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CAMPUSNFORMATION

Mission Statement

Infinity College is committed to serve the unique academic and social needssitident$n a
learning environment thaastills intellectual freedom enablinpemto acquire skills that lead to
career advancement aur ever-changingsociety.

Vision Statement

Infinity College provides an atmosphere of academic excellence where students and employees
can achieve their full p ot e n instils the nedessdryi skilist y Co
so that graduates and ployees can be responsive to socioeconomic, technological, and
environmental challenges in a complex and shifting society.

Institutional Philosophy

Infinity College seeks to enhance and stimulate intellectual growth while concentrating on
personal develaopent and potential for career advancement. Infinity Colte#tgrsthe skills to

help graduatesucceed in Allied Healthareers that will aid them in communicating effectively,
thinking analytically, and advancing professionally and personally.

Core Values

The members of the Infinity College community maintain a culture that:

Adheres to personal acamic and intellectuahtegrity.

Embraces the diversity of cultural backgrounds, personal characteristics, and life
situations represented in tliemmunity.

Values an environment for the free expression of ideas, opinions, thoaigthts
differences impeople.

Respects the rigs, dignity, and property oéll.

Trustworthiness

Fulfilling Our Potential

Valuing Ourselves

Community Involvement

Leadership

Integrity

Learning

Collaborative Partnerships

Too oo oo o o Po Po PoPo Do Do To



Goals

Infinity College has identified goals that guide planning and resource allocation throughout the
college. These goals are intended to be aspirations in that they are assumed tooingpde,

and to be ofgoing. Each goal should result in a number of f@rgn and annual initiatives that

support progress toward accomplishing the broader aspiration. The goals are:

ATo offer high quality programs

A To build andcenbmdcollegei N a student

A premote and celebrate diversity

A To foster commsityr ong col |l ege

A To enhance and suppoutrdachr egi onal devel opment

Organization Structure

INFINITY COLLEGE
ORGANIZATIONAL

INFiNTY COLLEGE

President/ Director

Director of Education e
NA/PN Program Coordinator _ Assistant to the Director

Director of Technology & Online

N7

Advisory Board

&
Administrative Assistant i 5 Financial Aid — 5 = — Student Services —PN Clerical Assistant — Instructors -
Cooperating Agencies

Chain of Command Policy

While a student at Infinity College, it is hoped that all students are comfortable with the
environment that they are in. However, frame-to-time individuals may experience situations
and circumstances which give rise to unhappiness or discomfartityi@ollege desires to assist
students in resolving any such issue.

All students are expected to show proper respect to and promptly obey the Chain of Command at
all times. Respect for the supervisors is essential for both discipline and operaticretaff
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All students are required to be familiar with the Chain of Command and to work within its
parameters.

No student shall initiate contact with Governing Agencies such as but not limited to the Board of
Regents etc. collectively or individually, with any other federal, state, regional, or local officials

with regard to any business or a situation regarding Infinity College unless they have advised the
President and/or Director through the chain of command and have secured his/her consent in
writing. After the President/Director is advised of the situation, he/she will attempt to resolve the
matter on an administrative level at the campus. If the matter is unable to be resolved at the
administrative level, then it will be referred to the CorpoBdeard. Constructive criticism of the
school is welcomed whenever it is motivated by a sincere desire to improve the quality of the
educational program or to equip the school to do their tasks more effectively.

Infinity College have confidence in the pestional staff and students and desire to support their
actions in order that they are free from unnecessary, spiteful, or negative criticism and complaint.
Proper use of the Chain of Command is vital to the overall effectiveness of Infinity College.
Effective communication between Instructors and the administration within the Chain of
Command is crucial to the proper functioning of Infinity College. Therefore, all students will use
the chain of command when communicating issues and problems conceratitegsnat the
campus.

Infinity College advises that the proper channeling of and most effective way to resolve complaints
involving instruction, discipline, or learning materials etc.

Matters referred to Infinity College must be in writing, must incladdress, name, date, contact
phone numbers, signature of the complainant, and should be specific in terms of the action desired.
After reading such complaints, and if more information which might challenge or question the
good name or character of an midual is needed, Infinity College shall consider this in Executive
Session. At the end of the meeting the Director and/or President and should ideally provide an
immediate decision and any appropriate action required. However, in exceptional circemstanc
the final decision may be deferred. The outcome of the meeting will be confirmed in writing to
all parties involved. Every student has the right to voice concerns about policies, conditions, or
personnel at the institution which creates an adverset effiethe education being pursued.

