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Adobe Illustrator, 60 Hours Adobe Fireworks, 20 Hours 

Adobe Photoshop, 40 Hours 

Adobe Dreamweaver, 40 Hours 

Adobe InDesign, 60 Hours 

Adobe Flash, 20 Hours 

Microsoft Excel, 40 Hours 

Microsoft Office, 96 Hours 

Microsoft Word, 40 Hours 

 

Approval Disclosure Statement 
 

Career College Consultants, Inc. is a private institution and was granted full  approval to operate from 

the Bureau for Private Postsecondary Education (Bureau).  The Bureau determined that the college 

complies with the minimum standards contained in California Education Code (CEC) Sections 94909 

(a) (2). 

 
Approval is a licensure category authorized by the California Education Code and performed by the 

Bureau for Private Postsecondary Education (BPPE) that provides the business entity permission to 

engage in contractual activity involving educational services. 

 
The main campus of the institution is located at 5015 Eagle Rock Blvd., Suite 302, Los Angeles, 

California 90041.  This campus accommodates students who are enrolled in the approved (non- 

degree) and registered programs.  It also houses the administrative and business offices of the college. 

The college operates a classroom extension at 3325 Wilshire Boulevard, Suite 200, Los Angeles, 

California 90010. 

 
The following Non-Degree courses have been approved: 

 

 

COURSE/PROGRAM  TI TLE  
Number of 

Clock Hours 

Semester 

Credit Units  

Computer Graphics & Web Design* 900 24 

Computer Office Management* 900 24 

Computer Repair & Networking*  900 24 

English as a Second Language 720 24 

Medical Assistant* 900 24 

Medical Billing & Coding*  900 24 

Nursing Assistant 150 4 

Pharmacy Technician 900 24 

*Courses are approved for WIA participants. 

 
On May 8, 2001, Career College Consultants, Inc. became a private institution registered with the 

State of California pursuant to California Education Code Section 94931. 

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

 

 
 

The following courses are registered as Short-Term Career  (STC) training with the Bureau: 

Advanced Computer Repair, 72 Hours 

Advanced Networking, 76 Hours 

Advanced Web Design, 75 Hours 

Basic Computer Repair, 80 Hours 

Basic Networking, 80 Hours 

Basic Web Design, 70 Hours 

   Certifi ed Coding Specialist Preparation 

Course, 136 Hours 

   Computer Office Skills with Voice 

Recognition, 200 Hours 

   Computerized Accounting Using Excel 

& QuickBooks Pro, 160 Hours 



 

All  instruction is provided in residence.  California statute requires that a student who successfully 

completes a course of study be awarded an appropriate diploma or certifi cate verifying the fact. 

Students who graduate from the non-degree programs will  be awarded a Diploma while those who 

successfully complete the short-term programs will  be awarded a Certi ficate. 

 
Prospective students are encouraged to visit the physical facilities of the school to discuss personal, 

educational and professional plans with school personnel prior to enrolling or signing the enrollment 

agreement. 

 
Individuals seeking to resolve problems or complaints should first contact the instructor in charge of 

their classes.   Request for further action may be made to the Student Services Coordinator, to the 

School Director, and then to the Executive Vice President or President of the college. 

 
Unresolved complaints may be directed to the: 

 

Bureau for Pr ivate Postsecondary Education 
2535 Capitol Oaks Drive, Suite 400 
Sacramento, CA 95833 

Phone: (916) 431-6959 

Toll Free: (888) 370-7589 

Fax: (916) 263-1897 

Website:  www.bppe.ca.gov 

Accrediti ng Council  for Continuing 
Education & Training 
1722 N Street, N.W. 

Washington, DC 20036 

Phone: (202) 955-1113 

Fax: (202) 955-1118 or (202) 955-5306 

Website:   www.accet.org 
 

 
 

In April  2006, Career College Consultants, Inc. received its initial accreditation from the Accrediting 

Council  for Continuing Education & Training (ACCET).  Subsequently, CCC has been reaccredited 

for a period of five (5) years, until April  15, 2014.  ACCET is a U.S. Department of Education 

nationally recognized accrediting agency and an ISO 9001 Quality Management System by Bureau 

Veritas Quality International (BVQI). 

