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GENERAL INFORMATION

HISTORY OF NATIONAL CAREER COLLE GE

National Career College was aiginally founded as Dental Technology Inditute of Southem
Cdliforniain 2005by Sakis Sam Ksadhikian. DTISC spedalized in training Dental Laboratory
Tednicians. After succesgul three years of operation, in 2008, O'ISC received accreditation by
ABHESand changed itsnameto Nationa Caree College with an expanded program offering and
afocus inalied hedth related field. In 2009the college relocaed to theCity of Van Nuys, CA
and after five years of successful growth thecampus moed to its pesent fadlity in Panorama
City, CA. At its rew locaion, NCC continues to expand its pograms and dfer career focused
training.

STATEMENT OF OWNERSHIP

National Career College is aprivate college and offers programs sgcializing in allied health, and
busiress. TheCollege is locaed in Panorama City, CA. The school is rationally accredited.
National Career College does not lave apending fetition in bankruptcy, isnot ogeraing as a abtor
in pos®ssion, fas notfiled apetition within thepreceding five years, or has not had a etition in
bankruptcy filed against it within theprecaling five yeas that resulted in reorganization under
Chapter 11 ofthe United States Bankruptcy Code

(11 US.C.Sec1101et s=q.).

CORPORATE OFFICERS

Sam Ksadhikian - COO
Gayane Khanoyan - CEO
AnnaTovmasyan - Seaetary

DIRECTOR&G MESSAGE

First and foremost,|I& like to thank you for taking thetime to read ourcaaog. National Career
College was founded with the aspiration thet this shool would relp theunderserved members of
ourcommunty to becomeintegrated and constuctive citizens oftheU.S. For many yeas, we lave
welcomed stuantsfrom al walks of life and all | evels of education, providing quality vocational
training for various pofessions in thelli ed hedth field.

National Career Collegeis locaed in theheart of San Femando Valley in the city of Panorama
City. Anyoneinterested in acquiring new skills or upgrading their existing skills can apply to
enroll in our remarkable programs in nedicd, dental, and busiressfields. Ourstrength rests in
our ability to beflexible and respond toyour needs quckly. We offer hands-on, red-world
training, and aur program schedules alow for significant flexibility to accommodite working
adult leaners. To nake your leaning experience more beneficial for you, we have invested
heavily in thelatest equipment and technologies. Our modern labsnd classroomsare equipped
with the same up-to-date instruments thaet you will usein the workplace. Training on thebest
equipment gives you theextra edgethat employers lookfor in todayés job narket. It also gives
you confidence that your skills are up-to-date.



In addition to poviding career training, we offer employment assisénce and function as aliaison
between ourgraduates and employers from all over the state. We are located ia community with
many hospitals and clinics that can accommodate our students as externs and as employees.
Aside from giving you the academic knowledge and thetedhnicd skills of various allied hedth
professions, westrive to encourage in each and every oneof our graduates: good working habits,
positive self-estean, and the ability to make a good impression by maintaining a pleasant
appeaance aong with aprofessiora attitude.

At NCC you are not just astucent, you are part of acommunty that includes faculty and
administrators committed to educaion in an atmosplere of support and friendship.

We attempt to naintain high sendards ofefficiency and ethics in thehopethat our graduates will
follow ourlead. We believe that with theright mdivation, hard work and determination, combined
with our enthusiastic expertiseand high-quality training, we can succeel together.

SamKsadikian
MISSON STATMENT

Ourmissionat National Caree Collegeis to pepare stucentsfor entry-level positions in arious
professioral careers. NCC@ commitment to thismission isrefleded in ourfocus on poviding
spedalized programs designed to train adults to lecomegainfully employed upongraduation.

To med thenealsof our stucentsand employers, we providequality career education and training
that is relevant to both thecurrent and future neals of the saciety. This is enhanced by
individuali zing instruction and limiting class skze. National Career College strives toadvance in-
demand careers among the locd communites by preparing our graduates as professiorals who
med thequality, integrity, knowledge, and expedations ofthe workplace.

OUR OBJECTIVES

In acoomplishing our business mission, ware guided by the following basic objedives:

A To help studentsachieve asugerior level of basic skills.

To assist studnts in keaomingqualified praditioners.

To providejob placenent and maintain hedthy relationship with stuéntsand employers.
To provide variable and aacessibletraining opportunities thet stay current with the most
recent technologies.

To hire faculty members who are industy experts and demonstate expetrtisein their
respedive fields both pofessiorally and academically.

To integrate into theeducational process abetter understanding of cultural diversity.

To deliver educaional suppartive services that meet stucen t |feddemands.

To develop within stueknts adesire for life-long leaming and education.

To providecriticd appraisal of the ever-changing medicd and dental industries in ader
to ensue ongoing success and provide a clea focus as well as recessary changes or
adjustments to thedynamic changes ofthe industy.

DoPe o T Do Po o P



ACCREDITATION & APPROVAL

National Career Collegeis a private institution and was granted institutioral approval from the
Bureau for Private Postsecondary and Education pursuant to California Education Code Sedion

94915. The Bureau®s approval means compliance with minimum state standards and does not
imply any endarsement or recommendation by the state of California or the Bureau.

Accedited by:  Acaediting Bureau of Hedth Edwcation Schools(ABHES)
7777Leesbug Pike, Suite 314 N
Fdls Church, VA 22043
(703)917-9503
Institutioral Accreditation

Approved by:  Bureau for Private Postemndary Education (BPFE)
1747 North MarketSuite 225
Sacramento, CA, 958340818
(888)370-7589

Approved by:  Board of Vocational Nursingand Psychiatric Technicians (BVNPT)
2535Capitol Oaks Drive, Suite 205
Sacramento, CA 95833
(916)263-7843

Approved by:  I-Train Workforce Investment ACT (WIA) & Other Eligible Pasons sah as
Vocaional Rehabilitation

Approved by:  The US Department of Veterans Affairs and California State Approving
Agency forVeterans Education (CSAAVE) to offer academic programs
under Title 38, United States Code, to enroll veterans and other eligible
persons who qualify for educational benefits

Eligible for: Federal Student Aid, Title IV Student Financial Aid Programs,
U.S. Department of Education (USDOE)

Memberships & Professional Affiliations

NCC is an adive member of I-Train, SouthBay Workforce Investment Board.

FACILITIES

National Career Collegeis located at 14355RoscoeBlvd., PanoramaCity, CA 91402. Thecollege
is locaed on thefirstfloor and itsareais approximately 10,000 sqgft. with afrontentrance. This
spece is divided into areception area, administrative offices, admissions &ices, classooms,
laboratory rooms, instuctor sdounge, and acafeeria for students. The collegealso maintains a
library congstingof reference materias and equipped with computers which the studntscan use
for internet access to \anous lkearning resaurces and complete other online projeds. Onlineaccess
will assist studnts inther variousreseard projeds, as well as provide
3



links to employment opportunity sites. Students are provided information aboutcomputr access

and theon-line library resouce system duing the enroliment process. Students are encouraged

to usethelibrary during class tine, as well as oher times outsideof classsessionsBooksare usd

in thefadlity only, as they are consicered stack booksand may not be checked out.Restroomsare
avail able on thelobby of thefirstfloor. Ourfacility is accessibleto thosewith physica disabiliti es,
and ample parking is avail able including handicapped spaces infront of thefadlity, as well as the
suroundingtwo blocks of the building. Ourfadlity is easily accessiblevia publictranspatation.

All N ational Career College programs hold &boratory courses at our main campus, lecaed at
14355Roscoe Blvd. PanoramaCity, CA 91402.

SEPARATE EDUCATIONAL CENTER

With an expansion ofvocational programs and shedules at National Career College, we are
plessed to dfer aseparate educational cenlieraed just0.4 miles away from themain National
Career College Campus,at 14547 TitusSt. PanoramacCity, CA 91402. Theseparate educational
centeris approximately 1,584 sq.ft. on thefirst floor and 1,360 sqft. on thesewnd floor.
Dedicaed gaces over the two floors include three classooms,an office space, acédeteria, and
restroomfaciliti es oneach floor.

Clasgooms irtlude modem amenities sich as audio/visua projedion systemsand bards and
computr stations with thelatest versions ofoperating systems, sdtware, and onlineservices.
The separate educational centecaion is gincipally centered along a commercial corridor,
which carres nunerous lires of publictranspatation, has reaby access to najor freeways, and
is walking distance to loca food, retail, and communty service organizations.

Thefacility is readily accessiblefor anyone with physica disabiliti es and ample parking is
available at therear of the building and suroundingstreet parking.

National Career College does not povideand daes not tave dormitory faciliti es undr its

control, and it is notresponsibleto find orassist infinding housing or transpatation for stucents.
If you reed any assistince with housingand/ortranspatation, you may contad a stucent srvices
representative and we will do ourbest toassistyou with your request.

Didadic portions ofprograms ttet are held at the National Career College separate educational
center(14547 TitusSt., Suites 102, 211, &12,PanoramaCity, CA 91402) includethe Medicd
Office Spedalist and Healthcare Administratioprograms.

EQUIPMENT

NCC strives to ke its equipment as upto-date as pradicd to med the appropriate industy
standards. Ourinstructiona classooms,computr and spedalized laboratories are equipped with
the necessary instruments and tednology to simubte red-life working conditions.



HOURS OF OPERATION

Monday-Thursday Friday
Admission Houws 8:00am 1 8:00pm 8:30am - 5:00pm
Academic Hours 8:30am - 10:30pm 1:00pm- 5:00pm

ACADEMIC CALENDAR
Programs of study begin and end on \arying schedules acwrding to program length. The
projeded strt and end dates for each program are noted on theenrollment agreement.
NCC will be closed on thefollowing days:

Holiday Schedule for 2020, 221 Calendar Years

2020 2021
New Yea s Day January 1 January 1
Martin Luther King Jr. Birthday January 20 January 18
Presidents Day February 17 e
Memoarial Day May 25 May 31
Independence Day July 3 (Observed) July 5 (Observed)
Labor Day September 7 September 6
Thanksgiving Day November 26 & 27 November 25 & 26
Winter Break Decamber 21-January 31 Decamber 20-31 December

STATEMENT OF NON-DISCRIMINATION

National Career College is firmly committed to providing educational programs to otherwise
eligible stucents regardless of race creed, ethnicity, religion, nationa origin, sex, age, disability,
or medicd condition, except under speda circumsences that would constitute either an
occupational limitation or a limitation in participation in the program offered. The College may
review mental or physicd disability isswes on a case-by-case basis. Depending on the case, such
stucents nay bereferred to professioral organizationsfor further assisence

The Director of Compliance is the person resporsible for administering Title 1X Education
Amendments Act of 1972, which prohibits di€rimination on thebasis ofsex in any educational
program or activity receiving federal financial assisence. All inquiries orcomplaints should be
direded to theDiredor of Compliance

The Director of Compliance will ad equitably and prompty to resolve complaints within thity
(30) busiress ays inaccordance with theNational Caree CollegeGs appeals procedure. Inquiries
conceming the applicaion and implementation of Title IX regulationsalso may be dreded to:

Office of Civil Rights

U.S. Department of Education
P.O.Box 14620

Washington, DC. 200444620



POLICY AND PROGRAM CHANGES/GENERAL RULES

Eadh prospective stucent is provided with aschool catalog and program peafic brochure prior
to enrollment at the school. Students are responsble for the knowledge of al school regulations
conceming stucent conduct, attendance, academic make-up work, termination, etc. publisked in
this caalog or communtcated by the administation viawritten notices. Students must beware
that critena for admissionand/or graduation may differ depending upon theindividual program.
Administration reserves the right to meke changes to therules, polcies, pocedures, curricular
content, instuctiona staff, etc. when deamned necessary. Such changes will supersede previous
policies and will apply to al parties involved.

POLICY ON FAIR USE OF COPYRIGHTED MATERIALS

Applicabili ty

This policy appliesto Nationa Caree College' s faculty, students,administrators and

academic, technical and dfice staff and other personsor entities performing collaborative work
or service for the College, whether compensated by the Collegeor not. Thispolicy extendsto all
works of autharshipand creativity covered by federd copyrightlaw. Theseworksinclude print
(e.g., books) and eectronic documents, sditware (including source code and objed code),
databases, multimediaand audiovisual materials, phobgraphs,musc, works of drama, works
of art (sculpture), among other types of credaive works.

Policy

As the fundamental purposes of the Collegeincludethe creation, compilation, and preservation
of knowledgein pemanent and transmissibleforms and the circulation and diffusionof such
knowledge to the College community and to the globa communty, the College holdsin the
highest regard therights that govem the creation and diffusionof knowledge, and the laws that
defineand enforcethem. Thisregard appliesto bah therightsof creatorsin andto their credions
(copyright) and therights of stucents, faaulty, reseachers, and scholars to avail themselves for
legitimate purposes of others' creations (fair use).

The policy of National Career Collegeis asfollows:

Members of the National Caree College commurity are expected to bemindful of the restrictions
imposed on them by copyrightlaw as well astherightsconferred on them by thefair useexemption
to the copyrightlaws. Members of the National Caree Coll ege community are expeded to compy
with thecopyrightlaws.

Also, to faalitate compliance there are resaurces within the National Career College
community which provide basic information about copyrightrestrictions and thefair use
exemptions.

Further explanation and related information may also befoundin National Caree College ©
Policy on Rights and Respmsibilities with Respect to Intellecdua Property, which covers

copyright ownershipthat members of the National Caree College commurity have for their

own credions.National Caree College's Information Techndogy ResponsibleUsePolicy is

asoauseful reference for copyright restrictionsthat apply to eledronic media.



Enforcement

Reports of possibe infringement shouldbe madeto theProgram Director and/or Director of
Compliance Membersof theNational Caree Coll ege community whoviolatethis policy may
besubjed to disiplinary adion, among other possiblependlties. If the Collegeis notified by
acopyrightowner, publisher, distributor, or law enforcement agency of possible mfringement,
the Program Diredor or designee will dired an investigation, require the vioktor to corred
any infringement, and may imposedisciplinary adion on theresponsible prties.

Standards Applied

In anutstell, "copyright" says that you are prohibited from usinga work unlessyou ownthe
copyright or have permission; "fair use" says that you may usethework with neither copyright
ownershipnor pemission if your useis indeed fair under thelegal criteria set forth below. The
"copyright" and "fair use" have been summarized below to provide more claity. Thisis a
complex area and members of the communty shauld seek guidance when needed.

A. Whatis Copyright?

Under U.S. law, "copyright"is a bundleof exclusiverights, conferred by federal
statute (the 1976 Copyright Act, found in Title 17 of the United States Code)
automaticdly, uponthe author of a work, at the instant of its creation. Credion
occurs legaly when a work is fixed in a tangible medium of expressionfor a
period of morethan transitory duration.

Subjed to anumler of statutory limitations,noneof which--except "fair use"--
will bereviewed here, the owner of the copyrightin awork has the exclusive
right to doandto authorize any and al of the following:

To reproduce the copyrighted work in copies;

To prepare derivative works (themovie of abook is a derivative work);
To distibutecopies of the copyrighted work publicly;

To perform (e.g., an opera) the copyrighted work publicly;

To disphby (e.g., ascul pture) the copyrighted work publicly, and

In thecaseof soundrecordings,to perform the copyrighted work
publicly by meansof adigital audio transnission.

ok whNPRE

If a personor entity does not own the copyrightin a work, does not have
permissionto do 16, and does it anyway, then the individual or entity is
infringing. The"fair use" of copyrighted materials is an exemptionto these
prohibitions.

B. "Fair Use" Exemption
The "fair use" of a copyrighted work, including copying for purposes suwch as
criti cism,comment, news reporting, teaching, scholarship,or research, is not an
infringement of copyright. In detemmining whether any given "use" is "far," a
court is required to consder the four nonexclusive factors listed in Sedion 107
of the1976CopyrightAct:



1. Thepurposeand character of the use, including whether such useis
of acommerdal nature or is for nonprofit education purposes;

2. The nature of the copyrighted work (is it an artistic masterpiece or
merely a laborious compilation of readily avail able but voluminous
data);

3. The)amount and subgantiality of the portion used in relation to the
copyrighted work as awhole; and

4. Theeffed of theuseupon the potential market for or value of the
copyrighted work.

A court is to balance all four fadors "flexibly," is notto rely solely on any one
factor, and may consicer additional fadors it deems appropriate. "Fair use" is
intended to enable the court to be just and reascnable in a particular case. It is
often difficult to predict the outcomeof a disputeover "fair use."

What is fair use?

Thedoctrine of fair use, embedded in Sedion 107 ofthe Copyright Act of 1976,addresses the
needs of scholarsand gudentsby mitigating the rights of copyright ownership.However,what

constitutes fair use is expressd in the form of guidelines rather than explicit rules. To
determine fair use, consder the following four factors [from What Educators ShouldKnow
About Copyright, by Virginia M. Helm; Bloomington, IN, Phi Delta Kappa Educaiona

Foundation, 19849:

A Thepurposeand character of the use, including whether the copied material will
be for nonprofit, educational, or commerda use. This factor at first seems
ressuring; but unfortunately for educators, several courts have held that absence
of financia gain is insuficient for afinding of fair use.

A The nature of the copyrighted work, with spedal consideration given to thedistinction
between a creative work and an informational work. For example, photocopies made of
a newspaper or newsmagazine columnare more likely to beconsicereld a fair usethan
copies made of a musicd score or a short stary. Duplication of materia originaly
developed for clasgoom conaumptionis less likely to beafair usethan is the duplcation
of materias prepared for public consumption. For example, ateacher who photocopiesa
workbook page or a textbook chapter is depriving the copyright owner of profits mae
directly than if copying one pagefrom the daily paper.

A The amount, subsintiality, or portion used in relation to the copyrighted work as a
whole. This factor requires consiceration of 1) the proportion of the larger work that is
copied and used, and 2) the significance of the copied portion.

A Theeffea of the useon thepotential market of the copyrighted work. This factor is
regarded as the mostcriticd one in detemrmining fair use, and it serves as the basic
principle from which the other three fadors are derived andto which they arerelated. If
the reproduction of a copyrighted work reduces the potential market and sles and,
therebre, the potentia profits of the copyright owner that useis unlikely to befound a
fair use.



What arefair useguiddines?

In an effort to interpret the standards for fair use set forth in the copyright law, groups of
publisters, authors, educators, organizations and assaiations have developed guidelines for
deding with specific types of material. Although someof theseguidelines are widely accepted
and referral to, and someare not, nane of them have theforce of law. There may beinstances in
which copying does not fall within the stated guidelines yet may be permitted under the criteria
of fair use. The following guidelines areincluded here for informational purposesonly.

A Guidelinesfor Clasgoom Copying of Booksand Periodicals
http://www.copyright.gov/circs/circ21.pdf

A Guiddinesfor Fair Useof Educational Multimedia

A Guiddinesfor Educational Uses of Music

A Guiddinesfor Off-Air Recordings of Broadcast Programming for Educational Purposes

A Guidelines on Photacopying under Interlibrary Loan Agreements,from the National
Commissionon New Technological Uses of Copyright Works (CONTU)

A Conferenceon Far Use(CONFU)
http://www usptogov/web/off ices/dcom/dial/confu/confurep. pdf

Arethefair usefirules dhe samefor print & electronic version?

Thefair useprovisiondoes not distinguishamong media. It applies equally to al media.
Nevertheless,publisters are considerably more concemed about abuseof fair usein the
eledronic environment becauseof the easeof e ectronic duplication and distribution.

All works on theweb are proteded by copyright justas print works would be, from the
moment of their fixation in atangible medium of expression.Thus, auser would need
permissionfrom the author to republishawork.

If an article is on theweb and thelibrary has alicense, do | have to follow thefair userules?

Thelibrary has negotiated databasecontracts that alow faculty to link to licensed journals
on their coursepagesif the coursepages are password proteded and open onlyto autharized
National Career College stucents, staff and faculty.

Arethefair useguideines for newspaper articlesthesameas br journal articles?
Yes. See Guidelinesfor Clasgoom Copying of Booksand Paiodicals

How manydrawings, illugrations, orgraphs can be copied (digitally or in hard copy) for
students ina classand still remainwithin thefair use criteria? Does it mater if | put them in
a manual passthem out inclass, or justusethem ina ledure?

This wouldbe determined by looking at thefair usefactors. No spedfic numbers can be given.
Sincethisisanorprofit educational use, themostimpartant questionis whether the drawingsor
illustrationsare al from the same published work, or from different works. Thefewer itemsyou
includefromonework, the better. If theillustrationsdo notconstitutea subséntial portion ofthe
work as awholeand do notaffed the market for or value of the copyrighted work, this may be
far u. You may want to consult the Guidelines for Classoom Copying of Books and
Periodicals which many consicer to befisafe harboro guidelines. Thesewould all ow passing


http://www.copyright.gov/circs/circ21.pdf
http://www.copyright.gov/circs/circ21.pdf
http://www.copyright.gov/circs/circ21.pdf
http://www.uspto.gov/web/offices/dcom/olia/confu/confurep.pdf
http://www.uspto.gov/web/offices/dcom/olia/confu/confurep.pdf

outonecopy to eadt student in afaceto-face clasgoomsituation, on aone-time basis (not
eadt semester). To determinefair use, onemustconsder all of thefollowing four factors:

1. thepurposeand charader of the use;

2. thenature of the copyrighted work;

3. theamount, subsantiality, or portion used; and
4. theeffed of theuseon the potential market

If you deade that copying the matenal falls within the criteriafor fair use, your reprint should
include any copyright notice contained in theoriginal, as well as appropriate citationsto the
original souce If fair use does not apply, permission is needed. The fair useanalysiswould be
thesamefor print or digital formats.