Campus Facility

Infinity College is located at17 West Pinhook RdLafayette, LA 70501 Infinity College
currently offers thefollowing programs: Medical AssistanBhlebotomy and EKG Technician
Pharmacy Technician Medical Insurance Billing & Coding SpecialisNursing Assistant,
Practical Nursingand Associate of Applied Science in Healthcare Management

The campus facility is ainglestory building containing approximatel§200 squarefeet. The
building is centrally heated and air conditioned. The campus facility is equipped with several
classrooms, break room area, offigas|ti-purpose roomand a reception aregtudents will learn

by utilizing various types of medical and office equipment amdputers. The class ratio is 1
Instructor per 20 studentsr most programs
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Affiliations

Louisiana Board of Regents

LSPBNE

National Center foCompetencylesting
Louisiana Department of Health & Hospitals
Gl Bill AcceptanceVA

COE

National Healthcare Association
National Technical Honor Society
Louisiana Board of Pharmacy
GED Skills Training (in house)
ASHP

PTCB

National ACT Testing sitéTest Center Code: 237500

Staff and Faculty

(Subjectto change See Administration for Addendums)

Administration

Name

Title

Dr. Sherica Davis

President/ Campus Director

Shauniki Davis, MPA

Director of Education

Laverne TayloDavis

Assistant to the Director

Ebony Rideau, RN

ProgramCoordinatorPractical NursingNursing Assistan|

Florence Rogers, A.S.

Administrative Assistant

Dr. Anthony NathalCHEP, LMSW

Director of Technology and Online Learning

Carolyn Nelson

Admissions

Paige Pietras

Admissions

BouvanneSouvannarath, B.S.

Financial Aid Officer

Cynthia Herring, A.S.

Administrative Assistant /Student Services Coordinatt

Kendra Davis

PN Administrative Assistant

Faculty
Name FT or PT Degree Conferring Institution Program
Conferred
Dr. ShericaDavis | Full-time Doctorate California Associate of Applied Science in
Intercontinental Healthcare Management
University CPR Instructor
Dr. Anthony Full-time University of the Associate of Applied Science in
Nathal, LMSW Doctorate Cumberlands Healthcare Management
Florence Rogers | Full-time Associate American CPR Instructor
Intercontinental Associate of Applied Science in
University Healthcare Management
Katina Arvie Parttime Diploma Remington College Phlebotomy Technician
Mikahyla Parttime CPhT OJT- Walgreens Pharmacy Technician Training
Campbell Educational Program
Kylie Duplantis Parttime CPhT UTA Pharmacy Technician Training
Scott Meaux Parttime CPhT Delta Schools / High | Pharmacy Technician Training
School
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Tiffany Edwards | Full-time RN Louisiana State Nursing Assistant / Practical Nursing
University at Eunice
Abby Zenon Parttime CIBCS/CMAA | LTC/LSUE Medical Insurance Billing & Coding
Specialist
LaShonda Alfred | Parttime CIBCS/Associate| LSUE Medicallnsurance Billing & Coding
Edmond Specialist
Abby Zenon Parttime LPN, CBCS LTC/LSUE Nursing Assistant
Brittany Alfred Parttime LPN LTC Nursing Assistant
Alicia Schultz Full-time LPN/Associate | Minnesota State Nursing Assistant
Community College
SherylBobb Parttime LPN BRCC /LSUE Nursing Assistant
TabdRonc e | Fulltime High School Remington College Medical Assistant
Williams
Ethel Ambrose Parttime MSN McNeese State Practical Nursing
University
University of Phoenix
Latalia Landry Parttime RN ASN/LSUE Practical Nursing
Ebony Rideau Full-time RN/BSN Our Lady of the Lake | Practical Nursing
College
Ramsey, Candace Parttime RN ASN/Lewis Clark Practical Nursing / Nursing Assistant
College
Knight Mandy Parttime RN Northwestern State Practical Nursing / Nursing Assistant
University
Lovenia Narcisse | Parttime RN/MSN WGU Practical Nursing / Nursing Assistant
Justin Fontenot Parttime RN/MSN/NP WGU / Grand Canyon | Practical Nursing
University
Christy Lee Parttime RN/MSN Northwestern State Practical Nursing /Nursing Assistant
University
Sheresha Parttime RN/BSN McNeese State Practical Nursing
Washington University
Ticey Thibeaux Full-time RN/BSN Our Lady of the Lake | Practical Nursing
Kayla Jeswald Parttime Masters Youngstown State Associate of Applied Science in
University Healthcare Management
Sasha Nsafoah Parttime Masters Seaton Hill University | Associate of Applied Science in
Healthcare Management
Shauniki Davis Parttime Masters California State Associate of Applied Science in
University Healthcare Management
Jeffery Kuhn Parttime Masters University of Associate of Applied Science in
Cincinnati Healthcare Management
Dr. Lisette Negron| Parttime Doctorate University of Phoenix | Associate ofApplied Science in
Healthcare Management
Dr. Juliana Parttime Doctorate University of Phoenix | Associate of Applied Science in
DeSouza Healthcare Management
Dr. Shirley Parttime Doctorate University of Phoenix | Associate of Applied Science in
Williams Healthcare Management
Dr. Emeka Parttime Doctorate Seaton Hill University | Associate of Applied Science in
Udeigwe Healthcare Management
Walker Byrd Parttime Masters Seaton Hill University | Associate of Applied Science in