 
Career College Consultants, Inc. is an authorized testing center for the Microsoft Office Specialist 

Certifi cation.   The college is also an authorized Pearson VUE Testing Center.   Test programs 

delivered through Pearson VUE include those from CompTIA (e.g. A+, Network+, etc.), Microsoft 

(e.g. MCSE, MCDBA, etc.), American Medical Technologists (AMT), American Association of 

Clinical Coders and Auditors (AACCA), NCLEX Examinations, and several others.  The College is 

approved to train eligible WIA, WtW, and TRA participants.  In May 2006, the College became an 

Associate Member of the National Association for Health Professionals.  NAHP has approved the 

college as a testing site for Medical Assistant, EKG Technician, and Coding Specialist. 

 
All information in this school catalog is current and correct and is so certifi ed as true to the best of his 

knowledge and belief by: 

David Montoya   
David Montoya, President & CEO 
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Philosophy Of The College 
 
Throughout our years as educators and administrators, the philosophy of our school is to provide the 

best and up-to-date skills necessary for our graduates to achieve their professional, educational, 

financial, and personal goals. 
 
The training provided at Career College Consultants, Inc. prepares our graduates to obtain entry-level 

positions.   Graduates leave with job skills necessary to become successful in their chosen careers. 

The Short-Term Seminar (STS) training courses are intended to enhance existing skills and provide 

professional advancement in career paths and job opportunities already available to the student. 

When the graduate finds the need to refine his or her skills that have been set-aside for some time or 

wishes to move into new areas of marketability, the graduate can brush up or audit scheduled classes. 

 
Mission Statement 

 
The administration, management, and staff of Career College Consultants, Inc. aim to provide for 

each student a positive and creative environment in which to learn.  The college will  offer programs 

or courses that will  enable students to acquire job skills and competencies for entry-level positions in 

their chosen fields of study and assist graduates to obtain jobs so that they can become productive 

members of society. 

 
Career College Consultants, Inc. is committed to: 

1.   Employ the most qualified faculty and staff in the industry. 

2.   Develop curricula that demonstrate the need of the professional communities served. 

3.   Update teaching techniques that communicate career theory and skills. 

4.   Offer programs in career fields with the best employment opportunities. 

5.   Maintain close relationships with potential and current employers of the college. 

6.   Offer continuing education for our graduates to meet the current demands of the industry. 

7.   Promote an environment for employees and students which fosters teamwork, professional 

and personal growth, and respect for the individual. 

 
Ownership 

 

Career College Consultants, Inc. is a California corporation, with principal ownership by David 

Montoya (42.5%), Teresita Merluza (42.5%), and three additional owners each holding 5% shares. 

 
Non-Discr imination Policy 

 
Career College Consultants, Inc. does not discriminate anyone on the basis of sex, age, race, national 

origin, creed, religion, or disability in its programs. 

 
History Of The Institut ion 

 
Career College Consultants, Inc. was founded in December 1999 and was incorporated in December 

2000 as a California corporation.   It started as a consulting company that provided admissions, 

student services, and placement services to vocational schools in the local area.  The college became 

a registered institution in May 2001 and started its fi rst class on May 15, 2001.  Short-Term Seminar 

(STS), Continuing Education (CE), and  Short-Term Career (STC) courses  in the computer and 
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medical fields were offered.  The Bureau for Private Postsecondary Education (BPPE) granted the 

institution full  approval to operate on May 18, 2005. 
 
In April  2006, Career College Consultants, Inc. received its initial accreditation from the Accrediting 

Council  for Continuing Education & Training (ACCET).  Subsequently, CCC has been reaccredited 

for a period of five (5) years, until April  15, 2014.  ACCET is listed by the U.S. Department of 

Education as a nationally recognized accrediting agency.  ACCET maintains certifi cation as an ISO 

9001 Quality Management System by Bureau Veritas Quality International (BVQI). 
 

Instructional Facilities 
 
The main campus of the institution is located at 5015 Eagle Rock Blvd., Suite 302, Los Angeles, 

California 90041.  This campus accommodates students who are enrolled in the approved (non- 

degree) and registered programs.  It also houses the administrative and business offices of the college. 

The  College  is  readily  accessible  by  numerous  freeways  from  the  many  surrounding  areas. 