May an ingructor make copies of sides checkel outfrom thelibrary?

The instructor should obtain pemissionfrom the copyright holder. The fair use of slides is

somewhat narower than thefair useof scholarly articles becausesevera factorsin thefar use
analysisweigh against fair usewhen considering images. Slides are more credive and artistic

than factual; they are entire works rather than parts of works. Thus, twoof thefirstthree

factors weigh against fair use. Thefourth factor will also weigh against fair usewhen the slides
are readily available from a commerdal source, as somany are.

Eledronic Course Content

Making an eledronic copy of a copyrighted work by any means(e.g., scanning, digitizing,
ripping, etc.) constitues reproduction that is governed by copyright law. Any useof copyrighted
eledronic coursecontent that would require pemissionfrom the copyright owner if the
materialswere part of a printed coursepad likewiserequires the copyright ownerds permission
when made availablein eledronicformat, unlessone concludes, afterressonableinquiry, that the
usequalifies as a fair useor other exempt or licensed usefor which pemissionis not required.
Copies of copyrighted works, regardlessof their format, shouldinclude proper attribution and
copyrightnotices.

It is preferableto link to materials already legally avail able at another site, such asthe content in
databases or e- journalslicensed by the National Caree Coll ege library, rather than scanning or
making a digital copy.

To theextent technologically feasible, instructors shoulduse passwads, ID numlers, or other
appropriate means to lint acaessto copyrighted eledronic coursecontent to studntsenrolled
in the course or other individuals requiring access to the course materals for purposes of
conducting the course. The avail ability of such content to studnts shouldterminate when the
stucentshave comp eted the course.

I nfringement Litigation
Congressand copyright ownerstake infringement very serioudy, and statutory penalti es can be
dradnian. "Statutory” damages (as opposed to "actual” damages, which must be proved with
evidence) may be eleded by the plaintiff copyright owner and can be as much as $30,®0 per
infringed work; in cases of willful infringement, the court may increase an award of statutory
damages to any sumup to (and including) $150000. Statutory damages are not imposd,
however (under a spedfic statutory exclusion), in any casewhere an employee of a nonprofit
educational institutionor library acting within the scope of her/his employment "believed and
had reasonable groundsfor believing" that her/his useof the copyrighted work was fair use
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(even though it was in fact an infringement). Theword "reasonable” in astatuteis a trigger for
factual inquiry and, in caseof dispug, for judicia resolutionof what was "reasoreble” in the
particular circumstnces. Will ful infringement of copyright for "commercial advantage or
private financial gain" may be criminal, and conviction can resultin fines and imgrisonment.
The creators and distibutors of "content” in the eledronic age may pursue very adively
infringement actionsagainstindividuals and institutions.

Changesto This Policy

The Collegereserves theright to change this policy fromtimeto time. Proposed changes should
be recommended to the CampusPresident. The CampusPresident mustapprove any changes to
this policy.

ADMISSON
ADMISSON REQUIREMENTS

National Career College welcomes stuentsfrom al walks of life, who hdd interestand desire to
betrained for a new career oppatunity and become gainfully employed. National Career

College admits stu@nts without distirction or discrimination for race, age, sex, disability, color,
credl, religion, sexual orientation, ornational andethnicorigin. Theinstructionsat National Caree
Collegeare conducted in Erglish language only. Thelevel of English language proficiency will be
determined uponadministering the assessment test. Students will beacacepted to hool based on
their testresults. Nitional Carea College does not povide ESL classes and dces notrequire the
Test of English as a Foreign Language (TOEFL) for its admission. Eachstucent is entitled to all
rights, pivil eges, programs, and adiviti es generally acorded or made avail able to studntsat the
school. However, National Career Collegereserves theright to refuseadmission taany applicant
who dees not ned theschools established criteria for admissionas outlined below.

Prospedive students must ned thefollowing requirementsfor admission to Ntional Career
College prior to enroliment:

A Recéve aschool catalog, and program pedfic brochure;
A Complete an interview and have aour of thecampus

A Pass theschools entrance evaluation(s) for the program of interest;

Complete an applicaion for admission;

Have eamed avalid high school diplomaor arecognized equivalent (such as theGED)

Pay the$75registration fee

S SR S

Pass a standardized basic skills assessnent designed to measure aptitude for successul
completion of program of study.
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ADMISSON PROCEDURES

National Career College seeks stu@nts whoareinterested in practicd caree training and who
are motivated to succee in their chosen career fields. Admissionsepresentatives are avail able
to discuss pograms of study and career oppatunities. To beconsicered for admission to
National Career College, all applicants must:

A Complete an interview with arepresentative of the Admissions Rpartment;

A Pass theschoolis entrance evaluation(s) for the program of interest;

A Tourthecampus;
Recave afinancial planning briefing;
Submitan applicaion for admission;

Pay the$75registration fee

D> Do Do D

Interview with a Financial Planning Department Representative prior to completing
theenrollment process;

A Complete al necessary paperwork for admissionincluding completion of the enroliment
agreement.

During the admissions pocess, certain disclosures such as completion and placament rates of
graduates will be provided (School Performance Fad Shed). In addition, the applicantés
professioral and educaional goals will be discussd, as well as tuitionand payment plans. Ore
the stucknt is povided a school caadog, it is theresponsibilty of the student to familianze
himself/herself with all the schoolés policies and comgy with the contents of the caalog.
National Career College, through appropriate adion, reserves theright to changeany provision
or requirement at any time within the stucent& term of training. The provisions ofthis

publicaion do, hovever, supersedeany previoudy stated provisionseither written ororal.

RE-ENTRY

A Re-entry Student is astudent who wisles to re-enroll to pusue completion of the same
educational program in which they were previoudy enrolled. Re-admittance into the same
educational program must @cur within 12 months otheir official withdrawal date, alsoreferred
to as thestudentés last date of attendance (LDA). Per the Department of Educaion and theTitle
IV Program, stuents who re-enter the same program of study within 180 days of their
withdrawal date are eligible to receve any Title IV funds that werereturned spedfic to theR2T4
refundcalculation performed for the payment period duing which thestudent ceased attending
(if thestucdent has not utilzed thosefundsat another institution).

RE-ENTRY PROCEDURE

After an official withdrawal has been processed, a student requesting re-admittance into their
same educational program must issueheir request in writing per the guidelines of the school
caalog. In this ktter thestudent mustexplain thecircumsances thet will enable you tore-enroll
in and swccesdully complete the program. Re-entry consicerations are as follows:
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A Students rmay only re-enter into their original program of study;

A Eligibility for re-entry status is on for 12 monthgrom theoriginal last day
of attendance;

The re-entry request must becompleted through the Educaion Department and must be
reviewed by the Director of Education and/orProgram Director and theFinancial Aid Director
for approva prior to re-admittance into theschool. TheCampusPresident and theFinancial
Aid Diredor have the prerogative to accept or deny the re-entry of a student dueto any prior
outsbnding A/R (Accounts Recavable) balance, poor acalemic histay or poor student
condwct/performance. Uponaaceptance/approval of re-entry, anew Enrollment Agreement is
exeauted indicaing new program charges, unforms & supples (if applicable) with start and
expeded completion date of the program.

Note: Students wishingto re-enroll into thesameprogram after 12 monthsare treded as afinew
enrollmen taad shall be newly padkaged for educational program chargesto beincurred, up to
and including any prior outstanding balances owved to National Career College. All Re-entry
Students must nee with a Financial Aid Representative to seled and compete their financing
requirements pior to attending classes. This pocess is thesame for new enroliments and
trander stucents.

National Career College does not dfer credits for experiential leaning.

TRANSFER OF CREDITS POLICY

i N DICE CONCERNING TRANSFERABILITY OF CREDITSAND CREDENTIALS
EARNED AT OUR INSTITUTI ONO

AThetranderability of credits you ean at National Career College is at the complete discretion
of an institution to which you may seek to transfer. Acceptance of the diploma or degree
you ean in the educationalprogram of study is aso at the complete discretion of the
institutionto which you may seek to trander. If the credits, diploma, or degree that you eam
at this institution are notaacepted at the institution to which you seek to tranger, you may be
required to repeat someor all of yourcoursework at that institution. For thisreason,youshould
make certain that your attendance at this institution will med your educational goals. This
may include contacting an institutionto which you may seek to trander after attending
National Career College to determineif your credits, diplomaor degree will trangfer.o

National Careg College has not enterald into an articulation or transfer agreement with any
other college or university.

EVALUATION OF TRANSFER CREDIT

Students previoudy enrolled in an accredited college reagnized by the United States
Department of Education (USDE) or the Courcil for Higher Educaion Accreditation (CHEA)
may submit their acalemic recordsto National Career College for review and possible tander
of credit upon aedding to enroll and prior to theadual start date in theprogram of their choice
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Theprocessfor acceptance of trander credit is asfollows:

1. Uponreview, Nationa Caree College may accept the trander credit provided those
courses are part of the College $approved curriculum for that program of study. The College
will review transcripts and only accept a i @ grade or better. Students who wish to trander
credits must also submit a caalog or the respedive course syllabi from the randerring
institution to National Career College for verification puposes; and/or

2. Thestudentss training pefiod may be reduced propationately not to exceed 70% of the
length of the program for which the stuent has applied. Students who are granted such credit
may have their tuition reduced onapro rata basis. *

Students must also understand that the financial aid award will be based upon the number
of credits necessary to complete the program.

The stucent may apped trander of credit dedsions by a written request within 10 days of
therecapt of the decision made by National Career College. The written request mustcontain
compelling evidence to reverse the deasion of National Carer College. National Caree
College has thefinal decision inall appeds.

National Career College does matcept credits through challenge examinations and achievement
tests.

*The reduction will only apply towards credit/tuition of programs thet are one academic year
in length. For programs thet are longer than oneacademic year, credit will only apply to the
length/tuition ofthe seand acalemic year.

POLICY FOR VETERANS ADMINI STRATION (VA) STUDENTS

National Career College maintains awritten record of all previous education and training of
the \eteran or eligible individual, which cleary indicates that appropriate credit has keen
given for previous education, and taining. The training period will be shatened
proportionately, and the individal and theDepartment of Veterans Affairswill be so notfied.
Thereoord will be cumulative for al enrollment periods.

NCC permits any individual eligible for Veterans Benefits to attend or participate in classes
during the period beginning on the date on which the eligible individual provides the school
a certificate of eligibility (COE) and ending oretkarlier of the following dates:

1) the date on which the school receives payment for the course from the U.S.
Department of Veterans Affairs

2) the date that is 90 days after the date on which the school certifies for tuition and
fees following receiptfrom the student such certificate of eligibility.
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NCC will not impose any penalty, including the assessment of late fees, the denial of access
to classes, libraries, or other institutional facilities, or the requirement that a covered
individual borrowad i t i onal funds, on any individual
of the studentsodé6 inability to meet his or
delayed disbursement of a payment by the Department of Veterans Affairs.

TUITION & FINANCIAL AID

TUITION POLICY

Tuition is disclosed and agreed upon at the time of enrollment. All terms and obligations
arereflected in the enrollment agreament. Tuition is due and payable on the first day of
class unéssother arrangements have been made withtheFinancial Aid Department. For shatZ
term programs designed to be completed in one term or four months, whichever is less,
NCC may require payment of all tuition and fees on the first day of instruction, and for
thoseprograms cesigned to be four morths orlonger, NCC shall not require more than one
term or four months ofadvance payment of tuition at atime. When 50 percent of the program
has been offeral, the NCC may require full payment. All terms and obligations will be
reflected in the enrollment agreement.

Studentsare liable for all unpaid program costsand fees related to their enrollment whether or
not they are eligible for student financia aid. Payments must benadeconsisently and on tine,
othemwise, late payment penalties may be assessed. It is thestudentds responsibility to repay
the full amount ofany loans, plus inerest, which were obtained for the course of instruction,
less theamount ofany refund, ifapplicable. Falureto meet theterms ofa promissay notewill
result in default. Defaulting on a student loan will have serious consequences.

TUITION PAYMENT METHODS

NCC accepts myment for tuition, booksand equipment and otler fees through cashikredit cad
payment, or persana or company chedk. We will also assist studnts inapplying for student
financial assisence in order to defray the cost of their education. At the schools digretion,
installment payments may also bearanged. All outstanding student account baelances are bill ed
diredly to the student upongraduation or termination. Students assumethe responsibilty for
payment of thetuition costs infull, either through direa payment orthrough afinancial aid plan.
All financial arrangements must bemade before the beginning of classes.

Theschoolreserves theright tochangetuition andfees, meke curricular changes as recessary,
and meke substitutions irooksand supples as required without pior notice. Any changes
in tuition orfees will not affect astucent already in attendance.

FINANCIAL AID STUDENT RIGHTS

Students have theright to know:
A Typesof Financia Aid avail able at National Career College;
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A Thebasisfor ligibili ty and theprocess offulfilling thesenees;
A What Financial Aid has been awarded and theconditions to whch they are agredng;
A Therefund polties ofthe school, including the Return of Title 1V.

This information isavail able in theFinancial PlanningDepartment and contained within this
caaog.

FINANCIAL AID PROGRAMS

NCC is committed to making educaion & training aff ordableto every stucent. NCC patticipates
in federal aid programs,and dfers avariety of altemative financing and payment plans designed
to med theneals ofeach individual.

NCC patticipates in thefollowing financial aid programs:

Federal Pell Grant (Grant: does not have to be repaid) Available aimost exclusively to
undergraduate studentswho disphy exceptiona financial need and have not eaned abadelor s
graduate, or professioral degree

Federal Supplemental Educational Opport unity Grant (FSEOG) (Grant: does not haveto
berepaid) for undergraduates withexceptiona financial need; Federd Pell Grant recipients with
zero EFC take priority; funds @pend onavail ability at school.

Federal Subsidized Dired Loan: (Loan: must be repaid) Federal Subsideed Dired Loans
areavail ableto stuants withfinancial need. Theinterest is @id by thefederal government while
stucentsarein schooland for six monthsafter stucentsceasetheir enrollment. Regular payments
begin six monthsafter studentscease enrollment or fail to carry at least ane-half thennormal full-
time school wakload.

Federal Unsubsidized Direct Loan: (Loan: must be repaid) Federal Unsubsidzed Direct
Loans are loans nade to eligible students and is not based onfinancial need. Borrower is
responsibldor al interest; students must bet least helf-time; financial need notrequired; fixed
rate (set annually) for new barrowers.

Direct PLUS Loan (Loan: must be repaid) for parents of dependent undergraduate stucents
andfor graduate and professioral students; stu@nts must benrolled at least half-time; financial
need notrequired but acredit ched is required. Borrower responsibleor all interest.

Private Loans & Scholarships: Studentsand parents who do not qalify for Title IV funds or
who reead additional funds tocover educdiona expenses beyond what is covered by Title IV
funds nay apply for private loansand/orschalarships.In addition to pivate loans, awide array
of scholarships isavail able to stuants. Scholarshipeligibili ty criteria vary. TheFinancia Aid
Department will be happy to assist studnts whowish toapply for scholarships.
Thefollowing programs are aso avail able to eligible participants:

VA: Veterans Administration
WIOA:  Workforce Innovation and Oppatunity Act
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REHAB: Department of Rehabilitation

COLLECTION OF DELINQUENT TUITION/FEE ACCOUNTS

National Career Collegeserves the right to collegelinquentuition owedby studens. Tuitions
not paid within10 days from the due date are considered delinquent

NCCwill not provide progress reports or attendance repogiidents whose tuition is considered
delinquent National Career College will not provide job placemassistance, subsequent

enroll ment, or any other student services unt
aid transcripts wil!/ be provided upon request
NCC reserves the right to withtbl a gr aduate @tegrdeant Db thpat omau

account balance is current as per the terms of the agreement signed by the Students will
not be permitted to attend theatibnal Career Colleggraduation ceremony until all delinquent
tuition payments are paid in full.

This policy does not apply to VA students

CANCELL ATION/ WITHDRAWL/ REFUND POLICIES

Cancdlation of Classesin thefirst seven (7) calendar days dter firstday of class

Thestudent has theright to cancd the enrollment agreement for his/her program of instruction
until midnight of the seventh (7"") cdendar day after the first day of class. Cancelation will
occur when thestudent gives written notice of cancdlation to theschool at theaddress sjgcified

in the notice of cancdlation. Youcan do thisby mail, hand delivery or fax. A written notice
of cancellation sent by mail is only effective when deposited in themail propery addressed
and with theproper postge affixed.

Theinstitution will refund any consideration paid by you. Thisrefund will include costs of
textbooks, suples orequipment returned in good condition within 30 @dys after the date the
school receives thenotice of cancdlation. If youfail to return thesupplies, equipment, and/or
books, ingoodcondition,within 30 daysfrom thedate thenotice of cancdlation was received,
theinstitution may keep that partion of themonies paid equal to thecost,and shall only refund
the remaining balance Students may be charged for textbooks that have been used. The
institution will make refunds within 45 dys from the date of notice of cancell ation. Orce the
stucent pays for thebodks, supples orequipment, thosegourchases belong to theindividual.

Withdrawal from your program after midnight of the seventh (7"") calendar day

The stucent has theright to withdraw from aprogram of instruction at any time. For purposes
of processing stucent withdrawals and cdculating refunds orbalances owed to the school,
National Caree College uses the studentGs last day of attendance in school in therefund
cdculations cescribed heran. If a student withdraws from thecourse of instruction after the
period allowed for cancell ation of theenrollment agreament, National Career College will remit
arefund, kessthe $75.00registration fee and theStudent Tuition Recovery Fund (STRF) Fee
within 45 days following the stu@ntés withdawal. The student is obligated to pay only for the
educaional services rendered. If astudent withdraws rior to completing the program heor she
is enrolled in, apro ratarefund will bemadefor
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the unwsed pation of the tuition up to the0" percentile of the program. The cdculation is
based on he length of the completed portion of the program relative to its to#l | ength.

If any portion of thetuition was paid from loan proceeds, therefund will be sent to thelender
or agency that guaranteed theloan. Any remaining refundamount will first beused torepay any
stucent financia aid programsfrom which funds vere received, to theextent of fundsrecaved.
Any remaining amountwill be paid to thestucdent.

IF THE AMOUNT YOU HAVE PAID ISMORE THAN THE AMOUNT THAT YOU OWE FOR
THE TIME YOU HAVE ATTENDED, THEN A REFUND WILL BE MADE WITHIN FORTY-
FIVE [45] CALENDA R DAYS OF WITHDRAWAL. IF THE AMOUNT THAT YOU OWE IS
MORE THAN THE AMOUNT ALREADY PAID, THEN YOU WILL HAVE TO MAKE
ARRANGEMENTSTO PAY FORIT.

AUTOMATIC WI THDRAWAL

A student will autometicaly bewithdrawn from theprogram for thefollowing reasons:
A Falure to attend school for 14 conseautive cdendar days.
A Falureto return from an approved leave of absence on thescheduled return date.
A Falureto maintain satisfadory academic progress
A Falureto fulfill financial agreements.
A Faling any modulein theprogram twice during one enroliment period.

INSTITUTION REFUND CALCULATION

If a student withdraws prior to thecompletion of their courseof study the school isrequired
to perform an institutioral refund cdculation to cetermine whether the stucent is €ligible for
arefund ofmonies paid based on apro-rata cdculation formulaup to skty percent (60%) of
the

scheduled days/hous completed in their period of enroliment. Should thenumber of scheduled
days/hous completed during stucentés enrollment exceal sixty percent (60%) of thetotal hours
in their perod of enrollment, theinstitution slall have eamed and retained hunded percent
(10%) of the institutional charges assessd to thestudent. If a student withdraws from their
courseof study after theenroliment cancell ation period, thestucdent isentitled to arefund per the
pro rata cdculation mentioned aboveless aregistration fee not toexceal $75.00 withinforty-
five (45) days of the student withdrawal or termination from theprogram.

SAMPLE REFUND CALCULATION

Assumethat astudent, uponenrollment in a720 hourprogram, pays $12000for tuition, $75for
registration, $35for STRF, and $2,000, dcumented cost to shool, for equipment, booksand
supples as spedfied in the enroliment agreament and withdaws after 350 clock hous have
elapsed, Thefollowing calculations shown Blow are how arefund will becdculated:

Tota Tuition and Fees (-) the Registration Fee (-) STRF (-) Booksand Supplies (=) Charges to
Prorate (=) Program Clock Hours (=) the Hourly Charge

$14,110(-) $75(-) $35(-) $2000=) $12,000(+) 720 (=) $16.67
Hourly Charge (x) Elapsed Clock Hours (=) Prorated Charges (+) theRegistration fee (+) STRF
(+) Booksand Supplies (=) Total Owed to theCollege
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$16.67(x) 350(=) $583450 (+) $75(+) $35(+) $2000(=) $7944.50
Total payments to theCollege (-) Actual Amount Owed to theCollege (=) Amount to be
Refunded or Balance Owed to theCollege.

For the purpose of determining the amount ofinstitutional charges, astucent shell be deamed
to have withdrawn from theprogram when any of the following occurs:

A They notify the school oftheir withdrawal or the actual date of withdrawal.

A Theschool erminates their enroliment agreement.

A They fail to attend classes for 14 consecutive cdendar days. In this case, the date
of withdrawal shall be deemed to bethelast date of recorded attendance.