Healthcare Management
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School Calendar

Holiday 2020 2021 2022

New Year 6s Day January 1 January 1 January 1

MLK Jr. January 20 January 18 January 18
Mardi Gras February 25 February 16 March 1

Easter April 10 April 2 April 15
Memorial Day May 25 May 31 May 30
Independence Day July 4 July 4 July 4

Labor Day September 7 September 6 September 5
Thanksgiving November 2627 November 2526 November 2425

Winter Break

December 23Jan 1

December 23an 2

December 21 January 2

Classes Resume

January 4, 2021

January 3, 2022

January 3, 2023

* Subject to Change*

Non- Discriminatory Policy

Infinity Collegeis an equal opportunity education institution. It does not discriminate on the basis
of race, color, religion, age, sex, physical handicap, marital status, sexual preference or national
origin in administration of its admissions policies, administrapwedicies, and other schoel
administered programs.

Students with Disabilities

In accordane with the Americans wh Disabilities Act,Infinity College makes provisions to
accommodate students with qualified physical, learning, and/or psychological disabilities
Students are asked to please inform staff upon enroliment of any disabiliti@$ so th
accommodations can be made

GENERAL INFORMATION

Hours of Operation

Please feel free to visit our campus at any time during office hours.
Mondayi Friday, 8:00am5:00pm.

Enrollment and Start Dates

New Students may enroll any time Classes start dtequent intervals; thereforeggspective
students shouldonsult an Admissions Representative for the dates of the next starting class

Admissions

Students who are seeking admission or readmission to Infinity College must fil@ragero
documents with the Admissions Qfi. Regardless dfieintended program of studsgll
applicatons are processed in the admissions affitigh stooltranscrpts are evaluate@long
with otherrequired admissiagarelated document#\ll applicants will be considered for
admission on a nondiscriminatory basis
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Admissions Requirements

This Admissions Policy is used to define the enrollment requirements for individuals who wish
to enrollat Infinity College as a regular student. Infin€ollege must adhere to the U.S.
Department of Educain, Accrediting Agency, andSPBNE guidelines.

Applicantsmust file a standard application for admissiofpplicantsinterested in enrolling in

one of our programs of study should contact the schodl schedule an appointment for an
admissions evaluation amake an entrance exam. Applicants should be at least 17 years of age,
possess a high school diploma or GED amgst successfully pass thentrance exam prior to
admission submit all requiredlocumentsand satisfy tuitionPharmacy Technician studertsd
Practical Nursing studenshiould be at least 18 years of agenroll into the program

1
1

= =4 =4

There is a $20 tasi fee for the Entrance ExaifNon- PN Students)

Interview with an admission representative.

Practical Nursing Students Peatrance exanfee $ 40TABE and $50 Accuplacer

Receive a grade placement of at least 12.0 an achievement test approS&PINE

Provide proof of immunization. As required by Louisiana R.S. 17:110: All-tfirss
students born after 1956 must provide proof of immunization against measles, mumps,
rubella, and tetanusdiphtheria as a condition of enrollment. Vaccination for
Meningococcal Meningitis for first time students is required according to Acts 251 and 711
of 2006 Regular LA Legislative Session. Forms are provided to students and must be
completed by the physician/health unit. A waiver may be signed by the studentehowev

in the event of an outbreak of measles, mumps, rubella, tetanus, or diphtheria on campus,
the college will require students who are not immunized to stop attending classes until the
outbreak is over or until they submit proof of adequate immunization.

Please provide a copy of your high school transcript/diploma, GED Certificate or sign a
release allowing Infinity College to request it from your high school or GED testing center.
*Note: The high school diploma or transcript requirement can also besfforeign school

if it is equivalent to a US high school diploma; documentation of proof of completion of

secondary education form a foreign country must be officially translated into English and
officially certified as the equivalent of high school contiple in the United States.