Classrooms for each program of study at Career College Consultants, Inc. contain equipment and 

supplies sufficient to meet the needs of the curriculum and the students. 

 
Career College Consultants, Inc. operates a classroom extension at 3325 Wilshire Boulevard, Suite 

200, Los Angeles, California 90010. 
 

Hours Of Operation 
 

Monday through Thursday - 8:00 a.m. to 6:00 p.m. (Day Session) 

 - 6:00 p.m. to 10:00 p.m. (Evening Session, 

when scheduled) 
Friday -8:00 a.m. to 6:00 p.m. 

Saturday - 9:00 a.m. to 4:00 p.m. 

 

Family Educational Rights And Pr ivacy Act 
 
The practices and procedures of Career College Consultants, Inc. comply with the confidentiality and 

student record availability provisions of the Famil y Educational Rights and Privacy Act (FERPA) of 

1974 and the Buckley Amendment.  Students, parents of mi

students have the right to inspect and challenge the information contained within the records for these 

 

FERPA gives parents certain rig

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

 
The College complies with Title IX of the 1972 Education Amendments, Equal Opportunity Act of 

1972 (Title VII of the Civil Rights Act of 1964), Section 504, Rehabilitation Act of 1973, and the 

Americans with Disabilities Act of 1993.  Student information is not available to anyone without (a) a 

written request/release from the student, (b) a court order, or (c) meeting accreditation or government 

agency requirements. 
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Ability To Benefit From The Tr aining Policy 
 
The Bureau for Private Postsecondary Education, State of California, requires that all  prospective 

students take and pass the Abil ity to Benefit  from the Training (ATBT) test prior to admission and 

enrollment. 

 
In order to comply with this standard, Career College Consultants, Inc. administers the Wonderlic 

SLE test to all  program applicants.  The college will  adopt the minimum passing test score indicated 

by the publisher as follows: 

Name of Course Minimum Passing Test Score 

Computer Graphics & Web Design 17 

Computer Office Management 18 

Computer Repair & Networking 16 

Medical Assistant 13 

Medical Billing & Coding 18 

Pharmacy Technician 14 

The test and a copy of the test score for all  Abil ity to Benefit  from the Training applicants will  be 
retained in the student

 
Admission Requirements 

 
The general requirements for admission to Career College Consultants, Inc. are as follows: 

1.   Applicants must have a high school diploma; or 

2.   Have the recognized equivalent of a high school diploma (GED);  or 

3.   

and/or 
4.   Have  taken  and  passed  the  Wonderlic  Basic  Skills  Test  (WBST)  for  non-high  school 

graduates who applies for federal financial aid; and 

5.   Are beyond the age of compulsory school attendance (18 years old or over). 

 
Admission Procedures 

 
The following procedures are established for admission to Career College Consultants, Inc.: 

1.   The applicant will make an appointment with the College. 

2.   At  the  appointed  time,  the  applicant  will  complete  an  admission  application,  take  the 

admission  evaluation  (ATBT  test),  and  if  a  passing  score  is  achieved,  have  a  personal 

interview with the Admissions personnel. 

3.   The prospective student is given a tour of the facilities. 

4.  The applicant will  be asked to submit a high school diploma, a high school equivalency 

certifi cate, a transcript (if applicable), and/or any other documentation necessary to complete 

the application. 

5.   The applicant will  be notified of the decision of the Admissions Department when the above 

procedures have been completed. 

6.   An applicant who did not graduate from a recognized high school and does not have a GED 

and applies for Financial Aid must also take the Wonderlic Basic Skills Test (WBST).  The 

Wonderlic Basic Skills Test is composed of the Verbal (VS) and the Quantitative (QS) tests. 

The minimum passing score for Verbal is 200, Quantitative is 210. 
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7.   Students with special needs will  be addressed on a case-to-case basis.   The facility can be 

accessed by wheel chair.   Students who suffer from carpal tunnel syndrome will  use voice 

recognition software to learn computer application programs.  However, the college will  refer 

students to other educational institutes that have better resources to meet specific special 

needs of students. 

 
Student Services 

 

The College maintains a Student Services Department to assist students in 

their academic, personal, and professional goals.  Academic advising and tutoring are available to all  
students at the College. Students may be referred to community professionals for personal and non- 

academic counseling which is not available at the college. 