If a student obtains a loan to pay for an educatipragram, the student will have to repay

the full amount of the loan plus interest, less the amount of any refund, and that, if the
student receives federal student financial aid funds, the student is entitled to a refund of
the monies not paid from fedefalancial aid funds.

RETURN OFTITLE IV FUND

Purpose

Thepurposeof this procedure s to inform theFinancial Aid personrel of the federal regulations
governing the Return to Title IV Funds(fR2T40 ,)particulany as itrelates to al refundswithin
thefirst 60%of the scheduled hous ofeach payment period and to povideguidance on how to
processR2T4 funds, institutioal refunds,and pos-withdrawal disbursements.

Return to Title IV Regulation

Title IV fundsare awarded to astudent under theassumption tht thestudent will attend school
for the entire period for which theaid is awarded. Under R2T4 regulation, astudent mustean
his/her Title IV fundsfor ead payment period. When astudent withdraws, theschool isrequired
to determinethe eamed and ureaned Title IV aid based on theamount oftimethe student was
scheduled to bein attendance for the payment period. If theamount disbused to thestudent is
greder than theamountthe student eaned, ureamed funds must beeturned to in acmrdance
with thetitle IV refundhierachy. A stucent earns their Title IV funds ona prorated basis ower
thefirst 60%of the scheduled hous for each payment period. After attending 60% of scheduled
hous ofthepayment period, thestudent iseligible to retain 100%o0f the Title IV funds sheduled
for that payment period.

Return to Title IV Cal culation (R2T4)

Once a stucent withdraws from aprogram, their last day of attendance (LDA) is used to
determine the percentage of time the student hes attended. In cdculating the percentage
attended, all hours ofthe payment period areincluded. This ircludes Saturdays, Sundays, and
holidays. This @rcentageis also ugd to cetermine the amount ofTitle 1V fundseamned by
the stucent.

Every student whoreceves Title IV fundsand withdraws from school in thefirst 60%of a
payment period may berequired to have a portion of thoseTitle 1V fundsreturned, regardless
of the student's account kalance with the school. It is possiblethat even thowgh a stucdent
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withdraws with areceivable balance, areturn of Title IV funds might berequired, which will
incressetheamount that the student owes to theschool.

When completing arefund cdculation, theinstitution mustadculate theamount ofeaned Title
IV fundsby applying a percentage to thetotal amount ofTitle IV funds tlat were disbused and
could have been disbused. A stuentds aid is counted as aid disbused in thecdculation if it is
disbused as of the date the student withdrew. A studentGs Title IV funds are consicered
disbused when theschool credits astudentés account with TitlelV fundsreceved from the
Department of Educaion. A student withdrawing from acredit/clock hourprogram eams 100
percent of their aid if the stucenté withd-awal date occurs after the point they were scheduled
to complete 60 percent of the scheduled days/hous in thepayment period. The amount ofTitle
IV aid eaned by the student is determined by multiplying the percentage of Title IV aid earned
by thetotal of the Title IV Program aid disbused plus theTitle IV aid that could have been
disbused for the stucent.

If the student recaves less Federal Student Aid than theamounteamned, theschool must dfer
the stuént a disbusement of the earned aid that was not recaved. This is cdled a post
withdrawal disbusement. If the student recelves mae Federa Student Aid than the amount
eaned, the shool, thestudcent or both, mustreturn the unearned funds to thdender in the
following

spedfied arder.

A Unsubsidzed Federa Stafford Loan

A Subsidized Federd Stafford Loan

A Federa PLUS Loan

A Federa Pell Grant

A Federal Supplemental Educationa Oppartunity Grant

Pog-Withdrawal Disbur sements

If theamount ofTitle IV funds disbtsed to thestudent is less than theamount thestudent
eaned, and for which thestudent is otremwise eligible, thestudent may be ligible to recave a
postwithdrawal disbusement. A postwithdrawal disbusement can only bemadefor loan funds
after obtaining autharization from thestudent (or parent, in thecaseof aparent PLUS loan) that
they eled to receve the disbusement of theloan funds. A studntGs orparentd responseo an

offer of apostwithdrawal disbursement does not lave to bein writing. However, theinstitution
must deaument the studentés or parentCs responsethat they still wish to have the loan funds
disbused. A postwithdrawal disbursement mustbe made from avail able grant funds lefore
available loan funds.

If outsending charges exist on thestudent's account, theinstitutionmay credit the stucent's
acount up to th@amountof outsendingcharges with al or aportion of any grant funds tlat
make up thepostwithdrawal disbusement and then any loan funds tlat make up thepost
withdrawal disbusement. A postwithdrawal disbursement can orly be madeafter obtaining
autharization from thestucdent (or parent, in thecaseof a parent PLUS loan) that they wish
to have theloan funds dislirsed.

For Federal grant funds, theschool shall disbursediredly to a student any amount ofapost
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withdrawal disbursement that is notcredited to thestudent's account. Theinstitution shall
disbuse the grant fundsas soonas possibé, but no &ter than 45 diys after the date of
detemination.

For Federal loan funds,a school must éfer any amount ofpostwithdrawal disbursement that is
not credited to thestudent& acount within 30 dys of the date of determination. If the student
or parent autharizes thepost-withdrawal disbusement of loan funds, theschool shall disburse
the lcan funds within 180 dys of the date of detemination.

Return of Unearned Aid, Responsibility of the Student

Theamount ofTitle IV funds tlat the student (as oppo®d to theschool) is responsiblefor
returning is cadculated by subtading the amountof uneaned aid that theinstitution isrequired
to return from thetotal amount ofuneaned Title IV funds. If the student owes an amount to a
Title IV program, theschool shall notify the student in writing within 30 days of the date of
determination of withdrawal of theamountand typeof Title IV funds tlat the stucent must
return. In thecaseof funds dueo aTitle IV loan program, thestucdent (or parent, in thecaseof a
PLUS loan) mustrepay the amount duen accordance with theterms ofthe loan promissay
note. If theamount ircludes aTitle IV grant overpayment, thestudent skall be notified of the
avail able repayment arrangements, guidelines, and the45-day timeline to enter into arepayment
agreement.

All institutions matticipating in the Federal Student Aid (FSA) programsare required to use

a sttutory scheduleto determine the amount offunds astudent has earned when heor she
withdraws from classes based on theperiod thestudent was in attendance.

The Higher Educaion Amendments of 1998 require that if a redpient of Federd Student Aid
Program Assistince withdraws from theinstitution duing a payment period or a period of
enrollment in which theredpient began attendance, theinstitution mustcaculate the amount of
SFA Program assistnce the student did notean and thosefunds must beeturned. After 60
percent point in thepayment period or period of enrollment, astudent has earned a100 percent
of the SFA Program funds.

The percentage of the payment period or period of enrollment completed is thetotal number of
cdendar days in thepayment period orperiod of enrollment for which theassisence is awarded
divided into thenumkber of cdendar days completed in thet period as of the Last Date of
Attendance the student withdrew.*

The amount of Title IV Aid eaned by the student is then determined by multiplying the
percentage of Title IV aid eaned by the total amount of Title IV aid disbused plus TitlelV
aid that could have been disbused to thestudent oron the studentés behalf.

*NOTE: Scheduled breaks of at least five (5) conseautive days are excluded from thetotal
numtber of caendar days in a payment period or pernod of enrollment (denominator) and the
numter of calendar days completed in that penod (numeraor). Days in whch astudent was
on an approved leave of absence are aso not ircluded in thecdendar days for the payment
period orperiod of enrollment.
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STATE OF CALIFORNIA STUDENT TUITION RECOVERY FUND (STRF)

AThe State of California established the St ui
mitigate economic loss suffered by a student in an educational program at a qualifying institution,

who is or was a California resident while enrolled, or was Ettah a residency program, if the

student enrolled in the institution, prepaid tuition, and suffered an economic loss. Unless relieved

of the obligation to do so, must you must pay the stapsed assessment for the STRF, or it

must be paid on your belaf you are a student in an educational program, who is a California
resident, or are enrolled in a residency program, and prepay all or part of your tuition.

You are not eligible for protection from the STRF and you are not required to pay the STRF
assessment, if you are not a California resident, or are not enrolled in a residency program.

Al ot i's I mportant t hat you ke émancial aighp doeuments,f you
receipts, or any other information that documents the amount paid to the school. Questions
regarding the STRF may be directed to the Bureau for Private Postsecondary Education, 1747
North Market Blvd., Suite 225, Sacramento, CA3B8 Phone: (888) 370589

To be eligible for STRF, you must be a California resident or enrolled in a residency program,
prepaid tuition, paid or deemed to have paid the STRF assessment, and suffered an economic loss
as a result of any of the following:

1. The institution, a location of the institution, or an educational program offered by the institution
was closed or discontinued, and you did not choose to participate in stégidhan approved by

the Bureau or did not complete a chosen teadiplan approved by the Bureau.

2. You were enrolled at an institution or a location of the institution within the 120 day period
before the closure of the institution or location of the institution, or were enrolled in an educational
program within the 120 ¢eperiod before the program was discontinued.

3. You were enrolled at an institution or a location of the institution more than 120 days before the
closure of the institution or location of the institution, in an educational program offered by the
institution as to which the Bureau determined there was a significant decline in the quality or value
of the program more than 120 days before closure.

4. The institution has been ordered to pay a refund by the Bureau but has failed to do so.

5. The institutiorhas failed to pay or reimburse loan proceeds under a federal student loan program
as required by law, or has failed to pay or reimburse proceeds received by the institution in excess
of tuition and other costs.

6. You have been awarded restitution, amef or other monetary award by an arbitrator or court,
based on a violation of this chapter by an institution or representative of an institution, but have
been unable to collect the award from the institution.

7. You sought legal counsel that resultedhe cancellation of one or more of your student loans
and have an invoice for services rendered and evidence of the cancellation of the student loan or
loans.

To qualify for STRF reimbursement, the application must be received within four (4) years fro
the date of the action or event that made the student eligible for recovery from STRF.
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A student whose loan is revived by a loan holder or debt collector after a periodadlieation

may, at any time, file a written application for recovery fronR&Tor the debt that would have
otherwise been eligible for recovery. If it has been more than four (4) years since the action or
event that made the student eligible, the student must have filed a written application for recovery
within the original four(4) year period, unless the period has been extended by another act of law.
However, no claim can be paid to any student without a social security number or a taxpayer
identification number. o

Effective January 1, 2015, the Student Tuition Recovery FRM&F) assessment rate
will be zero ($0) per $1,000. The STRF rate is subject to change based upon the balance
in the STRF account.

STUDENT INFORMATION & SERVICES

ORIENTATION

Students are required to attend ascheduled new student arientation session wlere they will be
introduced to key staff and will obtain important information. During the orientation, institutioral
palicies and pocedures, aswell as program spedfic content will be reviewed.

TEXTBOOKS & MATERIALS

Textbooksare issted to stucents at the beginning of eacy moduk. Toolsfor Dental Technology
program and scrubsfor al programs will aso begiven to thestudents at this time. Students are
responsiblgor providing their own supjy of paper, pens, gencils, etc. as needed.

CODE OF CONDUCT

NCC strives to naintain a professioral environment at al times. Studentsare expeded to condict
themsalves in aprofessiordl manner consistent with the standards of institution and generd
workplace. Students slall be subpd to diiplinary adion orautometic dismissl if exhibited any
of thefollowing inappropriate behaviors duing school timeor on shool premises. Thefollowing
are behaviors thet NCC consicers to beinappropriate and will not betoleraed:

1. Fdsification of stucent records, orother Company records.

2. Treft, deliberate or careless camage or destruction of any school poperty or the property of
any stucent.

Removingor borrowing school property without autharization.

Urautharized useof school equipment, meterials, orfadliti es.

Provokingafight orfighting during class,or while on shool premises.

Participating in horseplay or pradical jokes duing class, oron £hool property.

Carrying fireams orany other dangerous weapons on shool remises at any time.

Ergaging in acrimina conduct whether or notrelated to shool performance

Causing, creding or patrticipating in adisruptionof any kind duing classon school property.
10 Insulordination, including but not limited tofailure or refusal to obey theorders of instuctions
of aschool dredor or instructor.

11. Usingabusivelanguage at any time on shool premises.

12.Falureto obtin permission to éave classfor any reason duing class instuction time.

©CoNoOkW
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13. Slegoing or malingering duing class.

14. Making or accepting personal telephonecalls or texting (cdl phoneusage) during class,except
in caseof emergency or extreme circumsances.

15. Weaing extreme, unpgofessioral or inappropriate styles of dress whileon campus orat a
clinicd fadlity.

16. Violation of any safety, hedth, seaurity, school olicies, rules orprocedures.

17.Committing afraudulent ad or abreach of trust under any circumsances.

18. Any form of harassnent.

19. Possession oruseof acohol orbeing under theinfluence of alcohol whilein class oron shool
property.

20. Distibution, sle or purchaseof an illegal or controlled substince while in class oron hool
property.

21. Academic dishoresty such as cheding, plagiarism, forgery, etc.

22. Interfering with theright of others toan educaion.

23.Improper useof theinternet.

DISCIPLINARY PROCEDURES

All disciplinary matters will be reviewed by the CampusPresident. Students will be notified in
writing of any adions within ten (10) busiress diys of theinitial review. Thereview may result in
oneof thefollowing actions:

A Dismissal of the charge;
A Suspension;

A Temination or

A Other appropriate action.

COMPLAINT & GRIEVANCE PROCEDURES

Should adisciplinary action betaken, thestudent will be notified in writing. The student may
apped the dedsion within &n (10) busiress dys of notification. From timeto time, differences in
intempretation of school policies will arise anong students, faaulty, and/or the administation.
Persons seking to resolve problems orcomplaints shouldfirst contad theinstuctor in charge.
Requestsfor further action may be made to the Program Director. When sich differences arise,
uswally a miscommuncaion or misuncerstanding is amajor contributing factor. For this reason,
we urge both stuéntsand stff to communtate any problems thet arisediredly to the individwal (s)
involved. If the problem cannot beresolved in this manrer, the Campus President should be
contaded. Normally, the informal procedure of Adiscussing dhe difference(s) will resolve the
problem. In addition tocomplaints previoudy stated and appeds of an academic nature, astucdent
has aright tocomplain to theinstitution. If a student wishes tofile awritten complaint, they may
do so. Pleaseread thefollowing student complaint procedure:

(2) All complaints will beinvestigated thaoughly, includinginterviewing al peopleandreviewing
al documentsthat relate or may potentially relate to thecomplaint;

(2) Complaints may bergeded if, after investigation, they are determined to beunfounded or to
compromiseor resolvethe complaints in areasonable manner, including the payment of arefund,;
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(3) A sumnary of the complaint, its dispaition, and thereasons will beplaced, along with any
other related dacuments, in thestudentés file, and an appropriate entry in the log of student
complaints will be made.

(4) If the complaint is valid, the institution will determine what other students, if
any, may have been affected by the same or similar circumdances and provide an
appropriate remedy for thosestucdents;

(5) The institution will implement ressoreble policies or procedures to avoid
similar complaints in thefuture;

(6) Students shouldcommuncae diredly to any person incontrol regarding complaints, treir
investigation, and resolution orladk of resolution;

(7) A student may lodge a complaint by communcating oraly or in writing to any teader,
administrator, admissions prsonrel, or courselor. Therecipient of the complaint shell transmit it
as soores possibléo theCampusPresident;

(8) If a stucknt arally delivers thecomplaint and the complaint is notresolved either within a
ressoreble period or before the student complains again about thesame matter, the stucent must
submit thecomplaint in writing;

(9) If astudent complains in witing, NCC shall, within 10 days ofrecelving thecomplaint, provide
the stucent with a written resporse, including a sumnary of the institutions investigation and
disposition otthe matter.

If the complaint or relief requested by the student isrejeded, thereasonsfor thergection must be
provided;

(10) The stucentés participation in the complaint procedure and thedispostion of a studentés
complaint shell not limit or waive any of the student'srights orremedies. Any document signed by
the student thaet purports to limit orwaive the student's rightsand remedies isvoid,;

(11) The personautharized to resolve complaints under this sdion stall not beteminated from
employment orsufer any diminution incompensation as aresult oftheappropriate and goodfaith
discharge of duties uncer this sdion.

If acomplaint cannot beresolved after exhausting theinstitution® grievance procedure, or at any
time, the stucent may file a complaint with the Bureau for Private Postemndary Education
(BPFE). Thestudent may contad the Bureau for further details. Unresolved complaints may be
direded to:

Bureau for Private Postseaondary Education (BPPE),
1747 North Market, Suite 225
Sacramento, CA 95834
Phone: (888) 370-7589,Fax: (916)263-1897,www.bppe.ca.qaov
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DRUG AND SUBSTANCE ABUSEPOLICY

NCC is committed to meintaining acomfortable and safe environment in which ouremployees can
work and ourstudents can pusuether academic goas. NCC suppats and endarses the Federal
Drug-Free Workplace Act of 1988and the Drug-Free Schoolsand Communities Act amendments
of 1989.NCC prohibits thefollowing:

AReporting to campusunder the influence of acohol or illegal drugs or subsénces, including
ill egally obtained prescription drugs.

AReporting to campus under the influence of legal prescription or non-prescription drugs, if
doingsocould impair judgment or motorfunction or place persons omproperty in jeopardy.
AThe illegal use, sale, manufacture, pos®ssion,distribution, transfer, purchase, or starage of
alcoholic beverages or drugs on campuspremises, or in automobikes or any other vehicle parked
oncampus pemises, orin conrection with any NCC event oractivity is prohibited.

Any violation of thesepolicies will resultin appropriate disciplinary adion consiséent with locd,
State, and Federd law, up to and including expulsion,even for a first offense. Viol ations of the
law also will berefemred to theappropriate law enforcement autharities.

Any stucent who is convicted for any drug law violation mustnatify his or her Program Director

within five days of the conviction. On an individual referral basis, students convicted of any drug
law violation or othewise foundto be engaged in subsance abusemay be referred to abusehelp
centers or the National Courcil on Alcoholism and Drug Dependence, INC. for counsling and
rehabilitation. If such a referal is made, continued enrollment may be subgd to succesgul
completion of any prescribed coungling or treatment program.

Additionally, our campusis concemed with the health and well-being of members of our campus
communty. Students and employees may contact the Campus President, in confidence, for
referrals orinformation regarding avail able and appropriate subsénce abusecounseling, treament,
or rehabilitation programs.

SCHOOL SANCTIONS

Theunlawful posgssion,use, or distribution of illi cit drugs and alcohol by studentsand employees
on NCC property or in conrection with any of its educational or co-curricular adiviti esis
aviolation of NCC policy and is strictly prohibited. NCC will imposedisciplinary sanctionson
stucents and employees (consisent with locd, State, and Federd law), up to and including
expulsionor temination of employment and referral for prosecution, for violations of the NCC
standards ofconduct.

Possiblesanctionsfor violations ofthis policy include:

AStudentsi disciplinary adion, up toand including termination/expulsion

A Eoygedi disciplinary adion, up toand including termination

Students and Empbyees may be referred to mandatory alcohol or drug abuse coungling as a
condition ofconduct probation ora conditionfor continued enrollment/employment.
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LEGAL SANCTIONS RELATING TO SUBSTANCE ABUSE

Local, state, and federd laws make illegal useof drugs and alcohol serious crimes. State laws
contain a valiety of provisions goveming the possssion, use, and consumption of alcoholic
beverages. In every State it is unlawful to sell, furnish or provide alcohol to a personunder the
ageof 21. Also, thepossession ofalcohol by anyoneless ttan 21years of age in a public place or
aplace open to thepublicgenerally isill egal. Driving while intoxicated asois ill egal, independent
of age. State laws also prohibit the unlawful possession, distribution, and use of controlled
subsénces and drugs, as defined in each jurisdiction.

In addition to local and state laws, federal laws aso prohibit the unlawful possession,
distribution, and useof controlled subsénces and drugs. Among other things, federal laws make
it a crime to posgssdrugs (including in your locker, car, purse, or hous) or to hold sormreone
else Hdugs.

Members of our campus communty should be aware of the serious legal penalties applied
following conviction in cases of drug or acohol abus. Such corvictions can lead to
imprisonnment, fines, and assgned communty service Also, courts do notlift prison sentencesin
order for convicted persons to attend college or continuetheir jobs. An offenseis classfied as a
misdemeanor or a felony, depending upon thetype and theamount ofthe substance(s) involved.
The following laws governing the pos®ssionor useof illi cit drugs or acohol were taken from
California Penal Code, Businessand ProfessionsCode, and Vehicle Code:

A nyperson who ifound in any public place under theinfluence of intoxicating liquor or
any drug, in sich acondition tret s/heis ureble to exerdse care for his orher own sfety
or the safety of others, orobstucts apublic way (e.g., sidewalks, roadways) is guilty of a
misdemeanor (8647 (f) PC).

A nyperson undr theage of 21 who tas an alcoholic beveragein his orher pos®ssion in
any public place or any place open to thepublic is guilty of a misdemeanor (825662(a)
B&P).

A nyperson whofurnishes, gives, or sdlls any alcoholic beverage to soneoneunder the
age of21 isquilty of amisdemeanor (§25658(a) B& P).

A nyAperson undr the age of 21 who las in their possssionany false or fraudulent
evidence of age or identity is guilty of a misdemeanor (825661 B&P). Any personwho
patticipates in the manufacture of fraudulent driver's license or identificaion can be
charged with felony forgery (8470PQ).