Home School Studentsmust have a recognized equivalent of a high school diploma such
as a homechooled certificate by the state there the student resided during home school.
The student must have completed homeschoolingagbtondary level as defined by state
law. Due to the passage of Consolidated Appropriations Act of 2012, students who do not
have a high school diploma or equivalent and did not complete secondary school in a home
school setting can no longer gain eligtp or Title IV, HEA funds) by passing an "ability
to-benefit” test.

If the applicant does not pass the entrance exam on the first attempt, he/she will have the
opportunity to retake the test for no additional fee. The exam may be attempted only two
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(2) times in one (1) day. The exam can be attempted three (3) times in a six (6) month
period.

1 If the applicant does not possess a high school diploma or GED, then the applicant must
also pass the entrance exam arahly eligible to enroll in the Nursingssistant program

1 Once the applicant has completed all admissions requirements including satisfying tuition
payment standards, the applicant will be granted a scheduled start date to begin their
program of studies.

1 Nursing Assistant, Practical Nursiagd Pharmacy Technician Students must submit to a
state background check and not have committed crimes listed in the program requirements
section.Pharmacy Technician Students must be of good moral character amdp@ored
and be at least 18 years of age

1 Pharmacy Technician Training and Medical Assistant students must possess a high school
diploma or GED and does not have any felony convictions on their backgfRhemnacy
Technician Training students must adhere to have their background check camwjilete
the Louisiana State Police and following the regulations of the Louisiana Board of
Pharmacy.

1 All students will be required to attend an orientation session prior to starting Tess.
purpose of the orientation is to acquaint the student withdhés of the school, its rules,
regulationsand the objectives of their course of study.

1 Have math proficiency sufficient to fulfill the requirements of pharmacy technician job
responsibilities.

1 Students may be required to submit a copy of their immunization records to the school and
a copy of their background checkrigquired.Must speak, read, and write fluently in
English (all classes are taught in English)

1 A Skills and Achievement Commencement Credential for Students with Severe
Disabilities is replacing the Individual Education Program (IEP) diploma effective July 1,
2013. Nether the IEP diploma not the Skills and Achievement Commencement Credential
is acceptable for entrance into the program requiring high school graduation or a GED.

T Studentds enroll ment in a program of stud
institution may be considered enrollment at the home institution for the purpose of applying
for assistance under Title IV [34 C.F.R. 668.43(a) (9)]

1 Additional requirements for Practical Nursing Applicants:
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1 Be fingerprinted by the Louisiana State Police at leastrb the start of the program.

Please list ous ¢ h omarhebas your employer and list student nurse as your reason for

fingerprinting.

Provide LSBPNE with a $51 (by Visa or MC credit or debit) and evaluation form.

Submit an unexpired driver's licensestaite issued identification

Meet all admission requirements as set forth by the board, faculty, and administration

Be admitted with the regularly scheduled class

Provide a certified copy of birth certificate or permanent resident card or possess a valid

United States passport

1 Must not be currently serving under any courtposed order of supervised probation,
work-release, school release or parole in conjunction with any felony conviction(s), plea
agreement or any agreement pursuant to the Louisiana CGdienfial Procedure, Article
893.

1 Scheduled Informational Session (for practical nursing studeAfg)licants are
required to attend an informational session. The session provides information and
clarifies questions related to history, general progrdornmation, functional abilities
competency and performance standards, testing score review/explanation, selection
process, ratingheet, general policies, Louisiana State Board of Nursing Examiners,
financial aid and cost dhe program.
*This session is not a componemf the selectionprocess*

1 *Practical Nursing students are requirtd submit immunization records and a state
background check. State Background Checks must be mailed directly to the LSBPNE from
the Louisiana State Police.

= =4 =4 -8 A

1 Students that are enrolled in programs that require externship must submit a negative TB
result pror to attending clinical. *PN students must submit a TB skin test or chagt x
that is less than ongear old upon acceptance into the program.

Submit to random drug screening.

Provide proof of Selective Service Status: In accordance with the nequite of
Louisiana Law R.S. 17:3151 and the Federal Selective Service Act, male applicants who
are between the ages of 18 and 25 must provide written evidence that they have registered
with Selective Service before they will be allowed to register forsesAcceptable
documentation may be a copy of the applicant's Selective Service Registration card or a
printout from the Selective Service website indicating the applicant's status.

= =

Online Associate Admissions Policy:

Completed application.
High SchoolDiploma, GED or equivalent.

o Waived if the student has completed at least 15 credits of college level
coursework from an institution that is accredited by a CHEA recognized
accrediting body or an international equivalent.

