All persans involved with the incident must be present at the time of the heaing. The committee will
then med to review the information and evidence presented and to vote on a dedsion. The dedsion of
the committee will be communicated immediately. If the dedsion is unacceptable to the student, the
stucent must within 24 hours of the heaing, send copies of all documents and a cover letter explaining
why the dedsion is unaceptable. All complaint deasion appeds will be resolved within 30 days from
therecept date of the incident report.

Studentsmay aso call their respective Rehab Counglors to arrange a meeting with the school

administration to resolve their comgaints and/or problems. The Student Services Department may
provide thephonenumlers oftheir courselors, if needed.
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Unresolvedcompaints may be direded tothe:

Bureau for Private Postseondary Educaion
2535 Gpitol Oaks Drive, Suite 400
Saaamento, CA 95833

Phore: (916)431-6959

Fax: (916)263-1897

Website: www.bppe.cagov

Accaediting Courtil for ConinuingEducaion & Training
1722 N Sreet, N.W.

Washington, DC 20036

Phore: (202)955-1113

Fax: (202)955-1118 0r(202) 9555306

Website: www.aacet.org

Gengal RulesAnd Requlations

Eadch prospective stucknt receves a Catalog prior to enrollment. Students are individualy
responsble for knowledge of al College regulations (i.e., studentconduct, attendance, make-up
work, termination, etc.) that are publishedin this Catalog, or communicated by the Administration
through written notices. Studentsshouldbe aware that the criteria for admisson and/or graduation
may differ depending upon the individual program; some programs demand more stringent
requirements tlan others.

Career College Consultants,Inc., through appropriate adion, reserves the right to change any
provision or requirement at any time within the student’ sterm of training. The provisions of this
publicaion do, howver, supesede any previoudy statd provisionseither written ororal.

Satisfactory Academic Proaress (SAP) Policy

Career College Consultantsinc. recognizes its obligation to ensue thatenrolled studentshave the
ability to successfuly complete their program. Students mustcompy with the satisfactory academic
progress requirementsestablished in this catalog. The elements of satisfadory academic progress

(SAP) includethe Qualitative componet—Grade Point Average (GPA), Quantitative compone—

Attendance, incrementsfor evaluation, and raximum time frame.

Qualitative Stardardd Grade Point Averageor GPA

All students must have a minimum -C| grade point average (GPA) or equivalent by graduation. A
-C | grade point averageis eqivalent to aminimum of 2.0 on &.0 sde, or a70%on al00% sale.

Quantitative Stardardd Semester Credit hour Completion Ratio

Students must achieve a minimum passing rate of 67% of all clock hours attempted. Grades of -F|
(Fail), -I| (Incomplete), and -W| (Withdrawn) are calculated in the completion ratio and will result
in a lower passngratio. Transfer credits, if applicable, are also calculatedin thecompetion ration.

Schoadl Catalog, Page 7


http://www.bppe.ca.gov/
http://www.accet.org/

|ncrements for Evaluation

Studentsare evaluated at midpoint and at the comgetion of the program. At the time of these
assessmentshe College will determine whether a studenthas suaessfully competed the minimum
percentage of work alowing competion ofthe program within the establishedimeframes.

Maximum Time Frame

All studentsmust compete their program of study within one and one-half time (or 150%) of the
publishedlength of the program. For example, a studentattending the Medicd Assistantprogram
with 900 clock hours has a maximum time frame of 1350 clock hoursto compete the program.
Conwersdly, if the student attends 30 clock hoursper week, the normal length of the program will be
30 weeks; the maximum ime framewill be 45 weeks. Transfer credits are included in the maximum
timeframe calculation.

Attendance Palicy

1. Attendance - Studentsmust attend classes according to their establisted schedules. Fregquent
tardinessand unexcusedabsertes are cause for placing a studenton probationary status. To be
consicered for graduation, the studentmust compete a cumuative attendance of 90% of the
required numberof clock hous inthe program. Students whoseumuative attendance fall below
90%will beplaced on probation and are allowed a maximum of 60 days to bring theircumuative
attendance to 90%. If 90% attendance is not achieved at the conclusion of the probationary
period, studentswill be terminated, or, if mitigating circumgances are presented, they will be
placed on adive suspasion for up to 30 days to be given the oppatunity to either attain a
cumuative 90% attendance or be terminated. Students who started before July 1, 2011 will still
follow the 80% attendance requirements.