A Any person who isconvicted of an dffensefor controlled subsance or alcohokrelated
crimes may losehis orher privil egeto drive (§13202.3and §13202.8CVC)

Alt is amisdemeanor for any person to dive avehicle under theinfluence of alcohol, any
drug, or with ablood-acohol content of 0.08%or greder. It is afelony to causeinjury to
another person whiledriving under the influence of alcohol orany other drug. California's
"zero tolerance” law requires an immediate one year susgension of driving privil eges for
anyone under theageof 21 whodrives with a0.01%bloodalcohol concentration orhigher.
Falure to submit to greliminary alcohol screening test will also result in thesusgnsion
of one's diver's license(§23136, 23137, 23140, 2315d 23153CVC).

A Itisan infradion to passessan open container of an acoholic beveragewhile driving a
motorvehicle. It is an infradion to dink an acoholic beverage while driving a vehicle on
aroadway (8§23222and §23220CVC).

A Itisan infradion to pessessan open container of an alcoholic beveragewhile in amotor

27



vehicle or to alow an open container of alcohol inthe passenger area (823223 and 23225

CVCQ). It is amisdemeanor for aperson un@r 21 to dive amotorvehicle carying alcohol unless
his orher parent orlega guardian is present. It is amisdemeanorfor a person undr 21 to posess
alcohol in amotorvehicle (823224CVC).

Legal sanctions undy locd, state, and federal laws may include:

ASuspension,revocation, or denial of adrive s license
AProperty seizure

A atisted communty service

A Mtary fines

APrison ntence

Personsconvicted of drug posessionunder state or federal laws are inéligible for federd grants
and loansfor upto oneyea after thefirst conviction, and five yeas after the £oond. A felony
conviction for such an offense also can prevent a personfrom entering many fields of employment
or professons. Federd laws set subsantially higher prison sentences for the manufacture and
distribution of drugs if deah or seriousinjury resultsfrom the useof the subsince
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Federal penalties for possession illegal drugs are outlined in thetable below: Federal Trafficking Penalties for
Schedules |, 11, 111,

IV, and V

Available at: http://www.dea.govlruginfo/ftp3.shtml

Schedule

SubstanceQuantity

Penalty

Substance/Quantity

Penalty

Cocane 5004999
grams mkture
Cocane Base 28-27¢
grams mixtue
Fentanyl  40-399
grams miture
Fentanyl Analogue
10-99 gams mkture
Heroin 106999
grams miture LSD
1-9 grams mixtue
Methamphetamine
5-49 gams pueor
50-499 gams
mixture PC 1099
grams pue or 100 -
999 gamsMixture.

First Offense: Not less
than 5yrs.and not moe
than 40yrs. If deah or
serious bodly injury,
not less tlan 20yrs. or
more than life. Fine of
not mae than

$5 million if an
individual, $25 milion
if notan individual.

Seond Offense: Not
less than 10yrs.and not
more than life. If deah
or serious  bodiy
injury, life
imprisonment. Fine of
not mae than $8

million if an individual,
$50 million if not an
individual.

Cocane 5 kilograms o
more mixtue
CocaneBase280grams
or more mixtue
Fentanyl 400 grams o
more mixtue Fentanyl
Analogue 100 grams o
more mixtue

Heroin 1 kilogam or
more mixture LSD10
grams ormore mixtue
Methamphetamine

50 grams ormore pue
or 500grams or

more mixture PCP

100 grams or more
pure orl kilogram or
more mixture.

First Offense: Not less than
10 yrs. and not mae than
life. If death or serious
bodily injury, not less tlkan
20 yrs. or more than life.
Fine of not mae than $10
million if an individual, $50
million if notan individual.

Seoond Offense: Not less
than 20 yrs, and not maoe
than life. If death orserious
bodiy injury, life
imprisonment. Fine of not
more than $20 million ifan
individual, $75 milion if
notan individual.

2 or More Prior Offenses:
Lifeimprisonment. Fine of

not mae than $20 million if
an individual, $75 million if
notan individual.

SubstancegQuantity

Penalty

Any Amount of Other Schedulel & 11 Substnces

Any Drug Product Containing Gamma

Hydroxybutyric Acid

Flunitrazepam (Schedule IV) 1 Gram

First Offense: Not maethan 20yrs. If death or

serious bodiy injury, notless ttan 20yrs. or more than
Life. Fine $1 million if an individual, $5 million if not
an individual.
Seowond Offense: Not more than 30yrs. If death or
serious bodiy injury, life imprisonnent. Fine $2
million if an individual, $10 million if not an
individual.
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Any Amount of Other Schedulelll
Drugs

First Offense: Not maethan 10yrs. If death or

senious bodly injury, not more than 15 yrs. Fine not
more than $500,000 ifan individual, $2.5 millionif not
an individual.

Sewond Offense: Not nore than 20 yrs. If death or
senous injuy, not mae than 30yrs. Fine not mae than

$1 million if an individual, $5 million if notan
individual.

Any Amount of All Other Schedule IV
Drugs (other than one gram or more of Flunitrazepam)

First Offense: Not morethan 5 yrs. Fine not more
than $250,000 ifan individual, $Imillion if not an
individual.

Semond Offense: Not more than 10yrs. Fine not more
than $500,000 ifan individual, $2 million if other than
an individual.

Any Amount ofAll ScheduleV Drugs

First Offense: Not maethan 1yr. Fine not mae than
$100,000 ifan individual, $250,000 ifnot an
individual.

Semnd Offense: Not more than 4 yrs. Fine not mae
than $200,000 ifan individual, $500,000 ifnot an
individual.

Federal Trafficking Penaltiesfor Marijuana, Hashish and Hashish Oil, Schedule | Substances

Mairijuana
1,000 kilggrams ormore marjuanamixture or 1,000 or
more marijuanaplants

First Offense: Not less ttan 10yrs. ormore than life.
If deah or serious bodly injury, not kss than 20yrs.,
or more than life. Fine not mare than $10 millionif an
individual, $50 milion if other than an individual.

Semnd Offense: Not less than 20yrs. or more than
life. If death or serious bodily injury, life
imprisonment. Fine not mae than $20 million ifan
individual, $75 million if other than an individual.

Marijuana
100 to 999 kilgrams marijuanamixture or 100 to 999
marijuanaplants

First Offense: Not less than 5yrs. ormore than 40 yrs.
If deah orserious bodiy injury, not kess tkan 20yrs. or
more than life. Fine not more than $5 million if an
individual, $25 milion if other than an individual.

Seoond Offense: Not less tlan 10yrs. or more than
life. If death or serous bodily injury, life
imprisonment. Fine not mae than $8 million if an
individual, $50milion if other than an individual.
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Marjuana

50 to 99 kilgrams narijuanamixture,
50 to 99 narjuana plants Hashish
More than 10 kiograms Hashish

Oil Morethan 1kilogram

First Offense: Not maethan 20yrs. If death or
senious bodly injury, notless tlan 20yrs. or more than
life. Fine $1 million if an individual, $5 million if other
than an individual.

Seoond Offense: Not more than 30 yrs. If death or
serious bodiy injury, life imprisonnent. Fine $2
million if an individual, $10 million if other than an
individual.

Mairijuana
less than 50 kilograms marijuana(but does not irclude
50 ormore marjuana plantsregardless ofweight)

1 to 49 nmanjuana plants
Hashish 10 kilgrams or less
Hashish Oil 1 kilgram or less

First Offense: Not mae than 5yrs. Fine not mae than
$250,000, $1 million ibther than an individual.

Seoond Offense: Not more than 10yrs. Fine $500,000
if anindividual, $2 million if other than individual.

HEALTH RISKSASSOCIATED WITH SUBSTANCE ABUSE

Alcohol and drugs are toxic subsénces that affect the mind,body, and spirit. Excessive dinking
can cause hedth risks which include damage to your body organs, impaired physiologicd
respongs, mental and emotiorda disarders, and in very high doses, respiratory depressionand
deah. Drug abusealso is dangerous and can leal to psychosis,convulsions,coma, and deah.
Continuous use of dugs can lead to organ damage, mental illness,and malnutrition. The chart
below sets outin more detail hedth risksassaiated with different forms of subsénce abue.

Alcohol

Alcohol consumptioncauses a nunber of marked changes in behavior. Even small amounts
alcohol can significantly impair the judgment, readion time and coordination neeled to safdy
operae equipment or drive a car. Signsand symptomsof abuseinclude: dulled mental processes,
lack of coordination, slowed readion time, poor judgment and reduced inhibitions. Low to
moderae doses of acohol increase the incidence of a variety of aggressive ads. Modkrate to
high doses of acohol causemarked impairments in hgher mental functions, ®verdy altering
a personé ability to leam and remember information. Very high doses cause respiratory
depressionand deah. Long-term consumptionof large quantities of acohol, particulaly when
combired with poornutrition, can also lead to permanent damageto vital organs suich asthebrain
and theliver.

Marijuana

All formsof marijuanahave regative physical and mental effects. Research also showsthat people
do notretain knowledgewhen they are fihigh . Miotivation and cognition may bealtered, making
the aqquisition of new information difficult. Maijuana aso can produce paranoia and
psychosis. Because users often inhale the ufiltered smokedeely and then hold it in their
lungs as long as possilbe, marjuanais damaging to the lungs and pulmorary system. Marjuana
smokecontains more cancer causing agents than tobac@ smole. Long-term uers of marijuana
may develop tolerance levels requiring more and mae mairijuanato achieve the samefihigh.o
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Inhalants

Inhalants are moodatering subsances that are voluntarly inhaled. Because they are common
products, inhalants dten are a young personés first attempt at figetting high . ldhaling solvents
allows the subséance to reach the bloodsteam very quickly. Theimmediate negative effeds of
inhalantsinclude: nausea, sneezing, coughing, nosbleals, fatigue, poor coordination and loss of
appetite. Degly inhaling the vapors, or using large amounts oer a short time, may result in
disarientation, violent behavior, unconsciousress ordeath. High concentrations of intalants can
causesuffocation by displacing the oxygen in the lungs or depressing the central nervoussystem
to thepoint that breahing stops.

Cocaine

Cocane is themostpotent stimulant of organic origin and themostwidely used of the stimulants.
Cocane is a poverfully addictive drug leading to physicd and psychologica dependence Signs
and symptoms of use include: dilated pupils, increased pulse rate, elevated blood pressue,
insomna, lossof appetite, tadile hallucinations, mranoia, seizures, anxiety, mood swings and
difficulty in concentration. The immediate effects include dilated pupils and elevated blood
pressue, heart rate, respiratory rate and body temperaure. In addition, cocane usecanlea to
deah by cardiac arrest or respiratory failure. Chronic usecan ulcerate the mucous membrane of
the nose. Using contaminated equipment to injed cocane, or any other subsénce, can transmit
HIV and causeHIV/ AIDS, hepatitis and otler diseases.

Other Stimulants

Stimulants are drugs that stimulate the centra nervous system and excite bodily adivity.
Methamphetamine or crank is oneof the fastest growing drugs of abuse. Thesedrugs crede less
intenseand less expensive cocane-like effects in the body. Signs and symptomsof useinclude:
impaired concentration, impaired mental functioning and swirgs between apathy and alertness.In
addition to the physical effeds, users report feding restless, anxious and moaly. Higher doses
intensify the effeds. Persans who uselarge amountsof amphetamines over along period of time
can develop an amphetamine psychosis that includes hallucinations, delusions and
paranoia. An amphetamine injedion credes a sudden increasein blood pressue that can result
in stroke, very high fever or heat failure. Also, injedion usingcontaminated needles may result
in nealle-related diseases such as AIDS and hepatitis.

Depressants

A depressant is a drug that depresses the central nervous system, resulting in sedation and a
decreasein bodiy adivity. Depressants, taken as prescribed by physicians, can be beneficia for
therdlief of anxiety, irritability, stessand tension. The effects of depressants are in many ways
similar to the effects of alcohol. Small amountscan produce cadmnessand relaxed mugles, but
somewhat larger doses can cause: slurred speedh, sggered walk, ateral perception, respratory
depression,coma and death. The combination of depressantsand alcohol can multiply the effeds
of the drugs, thereby multiplying the risks. The useof depressants can causeboth physicd and
psychological dependence Regular useover time may result in a tolerance to the drug, lealing
the user to increase the quantity consumed. Depressants are known as: barbiturates, dowrers and
tranquilizers, such as Vaium, Librium, Equanil, Serax, Tranxeneand Zanax.

Hallucinogens
Hallucinogenic drugs distart the £nses and often produce hellucinationsd experiences that depart
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from redity. Phencyclidine (PCP interruptsthe function of the neurocortex, the ction of the
brain that controlsthe inellea and kegpsinstinctsin ched, because thedrug blocks pain receptors.
Violent PCP episodes may result in self- inflicted injuries. Signs and symptomsof use irclude:
impaired concentration, confusionand agitation, mu<tle rigidity and profusesweating. Lysergic
add (LSD), mescdine and psilocybin aso are

hallucinogensthat cause illusionsand halucinations. The physicd effects may include dilated
pupils, elevated body temperaure, increased heat rate and blood pressue, loss of appetite,
sleeplessressand tremaors. It is common tohave a bad psychological reaction to LSD, mescaline
and psilocybin. The user may experience panic, confusion,suspcion, anxiety and loss ofcontrol.
Delayed effects orflashbads can occur even after usehas ceased.

Narcotics

Narootic analgesics are the mosteffective compoundsused for pain relief. Narcotic analgesics
include Opium, Omtes (morphine, codeine, peraodan, heroin and dilaudid) and Opioids(synthetic

substitues such as vicodin, darvon, demerol and methadore). Narcoticsinitially produce afeeling

of euphaiathat is often followed by: drowsiress, rausea and vomiting, consticted pupls, watery

eyes and itching, low and shallow breahing, clammy skin, impaired respiration, convulsions,
coma, possible @ah, Narmtics can be smoled or eaen, injeded, taken arally or smoked, inhaled,

injeded or smolked, such as heroin. Tolerance to narootics developsrapidly and addiction is lik ely.

The use of contaminated syringes may result in diseases such as HIV/ AIDS, endocarditis and
hepatitis. Addiction in pregnant women can lead to premature, stillborn, or addicted infants
who experience vere withdrawa symptoms.

PREVENTION OF SUBSTANCE ABUSE AND AVAI LABLE RESOURCES

Drug and al cohol abuseeducation programsare off ered by local community agencies. Ourcampus
typically posts nformation about sich educaion programs in themain Office.

While car must be taken to ensue that a person is not wrongly accused of drug use, it is
recommended that anyone whonotes signs of substance abuse in another student to contad the
Campus President. If it is detemined by the Campus President that a student is in need of
assisance to overcome a drug problem, he or she may be coungled to se&k such assisance
Reoords ofsuch counsling will remain confidential.

Students also may voluntarily contact the Campus President, in confidence, for referras or
information regarding available and appropriate subsénce abuse courseling, treament, and
rehabilitation programs. Organizations dfering such programs irclude:

Agency

Telephone Number

TheAlcoholismand Drug Abuse Hotline

1-800-252-6465

The Cocane Hotline at Reavery.org

1-855948-7668

TheNational Instituteon Drug AbuseTreament
Refera Hotline

1-800-662-4357

Al Anon for Families of Al coholics

1-888-425-2666
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STUDENT RECORDS & TRANSCRIPTS

NCC will maintain academic recordsfor five [5] yeass, as required by state law. Student transcripts
will be maintained indefinitely. Financial payment documents will be kept for a period of at least
five [5] yeas after completion orwithdrawal of the stucent. Students cesiring

to view ther records may request to ®e their records in theschool dfice during normal busiress
hous ormay schedule atimeto review records hat is convenient to both thestucent and the shoolés
administration. If an appointnent is mede, theappointrrent stell be madeno later than

48 hous after the stucent hasrequested to view their records. Extensions othis timeshall be granted
only upon akdsion ofthe stucent. Orly the student and theschool administation have theright to
review stucent records. No outsidepersonrel will be alowed to view remrds except for the
appropriate state regulatory, federd regulatory or accrediting agency officials or upon poper
subpe@navia court order. A transcript for program work will be issued uponrequest by the stucdent.
Students and former stucents slall be entitled to onefree copy of their transcript or to twofree
verifications ofenroliment. Additioral copies shall be made avail able to studnts, or to @signated
addressees identified by students, at a cost 0f$10.00each. Students may request spgedal processing
to expedite their request for afee of $15.00per request.

Theinstitutionreservestheright to issudranscriptsfor training for which thestucdent has paid tuition.
Theinstitution reserves theright to refuseto issuetranscripts for training for which the stuent has
not paid.

Theschool may disclose, without consent, fidiredoryoinformation sich as astudentés rame, address,
telephane numler, date and place of birth, and dates of attendance. However, the school must &l

parents and eligible students about dredory information and alow parents and €ligible studnts a
reasanable amount oftime to request thet the school not dislosediredory information about them.
NCC will notify parentsand eligible studentsannually of their rights unaér FERPA. Theadua means
of notification (spedal letter, inclusion in aPTA bulletin, student handbook, tifold, or newspaper
article) is left to thediscretion of ead school.

Privacy of Student Information (FERPA)
The Family Educaiona Rightsand Privacy Act (FERPA) setslimit on the disclosure of persondly
identifiableinformation from schod records and defines the rights of the student
A to review the records and request achange to the records
A review their education records,
A sedk i amend inaccurate information in their records, and
A pravide consent for the disclosure of their records.

These rules apply to al education records the school kegs, including admissons records (only if
the student wasadmitted) and academic records as well as any financid ad records pertaining to the
student. For additiona information or tedhnicd assisance, you may call (202) 260-3887 (voice)
Individuals whouseTDD may call the Federd Information Relay Service at 1-800-

877-8339.

Or you maycontect them at thefollowing addess Family Policy Compliance Office

U.S. Department of Education
400 Maryland Avenues, SW Washington, DC. 202025920
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CAREER SERVICES

NCC provides all graduates with assisance relating to placement oppatunities; resume peparation,
job seach assistance and techniques, inerviewing prep and techniques, as well as advisement on job
market reseach. Placanent assistance is avail able to all graduates ofthe <hoolfree of charge.

NCCG& assistnce consigs pimarnly of educating students on a@veloping their abilities to
suwccesdully perform employment-seeking tasks,such as, but not limied to:

How to prepare resume(s)

How to job inerview

How to identify job openings

How tofollow up withemployers after interview(s)
How to regotiate wages/kenefits

How tofistayo on thejob, once hired

How to saure oppatunities for advancement

How to develop anetwork of professioral contads

0o Do Po o o e Do

We understand thet a succesdul job search is dependent upon theconfidence, willingness, and
preparedness ofyou, the graduate. Students and graduates are encouraged not to plaae restrictions
on their job seard endeavors regarding location, starting salary, and sgedfic

benefits. Pleaseunderstand thet any employment ob&ined through the schoolés assisance will, in all
probability, bean entry-level position.

NCC encourages stuants throughout their program with instuction onresumepreparation, market
reseach tedniques and interviewing skills. While in training, stucentsare advised about job narket
conditionsand oppatunities. NCC does notguarantee employment to any student upongraduation.

STUDENT SERVICES

NCC& Student Services Depatment is avail able for student isswes and asgstance. Our god is to
help the students maintain their daily attendance. NCC will provide suficient information and
sevices to telp thestudent to succeal in their caree and achieve their goals. NCC also provides the
following services:

Corflict resolutionassigance (faculty or students)

Graduation ceremony

Awardsand horors

Purchasing school supples

Creding stucent resumes

Job plceanent assisance

Transpatation information

Parking avail ability

Library

3o o o Po o o o o o
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STUDENT HOUSING

National Career College does not have dormitory facilities under its control. However, there are

housing possibilities available reasonably near the college with monthly renting costs ranging

between $500 and $1000.

National Career College is not responsible to find housing for its students. However, the college can
provide helpful information to assist its students in their search for housing.

ACADEMIC INFORMATION

ATTENDANCE

NCCas attendance policy approximates the expedationsfound in awvork situation. It is essential that
eat studnt leamsthediscipline of regular and promptattendance as well as theskills involved in
theallied health industy. At the time the student mowes from educaion and ftraining into acareer,
employerswill be very interested in dependability and purctuality. No nmetter how skilled theperson,
an employeeis vauable only when present at thejob. We consicer ead monent in class imperdive
for success.When thestudent is not inthe clasgoom, the ifiormation mised may not berecaptured.

ATTENDANCE POLICY

Students whoare pre-registered and miss thdirst class neding may losetheir right to aplace in the
class, but thenstructor may consicer spedal circumsances. Studentswith 14 conseautive cdendar
days ofabsence will be withdrawn fromthe program. Upon dismssal, the student will be entitled to
arefund oftuition in ac@rdance with therefund &bleillustrated under therefund polcy in theschool
catalog. If a student is absent for a test, he/shewill be given an oppatunity to retest at the earli est
convenience of theinstructor. Makeup classes may berequired at the digretion of theinstructor and
with approval of the Program Diredor.

TARDINESSEARLY DEPARTURE

In order to ob&in themaximum benefit of their instructional program, studentsare expeded to bein
class on timeand remain for the entire instructiona period.

Time out of class will berounded up to thenearest quarter hourincrement and reported as absent
time. Excessiveand/orhabitual tardiness will result in disciplinary adion.

For Vocational Nursing program, please refer to the Vocaional Nursingprogram student handbook
for additional information regarding attendance policy requirements.