9 Official Transcripts for all pndous college credit earned (if applicable)

= =
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1 Provide proof of Selective Service Status: In accordance with the requirements of
Louisiana Law R.S. 17:3151 and the Federal Selective Service Act, male applicants who
are between the ages of 18 and 25 mustigeowritten evidence that they have
registered with Selective Service before they will be allowed to register for classes.
Acceptable documentation may be a copy of the applicant's Selective Service
Registration card or a printout from the Selective Serwebsite indicating the
applicant's status.

Technology Requirements:

The following lists the minimum recommended hardware and software requirements a
student wil |l need to successfully access |
Supported Operating Systems:

1 Windows 8Y Windows 101 MAC OS X 10.6 (Snow Leopard) and Higher

9 Popup blocker must bdisabled.

1 Students that are enroll@d programs that require externship must submit a negative TB
result prior to attending clinical.

High School Diploma Validation
Many students applying for admission to Infinity College have completed the coursework
required to obtain a high school dipta. As required by rule 688.16, the validity of a
studentés high school diploma or transcript
Financial Aid. This policy governs the process of ensuring the validity of a potential
studentos lmmgh school dipl

[Il. STATEMENT OF POLICY

In the event that a potential student submits a high school diploma with their application for
admission to Infinity College, the Offices of Admissions and Financial Aid is required to
ensure the high school diploma is validquiestions about the validity of a

high school diploma arises, the Diploma and Transcript Validation Process is to be followed.

[Il. DEFINITIONS
DIPLOMA AND TRANSCRIPT VALIDATION PROCESS:

1 Review the documents (diploma and/or transcripts) provided bstuldent

1 Contact the school or individual listed on the document

1 Request direct written communication (preferably in the form of an official transcript)
1 from the school validating graduation of the student in question

Cases that Require AdditionalValidation
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Additional validation of a high school diploma is mandatory for applicants whose diploma
does not meet the required criteria and in cases when there is reason to believe that the
diploma is not valid or was not earned from an entity that presdeondary school
education.

In compliance with 34 CFR 668.16 (p), reasons that the high school diploma may not be
accepted or may require additional validation include:

1. The issuance of the high school diploma was based only on a test and/or pdyment o
fees.

2. The curriculum consisted exclusively of online/distance education instruction, and the high
school is not listed as an accredited institution. The institution will accept diplomas from on
line high schools only if they are accredited by a mai@nd/or regional accreditor that is
recognized by the US Department of Education.

3. There is conflicting high school information.

4. The high school was previously questioned as being a diploma mill by other accredited
higher education institution.

5The high school is not |listed in the U.S.
Education Statistics (NCES). The list of public high schools is accessible at
http://nces.ed.gov/ccd/schoolsearch/ and the list of private high schools is at
http://nes.ed.gov/surveys/pss/privateschoolsearch/.

6. The private high school i's not | isted i

7. Other evidence provides reason to believe that the diploma is not valid or was not
earned from an entity that providescendary school education.

IV. PROCEDURES

When the Office of Admissions receives an application for admission from a potential
student which contains a high school transcript or diploma, the document must be validated.
If the validity of the document(spubmitted by the student is in question, the evaluator of the
application must follow the Diploma and Transcript Validation Process. After completing the
Diploma and Transcript Validation Process, the application evaluator will be able to assess
the validity of any documentation provided by the student. In the case of students applying
for Transfer admission to Infinity College, high school transcripts and diplomas are assumed
to be previously validated by the previous collegiate institution.
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Applicants must pass thgonderlicentranceexam with the following scores based on the program

Once the instiution renders a decision on the validity of a high school diploma, the
decision isfinal and not subject to appeal.

of study:
Program Passing Score

Medical Assistant 15
Phlebotomy and EKG Technician 15
Pharmacy Techniciafraining 15
Medical Insurance Billing & Coding 15
Specialist

Nursing Assistant 10

Practical Nursing

12 on TABE Test

Associate of Applied Sciende Healthcare
Management

TESOL results if applicableith a
minimum score of 100

Applicants must pass the entrance exam with the following scores based on the program (Pistatiyal Nursing

Applicants)
Exam-Minimum Program Reading Language Math
Passing Score
TABE Practical Nursing 12.0 12.0 12.0
ACT 20 17 18
Compass 85 70 55 (Pre-Algebra
33)
AccuplacerClassic 65 (Reading comp) | 74 (sentence 48 (Elem
Skills) Algebra)
AccuplacerNext 250 (Reading comp)| 241 (Writing) 243 Quantitative
Generation Reasoning
Algebra and
Statistics, (QAS)
ASSET 44 42 42

$AOAOI ETET¢C A 300AAT 0660
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The location of each student is determined byirif@mation provided at the time of enroliment

nt o

t he

academi

c

progr am.

t

i's the

student o6

location has changed during their enrollment. All students participating in activities outside of
Louisiana mushotify the university of their change of location. If students change their location
for other reasons not related to participating in academic activities, they, also, must notify the
university of their change of location.

