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Admission Policy and Process
A high school education or equivalent is required for admission to all programs.  Prospective students must fill out the Application for 
Enrollment, obtain transcripts or high school diploma (or equivalent), and write a 100 to 200 word essay on why they would like to attend 
Globe Institute of Recording and Production.  Each applicant must also take and pass a basic entrance exam.  This exam is to determine the 
student's ability to successfully be trained to perform the tasks associated with the particular area of training.  The Institute does not 
participate in “Ability-to-Benefit” programs. 

Prior to entry into the program, every student must produce proof that satisfies the following entry requirements:
- 18 or older with a high school diploma or GED equivalent (or turning 18 within the year after HS),
- Valid email and mailing addresses, and phone number,
- A full and working knowledge of English; Students may be denied entry to the program if the Admissions staff determines that upon 
hearing and understanding spoken English at a conversational pace, the student will have difficulty grasping concepts and taking 
appropriate action.
- A working capacity for computer operation.    - A computer headset with mic built-in or equivalent. 
- A reliable high-speed Internet connection. 

Academic Progress and Dismissal Policies
Students are evaluated on a timely basis through regular assignments and homework.  There is a comprehensive midterm in the middle of 
the semester and a final exam at the end of each semester for each class. A student must pass each exam to retain good academic standing.  
A student who fails to maintain good academic standing for a semester will be placed on probation.  A student on probation is expected to 
show the necessary improvement in academic performance by the end of the following semester in order to continue.  Globe Institute of 
Recording and Production offers free tutorial assistance for students who request it. Students may also be dismissed for not following school 
regulations, drug use, sexual harassment, disruption of classes or violence, or if a student fails to make agreed payments.

To Graduate and obtain the Certificate students must have a 2.0 cumulative grade point average. Students must have 70% overall 
attendance . If a student fails a lecture class with an “F” they must retake the whole class. They can retake any lecture class once without 
having to pay for it again.  The Certificate Program must be completed within 6 months.  

Library Resources - We have a library of about 100 books that the students may order for a period of 2 months.  Students must make a 
deposit to receive the books, and pay for shipping.  Of course, if students can make it to the Institute they may access the CDs, books and 
videos. We will help students find local resources in libraries or institutions if necessary.  Student may access the library by asking the Director 
of Education for a book or video within regular hours.

The Institute will transmit the first lesson and any material to a student within seven days after the Institution accepts the student for 
admission and the student makes their first payment.  The Institute shall transmit all of the lessons and other material to the student if they 
have paid in full for the educational program; or, after having received the first lesson and initial materials, requests in writing that all of the 
material be sent.  If the Institute transmits the balance of the material as the student requests, the Institution shall remain obligated to 
provide the other educational services it agreed to provide, such as responses to student inquiries, student and faculty interaction, and 
evaluation and comments on lessons submitted by the student, but shall not be obligated to pay any refund after all of the lessons and 
material are transmitted.

CANCELLATION AND REFUND POLICIES 
If tuition and fees are collected in advance of the start date of a program and the institution cancels the class, the institution refunds 100% of 
the tuition and fees collected. You have the right to cancel the enrollment agreement and obtain a refund.  The institution, for all students, 
without penalty or obligation, shall refund 100 percent of the amount paid for institutional charges, less a reasonable deposit or application 
fee not to exceed one hundred dollars ($100), if the notice of cancellation is made prior to receiving the class materials.  Once a student has 
enrolled, a student may receive a full refund (minus the registration fee) if the student has not received any of the class materials.  
Cancellation will occur when the student gives written notice of cancellation to the school at the address specified on the enrollment 
agreement.  You can do this by mail, hand delivery, or email.  The written notice of cancellation, if sent by mail, is effective when deposited in 
the mail properly addressed with postage prepaid.  The written notice of cancellation need not take any particular form and, however 
expressed, it is effective if it shows that you no longer wish to be bound by this agreement.  

The school will also refund money collected for sending to a third party on the student’s behalf, such as a license or application fees.  If the 
school cancels or discontinues a course or educational program, the school will make a full refund or all charges.  If a student obtains a loan, 
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 money not paid from financial aid funds. 

Change in the day or time when the class is offered after the student has enrolled in the course - A full refund must be offered to a student 
who does not consent to a change of day, or any class that is offered on a day when the student is not scheduled to attend the institution, or 
to a time that is outside the range of time the student is scheduled to attend on the day for which the change in time is proposed.

School closure - The student has a right to a pro rata refund of the unused portion of tuition should the school close before the student 
completes his or her course of instruction.  

A pro rata refund shall be no less than the total amount owed by the student for the portion of the educational program provided subtracted 
from the amount paid by the student, calculated as follows: (1) The amount owed equals the daily charge for the program (total institutional 
charge, divided by the number of days or hours in the program), multiplied by the number of days student attended, or was scheduled to 
attend, prior to withdrawal. All amounts paid by the student in excess of what is owed as calculated shall be refunded.

REFUND PROCEDURE
Refunds are issued through the Business Office when a student withdraws from all classes.  Students who officially withdraw from the 
college should contact the school Director to initiate the issuance of a refund.  For students receiving funding from a third party, tuition 
refunds are first applied toward repayment of third party funding.  Refunds will be paid within 45 days of cancellation or withdrawal.

TIMELY RESPONSE TIME - The institution ensures timeliness of its responses (synchronously or asynchronously) to students’ requests by 
placing a requirement on response time of no more than 24 hours within the institution’s published operational schedule of the 
program/course.
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