2. Absenaesd Absences will be considered as excusedunder the following circumdances: illness,
deah or birth in the mmediatefamily, and other valid reasonssubgantiated inwriting. Students
are advised tocdl the school to inform their Department Director as well as the Registrar of their
abserce. Excusedabsences mustbe made upgo maintainthe 90% attendance requirement to
maintainSatisfadory Academic Progress(SAP).

3. Tardinessand/or Leaving Early—Tardinessor leaving ealy is a disrugion of a good leaning

environment and is discouraged. Excesgve tardinessor leaving early without legitimate reasons
may be cause for placing a studenton probationary status. Studentsarriving five (5) minuteslate
for a classwill be consdered tardy and it will be notedin ther attendance record.  Likewise,
studentdeaving 5 minutes erly will also be notd as such in theisttendance record.

4. Termination due to Unsatidactory Attendanced Studentswith 21 conseutive caendar days
of unexcusedabsencewill bewithdrawn fromthe College. This pdicy is based on he attendance
requirementsestablishedby the Sate of California, Bureau for Private Postseondary Education.

5. Class Quts-Classcuts will beconsidcered urexcused absenes.

6. Make-up Assignment/Time—Any regularly scheduled class hour that is missedmay require

make-up time on campus. Missedassgnments will be required to be made up within five (5)
school days. Students bBould e the instretor ordiredor of the program for make-up procedure.
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7. Leaveof Absence(LOA)—A writtenrequest for a leave of absencewill be consicered, and the

College Registrar may grant suchleave to students. The studentmustspeify a ressonfor leave
of absence for the college to have a reasondle expedation of the student s return within the

timeframe of the leave of absece as requested. A maximum of 180 days leave of absence may
be ganted. The studenwill be withdewn uponfailure toreturn toschool on the sheduled dite.
Studentsare also responsble for understanding the procedures and implications for returning to
his/her course of study. For further information, students may contact the Registrar' s Office.

Academic Policies

Changeof Program
Career College Consultnts, Inc. reserves the right to make program changes and/or adjusments

including curriculum, equipment, teaching materials and books necessary to remain current with
industy standrds and advancementsin technology. Any changes in tuition will not affect those
students akady enrolled.

Clock-Hour/Semester Credit Unit System
A clock-hour is defined as a period of sixty- (60) minuteswith a minimum of fifty (50) minutesof

instruction, recitation, labaratory or other academic related work. Career College Consultants)nc.
adoptsthe conversion of clock hoursto semeser credit units. Thirty-seven and a half (37.5) clock
hoursis equivalent to one (1) semeser credit unit. Hence, 900 clock hours is converted to twenty-
four (24) semestr credit units.

Grade Point Average(GPA) Calculation
GPA cdculations willbebased upon thdollowing model:

Semeser Credit Units x Gade= Total Quality Points

Example:
Clock Semester Final Quality
CourseName/Title Hours  Credit Units Grade Points
Word Processng 60 1.60 X A@) = 6.40
Principles & Practices of Acoouning 90 2.40 X B@) = 7.20
Electronic Spreadshest 75 2.00 X C(2 = 4.00
Data BaseManagement 45 1.20 X A@4) = 4.80
Tota 270 7.20 22.40
Cumdative Grade Point Average(GPA) = 22.40Points  7.20Semeser Credit Units
GPA =311

In this example, the stident has competed and eaned final grades in four classes/sujeds. The
numberof Semestr Credit Units for the clases/subjects is multiplied by the equivalent numberof
quality points for each final grade earned. The total numberof quality pointsis thendivided by the
total number of Credit Units atempted to deerminethe current GPA.
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Sclolastic Regulations
Grading System

1. Thescho o | r@ding gysem for each subgd in al programsis asfollows:

90-100% (A=4.0)

80-89% (B=3.0)

70-79% (C=2.0)

65-69% (D=1.0)

64%or below (F=0)

INC Incompete (No Pants Assgned)

2. Grade point averagerequited for certifying completion of each courseis a minimum cumuative
passng gradeof C (2.0) or 70%.