This policy applies to studenits all modalities including but not limited to students who are
enrolled in the following:
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online programs

hybrid courses

faceto-face courses

out-of-state learning placements including but not limitedlitwical rotations,
internships, community servicetcé

1 enrollment in Infinity College online courses while out of the stateoafsiana

=A =4 -4 =4

Financial Assistance

A plan tailored to meet youneeds while attending school can be arranged at the time of
registration. This payment plan cannot be changed. In caseavhargency situation, you can
provide a written request to the school to change payment plans. The school may at the
discretionof the Director, change this plan for you at an additional cost of $25 eaclriiraercial
Assistance may be available through local vendors if funds are available and if contracted with the
school.Interest ratedor alternativeloansvary according td¢hea p p | i aedihwoidhiness.
Infinity College requires that all students who enroll in classes complete, sign, and return the
Tuition Contract. The Tuition Contract provides a financial planning option that allows the student
to pay tuition and feem equal installmentsThe Infinity College Tuition Contract serve both as

the application and the promissory note for all tuition and fee payments due to the school and is
valid until all charges due are paid in full.

To receiveFederalStudentAid, you will needto:

1. Qualify to obtainacollegeor careerschooleducationgitherby havingahigh school
diplomaor General Educational Development (GED) certificatdby completinga high

schooleducationn ahomeschoosettingapprovedunderstatelaw.

2. Beenrolledor acceptedor enrollmentasaregular studentin aneligible degreeor

certificateprogram.

3. Be registeredwith SelectiveService,if you area male (you mustregisterbetween
theagesof 18 and25).

Men exempted from the requirement to registelude.

1 Males currently in the armed services and on active duty (this exception does not
apply to members of the Reserve &ational Guard who are not on active duty

1 Males who are not yet 18 at the time that they complete their application (an update
is not required during the year, even if a student turns 18 after completing the
applicatior).

1 Males born befor&960.

1 Citizens of the Republic of Palau, the Republic of the Marshall Islands, or the
Federated States of Micronesia

1 Noncitizens that first entered the U.S. as lawful-momigrants on a valid visa and
remained in the U.S. dhe terms of that visa until aftethey turned 26.
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4. Haveavalid SocialSecuritynumbemnlessyouarefrom theRepublicof theMarshall
Islands Federated®tatesof Micronesia,or the Republicof Palau.
5. Completed a FAFSA and the school must have a current ISIR to stanitthle
eligibility process.
6. Signcertifying statementsn the FAFSA statingthat:

1 you are not irdefault on afederal student loan

1 do not owe a refund onfaderal grant

1 Sign the required statement that you will use federal student aid only for
educational purposes

7.  Maintainsatisfactory academic progre$SAP)while you areattendingcollegeor
acareerschool.

8. Be enrolledat least halftime to receive assistance from the Direct Loan Program.

9. The Pell Grant program does not require half time enrollment, but the student
enrollment status does affect the amount of Pell a student may receive. A student may
receive Pelfor a total of 12 payment periods or 600@nce the student has reached this
limit, no further Pell may be received.

In addition, you must meet one of the following:

1. BeaU.S.CITIZEN or U.S.NATIONAL

You are a U.S. citizen if you wertgorn in the United States or certain U.S.
territories, if you were born abroad to parents who are U.S. citizens, or if you have
obtained citizenship status through naturalization. If you were born in American
Samoa or Swains Island, then you are a U.Someit

2. Have a GREEN CARD

You are eligible if you have a Forrbb1, F151, or $551C, also known as a green
card, showing you are a U.S. permanent resident.

3. Have an ARRIVAI-DEPARTURE RECORD

Your Arrival-Departure Record 94) from U.S. Cizenship and Immigration
Services must show one of the following:

Refugee

Asylum Granted

CubanHaitian Entrant (Status Pending)

Conditional Entrant (valid only if issued before April 1, 1980)
Parolee
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4. Have BATTERED IMMIGRANT STATUS

You aredesignatedasfab at t er e d-qiurarii d r deydu ae b vicermobdabuse

by your citizen or permanent resident spouse, or you are the child of a person designated
as such under théiolence Against Women Act
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5. Have a FVISA
You areeligible if you have a #visa or a parent with a-T visa.