ATTENDANCE PROBATION

Student Services monitas daily attendance records of al adive students. A student whose
attendance has fallen below 75%will receive a verbal waming informing him/her about NCC&s
attendance policy and requirements. If a studentds attendance in any modulefalls below 70%,

the studcent will receve a written waming. Students who do not red the requirements of written

waming will be placed on Attendance Probation for 30 cdendar days. At thediscretion ofthe €hool,
stucents who are on attendance probation and/or having excessive attendance isstes may be
terminated from school.

For Vocaional Nursing students,refer to theVocaional NursingStudent Handbookfor more details.
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LEAVE OF ABSENCE

Occasiorally, students may experience extended persoral or medical problems which make it
difficult for them to attend their classes. The school may alow a student experiencing such
extenuating circumsances to tke a leave of absence (iLOAO) from their program. AnLOA is a
tempaary interruption in astucent® program of study and refers to thespecific time period duing a
program when astucent is not inattendance. An LOA must ned cettain conditions to beounied as
atempaary interruption in astucentés educaion insteal of being counted as a withdawal requiring
the school to perform theReturn to TitlelV cdculation.

LOA Period

Thelength of an LOA may notexceeal 180 days with minimum length of 14 days.

The number of days in thepproved LOA, when added to the number of days in all other approved
leaves of absence, must not exceed 180 days in amothth perial.

During an LOA, astudent is noteligible to recave Title IV loan funds until thestudent returnsfrom

their LOA on their scheduled return date.

LOA Procedure

Students must subimin writing arequestfor aleave of absence. Therequest must besigned, dated
and include the reasonfor which thestudent is requesting the leave of absence and theanticipated
return date. Leave of absence mustbe pre-approved by the Program Director or designee unless
suddn unforeseencircumsance prevents the student from obtining pre-approval. A leave of
absence will only be approved if:

1 Thereasonfor therequest is justfied.

1 Thereis reasoreble expedation that thestudent will return to shool.

1 The cumulative numbker of days may not exceel more than 180 days per 12-month
period.

1 Prior arangements have been made for the stulent to be able to continue the academic
coursework uponreturn from theleave of absence

Under extenuating circumstances, a stucent may be granted more than one leave of absence as
required by law (e.g. FMLA, military deployment orders, etc.). Additional request(s) musthave the
appropriate documentation.

L OA and Direct Loan Counseling

Prior to approva of an LOA, the student will meet with theFinancial Aid Representative to discuss
thefinancial consequences ofnotreturning froman LOA on the scheduled return date, therepayment
terms of any outsending Federal Dired Loans and the exhaustion ofthe repayment grace perod
related to their loan(s).
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Return from LOA

A student returning from an autharized LOA will retain al credit for credit/clock hous and work
projeds completed andwill return to thesame SAP status teld prior to their LOA. Studentsreturning
froman LOA mustcoordinate their return with theRegistrar and Financial Aid Representative.

Upon returning from an LOA, the stucent will continue to ean Title IV assistance previoudy
awarded for the period. In addition, thestudent will not beassessed additional tuition charges or
fees upon tleir return from an LOA. ThestudentGs enroliment contrad will be extended for the ame
numker of days thet the student was onan LOA. Since no additional charges are assessed, stuants
may not beawarded any additional Title |V federal student aid until thestudent has completed the
coursework in which thestudent was enrolled when theleave was granted.

Termination as aResult of LOA No Return

Falureto return to £hool on thescheduled return date will result in immediate termination from the
institution per the withdrawal policy. Time for an approved LOA will not becountd towards the
cdculation of astudentés maximum program length. Upontemination, thestucdent will not
beéeligible to receive Title IV funds. e studentés withd-awal date will be consiceral the stuentds
last dhte of attendance for the purposes of the Return to Title IV cdculation. Withdrawal affects
government loan repayment terms, ircluding the grace period, and any other education loans thet
may beheld by theborrower.

GRADING AND EVALUATION PROCEDURES

Gradereports areissied to studntsat thecompletion of ead term/moduk. Grades are based on the
guality of work as shown by written tests, Bboratory work, and projects as indicated on the pogram
syllabus. Thegrading scale for all programs (except for Vocationa Nursing) is as follows:

Letter Grade |Quality Points |Percentage I ndicator

A 4.0 90- 100 Excdlent

B 3.0 80- 89.9 Good

C 2.0 70-79.9 Average

D 1.0 60- 69.9 Poor

F 0.0 Less than 60 Faling

I Incomplete

wW Withdrawal/Drop
RT Re-take

* Passkal Passkal

TC Trander Credit

*Pass orFal grade appliesonly to Extemship modus.
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The Grading Scde for the Vocational Nursing program (refer to the Vocational Nursing
Handbook for more details) is as follows:

Letter Grade |Quality Points |Percentage I ndicator

A 4.0 90- 100 Excdlent

B 3.0 80- 89.9 Good

C 2.0 75-79.9 Far

F 0.0 Less than 75 Falling

I Incomplete

W \Withdrawal/Drop
RT Re-take

** Passkal Passkall

** Pass orFal grade applies to VNclinicd modulkes.

Application of Grades and Credits

Thecharts abovedescribe theimpad of eadch grade on astudentés academic progress.For cdculating
therate of progress,grades of AiFo (failure), AW (withdrawn), and filo (incomplete) ae courted as
hours attempted but are not counted as hous swecesSully completed. Withdrawal before reaching
25% of the moduk/term/coursewill result in thestudent recaeving a AWo grade. Withdrawal after
reaching 25%of themoduk/term/coursewill result in thestudent receiving anfi Bgrade. Thestucdent
mustrepea any required course(s) for which a grade of fiFO or AW is receved. Students will only
beallowed torepea course(s) in which they recaved agradefiDoor below. School hes thediscretion
to require student to repea afiD ogradeif a student daes not ned the minimum required CGPA of
2.0for graduation. If agradefiwWois issted, it will be recorded on thetranscript and will beincluded
in the cdculation of credits attempted only. Both aigina and repeded credits will be counied as
attempted credits, Pace of Progress,and Maximum Time Framein thecdculations. Havever, the
highest grade received in therepeaed mursebecomes thefina grade and replaces al other grades
for that coursein theCGPA cdculation.

A AWo gradeis notreplaced when a student repeats thecourse. Torecave an incomplete filo grade,
the stucent mustpetition, by thelast week of the module, for an extension tocomplete the required
coursework. All Alo incomplete petitions must beapproved by the Program Director or Campus
President. Incomplete grades thet are not completed within two weeks after the end of the module
will be converted to agrade eamed at thetime of requestingan incomplete grade.

Theschool reserves theright to extend thetime neaded to meke-up an incomplete grade.

Definition of a Unit of Credit

Onesemester unit/credit is converted from clock hours attended per each of the schoolés

program. Credits are granted for the succesdul completion of either 15 clock hous ofinstruction in
aledure setting; 30clock hous ofinstruction in alaboratory setting; or 45 clock hous of instuction
in an extemship €tting. Oneclock hour is equivalent to aminimum of50 minues.
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SATISFACTORY ACADEMIC PROGRESSPOLICY

SAP Policy

Satisfactory academic progress (SAP) standards apply to all students at NCC.

Satisfactory Academic Progress ( $APO) refers to the process ugd to determine if a student is
making acceptable progress tovard completion of their program of study. SAP requires thatstucents
be evaluated at spedfic periods oftime during their enrollment usingqualitative and quantitative
standards. SAP is cdculated usng the cumulative grade point average (qualit ative asessrent) and
timely completion of required credits, Pace of Progress (POP) and Maximum TimeFrame (MTF),
for completion of ead studentds program of study (quantitative asessent). Accepted Trangerred
credits will count toward completion of stucentés program and will count as both credits/hous
attempted and credits/hous earned. Students whograduate and return to enroll in a new program
will be treaed as anew stucdent for the purposeof cdculating SAP.

At ead evaluation point, theinstitution wil assess thequalitative and quantitative progress of the
stucent. Students must demonstate progressin the program both in giantitative and qualitative
meauementsat ead of theevaluation points

National Career College expeds al students tomaintain SAP. To maintainsatisfactory academic
progress, &h stucent enrolled at National Caree Collegemust:

1. Maintain a minimum cumulative gilapoint average (CGPA) of 2.0 or better

Grade Level
2.04.0 Satisfactory
<2.0 Unsatisfactory

2. Maintain a Pace of Progress (POP® &Y% or higher
3. Complete the program within 150% (1.5 times) of the program IéngtAximum Time Frame
(MTF)

Cumulative Grade Point Average (CGPA)

Students must raintain minimum Cumulative Grade Point Average (CGPA) requirement at each
SAP evauation pointas described in theabovechart. Orly those credits required in the studntés
program of study are used in the CGPA cdculation. Students whoare not meding the required
CGPA at a SAP evauation point will beplacad onFA Waming. A student who isarealy onaFA
Waming and is not neding the required CGPA for two conseautive SAP evaluation points must
refer to FA SAP Apped Procedure and FA Probation sdion of this caalog for more detailed
information.

Pace of Progress(POP)

A stucent must naintain aminimum Pace of Progressrequirement at each SAP evaluation pointas
described in theabove Satisfactory Academic ProgressChart. The POP percentage is cdculated by
dividing the credits orhours earned by the credits orhous attempted. Orly thosecredits orhous
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required in thestudentés program of study, including tranger credits, are used in thePOP cdculation.
This ensues that there will be completion of the studentés program within

150% of scheduled course length which is themaximum time frame in which the student must
complete the course.

Maximum Time Frame (MTF)

Students are expeded to complete their program within 150 gercent of the publisted length of the
program (or 1.5 times thenumber of credits orhours in their program). Trander credits are treaed
as attempted and completed in thecdculation. POP cdculations telp assue that students will
complete their programs within themaximum time frame.

SAP PROCEDURE

SAP Evaluation Periods:

Evaluation periodsare based onead payment periods as mandated by the Department of
Educaion.

Determination of ProgressStatus:

Students nmeding the minimumrequirementsfor CGPA, POP, and MTF at ead evaluation pointare
considered to bemaking Satisfactory Academic Progress until thenext scheduled evaluation. At the
time of theseassessments, theinstitution will determine whether a student has

sweeesdully completed the required minimum gercentage of work. Students must beable to
complete their program within the Maximum Time Frame (MTF), which is 1.5 times (150%) the
length of the publisted credit hous, orthe publisred numter of hours required to complete the
program. This iscdled aPace of Progress. Pace of Progress iscd culated by dividing the cumulative
credits/hous student swccesully completed by the cumulative credits/hou student has attempted.
Students are required to swecesdully eam aminimum of 67% of the credit hous attempted and
maintain aminimum CGPA as outined in thetable for each evaluation point. Students will recaeve
acopy of the SAP determination at thetime of each of the evauation periods.

Academic SAP Probation:

Students not neding SAP standardsfor two conseautive SAP evaluations are placed onii Fancial
Aid Probat i ostatus. Students will recave awritten probation letter indicating their probationary
status. Orre stucknts are put on pobation, they have until the next SAP evaluation point toraise
their cumulative GPA or progressaccording to theacademic plan or they will be temrminated from
school. At the next SAP evaluation point, if student swceesdully meds the SAP minimum
requirements, trey will be removed from probation and considered to be making satisfactory
academic progress. Students who lave been placed on written probation and fail to meda SAP
requirementsat thenext evaluation pont will be temminated.

FA SAP Warning:

Students not neding SAP standardsare placal onfi Fhancial Aid Wamingo. Students may continue
to receive federal financia aid as longas it is mathematicdly possible to recover in one @yment
period, and noapped is necessary if the student meds SAP standards at the end of the myment
period.
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Students will benotified in writing about their i Fhancial Aid Wamingo status. If at theend of the
waming period, thestudent meds both thegquantitative and qualitative requirements, stuent will

re-establish SAP and dligibility for Title 1V assisiance continues. If at the end of the waming

pernod, thestudent has not met the quantitative and/or qualitative requirements, thestucent is
deamed to befiUnsatisfactoryo for the next evaluation period and an apped must besubmited and
approved to continueeligibility for Title IV assistance

FA SAP Appeal Procedure:

Students not neding the minimum SAP standards will recave written notification and will be
informed about theappeal process.|f a student believes thet his orher situation deserves special
consiceraion dueto extenuating circumstnces, awritten apped may be made to the Program
Campus Dredor within five (5) busiress dys of notificaion. Thewritten apped must irclude
thecircumstnces that caused thestucdent tofail to mee SAP, and whet has changed that will allow
thestucent to med the SAP standards.

Appeds can only be granted if:

1. Thestucdent has theability to med the SAP Policy standardsby theend of theevauation period
OR

2. Theschool hes developed an academic plan for the stucdent that, if allowed, will

ensue that thestudent isable to med the SAP standards by the end of the next evaluation period

At this time, the Program Diredor will discuss thespedfic requirements ofthe SAP policy and
conditionsfor extenuating circumstnces. Extenuating circumsances are significant occurrences
beyond te control of the stucent, swch as prolonged iliness, family crisis, juy duty, or military
obligation.

Uponreviewing theappeal, the Program Director may approvetheappea and grant thestudent an
extensionfor up to oneterm/moduk. Thedecisionsare fina and students will benotified of the
outcome.

Re-establishment of Satisfactory Academic Progress:

Students may re-establish SAP and Title IV Aid, as applicable, by meeting minimum gantitative
and gualitative requirements by the end ofthewaming or probationary period oraccaording to the
Academic Plan

I nterr uptions, Incomplete Cour ses, Withdrawals:

If enrollment is empararily interrupted for a Leave of Absence (iLOAO ,)the student will return
to <hool in thesameprogress sétusas pior to the Leave of Absence Hours elapsed duing a
Leave of Absencewill extend thestudentés contract period and meximum time frame by the sme
number of days aken in theL eave of Absence and will not beincluded in thestudent's cumulative
attendance percentage cdculation. Students who withdaw prior to completion of the courseand
wish tore-enroll will return in thesame Satisfactory Academic Progress sétus as at the time of
withdrawal.

Transfer Hours:
With regard to Satisfactory Academic Progress,a stucentés ranser hours will be counted as both
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attempted and completed hous for the purpose of determining the maximum time frame
requirement. SAP evaluation periodsare based onadual contraded hous at theSchool, therebre,
if astudent withdraws from ane clock/credit hourprogram and enrolls in another clock/credit hour
program, SAP is based on theadua contracted hous ofthespedfic program.

ACADEMIC PLAN

An Academic Plan (AP) is developed for stucents to assist tlem with achieving and maintaining
Satisfactory Academic Progress. An APmay be developed for a student who has an approved
mitigating circumstnce which has regatively impaded his/ker acadlemic performance. No nmore
than oneAP may bedeveloped throughout astudent program of study.

Appeal of Dismissal

Students whoare subpd to dismissl may apped to the Program Director. Dismissal may be
postpored and theprobation continued if the student shows ginificant improvement in acalemic
achievement but res not leen ableto achieve alevel that would med therequirementsfor removal
from probation.

Re-admissionafter Dismissal

Students who lave been dismis®d as aresult ofnot meding Satisfactory Academic Progress nay

request reinstatement after 90 days have elapsed. They shall submit awritten petition requesting

readmission to thanstitution in comgiance with the Institution pocedures. Therequest must
include the circumstnces that caused thestudent tofail to med SAP, and what has changed thet

will alow the studcent to med the SAP standards ircluding any suppeting dacumentation, i.e.

transcripts, grade reports, etc. Re-admission nay be granted, denied, or postpoed subgd to
fulfilment of conditions pescribed by the institution. Please see fiRe- Entryo for additional

information.

Program Retake Policy

The program retake policy is dfferad to stuents who have unsiwccessully completed aprogram
andreceived afailing grade (F). Students may only repea the same moduk/term orce and must
be able to complete the program within theMTF, which is 1.5 tines thelength of the published
credit hous. Tuitionchargefor repeating amoduk/term are as follows:

Vocaional Nursing: No chargefor term 1repeda. $1,000reped chargefor temrm

2 and any other term(s) theresfter.

All other programs: No charge for 1% time modulerepeat. $200repeat charge for the rext fail ed
moduleand any other module(s) thereafter.

For veteran studnts, theschool will report the unsatisfactory attendance or acalemic progress of
theveteran toVA in timefor VA to recave it within 30 days ofthe date on which thesaid conduct
of theveteran becomes unstisfactory. If the veteran studnt chooses toretake the program, NCC
will alow it, if it does notcontradict VA policy. The student will be charged tuition at the
appropriate rate.

43



GRADUATION REQUIREMENTS

A cettificate of completion oradiplomawill be awarded to thosestudents meding the graduation
requirements. Students eligible for a certificate of completion are thosewho have stisfactorily
completed their program of study with theappropriate numter of hours and cumulative gradepoint
average of 2.0(C Average), who have passd thefinal exam with aletter grade of C or better, and
who have fully paid all tuition charges. If athird-pary is paying for

your program, the school will not issuethe program completion record until the program has been
completely paid in full.

TERMINATION, APPEAL AND REINSTATEMENT

Should stuéntsfind it necessary to discontinuetheir training, they shouldarrange to med with
the Program Director to discuss ther situation and submit witten notificaion of their request.
Students slall be temminated for failure to:

A Med minimum séndards ofacalemic progress,

A Med theminimumconduct standards ofthe school, or

A Fulfill their financial obligationsaccording to their agreement with theschool.

Whether temination of enrollment is volungry or involuntary, students slould redi ze that they
will remain obligated for the amount oftuition and fees dueto the school based on therefund
policy. Students have theright toappeal dismissl dedsions made by the schooladministation by
submittinga written request to theSchool Director describing any mitigating circumsances or
conditions, whech warrant speda consiceraion. If the apped is accepted, the student may be
reinstated according to spedal tetmsand conditions stipudted by the School Diredor.

Appeal

Suspended or temminated stucents may apped the schoolés dedsion in witing to the School
Diredor. The School mustreceave the appeal from thestudent within three busiress dys of keing
notified of thedismissl. All appeds will be responakd to within &n (10) busiress dys of recapt
by the school.

CLASSCANCELLATION

Administration reserves the right to cancel any class if the numler of stucents falls below the
minimum acceted. Classcancdlations may occur during the first five scheduled class ays, in
which caseNational Carea College will refundall monies dig, if applicable.

CERTIFICATION/LICENSURE EXAM INATION

State and National Board Examinations

Currently, Hedthcare Administration, Business Management and Accounting, Medical
Assisent, Medicd Office Speaalist, and Dental Assisteint educational programs dfered by NCC
which lead to acarea do not require any cettification or licensue for employment. However,
cettification orlicensueis highly recommended.
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State and/or National li censingand/or cettification and/or registration examinations orprocesses
are the stucentés responsbility. NCC will provide students with information regarding test dates,
locaions,and fees whenever possibé. Students should beware that all test fees, unkss séted
on theenrollment agreement, are in addition to thetuition paid to thecollege.

Students whochooseto patticipate in state and/or national li censingand/or cettification and/or
registration examinations are responsiblefor paying the sponseoing organizations.

Program of Study

Certification/licensing Examination

Hedthcare Administration

AUpon gaduation, studnts are eligible to sitfor the Certified Revenue
Cycle Specialist, CRCS (AAHAM) examination - www.agham.org
AUpon gaduation, stuants are eligible to sitfor the Certified Coding
Assaiate, CCA (AHIMA) examination- http:/Mww.ahima.org/

Medicd Assistant

AUpon gaduation, stuants are eligible to sitfor the Certified Medica
Assisent, CMA (AAMA) examination i www.aama-ntl.org

AUpon gaduation, stuants are eligible to sitfor the National Cettified
Medicd Assisent, NCMA (NCCT) examination T www.ncctinc.com

Medicd Office Spedalist

Upon gaduation, stuants are eligible to sit for the Nationally Certified
Insurance & Coding Specialist, NCICS and Medicd Office Assistent
NCMOA (NCCT) certification examination i www.ncctinc.com

Dental Assistnt

Upon gaduation and additionalwork experience, stucents are eligible to sit
for the Registered Dental Assisant examination, RDA (CA DCA, Denta
Board of California) http://www.dke.cagov

\Vocational Nursing

Upon gaduation, stueknts are required to pass theNCLEX-VN examination
in order to become licensed and employed as Licensed Vocaiona Nurse-

http://www.bvnptcagov/

ADVI SORY COMM ITTEE

NCC utilizes theexpertise of advisay boards for eat program. Board members are industy
representatives who slare unique knowledge and skills that complement and enhance National
Caree College programs. Advisay Board members med annually at National Career Collegeto

discuss therograms.
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PROGRAM S OFSTUDY

All National Carea College Programs aredelivered in English
Majority of class gssicnswill be held at 14355Roscoe Blvd., Panorama city, CA91402

Didadic portions ofprograms tret are held at the National Career College additional clasgoom
locaion (14547 TitusSt., Suites 102, 211, &12,PanoramaCity, CA 91402) includethe
Medica Office Spedalist, and Healthcare Administration Programs

MEDICAL ASSSTANT PROGRAM
Instructional Method of Delivery iResidentiaBlended

Medical Assistant Program Description & Objedives:

Medicd Assistingis a multi-skilled alli ed hedth professionwhosepraditioners work primarily
in ambulatory settings such as medical offices and clinics. Medical Assisants function as
members of the hedth care delivery team and perform a variety of administrative and clinical
procedures. The Medicd Assisent Program will help students obtain the skillsand knowledge
necessry to work in medicd offices or outpatient clinics. Students will receave training and
instructions in adminidrative and clinicd office procedures, medicd laboratory tests and
procedures, human anatomy and physiology, medicd teminology, patient psychology, medical
ethics, medicd law and phamaalogy.