3. Termination due to Unsatidactory Grade or Progress—Studentsmust maintaina cumuative

GPA of 2.0 (C or 70%) or better to maintain satisfadory progress. StudentswhoseGPAs fall
below 2.0 are placed on acalemic probation. Studentswill berequired to attend makeup classs
or tutoring to asgst themto attain the minimum GPA. Studentshave 60 days to attain the
required minimum 2.0 GPA; othawise, they will be terminated due to unsatisadory grade or
progress.

Re-Entry Procedure
Any studentwishingto re-enter Career College Consultants)nc. mustfirst obtainand compete are-

entry clearance form, which shall be reviewed by the School Director and the individual Program
Director. Additionally, studentswho were disnissed or terminated must present a written appeal
demonsteting evidence that the condition(s), which caused the dimissal/termination, have keen
rectifi ed before re-entry shall be consicered.

If a studentis terminated for being in non-compiance of financial obligations, the previous account
balance mustbe <ttled first and/or payment arrangements should be made lefore the studentis
officially reinstated.

Courselncomplete
Studentshave 30 cdendar days to compete the requirrmentsof an Incomplete grade; othawise, they

will recaeve an F (Fail) grade. Studentswhose programs require externships must clear their
Incompete grades prior to thecommencement of their externship taining.

With drawals
The Collegedoes notallow subjet or class witldrawals within aprogram.

CourseRepetitions
Both the original and the repeded classes are countedas classs attempted. In computing the grade

point average, the averagegrade of thetwo classes will beusel.

Non-credit Remedial Courses
TheCollegedoes not ofer non-credit remedial courses.
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Enalish-asa-Semnd Language
Career College Consultants|nc. provides English-as-a-Second Language instruction as a stard-alone

program.
Maximum Time Frame andlncrementsfor Evaluation

All' studentsmust comgete their program of study within one and onehalf time (or 150%) of the
publishedlength of the program. For example, a studentattending the Medical Assistantprogram
with 900 clock hours has a maximum time frame of 1350 clock hoursto comgete the program.
Conwersdly, if the student attends 25 clock hoursper week, the normal length of the program will be
36 weeks; themaximumtimeframewill be 54weeks.

At themidpoint of theacadlemic year, the College will assesghe quantitative and qualitative progress
of eat student.At the tme of theseasssessmentshe Colege will determine whether a studenhas
suaessfuly competed the minimum percentage of work allowing comgetion of the program within
the establishedimerames.

SUSPENSION AND DISMISSAL/TERMINATION POLICIES

Students who do not mest the minimum requirements for satisfactory acalemic progress or
satisfadory attendance will be placed on probation. If during the next sixty (60) days following
being placed on probetion status the studentadchieves a minimum cumulative grade point average of
C or better when under academic probation, or maintainsa cumuative attendance of 90% or better
when under attendance probeation, the studentwill be removedfrom probationary status. Coninued
unsatishaory progress or attendance during the probationary period will result in suspensioror
dismissal/termination.

Career College Consultants,Inc. reserves the right to dismiss any student who is not meeting
satisfadory academic progressor whoseattendance, acadlemic grades, financial standng, or persanal
behavior does not compy with the school standrds, requlations,and rules. Studentswho have been
dismissed or terminated can submitan appea in writing and the mitigating circumgances must be
well documened. The student can present his or her arguments before the Review Board. The
Comgaint Policy and Procedures dhall beobserved.

Schoal Catalog, Page 11



TRANSFER OF CREDIT POLICY

Credits are aacepted on the basis of applicability to the chasen program of study. Studentswith
previous educaion and training in the courseto be pursited will be tesed upon enrollmentand be
given apprapriate credit. Evauationwill be kased on a wittenexam, an oral exam, or both. Credits
alowed will be ecorded on enrollmentrecords and the length of the course shoened and the cost
reduced propationately.

Studentsare required to submit an original transcript of records from the institution where they
competed the classes or programs. The college will only alow 30% of the total number of
credits/clock hours to be credited toward the program. A grade of -C ' or better is the minimum
requirementfor coursetransfer. An administrative fee of $50 will be charged for each class/subjet
that will beevaluated for credit.