Veterans Benefits/Other Funding Sources
Selected programs of study lafinity College are approved by the Veterans Affairs for
enrollment of those eligible to receive benefits under Sectiof, 3&Tapters 30 or 32, Title
38. The determination for VA funds is made directly through the departm&tatefans
Affairs. Additional funding may be obtained for eligible candidates through many different
programs including Louisiana Department of Workfae Services, Louisiana
Rehabiliative Services (RS). The determinations for these funds are made through the
respective organizations.

Incarcerated Applicants

A students incarceratedf she/he is serving a criminal sentence in a federal, state, or local
penitentiary, prison, jail, reformatory, work farm, or similar correctional institution
(whether it is operated by the government or a contractor). A student is not considered to

be ircarcerated if she/he is in a halfway house or home detention or is sentenced to serve
only weekends. Our attendance policy specifies that all classed and practical studies are
done at the school s physical | oetigibleforon; t h
admissions.

Conviction for possession or sale of illegal drug®rug Program Information)

1 A Federal or state drug conviction can disqualify a student for FSA funds. The
student seltertifies in applying for aid that he/she is eligible for ising the
FAFSA. The schoolis not required to confirm this unless there is evidence of
conflicting information.

1 The chart below illustrates the period of ineligibility for FSA funds, depending on
whether the conviction was for sale possession and whether the student had
previous offenses. (A conviction for the sale of drugs includes conviction for
conspiring to sell drugs)

Possession of illegal drugs Sale of illegal drug
1st Offense 1 year from date of conviction 2 yearsfrom dde of conviction
2nd Offense 2 yearsfrom date of conviction Indefinite period
3+ Offense Indefinite period

1 If a student was convictedf both possessing and selling illegal drugs, and the
periods of ineligibility are different the student will be ineligible for the longer
period

T A student regains eligibility the day after the period of ineligible ends or when
he/she successfully compdsta qualified drug rehabilitation program. Further drug
conviction will make him/her ineligible again.

1  When a student regains eligibility during the award year, the institute may award
Pell and/or Loan for the current payment period.
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T A qualified drugrehabilitation program must include at least two unannounced drug
tests and must satisfy at least one of the following requirements:

o Be qualified to receive funds directly or indirectly from a fedestate,or
local government program.

o Be qualified to eceive payment directly or indirectly from a federally or
statelicensed insurance company.

o Be administered or recognized by fedestdte or local government agency
or court.

o Be administered or recognized by a federally or dteémsed hospital,
healt clinic or medical doctor.

Upon receipt of all required documents and in good order, the prospective student is
eligible to enroll in the school. When all admissions criteria and requirements are met, the
prospective student is gin¢he date of the next class. The prospective student is asked to
bring their Student Permit Fee, if applicable, a color photo of themselves and is informed
of the appropriate dress code. The first day of class will include financial aid and academic
orienttion, in which the students will sign their enrollment contract, student permit from
and additional required paperwork.

*The Nursing Assistant program is not Title 1V eligible.

Federal Financial Aid

To be considered for Federal Financial Aid, a studamtt complete the Free Application

for Federal Aidonline The student and the parent (in the case of a dependent student) may
sign the FAFSAonlineby using a PIN numberOnce the student completes the FAFSA,
and it is processed by the government,dtieool will receive an ISIR which will contain

the Estimated Family Contribution and let the student know if he/she is selected for
verification.

Verification

Each year at least 30% of financial aid recipients are randomly selected for verification by

the U.S. Department of Education. If a student is selected for federal verification, they will

be asked to complete a Verification Worksheet (provided by theedffi€-inancial Aid)

and must provide additional information before financial aid can be disbursed to the student
account. This documentation may include but is not limited to federal income tax transcript
andW-2 f orms (student 6s, rdiang), pocf ef urdared income, par e |
housing allowances, etc.

Students will be notified in writing of all documents required to fulfill this federal requirement. If
after review by the Office of Financial Aid, there are any changes to the Estimated Family
Contribution and possibly the financial aid available, the student will be notified by email or in
writing.

CONTACT INFORMATION FOR ASSISTANCE INDBTAINING INSTITUTIONAL OR
FINANCIAL AID INFORMATION
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Disclosure Requirement: Made available through apprgppablications, mailings, or electronic
media.