 
Bus pass application form, ride-share information and application forms, and names of nearby 

hospitals, restaurants and libraries may be obtained from the Student Services Department.   Photo 

identification is provided to each student.   Housing is not provided; however a list of apartment 

leasers is available. 

 
Complaint Policy And Procedure 

 
Students are encouraged, at all  times, to verbally communicate their concerns to the members of the 

faculty, to the Director of Admissions, to the Registrar, and to the School Director for amicable 

solutions.  Otherwise, the student must follow the procedure as follows: 

 
The complaint must be submitted in writing to the School Director within 48 hours of the incident. 

The School Director will  verify that the student has made a verbal attempt to resolve the concern with 

the instructor or other staff members.  If the student has followed the above step, the School Director 

will  call  a Grievance Committee hearing within 72 hours of receipt of the report.  All  documentations 

must be submitted 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 representatives from 

the following departments: 

 
a.   Education Department c.   Student Services 

b.   Admissions Department 

 
All persons involved with the incident must be present at the time of the hearing.  The committee will 

then meet to review the information and evidence presented and to vote on a decision.  The decision of 

the committee wil l be communicated immediately.  If the decision is unacceptable to the student, the 

student must within 24 hours of the hearing, send copies of all documents and a cover letter explaining 

why the decision is unacceptable.  All complaint decision appeals will be resolved within 30 days from 

the receipt date of the incident report. 

 
Students may also call  their respective Rehab Counselors to arrange a meeting with the school 

administration to resolve their complaints and/or problems.  The Student Services Department may 

provide the phone numbers of their counselors, if needed. 
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Unresolved complaints may be directed to the: 

 
Bureau for Private Postsecondary Education 

2535 Capitol Oaks Drive, Suite 400 

Sacramento, CA 95833 

Phone: (916) 431-6959 

Fax: (916) 263-1897 

Website:  www.bppe.ca.gov 
 

Accrediting Council  for Continuing Education & Training 

1722 N Street, N.W. 

Washington, DC 20036 

Phone: (202) 955-1113 

Fax: (202) 955-1118 or (202) 955-5306 

Website:  www.accet.org 
 

General Rules And Regulations 
 
Each  prospective  student  receives  a  Catalog  prior  to  enrollment.     Students  are  individually 

responsible for knowledge of all  College regulations (i.e., student conduct, attendance, make-up 

work, termination, etc.) that are published in this Catalog, or communicated by the Administration 

through written notices.  Students should be aware that the criteria for admission and/or graduation 

may differ depending upon the individual program; some programs demand more stringent 

requirements than others. 

 
Career  College  Consultants,  Inc.,  through  appropriate  action,  reserves  the  right  to  change  any 

of this 
publication do, however, supersede any previously stated provisions either written or oral. 

 
Satisfactory Academic Progress (SAP) Policy 

 
Career College Consultants, Inc. recognizes its obligation to ensure that enrolled students have the 

ability to successfully complete their program.  Students must comply with the satisfactory academic 

progress requirements established in this catalog.   The elements of satisfactory academic progress 

(SAP) include the Qualitative component Grade Point Average (GPA), Quantitative component

Attendance, increments for evaluation, and maximum time frame. 
 
Qualitative StandardðGrade Point Average or  GPA 

int average is equivalent to a minimum of 2.0 on a 4.0 scale, or a 70% on a 100% scale. 

 
Quanti tative StandardðSemester  Credit hour  Completion Ratio 

in a lower passing ratio.  Transfer credits, if applicable, are also calculated in the completion ration. 

http://www.bppe.ca.gov/
http://www.accet.org/
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Increments for Evaluation 
Students are evaluated at midpoint and at the completion of the program.     At the time of these 
assessments, the College will  determine whether a student has successfully completed the minimum 

percentage of work allowing completion of the program within the established timeframes. 

 
Maximum Time Frame 
All  students must complete their program of study within one and one-half  time (or 150%) of the 
published length of the program.  For example, a student attending the Medical Assistant program 

with 900 clock hours has a maximum time frame of 1350 clock hours to complete the program. 