Succesgul completion of this program entitles graduates to sit for the Medicd Assisent National
Cetrtification Exam through the Amercan Assaiation of Medicd Assisants (AAMA)
organization.

m 32 Wedks with extemshp (Morning, Aftemoon,& Evening) i FULL TIME

Outside

Course Total Ledure Lab Extern

Number

Work
Hours Hours Hours Hours
Hours

CourseTitle

Medicd Assisting, Roles &

MA-101 Resporsibilities 100 40 40 20 0 4 35

MA-102 Anaomy & Physiology/ Clinical 110 40 40 30 0 4 35
Procedures |

MA-103 | Medcd Office Administration 100 40 40 20 0 4 3.5

MA-104 Anaomy & Physiology/ Clinical 110 40 40 30 0 4 35
Procedures |

MA-105 | Medica Office Finance 100 40 40 20 0 4 3.5
Anaomy & Physiology/ Clinical

MA-106 Procedures i | 110 40 40 30 0 4 3.5

MA-107 | Anaomy & Physiology/ 110 40 40 30 0 4 35
Phamacdogy

MA-108 | Externship 160 0 0 0 160 4 3.5

TOTALS 900 280 280 180 160 32 28
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Medical Assistant Program Module Descriptions

MA-101: Medical Assiging Roles and Responsibilities

Prergquisites: None

Total clock hous: 100 Total semester credit hours: 3.5

OutsideHomework Hours: 20 hous

Description:  Thismoduleprovides an overview of the roles and responsibilities of a medicd
assisant, an overview of the histay of medicine, and essential legal and ethicd responsibilities
of an allied healthcare professioral. Students get an introduction to the hedth care tean, lean
effective interpersonal communcaion techniques, basic medicd terminology and aaquire typing
skills. The modile covers clinicd aspeds of medicd assistirg, beginning with asepsisand sterile
techniques and minor dfice sugeries including the identification of common medicd office
sugical instruments. Esential skills for medicd emergencies andfirstaid are built.

MA-102: Anatomy & Physiology/Clinical Procedures |

Prergquisites: None

Total clock hous: 110 Total semester credit hours: 3.5

OutsideHomework Hours: 30 hous

Description: This moduleis an introduction to the clinicd aspect of the medicad assisting pofesson
as well as human anatomy and physiology. The moduleintroduces the structures and functions of
the circulatory, respiratory and immune systems and covers topics in phlebotamy, injedions and
cadiopulmorary procedures such as eledrocardiography (EKG), Holter monitars and stress tests.
Students also lean and pradice tient-care skills sich as venipurcture, EKG, and various
spedalty examinations nvolving radiology and dagnosticimaging.

MA-103: Medical Office Administr ation

Prerequisites: None

Total clock hous: 100 Total semester credit hours: 3.5

OutsideHomework Hours: 20 hous

Description: Students will lean and pradice essntia procedures for medicd office
management. The module provides an introduction to manual and compuerized records
management methodsand different types of filing systems. Telephane techniques, appointrrent
scheduling, HIPAA compliance and reception duties are also covered. Medicd office management
saitware word processirg, and keyboarding skills are practiced through various handson
adiviti es.

MA-104: Anatomy & Physiology/Clinical Procedures I

Prerequisites: None

Total clock hous: 110 Total semester credit hours: 3.5

OutsideHomework Hours: 30 hous

Description: This moduleis an introduction to the study and function of the digestive, urinary,
nervous systems and special senses. Essential clinicd duties include maintaining Occupational
Safdgy and Hedth Administration (OSHA) Standards, hand-washing, patient preparation, and
assisting withexaminations, emphasizing the importance of being proficient. Introduction to
tedhnigues in the clinicd laboratory including competent use of the microscope, understanding
the theory and knowledge of common laboratory tests performed in the physicianG office
Fundamentals of collection, preparation and processingof specimens, urinalysis, and accurate
reporting of test results.

47



MA-105: Medical Office Finances

Prergquisites: None

Total clock hous: 100 Total semester credit hours: 3.5

OutsideHomework Hours: 20 hous

Description: Thismodule isan introduction to medicd office finance procedures and fundamentals
of billing, colleding and boolkeeping. Types of Insuance ICD-10 coding, CPT- coding, and
hedth care clam forms are inroduced as well as basic pegboard exerdses. Fundamentals of
Medisoft® (medicd office management sditware) are practiced. Students will perform
keyboarding usingvarious activities. Essential management skills for the physician& dfice are
covered as well.

MA-106: Anatomy & Physiology/Clinical Procedures Il

Prergquisites: None

Total clock hous: 110 Total semester credit hours: 3.5

OutsideHomework Hours: 30 hous

Description: This module isan introduction to the stucture and function of the nale and female
reproductive systems, endocrine, integumentary, and musculoskeletal systems. Fundamentals in
the proper useof ambulatory aids and body medanics are aso discussd. Blood glucosetesting,
gynecologicd examinationsand assistingwith pediatric evaluationsare covere.

MA-107: Anatomy & Physiology/Pharmacology

Prergquisites: None

Total clock hous: 110 Total semester credit hours: 3.5

OutsideHomework Hours: 30 hous

Description: The modulerefleds basic theory and clinicd information related to drugs, including
classficdions, souce, dosages and measurements, regulatory requirements, and basic principles
of drugadministation. At all times, safety is emphesized for the hedth professioral administering
the medication and the patients recaving the medicaion. Accuracy is stressed. Caree
development and formulation of a resumeare included.

MA-108: Externship

Prergquisites: MA101- MA107

Total clock hous: 160 Total semester credit hours: 3.5

OutsideHomework Hours: Ohous

Description: This moduleincludes sugrvised experience in medical offices to povide the
stucent with a comprehensive applicaion of administative and clinicd skills. This moduleis
designed to give the student an oppatunity to discuss,evaluate, and share leaning experiences
and to stengthen learning situations krought up in aclinicd extemship.
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MEDICAL OFFICE SPECIALIST PROGRAM

D.O.T. Code: 214482010 C.l.P. Code: 510710

Instructional Method of Delivery is Residentklll Distance

Medical Office Spedalist Assisant Program Description & Objedives:

SOC Code: 43.1011

The Medicd Office Speaalist program prepares graduates for entry-level employment asa medicd
office billing spedalist by providing training in the knowledge, skills, and techniquesneeded to
function in themedicd frontoffice hospital, or medical clinic. Studentswill lean to set up patient
reards, compuerized pradice management, and other functions essential to the nedicd office
environment. Students will also lean thebasics of medical codingusing CPT and ICD-10-CM

codes, and preparation and processingof varnious insuiance claims.

m 34 Weeks with extemshp (Morning & Evening)1 FULL TIME

Outside Semester
NCourbse CourseTitle Ij|'otal L:dure HLab Ethern Work V-\I;Otakl Credit
umper ours ours ours ours Hours eeKs Hours
Medicd Office
MOS-101 | Procedure/computer 100 60 20 0 20 4 450
applicéion
Medicd Terminology,
MOS-102 Anatomy & Physiology | 100 60 20 0 20 4 4.50
Medicd Terminology,
MOS-103 Anatomy & Physiology Il 100 60 20 0 20 4 4.50
Medicd Insuance
MOS-104 100 60 20 0 20 4 4.50
MOs-105 | Medicd Cadingl /1CD- 100 | 60 20 0 20 4 4.50
io0aM
Medicd Coding Il / CPT-
MOS-106 coding 100 60 20 0 20 4 4.50
MOs107 | Eledronic Medicd Record o0 | g5 20 0 20 4 4.50
Billing
MOS-108 | Employment Prepardion 20 15 5 0 0 1 1.00
Medicd Office Spedalist
MOS-109 Extemghip 180 0 0 180 0 4.5 4.00
TOTALS 900 435 145 180 140 335 36.00

Medical Office Spedalist Program Modile Descriptions

MOS-101: Medical Office Procedures/ Computer Application
Prerequisites: None

Total clock hous: 80  Total semester credit hours: 4.5
OutsideHomework Hours: 20

This courseis an introduction to medicd seaetaria duties and dfice procedures. Thestucdent is
trained in telephoneprocedures and etiquette, patient reception and sheduling tedhniques,
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medicd filesand records management, mail processingand inventory control, human relationsand
medical office management. The importance of accuracy, medicd ethics and the legal
aspeds assaiated with medica reaords are emphasized. Students will also aqquire proficiency
in the operation of Microsdt Word sdtware program on the persoral compuer, including
menus, centering, formatting, editing, working with fonts, tables, labels, envelopes & graphics
(for presentations) as well as printing, repladng text and referencing help.

MOS-102: Medical Terminology, Anatomy and Physiology!

Prergquisites: None

Total clock hous: 80  Total semester credit hours: 4.5

OutsideHomework Hours: 20

The classin Medicd Terminology, Anatomy and Physiology | provides students with a basic
knowledge of the human body (Anatomy), its functions (Physiology), and diseases. Students are
taught to develop a medicd vocabulary including area such as pronurciation, plurals, spelling,
origin and constuction that are assaiated with the following body systems: skeletal, muscular,
cadiovascular systems, lymphatic systems, and respiratory systems. Likewise, the terms related
to the human body in hedth and disease. The course focuses on the reaognition, definition,
spelling, and pronurtiation of these medicd terms and at the same time leaning the structures
and functions of the body systems. Through lecture and the assgned textbook students acquire
full understanding of thesetwo impatant areas ofthe human anatomy and physiology.

MOS-103: Medical Terminology, Anatomy and Physiology I

Prergquisites: None

Total clock hous: 80  Total semester credit hours: 4.5

OutsideHomework Hours: 20

The classin Medicd Terminology, Anatomy and Physiology Il provides a basic knowledge of
the different prefixes, combining forms, sufixes of medicd tems that are assaiated with the
following body systems: digestive systems, urinary systems, nervous systems, spedal senses,
integumentary, endccrine, andreproductive systems. Likewise, the emmsrelated to the Diagnostic
Procedures and Phamaamlogy. The course focuses onthe reaognition, definition, spelling, and
pronunciation of these medical terms (anatomicd, physiological, diagnostic and pathological
terms) and at the same time leaning the structures and functions of the body systems. It
also includes the reagnition, definition, spelling, and pronunciation of terms used in medicd
pathology and medicd practice

MOS104: Medical Insurance

Prerequisites: None

Total clock hous: 80  Total semester credit hours: 4.5

OutsideHomework Hours: 20

The Medicd Insuance modulefocuses on managing hedth information, both from a patient and
a pradice perspective, including regulatory guidelines and lega/ethicd aspeds of medica
insurance, billing and coding.  Students lean about nedicd records management, patient
information forms, charts, and authorizations for treament. Students also lean about privacy
laws, fraud and abuse, auditing petient records for corred assgnment of codes, and spedalty
coding pocedures. This management is also designed to develop professioral skills and
proadive careea management.

50



MOS105: Medical Coding I/ ICD-10CM

Prerequisites: None

Total clock hous: 80  Total semester credit hours: 4.5

OutsideHomework Hours: 20

This class prepares stucents with a solid badground of performing medicd coding of different
diagnoses and procedures used by health care providers.  The use of the International
Classficaion of Diseases (ICD-10-CM) manuals will be presented in easy step-by-step fashion.
Medicd Teminology used in thedifferent :2dions ofthesemanuals will be mastered.

MOS106: Medical Coding Il/CPT

Prergquisites: None

Total clock hous: 80  Total semester credit hours: 4.5

OutsideHomework Hours: 20

This module pepares stucents with a solidbadkgroundof medicd coding of different diagnoses
and procedures used by severa hedth care providers. The use of the Current Procedure
Teminology (CPT) manual will be presented in easy step-by-step fashion. Medical
Teminology used in the different sedions of these manuals will be mastered. Studentsalso lean
auditing patient recrdsfor corred assgnment of codes, and specialty coding procedures.

MOS107: Electronic Medical Record/Billi ng

Prerequisites: MOS1057 MOS106

Total clock hous: 80  Total semester credit hours: 4.5

OutsideHomework Hours: 20

A compuerized job-simulated billing exerase using SmChart will provide the student with a
complete learning package inthis course. Thiscoursewill providethe stu@ntsthebasic knowkdge
to apply patientés demogaphics usng compuer sditware to minimize errors in submittingclaims
to different insurance companies. This will help the students understand the dfference between
manual and computerized generaion of clam formsfor reimbursement.

MOS108: Employment Preparation

Prergquisites: None

Total clock hous: 20  Total semester credit hours: 1

In this course stucents lean how to prepare for employment through locaing souces of
employment, writing letters of applicaion, preparnng a resune, interviewing for a job and
follow-up procedures.

MOS-109: Medical Office Spedalist Externship

Prergquisites: MOS101- MOS108

Total clock hous: 180 Total semester credit hours: 4.0

The Medicd Billing and Coding Spedalist Externship moduleis the opportunity for stucents to
focus on medicd billing and coding skills. The extemshipis designed to provide pradicd on-
the-job experiences that augment the stulentés in-class expeliences. Students are required to
complete a BO-hourexternshipprogram at a wak site conneded with their field of study, which
normally includes hedth catre faciliti es, such as private or group physician pradices, clinics, and
industial clinics. This course will include out-of-class work such as realing and writing
assgnments, padice and pradicd applicaion assignments,and projects.
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DENTAL ASSSTANT PROGRAM *

D.O.T. Code: 079.351-018 C.ILP. Code: 510601 SOC Code: 31-9091

Instructional Method of Delivery is ResidentBlended
Dental Assisant Program Description & Objedives:

Thegoal of the Dental Assigant program is to provide graduates with the skills and knowledge
that will enablethem to qualify for entry-level positionsas dental assstants.Sincethey are trained
in clinicd and radiographic procedures, their sewices are also saught by general dentists,
and dental office fadlities specidizing in pediatrics, orthodortics, endodontcs and other
specidlties, dental schools, dental supgy manufacturers, hospitl dental departments, cental
laboratories and dental insurance companies.

The obgdive of the Dental Assisant program is to provide the stuent with the appropriate
didadic theory and hands-on skills required and necessary to prepare them for entry-level
positionsas dental assisénts in todayé modern hedth and dental care offices, dental clinics,
and fadliti es. Students will study diagnostic and procedura teminology as it relates to the
acarate completion of dental examinations, pocedures, and daily tasks.

The combiration of introduced skills taught in this program, will prepare students for theever-
changing field of dentisty and orthodontts. Students study dental radiography, dental
sciences, operdory dentistry, laboratory procedures, dental anatomy and orthodontts, and
dental hedth.

Completion of the Dental Assistint program, including the classoom training and extemship,
is adknowledged by the awarding of adiploma.

= 40 Weeks withextemshp (Morning & Evening)1 FULL TIME

Outside
Course Course Title Total Ledure Lab Work Extern
Number Hours Hours Hours Hours
Hours
DA-101 | Deral OfficeEmergendesand | 4 40 40 30 0 4 4.00
Compliance
DA-102 | Dental Radiography 110 40 40 30 0 4 4.00
DA-103 | Dental Specidties 110 40 40 30 0 4 4.00
DA-104 | Operatory Dentistry 110 40 40 30 0 4 4.00
DA-105 | Labaratory Procedires 110 40 40 30 0 4 4.00
Dental Anatomy and
DA-106 Orthodbntics 110 40 40 30 0 4 4.00
DA-107 | Dental Health 110 40 40 30 0 4 4.00
DA-10g | Modern Conceptsin Denta 110 | 40 40 30 0 4 4.00
Assgsting
DA-109 | Adminigtrative Dertistry 110 40 40 30 0 4 4.00
DA-110 | Externship 160 0 0 0 160 4 35
TOTALS 1150 360 360 270 160 40 395
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Dental Assisaint Program Module Descriptions

DA-101" Dental Office Emergencies and Compliance

4.0 Semester Credits

Prerequisite: None

LectureHours: 40.0Lab Hours: 40.0 Qutside Work Hours: 30.0

In this moduk, students will complete board approved training in infection control. Students
are introduced to Cal- DOSH (Cdlifornia Only) regulations and guidelines and Occupationa
Safety and Hedth Administration (OSHA) standards for infection contol and hazard
communcaion. Topics include mcrobiology, contagious diseases concerning the dental team,
universal precautions, barrier techniques and handling hazardous chemicds. Students padice
step-by-step instrument decontamination using approved sterili zation agents and methods.
Studentslean operatory disinfection using approved agents and methods.Methodsfor taking and
recording vital signs and blood presaure are introduced. Related dental terminology is studed.
Basic concepts of psychology and communcation are discussed with emphasison Felping dental
patients overame anxieties related to dental treament. Spedal consicerationsfor the medically
and physicdly compromised patients are presented. Career development skillsare also taught.
Students are aso introduced to basic anatomy of the head and teeh.

DA-1021 Dental Radiography

4.0 Samester Credits

Prerequisite: None

LectureHours: 40.0Lab Hours: 40.0 Qutside Work Hours: 30.0

This module introduces stucents to the basic anatomy of the head and teeh in order to
familiarize stucents with the anatomical structures involved in denta radiographs. Radiation
protedion and the hazards of X-ray radiation are studied. Emplesisis placal on maintaining
radiation safety while obtaining the best possible diagnostic quality on dental radiographs.
Students are also introduced to digital radiography. Theory, laboratory skills, and clinical
practice meet state guidelines for a Radiation Safey Cetificae and comgy with federal
regulations for certifying radiographic operators. Students pradice techniques of film exposue
and mounting inequipped dental operatories with industy-approved structural and monitaring
devices. Exposue techniques include bitewing, biseding and parall el techniques are performed
on a patient simulator manikin. Upon succesful completion of practice students produce
radiographs on site for clinicd patients as prescribed by a licensed dentist (California and
Florida States Only). Students process film using a fully equipped darkroom or autonetic
processa. Students are also required to mount processed radiographs and evaluate the
diagnostic quality according to established criteria.  Students retake nondiagnostic films.
Professioral responsibilties regarding the state radiation safety cetificate are introduced as well
as quality assuance and infedion control. Students are introduced to basic anatomy of the head
and teeh as it relates to dental radiographs. Occupational Safety and Hedth Administration
(OSHA) standards for infection control and hezard communtcation are discussd.

DA-10371 Dental Spedalties

4.0 Semester Credits

Prerequisite: None

Ledure Hours: 40.0Lab Hours: 40.0 Outside Work Hours: 30.0

In this module, students study cranial anatomy as it relates to anesthesia administration and pain
control. Methodsfor oral evacuation and rubber dam isolation are leamed. Skills performed
by the dental assistnt in the specialty areas of Oral Surgery and Endadontics (root canals) are
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presented, including procedures for the administation of topicd and locd anesthetics. Students
practice acquired skills on training manikins (Typodontg, pladng instuments and materials.
Childrencs dentistry (Pediatric Dentistry) as a specialty is presented. Students are introduced to
basic anatomy of the head and teeth. Occupational Safdy and Hedth Administration
(OSHA) standards for infection control and hazard communcaion are discused. Related
dental teminology is studied.

DA-1041 Operatory Dentistry

4.0 Semester Credits

Prerequisite: None

LectureHours: 40.0Lab Hours: 40.0 Qutside Work Hours: 30.0

This module introduces stucents to chair-side assisting duties and techniques pradiced in
generd dentistry with emphasis on sit-down, four-handed dentistry. Students learn how to
hande and trander dental instruments and place meterials on models. Propetties and
manipulation of common dental materials, including amalgam, composites, gbssionomers and
sedants, are presented. Students pradice required RDA procedures such as placement,
wedging and removal of matrices, placement of cement bases and liners, and placement of
tempaary sedative dressing on Typodonts manikins.  Basic concepts of psychoogy and
communcaion are discus®ed with emphesis on helping dental patients overcome anxieties
related to dental treatment. Students are introduced to basic anatomy of the heal and tedh.
Occupational Safety and Health Administration (OSHA) standards for infection control and
hazard communcaion Students also stuly related dental terminology.

DA-1057 Laboratory Procedures
4.0 Samester Credits

Prerequisite: None _
Ledure Hours: 40.0Lab Hours: 40.0 Outside Work Hours: 30.0

In this module, studentsreceive handson training in taking impressionsand constucting study
and master casts. Students are exposed to a variety of impressionand gypsum materials and
procedures for their use. The casts are then used to pradice dental procedures such as the
fabrication of customtrays and temporary crowns. Prosthodonits as a spedalty is presented
with instruction in crown and bridge procedures and full and partia dentures. Students are
introduwed to dental implants and the various types of mouth guards such as night-guards,
spats guards and bleaching trays. Laboratory safety and infection control are presented. Students
are introduwed to besic anatomy of the head and teeh. Occupational Safety and Health
Administration (OSHA) standards for infection control and hazard communcation. Related
dental terminology is studied.

DA-1061 Dental Anatomy and Ort hodontics

4.0 Samester Credits

Prerequisite: None

LectureHours: 40.0Lab Hours: 40.0 Qutside Work Hours: 30.0

This module focuses on orthodontts as a specialty. Students receive handson training in

pradicing orthodontic nessurements, paceanent of separators and sizing bands and
placement and ligation of arch wires. Theory on orthodontic assisant duties, office routine
and malocdusion clasgficaions are presented. In addition, stucents leam to chart the oral
conditions of patients in compliance with state guidelines for mouth mirror inspedion.
Introduction of tooth morphology, oral structures, and ora pathology are presented. Students
are introduced to basic anatomy of the head and tedah. Occupational Safety and Hedlth
Administration (OSHA) standards for infedion control and hazard communicaion. Related
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spelling and terminology is studied throughout themoduke.