Students financial aid digibility through Title IV programs under the U.S. Department Education

could be reduced propationately depending on the numberof credits that will be acceted towards
thechosenprogram of gudy. For further information, stu@nts may contact the Finarcial Aid Office.

Studentswho wish to receve veteran benefits MUST submita staementof previous training to the
school for consiceration. If the evaluation determines that credit can be allowed, then, the stucdent
and the VA shall be notified. Any credit granted shall be indicated on the Enroliment Certifi caion
(VA Form 22-1999.

If your courses are not accepted for trander, you may file an apped by competing an appeal form.
The informationwill be reviewed by the Chief Academic Officer or the Diredor of Education, along
with appopriate faaulty. You will recave the outcomeof thedecision in writing.

Request for official transcripts can be sent to any other institution at the student’ s written request.

POLICY RELATING TO STUDENT CONDUCT

Dress Cale and Behavior

Career College Consultents, Inc. is a professonal caree ingtitute. It is expeded that studentswill
groom, attire and behave in a professonal manner consistentwith stardards of the workplace This
includes cleanlinessin dress and prsonal hygiene.

All studentsare expeded to adhere to the genera rules pertaining to dress codes, in addition to
compying with spedfic dress cods regulated and administered by each department.

Studentsenrolled in al medcd programs are expeded to compy with the special dress codes set
forth by the respedive departments.

In the event there is a question as to what is appropriate bothin dress and behavior, the program

diredor shall clarify and makethefina determination. If the studentshodd find this unsatisadory,
thecompaint procedure, as stated previoudy, should befollowed.
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lllegal drugs
The useor sale of non-prescription, —controlled substance drug(s), including, but not limited to

marijuana, cocane, simulants, and depressants, will not be tolerated at Career College Consultants,

Inc. and at any of its exterior locations or at any school sponsoed function off the premises. Any
studentbelieved to be under theinfluence or in possessionf a non-prescribed, —controlled substance

drug ra i fr atte es e i tion of
incident.

Should it be determined that the student vas under the influence, in possessiongr involved in the
purchase and/or sle of controlled subsances while on or off the pemises at a Career College
Consultants)nc. sponsoed event, the studentwill be dismissed. Should it later be determined that
the studentvas notinvolved in the aboveadivity, he or shewill be einstated andlost classtime will
beadded tothenomal competion cate.

Foodand Drinks
The college does not alow food or drinks in any classoom, unlessso designated by the School
Administration.

Groundsfor Disciplinary Action
A student nay be susp@ded, placed onprobeation, or dismssed/teminatedfor:

Fdsificaion of previous educationd status on theEnrollment Agreement.

Falureto oltain satisadory acalemic and attendance progress as sgrified in this atalog.

Falureto fully pay the program costsas agreed in writing.

Destruction or damage to any property of the college (the studentwill also be liable for

repair and/orreplacenent of any damaged property).

e.  Any unlawful or improper conduwt (including but not limited to the unlawful possessio,
use,or distribution of illicit drugs or acohol), conduct contrary to the best interests of the
Insitute, or any conduct that diredits or nars the Insitute or its reputation.

f.  Disruption of nemal classroom disipline orany ad of insubordirtion.

g. Bread ofany term of the EnrolimentAgreementor this ctalog.

h.  Chedingor dishomsty, such as durhg examinations,etc

oo o

Disciplinary Procedures
All disciplinay maters will come before the Administration, which will review the written

compaint, interview the parties involved, and make a determination of the adion to be taken. This
may result in the dismissal of the charge, dismissal of the student,probation, suspensiorfor a
particular length of time,or otherappropriate adion.

Equipment and | nstructional Devices
Studentsare required to maintaincleanliness and orderlinessin the classooms. Studentsmisusng

the equipment and instructional devices may be subgd to dismissal and may be billed for damaged
equipment. Students must adie tothe safety devices/instrictions onall equipment and instrational
devices atall times. Accidents or beakdowns sbuld bereported immedetely to the Administration.

Compuers-to-studentgatio is 1:1; medicd asdstantlab equipment to student ratio is 7:1. Students
aretrained on s@tware and equipment that are commonly used in actual pradice

Schoadl Catalog, Page 13