Conversely, if  the student attends 30 clock hours per week, the normal length of the program will  be 

30 weeks; the maximum time frame will  be 45 weeks.  Transfer credits are included in the maximum 

timeframe calculation. 

 
Attendance Policy 

 

1.   Attendance Students must attend classes according to their established schedules.   Frequent 

tardiness and unexcused absences are cause for placing a student on probationary status.  To be 
considered for graduation, the student must complete a cumulative attendance of 90% of the 

required number of clock hours in the program.  Students whose cumulative attendance fall  below 

90% will  be placed on probation and are allowed a maximum of 60 days to bring their cumulative 

attendance to 90%.   If 90% attendance is not achieved at the conclusion of the probationary 

period, students will  be terminated, or, if  mitigating circumstances are presented, they will  be 

placed on active suspension for up to 30 days to be given the opportunity to either attain a 

cumulative 90% attendance or be terminated. Students who started before July 1, 2011 will  still 

follow the 80% attendance requirements. 

 
2.   AbsencesðAbsences will  be considered as excused under the following circumstances: illness, 

death or birth in the immediate family, and other valid reasons substantiated in writing.  Students 

are advised to call  the school to inform their Department Director as well  as the Registrar of their 

absence.  Excused absences must be made up to maintain the 90% attendance requirement to 

maintain Satisfactory Academic Progress (SAP). 
 

3.   Tardiness and/or Leaving Ear ly Tardiness or leaving early is a disruption of a good learning 

environment and is discouraged.  Excessive tardiness or leaving early without legitimate reasons 

may be cause for placing a student on probationary status.  Students arriving five (5) minutes late 

for a class will  be considered tardy and it will be noted in their attendance record.    Likewise, 

students leaving 5 minutes early will  also be noted as such in their attendance record. 

 
4.   Termination due to Unsatisfactory AttendanceðStudents with 21 consecutive calendar days 

of unexcused absence will  be withdrawn from the College.  This policy is based on the attendance 

requirements established by the State of California, Bureau for Private Postsecondary Education. 
 

5.   Class Cuts Class cuts will be considered unexcused absences. 
 

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

make-up time on campus.  Missed assignments will  be required to be made up within five (5) 
school days.  Students should see the instructor or director of the program for make-up procedure. 
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7.   Leave of Absence (LOA ) A written request for a leave of absence will  be considered, and the 

College Registrar may grant such leave to students.  The student must specify a reason for leave 
of absence for the college to have a reasonable expectation of the studen

timeframe of the leave of absence as requested.  A maximum of 180 days leave of absence may 

be granted.  The student will  be withdrawn upon failure to return to school on the scheduled date. 

Students are also responsible for understanding the procedures and implications for returning to 

 

 

Academic Policies 
 

Change of Program 
Career College Consultants, Inc. reserves the right to make program changes and/or adjustments 
including curriculum, equipment, teaching materials and books necessary to remain current with 

industry standards and advancements in technology.  Any changes in tuition will  not affect those 

students already enrolled. 

 
Clock-Hour/Semester  Credit Unit System 
A clock-hour is defined as a period of sixty- (60) minutes with a minimum of fi fty (50) minutes of 
instruction, recitation, laboratory or other academic related work.  Career College Consultants, Inc. 

adopts the conversion of clock hours to semester credit units.  Thirty-seven and a half  (37.5) clock 

hours is equivalent to one (1) semester credit unit.  Hence, 900 clock hours is converted to twenty- 

four (24) semester credit units. 

 
Grade Point Average (GPA) Calculation 
GPA calculations will be based upon the following model: 

Semester Credit Units x Grade = Total Quality Points 

Example: 

Clock 

Course Name/Title Hours 

Semester  

Credit Units  

Final 

Grade 

 Quality 

Points 
Word Processing 60 1.60 x A (4) = 6.40 

Principles & Practices of Accounting 90 2.40 x B (3) = 7.20 

Electronic Spreadsheet 75 2.00 x C (2) = 4.00 

Data Base Management 45 1.20 x A (4) = 4.80 

Total 270 7.20    22.40 

Cumulative Grade Point Average (GPA) = 22.40 Points    7.20 Semester Credit Units 
GPA   = 3.11 

 
In this example, the student has completed and earned final grades in four classes/subjects.  The 

number of Semester Credit Units for the classes/subjects is multiplied by the equivalent number of 

quality points for each final grade earned.  The total number of quality points is then divided by the 

total number of Credit Units attempted to determine the current GPA. 
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Grading System 

Scholastic Regulations 

1.   The schoolôs grading system for each subject in all  programs is as follows: 

 
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 Incomplete (No Points Assigned) 

 
2.   Grade point average required for certifying completion of each course is a minimum cumulative 

passing grade of C (2.0) or 70%. 
 