DA-1071 Dental Health

4.0 Samester Credits

Prerequisite: None

LectureHours: 40.0Lab Hours: 40.0 Qutside Work Hours: 30.0

Spedalty areas of oral pathology and periodontics are studied. Placement of periodontal
sugicd dressngs is demonstated and pradiced on manikins acording to RDA criteria.
Students also learn about CPR for the Hedthcare Provider and how to manage emergencies that
may occur in the dental office Preventive dentistry is emphasized. Related areas of nutrition
and fluorides are presented. Students also study related dental terminology. Students will learn
pit and fissue sedants. Theory, laboratory skills and clinical pradice meet state guidelines for a
Pit and Fissue Sedant Cettificae and comply with programmatic regulations for cettifying
stucents. Coronal polish theory and procedures are taught and practiced on manikins and
then on clinicd patients under the direct sypervision of a licensed dentist (California and
Florida States Only). Completion of Corona Polish and Pit and Fissue Sedants requirements
will pemit the assiseint to perform the procedure after obtaining the Registered Dental Assisent
license (Cdlifornia programs only). Students are introduced to basic anatomy of the head and
tedh. Occupational Safety and Hedth Administration (OSHA) standards for infection control
and hazard communcéion.

DA-1081 Modern Conceptsin Dental Assiging

4.0 Samester Credits

Prerequisite: None

LectureHours: 40.0Lab Hours: 40.0 Qutside Work Hours: 30.0

This module will focus on the additiona skills and duties alowed to a denta assistent
and registered dental assistnt.  Students will complete training on the California Dental
Pradice Act. Students will lean intra and extraoral photography as it relates to dentistry.
Face bow trander and light cured isalation techniques will also beleamed. Studentswill lean
duties in patient monitaing ushg EKG and sedation equipment, the use of automated caries
detedion devices, and leam the useof compuer aided design (CAD) machines. Students will
learn provisioral fabrication. A review of dental anatomy and morphdogy is presented and
related spelling and terminology is studied throughout the moduke. Students are introduced to
Occupational Safey and Hedth Administration (OSHA), standards for infection control and
hazard communcation.

DA-10971 Administr ative Dentistry

4.0 Samester Credits

Prerequisite: None

Lecture Hours: 40.0 Lab Hours: 40.0 Qutside Work Hours: 30.0

This module focuses on basic administative procedures and receptionistrelated duties
performed in the dental office. Routine office procedures such as appointment scheduling,
filing, mail handling, inventory control and telephone communcdion are included. Students
are introduced to the lega and ethicd respmsibilities of the dentist and the denta staff.
They become familiar with records management systems and leain how to take case histaries
and obtain information for the completion of dental records. They aso work with a pegboard
system to accomplishtasksin daily poging, cashmanagement and reconcili ation.
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An introduction to dental insurance and the procedures required in coding and billing is included.
Students use computerized pradice management sditware to complete dental insurance claims

and patient records. Students are introduced to basic anatomy of the heal and
tedh, Cccupational Safety and Hedth Administration (OSHA), standards for infection
control and hezard communcaion. Esentia dental termindogy is aso studed.

DA-11071 Dental Assigant Externship

3.5 Semester Credits

Prerequisite: DA101- DA109

LectureHours: 0.0Lab Hours: 0.0 Externship Hours: 160.0

This modules 160hous of unpeaid, supervised, pradical in-service in a dental office or clinic

in which thestudent practices dired application of all administrative and clinicd functionsof dental

assistirg.
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VOCATIONAL NURSING PROGRAM
DOT CODE: 079.374014 CIP Code51.3901 SOC Code 29-2061

Instructional Method of Delivery is Residential

Vocational Nursing Program Description & Objedives:

TheVocaiona Nursingrole represents thebeginning level of the nursing pradice continuumas
members oftheprofessn, provider of patient-centered care patient safety advocate, and member
of hedth care team. The purposeof the Vocaiona Nursing Program is to pepare graduate
vocational nurses whoare competent and sef-directed, to function under the sugrvision of the
registered nuse or physician, to and provide nursing care in structured hedth care setting for
individua clients whoare experiencing common, vell-defined hedth problems with pedictable
outcomes.

Students who sacesdully complete al programs obgdives and med the California Board of
Vocationa Nursing and Psychiatric Technicians(BVNPT) requirements will be€ligible to register
and take the National Courcil Licensue Examination for Pradica Nurses (NCLEX- VN).

A 60 Weeks withclinicd (Day only) i FULL TIME

Course CourseTitle lecture Lab Clinical Total Sanester
Number Hours Hours Hours Weeks Credit

VNFN Fundamentals of Nursing 300 100 96 104 10 12
VNA&P Anaomy and Plysiology 50 50 0 0 5 3
VNPH Phamacdogy 54 40 0 14 5 2.5
VNMS | Medca Sugical Nursing | 352 120 16 216 10 13
VNMS I Medca Sugical Nursingll | 406 150 0 256 15 15
VNMS 1l Medca Sugical Nursinglll | 144 36 0 108 3 4
VNMH Maternal Health (Obstetrics) | 60 20 0 40 2 2
VNCH Child Hedlth (Pediatrics) 60 20 0 40 3 2
VNMENTH | Mental Hedth 120 40 0 80 4 4
VNNCLE X | NCLEX Review 78 78 0 0 3 5
Total 1624 654 112 858 60 62.5

Vocational Nursing Program Module Descriptions

VNFN Fundamentals of Nursing

Prerequisite(s): Meet admissioncritena

Total clock hours: 300

Total semester credit 12.0hours

Description:

This Tem | Nursing Fundamental moduleintroduces therole of thevocational nurseas a
provider of care and member of the health care team. Content includes legal and ethicd aspeds of
nursing, concepts of hedth and wellness, baly medanics, persoral hygiene, basic nursing
procedures, pinciples of infection control, emeggency cae and first ad, nursing assessnent and



vital signs, pinciples of nutrition and diet thergyy, and cultural and scia aspeds of nursing.
Emplesis on hurman growth and development, the development of criticd thinking skills,
communcaion, dacumentation and thenursingprocess.Skills taught are necessary to assistcli ents
with achieving an optimal level of hedth. Principles ofgeriatric care, homeand communty hedth
nursing, and the vocaiona nurses €ole in restorative and rehabilitation care are aso included.
Clinicd sitesand/orsimulated cli ent laboratory assgnments govidehandson leaning experiences
that enable the student to apply concepts and skills related to safe and effective carg hedth
promotion, pychosaial, and physiologica integrity of the client. Theconcepts and applicaions
of Founcitions ofNursingare integrated throughout thecurriculum.

VNA & P Anatomy and Physiology

Prerequisite(s): VNFN

Total clock hours: 50

Total semester credit 3.0 hours

Description:

This Term | moduleutilizes abody systems approad to eaching human anatomy and
physiology. The emphasis of the instruction is on thehuman bady as aliving, functioning
organism thet responds to irdmal and extema changes. Thestudent is introduced to baly
chemistry and microbiology in this modué. Medicd temminology is integrated throughout this
module with emphasis phaceal on kaming to analyze, pronource and el key words. The
conceptsand applicaion of Anatomy and Physiology are integrated throughout thecurriculum.

VNPH Phamaamlogy

Prerequisite(s): VNFN, VNA&P

Total clock hours: 54

Total semester credit 2.5 hours

Description:

This Tem Il moduleintroduces thestudent to thebasic principles of phamaalogy. An

overview of mathematics, with an emphasis on dug dosage cdculations is ircluded. Legal aspeds
of medication administration as well as nedicd tems related to dugs and medicaion
administration are introduced. Basic level phammacokinetics is studed as well as classficaion of
medications by body system. Principles of medication administration will be introduced with an
emphesis on p@tient safety, administation tedhniques, and nusing care guidelines by route of
administration.

VNMS| Medicd Surgical Nursing|

Prerequisite(s): VNFN, VNA&P, VNPH

Total clock hours: 352

Total semester credit 13.0hours

Description:

This Temn || moduleutilizes thenursing processand criticd thinking skills leaned in Tem 1.
Nursingcare of adult cli ents withcommon nedicd surgical hedth care needs in avariety of settings
is emphesized. Hedth promotion is aught along with the concepts of the etiology and hesic
pathophysiology of disaders, thenurseés role in diagnostic tests, recognizing clinical signs and
symptoms ofdisarders, poviding nursing interventions, ircluding demonstating cultural

and spritual competencies, and theidentification of possiblecomplicaions. Thevocaional

nurse grolein evidence-based nursing practiceis reinforced. Clinicd sites and/orsimulated client
laboratory assgnments provide handson leaming experiences. Thestudent will be able to

apply concepts of care for clients experiencing E():é)mmon nedicd surgicd hedth disaders related



to endacrine system, pain management, rest sk, end of life care the surgicd patient, immune
disarder, HIV/AIDS, oncology/ cancer, respiratory system, and integumentary disarders. The
Conceptsand Applicaion of Medica Surgica Nursing lare integrated throughout thecurriculum.

VNMS I Medicd Surgicd Nursing 11

Prerequisite(s): VNFN, VNA&P, VNPH, VNMS |

Total clock hours: 406

Total semester credit 15.0hours

Description:

This Term 111 modulebuilds on thenursing process and critica thinking skills leaned in Term |

& I1. Nursing care of adult clients withcommonmedicd surgical hedth care neels in avariety

of settings isemphesized. Hedth promotion is &ught along with the concepts ofthe etiology and
basic pathophysiology of disarders, thenursess role in diagnostictests,reagnizing clinical signs
and symptoms ofdisarders, providing nursing interventions, ircluding demonstating cultural

and spritual competencies, and theidentification of possiblecomplicaions. Thevocaional nurse $
role in evidence-based nusing practice is reinforced. Clinicd sites and/or simulated client
laboratory assgnments provide handson leaming experiences. Thestudent will be able to

apply concepts of care for clients experiencing common nedicd surgicd hedth disaders related
to systems: uinary, gastrointestina, musuloskeletal, cadiovascular, lymphatic/bloods,
neurosensay, and reproductive. TheConceptsand Applicaion of Medicd Surgica Nursing |1 are
integrated throughoutthis leaning moduk.

VNMSIII Medicd Surgicd Nursing Il 1

Prerequisite(s): VNFN, VNA&P, VNPH, VNMSI, VNM SII,
Total clock hours: 144

Total ssmester credit 4.0 hours

Description:
This Term IV modulebuilds on pogressively mastery of knowledge, abiliti es, and critical
thinking skills leaned in Tem I, 11 & II1. Nursing care of adult clients withcommon nedicd

sugica hedth care needs in avariety of settings isemphasized. Hedth promotion is tught along
with the concepts of the etiology and hesic pathophysiology of disarders, thenurses role in
diagnostictests,recognizing clinicd signsand symptoms ofdisarders, providing nursing

interventions, ircluding demonstating cultural and spritual competencies, and theidentification

of possiblecomplications. Thevocaional nurse $role in evidence-based nursing pradice is
reinforced. Clinicd sites and/or simulated client laboratory assgnments povide handson
leaning experiences. The stucent will be able to apply Concepts ofleadership and sugrvision
and pinciples of professona development. TheConcepts and Applicaion of Medicd Surgicd
Nursing Il are integrated throughout this €aning moduk.

VNMH Matemal Health (Obsgtrics)

Prerequisite(s): VNFN, VNA&P, VNPH, VNMSI, VNM SII, VNMSII |

Total clock hours: 60

Total semester credit 2.0 hours

Description:

This Term IV moduleintroduces theuse of criti cal thinking skills and thenursing process in
caiing for the childbearing family. Child bearng hedth related isswes including cultural and
spiritua neals are taught as anormal process. Ako included is thenursing care for high risk and
complications of pregnancy. Emphasis is pacel on thechild beaing family during the prenatal,

intrapartum and postaurtum perods. Nusingcare of the neonate is also included.
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Clinicd sitesand/orsimulated client laboratory assgnments govide handson learning experiences
that enable thestudent toapply conceptsand skillsrelated to thechild-bearing family.

VNCH Child Hedth (Pediatrics)

Prerequisite(s): VNFN, VNA&P, VNPH, VNMSI, VNM SII, VNMSII I, VNMH

Total clock hours: 60

Total semester credit 2.0 hours

Description:

This Term IV moduleintroduces thestudent to rursingcare of children and builds on
progressively mastery of knowledge, skills and abiliti es, and criticd thinking skills leaned in
Tem I, 11, & IIl. The emphasis is pacel on growth and development, anticipatory guidance,
cultural and spritual needsand common ledth care problems of children from infancy through
adolescence Recognition of child abuseand appropriate nursing interventions are taught. The
nurse'srolein evidence-based nusing practiceis reinforced. Clinicd sites and/orsimulated client
laboratory assgnments povide handson leaming experiences that enable the student to apply
conceptsand skillsrelated to sfe and effedive care of children.

VNMENTH Mental Hedth

Prerequisite(s): VNFN, VNA&P, VNPH, VNMSI, VNM SII, VNMSIII, VNMH, VNCH

Total clock hours: 120

Total semester credit 4.0 hours

Description:

This Term IV modulebuilds onthethergeutic communiation techniques introduced in VNFN.
The focus ofthis moduleis nusing care which emphesizes thepromotionand suppat of the
emotioral, mental, and saia well-being of clients in avarety of settings. Included is the
continuum ofmental health and current treament moddliti es. Clinicd sites and/or simulated
client assgnments povide hands on €arning expeliences. The student will be able to apply
concepts ofcare for clients experencing psychoscia needs. The Conceptsand Application of
Mental Hedth Nursing are integrated throughout thecurriculum.

VNNCLEX i NCLEX Review

Prerequisite(s): VNFN, VNA&P, VNPH, VNMSI, VNM SII, VNMSIIT, VNMH, VNCH,
VNMENTH

Total clock hours: 78

Total semester credit 5.0 hours

Description:

This Term V moduleintroduces theuseof criticd thinking skills and thenursing process to
guide stucknts in peparation to ke the NCLEX-PN examination. The module reviews the
concepts required for licensure examination and entry into thepradice of professioral nursing.
The NCLEX-PN test pln, asessient of knowledge deficits, and development of individua
study plans kased on theresults of previous sgcialty ATl exams will be utilized. This is a
residential course and a completion of the Vocaional Nursing Program. The applicaion of
NCLEX-PN principlesand concepts will beutilized preparing thestudent for success on NCLEX-
PN exam. Apply knowledge, skills, and uneerstanding of criticad conceptsrequired for entry into
the professioral nursing.
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ASSCCIATE OF APPLIED SCIENCE DEGREE
HEALTHCARE ADM INISTRATION PROGRAM

D.O.T. Code: 214.482010 C.I.P. Code: 51.0701 SOC Code: 299021
Instructional Method of Delivery is Residenti&ull Distance

Healthcare Administration Program Description & Objedives:

The Assaiate of Applied Science degree inHedthcare Administation program preparesgraduates
for entry-level employment in a hedthcare administration setting. This program is designed to
meet the neals ofindividuals whodesire to wak in the alied hedth industy. Studentslean the
skills needed to work in the front and/or back office of hedth care institutions, hospits, clinics,
medicd offices or hedth maintenance aganizations. Students lean compuer skills and
applications, nedicd teminology, medicd billing, medicd insuance and coding, medicd records
and clinicd skills. Medicd office procedures provide stucent the skills needed to inera¢ with
doctors, nurses and other spedalists. Medicd Anatomy and physiology are covered to provide
stucents a broader understanding of the human body as it relates to the clinicd procedure. In
addition, the management skills topics covered within the Assaiate of Applied Science degree in
Hedthcare Administration provides stucents the skills needed to interad and or manage other
employees in an office setting.  Also, the program provides expanded knowledge and
understanding ofgeneral education courses which are beneficial to stucentsin interading within
their communty and beyond, and will be able to accept positionsand/or pomotionsat a higher
level of employment.

= 61 Weeks withextemshp (Morning & Evening)i FULL TIME

Course Course Title Total Ledure Lab Extern Total Sg?:ﬁti?

Number Hours Hours Hours Hours Weeks Hours
HA-101 Operaing Systems 60 30 30 0 3.0 3.0
HA-102 Word Processing 45 15 30 0 2.25 2.0
HA-103 gfﬁ;:;g;:m'ogy’ Anatomy 45 45 0 0 2.25 3.0
HA-104 gfﬁ;:;g;wo'ogy’ Anetomy 45 45 0 0 2.25 3.0
HA-105 Z?&;:;gr;ilﬂology, Anatomy 45 45 0 0 2.25 3.0
HA-106 Medicd Insuance 60 30 30 0 3.0 3.0
HA-107 Medicd Caoding 105 45 60 0 5.25 5.0
HA-108 Eledronic Medicd Billing 75 45 30 0 3.75 4.0
HA-109 Medicd Office Procedures 60 60 0 0 3.0 4.0
HA-110 Eledronic Medicd Records 30 30 0 0 15 2.0
HA-111 Medicd Asgstant | 100 60 40 0 5.0 5.0
HA-112 Medicd Asgstant I 90 61 60 30 0 4.5 5.0




HA-113 Management Skills 60 60 0 0 3.0 4.0
HA-114 Employment Preparétion 15 15 0 0 0.75 1.0
HA-115 Extemship 160 0 0 160 8.0 3.5
SUB-TOTALS 995 585 250 160 49.75 50.5
GENERAL EDUCATION
COURSES
MTH-101 | Mathematics 30 30 0 0 1.5 2.0
COM-101 | Communcaion Skills 60 60 0 0 3.0 4.0
PSY-101 Psychology 30 30 0 0 15 2.0
ECO-101 | Economis 45 45 0 0 2.25 3.0
HIS-101 American Histay 60 60 0 0 3.0 4.0
SUB-TOTALS 225 225 0 0 11.25 15.0
GRAND TOTAL S 1220 810 250 160 61.00 65.5

Healthcare Administration Program Module Descriptions

HA-101: Operating Systems

Prergquisites: None

Total clock hous: 60  Total semester credit haurs: 3

This course intoduces students to the compuer concepts and terminology. Students will lean
commonry used portions of MS Office Suite. The course provides the foundation in the use of
the Intemet/Email and Microsdt Word. Additionally, students will be able to work with
Microsdt Windows XP Operaing System, Microsdt Excd and Microsoft PowerPoint, as well
as Keyboarding and Typing. Students will also lean to navigate the World Wide Web, use
seart engines and establish an e-mail account.

HA-102: Word Processng

Prerequisites: None

Total clock hous: 45  Tota semester credit hours: 2

Students will develop basic skills and understanding of word processing applicaions. Students
develop the skills to creae a vaiety of busiress deuments ircluding busiress Etters and
memos.Studentsbecome poficientin thefeatures of Microsdt Word through laboratory exerases
where word processing concepts are emphasized. Studentsalso lean the basics of formatting text,
paragraphs,and tables, creding healers and footers and setting up daumentsfor printing.

HA-103: Medical Terminology, Anatomy and Physiology!|

Prerequisites: None

Total clock hous: 45  Total semester credit haurs: 3

This moduleprovides students with the basic knowledge of diff erent prefixes, combiningforms,
and sufixes of medicd temrmsthat are assaiated with the sleletal, muscular, and cadiovascular
systems, as well as the terms related to the human body in hedth and disease. The courseaso
focuses on the reaognition, definition, spelling, and pronurciation of these nedicd terms as well
as leaning the structures and functions ofthe body systems.
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HA-104: Medical Terminology, Anatomy and Physiology Il

Prergquisites: None

Total clock hous: 45  Total semester credit haurs: 3

This moduleprovides students with the basic knowledge of diff erent prefixes, combiningforms,
and sufixes of medicd temms that are assaiated with the Lympkhetic, Immure, Respiratory,
Digestive, Urinary and Nervous Systems. The courseaso focuses on the recognition, definition,
spelling, and pronurciation of these medicd temrms as well as leaning the structures and
functions ofthebody systems.

HA-105: Medical Terminology, Anatomy and Physiology Il1

Prergquisites: None

Total clock hous: 45  Total semester credit haurs: 3

This moduleprovides students with the basic knowledge of different prefixes, combiningforms,
and sufixes of medicd temms that are assaiated with the Speda Senses, Integumentary,
Endccrine, and Reproductive Systems. The course also focuses on the reaognition, definition,
spelling, and pronunciation of these medical terms (anatomicd, physiological, diagnostic and
pathological terms)and leaning the structures and functions ofthebody systems.

HA-106: Medical Insurance

Prerequisites: None

Total clock hous: 60  Total semester credit haurs: 3

This course isan overview of the basic concepts concerning insurance and various types of
medicad coverage. Explanation and case studes showing he distinction between Private
Insurance, Medicare Medicad and other governmental programs are discussed. Overwiew of
Workers Compensation, disability insurance and hospi#l billing as a separate discipline is also
coveral. Casestudies and useof acompuer-based programsare heavily emphesized.

HA-107: Medical Coding

Prergquisites: None

Total clock hous: 105 Total semester credit hours: 5

This courseprepares studentswith a solid badkgroundof performing medica coding of different
diagnoses and procedures used by hedth care providers. The use of the Current Procedural
Teminology (CPT) and the International Classficaion of Diseases (ICD-10-CM) manuals will
be presented in easy step-by-step fashion. Medical Teminology used in the different sedions
of thesemanuals will be mastered.