3.   Termination due to Unsatisfactory Grade or  Progress Students must maintain a cumulative 

GPA of 2.0 (C or 70%) or better to maintain satisfactory progress.  Students whose GPAs fall 

below 2.0 are placed on academic probation.  Students will  be required to attend make-up classes 

or tutoring to assist them to attain the minimum GPA.   Students have 60 days to attain the 

required minimum 2.0 GPA; otherwise, they will be terminated due to unsatisfactory grade or 

progress. 

 
Re-Entry Procedure 
Any student wishing to re-enter Career College Consultants, Inc. must fi rst obtain and complete a re- 
entry clearance form, which shall be reviewed by the School Director and the individual Program 

Director.  Additionally, students who were dismissed or terminated must present a written appeal 

demonstrating evidence that the condition(s), which caused the dismissal/termination, have been 

rectified before re-entry shall  be considered. 

 
If a student is terminated for being in non-compliance of financial obligations, the previous account 

balance must be settled fi rst and/or payment arrangements should be made before the student is 

officially reinstated. 

 
Course Incomplete 
Students have 30 calendar days to complete the requirements of an Incomplete grade; otherwise, they 
will  receive  an  F  (Fail)  grade.    Students  whose  programs  require  externships  must  clear  their 

Incomplete grades prior to the commencement of their externship training. 

 
With drawals 
The College does not allow subject or class withdrawals within a program. 

 
Course Repetitions 
Both the original and the repeated classes are counted as classes attempted.  In computing the grade 
point average, the average grade of the two classes will be used. 

 
Non-credit Remedial Courses 
The College does not offer non-credit remedial courses. 
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English-as-a-Second Language 
Career College Consultants, Inc. provides English-as-a-Second Language instruction as a stand-alone 
program. 

 
Maximum Time Frame and Increments for  Evaluation 

 
All  students must complete their program of study within one and one-half  time (or 150%) of the 

published length of the program. For example, a student attending the Medical Assistant program 

with 900 clock hours has a maximum time frame of 1350 clock hours to complete the program. 

Conversely, if  the student attends 25 clock hours per week, the normal length of the program will  be 

36 weeks; the maximum time frame will be 54 weeks. 

 
At the midpoint of the academic year, the College will assess the quantitative and qualitative progress 

of each student. At the time of these assessments, the College will determine whether a student has 

successfully completed the minimum percentage of work allowing completion of the program within 

the established timeframes. 

 
SUSPENSION AND DISMISSAL/ TERMINATION  POLICIES  

 
Students who do not meet the minimum requirements for satisfactory academic progress or 

satisfactory attendance will  be placed on probation.   If during the next sixty (60) days following 

being placed on probation status, the student achieves a minimum cumulative grade point average of 

C or better when under academic probation, or maintains a cumulative attendance of 90% or better 

when under attendance probation, the student will  be removed from probationary status.  Continued 

unsatisfactory progress or attendance during the probationary period will result in suspension or 

dismissal/termination. 

 
Career College Consultants, Inc. reserves the right to dismiss any student who is not meeting 

satisfactory academic progress or whose attendance, academic grades, financial standing, or personal 

behavior does not comply with the school standards, regulations, and rules.  Students who have been 

dismissed or terminated can submit an appeal in writing and the mitigating circumstances must be 

well  documented.  The student can present his or her arguments before the Review Board.  The 

Complaint Policy and Procedures shall  be observed. 
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TRANSFER OF CREDIT POLICY 
 
Credits are accepted on the basis of applicability to the chosen program of study.  Students with 

previous education and training in the course to be pursued will  be tested upon enrollment and be 

given appropriate credit.  Evaluation will  be based on a written exam, an oral exam, or both.  Credits 

allowed will  be recorded on enrollment records and the length of the course shortened and the cost 

reduced proportionately. 