HA-108: Electronic Medical Billing

Prergquisites: HA-106,HA-107

Total clock hous: 75  Total semester credit haurs: 4

A compuerized job-simulated billing exerdse using MediSoft will provide the student with
a complete leaning padage in this course. This course will provide students with the basic
knowledge of applying patientés demographics by usingcomputer sdtware to minimize errors
in submittingclaims to different insurance companies. This will enable students to understand
the dfference between manual and computrized generaion of claim formsfor reimbursement.
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HA-109: Medical Office Procedures

Prerequisites: None

Total clock hous: 60  Total semester credit haurs: 4

This course provides an overview and understanding of the medicd hedthcare roles and
responsibilites in the office Student are trained in telephoneprocedures and etiquette, patient
reception and scheduling techniques. The importance of accuracy, medicd ethics and legal aspeds
assaiated with medical recrds isemphasized.

HA-110: Eledronic Medical Records

Prergquisites: None

Total clock hous: 30  Total semester credit hours: 2

This course provides an in-depth study of Eledronic Hedth Reocord with a brief oveniew of
Introduction to EHR in conredion with operation and management of the medicd fadlity.
Problems, medicaionsand al ergy listswill beleamed. Examinations,treament plans,aswell as
orders and results will bestudied.

HA-111: Medical Assigant |

Prerequisites: None

Total clock hous: 100 Total semester credit haurs: 5

This courseprepares stucentsfor their roles and duties as theclinicd medicd assisant. It covers
hedth care clinicd settings and laboratory procedures. Instuction includes Universal
Precaitions, Infection Control, Medicd Asepsis and Sterili zation Techniques. Student will
pradice taking Vita Signs, Measuements, and Medicd History. Students will aso learn
methods ofthe Physicd Examination and As®ssnent Procedures of the body systems.

HA-112: Medical Assigant

Prergquisites: HA-111

Total clock hous: 90 Total semester credit hours: 5

This course provides an overview of the medica office diagnostic and laboratory procedures.
Clinicd duties of a medicd assistnt will be pesented in a sep-by-step fashion. The impatance
of interviewing for medicd histay, diagnostic accuracy and proper spedmen colledion is
emphesized. Injedions and phlebotamy procedures will be leamed. Students will leain the basic
management skills of different emergencies and understand different behaviors that influence
hedth for future patient educaion.

HA-113: Management Skills

Prergquisites: None

Total clock hous: 60  Total semester credit hours: 4

This course presents an introduction of medical management concepts and strategies used by
modem medicd busiresses. The course is designed to familiarize stuents with the acceted
standards, procedures, and techniques employed by corporate, busiress, and functional level
medicd managers. Further, the course provides stucents with an understanding of the role of
medicd management and how to develop plans and exeate strategies in pursuit of
organizationa goals.
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HA-114: Employment Preparation

Prergquisites: None

Total clock hous: 15  Total semester credit hours: 1

In this advanced course, stucents lean how to prepare resunes covering the skills taught in the
Assaiate Degree program, locate saurces of employment using internet sources, postand email
resunes, inerview for ajob and follow-up procedures.

HA-115: Externship

Prergquisites: HA101- HAl114and all Gen Ed Courses

Total clock hous: 160 Total semester credit hours: 3.5

The Student takes all handson training and academic knowledge to the field in this excdlent
employment opportunity. Students,through their extemshipcoordinator, are assgned to a hospiél
and/or clinic. With ¢ rl-sverldd experience the student can hone skills already leamed and
develop impatant relationship with @tients,doctors and other medical personrel.

General Education CourseDescription

MTH-101: Mathematics

Prergquisites: None

Total clock hous: 30  Total semester credit hours: 2

This course provides students with basic skills and understanding of mathematics including
pradices and the useof commonformulas. A review of basic math functions is provided with
emphesison practicd mathematicd problems. Thecourse will familiarize stueégntswith basic math
theory emphesizing thosecomporents making up a busiress accounting formulas. Basic

equations and techniques will be covered while proficiency is developed in performing busiress
mathematicd operations usingcompuer.

COM-101: Communication Skills

Prergquisites: None

Total clock hous: 60  Total semester credit haurs: 4

This course presents the principles of expositay writing and rhetorical style through coordinated
reading and writing assgnments. Various expostory writing techniques, such as argumentation,
description, and naration are discussd. Topics include the skillsand procedures for conducting
research and the writing of a well -organized and well -developed report.

PSY-101: Psychology

Prerequisites: None

Total clock hous: 30  Total semester credit haurs: 2

The Psychology courseinstructs stuents in kasic knowledge of the study of behavior and mental
processes with emphesis on the scientific nature of contemporary psychologicd investigation.
Topics discussd include reseach methods, the biology of behavior, sensation and perception,
stressand adjustent, leaming, memory, cognition, motivation, emotion, life-span development of
behavior, persordity, and abnamal behavior and its thergies, sccia behavior and individual
differences.

ECO-101: Economics

Prerequisites: None

Total clock hous: 45  Total semester credit hours: 3

A study of the nature and methodsof ecnnom'gg. Topics will include the ecmnomizing problem,



American capitalism, national goals, and the basic principles of morey and banking. A detail ed
analysis of suppy and demand, the mecdhanics of market structures, national income, inflation,
employment theory, and monretary and fiscd policy will be presented and discussed. The scope
and methodobgy of macroeconomics as to choice, scarcity, and problems will be explored. An
introduction to microeacnomics will be presented.

HI S-101: American History

Prergquisites: None

Total clock hous: 60  Total semester credit haurs: 4

Thiscourseis asurvey of American histay fromthe Age of discovery to theend of Reamnstuction.
Topics to be digussd include the ransgdantation of European culture to America the rise of
American society, the irstitution of slavery, and the emergence ofan industial scciety.

National Career College Diploma Program CourseTransfer

Some of National Career College headlthcare program courses may be tranderable to the AAS
degree program, and will be credited and applied towards the occupational related courses.
Thesecourses will beevaluated for each student onan individual basis.
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ASSCCIATE OF APPLIED SCIENCE DEGREE BUSINESS
MANA GEMENT AND ACCOUNTING PROGRAM

D.O.T. Code: 216.482010 C.I.P. Code: 520305 SOC Code: _11-3031

Instructional Method of Delivery is Residentklll Distance

Business Management and Accounting Program Description & Objedives:

The Assaiates of Applies Science (AAS) BMA Degree curriculum is designed to med the
needsof individuals whointendto work in businesssetting. The emphasisis onleaning compuger
skills, acountingapplicaions, accountingfor servicing busiress,and for merdhandise busiressto
med the realsof the bookkeeping and accountingfield. The program aso provides stuentswith
the knowkdge of how to manage a busiress, office procedures, understanding the law related to
busiress, esential neads for marketing and advertising the products, learning the principle of
management skills, and supervising and administating snall or large departments. The(AAS)
degree program also includes courses such as database management applications, tax preparation
and creding reports. The program provides expanded knowledge and understanding of general
education courses which are beneficial to students in interading within their communty and
beyond.

A 60 Weeks (Morning & Evening) i FULL TIME

Course Total Ledure Lab

Number Hours Hours  Hours
BMA-101 | Conmputer Operding Systems 60 30 30 3.00 3.00
BMA-102 | Word Processing 60 30 30 3.00 3.00
BMA103 | Sprealshest | 75 45 30 3.75 4.00
BMA-104 | Spreadsteet I 75 45 30 3.75 4.00
BMA-105 | Accouning for Service Business 60 30 30 3.00 3.00
BMA-106 | ocountngfor Merdandise 60 30 30 3.00 3.00
BM A-107 | QuickBooks Accounting | 60 30 30 3.00 3.00
BMA-108 | QuickBooks Accounting Il 60 30 30 3.00 3.00
BMA-109 | Introduction to Business 45 45 0 2.25 3.00
BM A-110 | Business Management Skills 60 30 30 3.00 3.00
BMA-111 | Human Resouce Management 60 30 30 3.00 3.00
BMA-112 | Busiress Marketing 45 45 0 2.25 3.00
BMA-113 | Database Applicaions 60 30 30 3.00 3.00
BMA-114 | Payroll Accourting 45 45 0 2.25 3.00
BMA-115 | Income Tax Preparaion 60 30 30 3.00 3.00
BMA-116 | BusinessLaw 60 30 30 3.00 3.00
BMA-117 | Employment Preparaion 30 30 0 1.50 2.00
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SUB-TOTALS 975 585 390 48.75 52.00
GENERAL
EDUCATION
MTH -101 | Mathematics 30 30 0 1.5 2.0
COM - 101 | Communtaion Skills 60 60 0 3.0 4.0
PSY- 101 | Psychology 30 30 0 1.5 2.0
ECO - 101 | Economcs 45 45 0 2.25 3.0
HIS - 101 | American Histay 60 60 0 3.0 4.0
SUB-TOTALS 225 225 0 11.25 15.00
GRAND TOTALS 1200 810 390 60.00 67.00

Business Management and Accounting Program Module Descriptions

BMA101 Computer Operating Systems (3 semester credit hou's, No Prerequisites)

This course intoduces students to the compuer concepts and terminology. Students will lean
commonry used portions of MS Office Suite. The course provides the foundation in the use of
the Intemet/Email and Microsdt Word. Additionaly, stucents will be able to work with
Microsdt Windows XP Operaing System, Microsdt Excd and Microsoft PowerPoint, as well
as Keyboarding and Typing. Students will also lean to navigate the World Wide Web, use
seart engines and establish an e-mail account.

BMA102 Ward Processhg (3 Semester Credit Hours, NoPrerequisites)

This course, will help stucents develop basic skills and understanding of word processing
applications. Students will lean to develop the skillsto crede a variety of busiress documents
including busiress letters and memos. The course will tead students to become proficient in the
feaures of Microsdt Word through laboratory exerdses where word processing concepts are
emphesized. Studentswill leain thebasics of formatting text, paragraphs,and tables, creating headers
and footers and setting up dacumentsfor printing.

BMA103 Spreadshed | (4 Semester Credit Hours, No Prerequisites)

In this course, studentswill develop basic skills and understanding of spreadsheds using Excd MS
Office The course includes preparing an Excd Workshed, Editing Data, Formatting an Excd
Workshed, Inserting Formulas in aWorkshed and Enkancing a Workshed.

BMA104 Spreadshed 11 (4 Semester Credit Hours, Prerequisites: BMA103)

In this course, students will develop intermediate skills and understanding of spreadsheds. The
course covers topcs such as Moving Data within and between Workbooks, Maintaining
Workbooks,Creding a Chart in Excd and Entancing the Display of Workbooks.

BMA105 Accounting for Service Business(3 Samester Credit Hours, NoPrerequisites)

Students will develop basic skills and understanding of Accounting. The course will familiarize
studcentswith how accountingGs basic theories are used. Thecourse includes Transadions,Chart of
Acoounts,general journal, general ledger, Financial Statementsand General Ledger Trial Balance.
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BMA106 Accounting for Merchandise Business

(3 Semester Credit Hours, No Prerequisites)

In this course, students will develop basic skills and understanding of Accounting. The course
will familianze stucentswith Purchases and Cash Payments, Sales and Cash Recapts, Creding
Work Shed and Adjustrents, Financial Statements and Closing Entries.

BMA107 QuickBooks Accounting | (3 Semester Credit Hours, NoPrerequisites).

Students will develop basic skills and understanding of accounting QuickBooks sdfitware. The
coursewill familiarize studentswith howbasic theories of accountingare used. Thecourse includes
Vendas, Cusbmers, Adjustnents, Period-End Procedures and Inventory.

BMA108 QuickBooks Accounting Il (3 Semester Credit Hours, Prerequisites: BMA107)

This coursecovers basic skills and understanding ofacounting sdtware. Thecourseincludes New
Company Setup (Easy Setup Interview and Customie), New Company Setup (An Altemative),
and Payroll setup. Thecoursealso includes Pay Employees and Payroll Liabiliti esand Reconcili ng
Banking Acoount.

BMAZ109 Intr oductionsto Business(3.0 smester credit hous, NoPrerajuisites)

This course isan introduction to busiress administration and management, marketing, finance,
human resources, and economcs in the Anerican marketplace Different aspeds of busiress,
including therelationshp of busiressto the social, emnomti, and paliticd worldswill becovered.
The histay of the American econamy and a comparison of the free enterprise system to other
ecnomicsystemswill be discussd.

BMA110BusinessM anagement Skills (3 semester credit hous, No Prerequisites)

This course provides students with basic skills and understanding of processes of Management.
Dedsionr-making and organizational structure will be reviewed, including discussion of
employer-employee relationsand managerial functions in busiesses.

BMA111 Human Resaurce Management (3 semester credit hou's, No Prerequisites)

This course provides students with basic skills and understanding of designing and implementing
a hiring plan. Students will lean tadics for developing and training new employees, strategies
for writing job descriptions, reciuiting applicants, and seleding employees as well as techniques
for creaing an eff ective compensation and lenefits stucture.

BMA112BusinessM arketing (2 ssmester credit hou's, No Prerequisites)

This course intoduces concepts and strategies of modem Business Marketing. It familiarizes
stucents with séndards, procedures, and techniques u®d in marketing topics, sich as marketing
research, consungr behavior, product and pricing stategies, marketing communcaions, and
distribution.

BMA113 DaabaseApplications (3 Semester Credit Hours, NoPrerequisites)
In this course, students will develop basic skills and understanding of Database Applicdions. The
course will cover Creding Database Tables, Creating Relations between Database Tables, Using
Wizards,and Filtering Records.
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BMA114 Payroll Accounting (3 Semester Credit Hours, NoPrerequisites)

This course provides students with the knowedge of cdculating employee gross earnings,
payroll deductions, and net pay. Complete a @yroll register. Students will lean how to make
acounting entries for employee eanings and deductions, record the employerés payroll taxes,
record and report payment of the employerés federd and state uremployment taxes, and report
employee eamings and tax deductions to thefederal govemment at theend of theyea.

BMA115 Income Tax Preparation (3 Semester Credit Hours, NoPrerequisites)

An introduction to the theory and practice of computerized Federd taxation. Topics include
cdculation of taxable income, standard and itemized deductions, exemptions, credits, capita
gain and loss, depreciation, adjustd gross income, sole poprietorship, retirement income,
pensions,sacial seaurity and IRAG. Emplesis is on tax preparaion and tax planning for the
individual.

BMA116 BusinessL aw (3 Semester Credit Hours, No Prerequisites)

This coursewill providestudentswith an understanding ofbasiclegal teminology, principles, and
procedures. The role of the busiress professiorel and the relationship between commerce and
thelegal system will beemphesized. Studentswill beprovided with applicaionsusing he Internet,
database, word processing, and network research systems.

BMA117 Employment Preparation (2 ssmester credit hous, No Prerajui sites)

In thisadvanced course, stucents lean how to pepare resunes covering the skills taught in the
Assaiate Degree program, locae souces of employment usingthe Intemet, postand email
resunes, inerview for ajob and follow-up procedures.

General Education CourseDescription:

MTH -101Mathematics (2 semester credit hous, No Prerequisites)

This course provides students with basic skills and understanding of mathematics including
pradices and the useof commonformulas. A review of basic math functions is provided with
emphesison practicd mathematicd problems. Thecourse will familiarize stuaéntswith basic math
theory emphesizing those comporents making up a busiress accounting formulas. Basic
equations and techniques will be covered while Proficiency is developed in performing business
mathematica operations usingcompuer.

COM-101Communication Skills (4 ssmester credit hous, NoPrerejuisites)

This course presents the principles of expositay writing and rhetorical style through coordinated
reading and writing assgnments. Various expostory writing techniques, such as argumentation,
description, and narration are discussed. Topics include theskills and procedures for condtcting
research and the writing of awell -organized and well -developed report.

PSY-101Psychology (2 ssmester credit hous, No Rerequisite)

The Psychology courseinstructs stuents in kasic knowledge of the study of behavior and menta
processes with emphesis on the scientific nature of contemporary psychologicd investigation.
Topics discussd included research methods,the biology of behavior, sensation and perception,
stressand adjustent, leaming, memory, cognition, motivation, emotion, life-span development of
behavior, persondlity, abnamal behavior and its thergies, social behavior and individual
differences.
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ECO-101Economics (3 ssmester credit hous, No Prergjuisite)

A study of the nature and methodsof economcs. Topics will include the economizing problem,
American capitalism, national goals, and the basic principles of money and banking. A detail ed
analysis of suppy and demand, the mecdhanics of market structures, national income, inflation,
employment theory, and monretary and fiscd policy will be presented and discussed. The scope
and methodobgy of macroeconomics as to choice, scarcity, and problems will be explored. An
introduction to mcroeconomics will be presented.

HIS-101American History (4 ssmester credit hous, No prerequisite)

Thiscourseis asurvey of American histay fromthe Age of discovery to theend of Recnstuction.
Topics to be dizussd include the ransgdantation of European culture to America the rise of
American society, the irstitution of slavery, and the emergence ofanindustial scciety.
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NURSE ASSI STANT TRAI NI NG PROGRAM

D.O.T. Code: 355.67414 C.I.P. Code: 51.3902 SOC Code: 311131

Instructional Method of Delivery is Residential

Nurse Assistant Training Program Description & Objectives:

The Nurse Assistant Training Program prepares health care professionals who care for pataatsl thiat

need assistance. Nurse Assistants provide basic patient care under the direction of a licensed nurse. Duties
include but are not limited to bathing, dressing, grooming, ambulatory care, changing linens, feeding
assistance, recording fluid inpamd output, taking patient's vitals, stocking medical supplies, emptying
catheter bags, running errands, and performing light housekeeping.

Upon satisfactory completion of the course, each graduate will receive a certificate of eligibility for the State
Competency Test through the National Nurse Aide Assessment Program (NNAAP) / American Red Cross.
This exam will test both your theory knowledge and practical skills learned during training. Students must
pass this state certification exam before they caorhecCertified Nurse Assistants.

A 5 Weeks with clinical (Day Onlyi) FULL TIME

Total Semester

Hours Credit
Hours

CNA101 Nurse Assisting 60 100 160 6

Theory Clinical

Course Title Hours Hours

The Nurse Assistant Training Program is composed of theoretical and clinical components. The student will
spend 60 hours of theory residentially and 100 hourkro€al training at clinical sites affiliated with National
Career College and approved by the DHS and supervised by a clinical instructor.

Nurse AssistanProgram Module Descriptions
CNA101: Nurse Assisting(6 semester credit hours)

The purpose of this course is delivering the necessary knowledge and tools to students so they can be a
Certified Nurse Assistant. The following topics are discussed in this course:

Introduction, Patient's Rights, Interpersonal Skills, Prevention Marageoi Catastrophe and Unusual
Occurrence, Body Mechanics, Medical and Surgical Asepsis, Weights and Measures, Patient Care Skills,
Patient Care Procedures, Vital Signs, Nutrition, Emergency Procedures;Teong Care Patient,
Rehabilitative Nursing, Obseation and Charting, Death and Dying.
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FACULTY AND STAFF INFORMATION

Saff

Name Title Status Degree/Education I nstitution

Sam Ksachikian President Full-Time| B-S: - Yerevan State Medicd Institute
(Foreign Country)
Dr. Wazkein (Ken) . . M.D. - Yerevan State Medicd Institute
: Academic Dean Full-Time :

Barberian (Foreign Country)
Gayane Khanoyan Assaiate Diredor/Registrar Full-Time| B.S.- Medical Institute(Foreign County)
AnnaTov an Director of Finance and Eull-Time B.A.- Yerevan University of Econamy and

mesy Compliance Law (Foreign Country)
Joseph Saul Career Coordinator Full-Time| Diploma-Chaffey IT College, Chino CA

Serain Montenegro

Diredor of Admissions

Full-Time

B.S. in Business Management
University of Phoenix, AZ

Robert Ramirez

AdmissionsRepresentative

Full-Time

Diploma - Eagle Rock High School CA

Edith Rosemary Gorealez

Financial Aid Officer

Full-Time

Diplomai United Edication Institute, Van
Nuys, CA

Natta Saleekongprayoon

Admissions Representative

Full-Time

BA/S in Mathematics, San Diego State
University, San Diego, CA

Melany Gaona

Office Administrator

Full-Time

H.S. Diplomai Independence Continuation
High, Lake Balboa, CA

Mike Lopez AdmissionsRepresentative | Full-Time | Diplomai El MonteHS, El Monte, CA
Annie Stafford AdmissionsRepresentative Full-Time| A.A. Degreei West Africa (Foreign Country)
Ellyn Mae Jusay Office Administator Part-Time M._D_.-C_)urLady O.f Felima University-
Philippines (Foreign Country)
Faculty
Name Title Status Degree/Education I nstitution

Judith Hodson

Directorof Nursing (DON)

Full Time

RN, MSN, PurduéJniversity Global

Eric Javier

Director ofHealthcare
Programs

Full-Time

MS - Healthcare Managementew England
College of Business, MA

YolandaPuente-Benson

Denta Assistnt Instructor

Part-Time

A.A.- LosAngeles City College, Los
Angeles, CA

Maria Ulanskas

Vocaional Nursing
TheoryClinicd Instructor

Part-Time

LVN- Aurora Tednicd Center-Aurora, CO

Tuesday A. Siao

Vocationa Nursing Theory

Instructor

Full-Time

RN - BSN - North Valley College Foundhition
(Foreign County)
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