 
Students are required to submit an original transcript of records from the institution where they 

completed  the  classes  or  programs.    The  college  will  only allow  30%  of  the  total  number  of 

credits/

requirement for course transfer.  An administrative fee of $50 will  be charged for each class/subject 
that will be evaluated for credit. 

 

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

could be reduced proportionately depending on the number of credits that will  be accepted towards 
the chosen program of study.  For further information, students may contact the Financial Aid Office. 

 
Students who wish to receive veteran benefits MUST submit a statement of previous training to the 

school for consideration.  If the evaluation determines that credit can be allowed, then, the student 

and the VA shall be notified.  Any credit granted shall be indicated on the Enrollment Certifi cation 

(VA Form 22-1999). 

 
If your courses are not accepted for transfer, you may file an appeal by completing an appeal form. 

The information will  be reviewed by the Chief Academic Officer or the Director of Education, along 

with appropriate faculty.  You will receive the outcome of the decision in writing. 
 

 

 
 

POLICY RELATING TO STUDENT CONDUCT 
 
Dress Code and Behavior 
Career College Consultants, Inc. is a professional career institute.  It is expected that students will  
groom, attire and behave in a professional manner consistent with standards of the workplace.  This 

includes cleanliness in dress and personal hygiene. 

 
All  students are expected to adhere to the general rules pertaining to dress codes, in addition to 

complying with specif ic dress codes regulated and administered by each department. 

 
Students enrolled in all  medical programs are expected to comply with the special dress codes set 

forth by the respective departments. 

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

director shall clarify and make the final determination.  If the student should find this unsatisfactory, 

the complaint procedure, as stated previously, should be followed. 
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Il legal drugs 
The use or sale of non-

marijuana, cocaine, stimulants, and depressants, will  not be tolerated at Career College Consultants, 

Inc. and at any of its exterior locations or at any school sponsored function off the premises.  Any 
student believed to be under the influence or in possession of a non-p

incident. 

 
Should it be determined that the student was under the influence, in possession, or involved in the 

purchase and/or sale of controlled substances while on or off the premises at a Career College 

Consultants, Inc. sponsored event, the student will  be dismissed.  Should it later be determined that 

the student was not involved in the above activity, he or she will  be reinstated and lost class time wil l 

be added to the normal completion date. 

 
Food and Dr inks 
The college does not allow food or drinks in any classroom, unless so designated by the School 
Administration. 

 
Grounds for Disciplinary Action 
A student may be suspended, placed on probation, or dismissed/terminated for: 

 
a. Falsification of previous educational status on the Enrollment Agreement. 

b. Failure to obtain satisfactory academic and attendance progress as specified in this catalog. 

c. Failure to fully pay the program costs as agreed in writing. 

d. Destruction or damage to any property of the college (the student will  also be liable for 

repair and/or replacement of any damaged property). 

e. Any unlawful or improper conduct (including but not limited to the unlawful possession, 

use, or distribution of illicit drugs or alcohol), conduct contrary to the best interests of the 

Institute, or any conduct that discredits or mars the Institute or its reputation. 

f. Disruption of normal classroom discipline or any act of insubordination. 

g. Breach of any term of the Enrollment Agreement or this catalog. 

h. Cheating or dishonesty, such as during examinations, etc 

 
Disciplinary Procedures 

All  disciplinary  matters  will  come  before  the  Administration,  which  will  review  the  written 

complaint, interview the parties involved, and make a determination of the action to be taken.  This 

may result in the dismissal of the charge, dismissal of the student, probation, suspension for a 

particular length of time, or other appropriate action. 

 
Equipment and Instructional Devices 

Students are required to maintain cleanliness and orderliness in the classrooms.  Students misusing 
the equipment and instructional devices may be subject to dismissal and may be billed for damaged 

equipment.  Students must adhere to the safety devices/instructions on all  equipment and instructional 

devices at all  times. Accidents or breakdowns should be reported immediately to the Administration. 

 
Computers-to-students ratio is 1:1; medical assistant lab equipment to student ratio is 7:1.  Students 

are trained on software and equipment that are commonly used in actual practice. 