Each institution must make available to prospective and en®lleds d iefarinagidn regarding
how and where to contact individuals designated to assist enrolled or prospective students in
obtaining thenstitutional or financial aid information required to be disclosed under HEA Sec.
485(a). This information is posted on thec h owebsilesan befoundin the student catalog.
Paper copies are available upon request.
(501)
Office Hours
9:00 a.m- 4:30 p.m.

NSF Checks

Any check that is received by the school from the student for any type of payment and is returned
to the school due to insufficient fundbgre will be a nonrefundable fee of $36 assessed to the
student account. Infinity College will notify the student to collect payment and will place the NSF
check and documentation of fees in the u d @&le t All sgrades, transcripts, certificates,
diplomas, and services will be withheld until the student account is satisfied.

Housing
The school does not maintain dormitory facilities.

Library

The library and library resources are available to students anidyfémr research and reference
Computers, periodicals, tests, newspapers, Internet, and other reference matenalsadnein

the library and computer lamfinity College uses th8ook Sourcdibrary management system

so inventory books that students may need to checkroatdd t i o n, I nfinity Col
have access to AThe Free Library by Farlexo wl

Bookstore

Infinity College maintains a bookstoaeawhere students may pick up books and supplies.
Additional items are\ailable for purchase.

Personal Property
Infinity College assumes no responsibility for the loss or damage to personal property.

Designated Parking

Students areequired to park in designated parking areas orfiyudents will be requiretb
purchasea parking permit for a fee of $1&tudentghat are in violation of parking regulations
will be towed at their own expense

Inclement Weather

Infinity College is closed if theCOMMUNITY COLLEGE AND UNIVERSITY SCHOOL
SYSTEM:is closed due tonclement weatheDNLY . (University of Louisiana at Lafayette and
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South Louisian&ommunity Collegg There will be times when Infinity College will be open

when the Lafayette Parish Public Schoo|dJLL and SLCC are closed at the discretion of the
Director. All management staff and Instructors must have current telephone numbers on all
students and staff members. The Director will inform staff when the school will be closed so that
all instructors can contact their students and management staff can ifenmplayees.Students
andstaff may also be notified via the Learning Management System via email, text and posted on
the dashboardl'here will be a voice recording on the school telephone system notifying callers
that the school is closedrurthermore, local media will also be notified when the school is closed
due to inclement weather. Employees will rotate working when the schoolsisdctiue to
inclement weathe(Weatherconditions permitted)

Career Services Assistance

Our career seriges departmenprovides assistance to all graduates of programs at no charge.
However, whilecareerserviceassistancenay be provided, it is understood that the scleaohot
promise nor guarantee employmémtany student or its graduates.

TheBoard of Regents recommends that prospective students seek independent job/career counseling
prior to enrollment in an academic deggFanting postsecondary institution and encourages such
institutions to promote this recommendation.

Students seeking gsloyment may be required to submit to some of the following but not limited

to a criminal background check, screening of the national sex offender registry, employment
references, physical, employment{siizeening testing, drug screen, credit check, sudbnesume

and/or cover letter, employment application, provide personal and professional references and
attend an interview. Depending upon the employment sought, you may be required to have a
certification and/or license in the respective field of statfijough some agencies may permit
years of experience. For more specific information on what may be required as a condition of
employment with various agencies, it is suggested to contact the agency that you are seeking
employment as well to inquire asthe qualifications of each job that you may desire to apply for.
This list is not meant to be exhaustive but to provide you with an idea of what may be required
when seeking employment.

Thecareer serviceassistance may include but not be limited to:

1. Employment orientation prior to graduation. This orientation will provide the essential
information relating to interviews, resumes and appointments, with emphasis on dress,
appearancegnd applications.

Assidance with applications and employment forms.

Efforts to provide interviews with prospective employers.

Contacts with employers to identify job openings.

Student participates in job readiness

Information concerning employment opportunities with localestand federal agencies.
Communication with career centers to seek employment assistance in areas of Louisiana.

Nogokrwd
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The success or failure of the placement efforts of the school will be influegdkd attendance,
academic records, and personal appearahtieeograduateStudents are required to submit an
electronic resume to Infinity College prior to completion of their program of study.

Externship /Internship

Externship students are placed in an actual job in the business community for part of his or her
school day in his or her last quarter of training. The students are exposed to the many components
of his or her chosen occupational field and have the opportunity for “loeridsxperience.
Externship is considered a service to the student as well asubumi requirementBecause of
Externship training, the student receives valuable experience and the opportunity to relate in an
actual job situation. Often, Externship training is the beginning of many permanent jobs and job
networking.

Externship training is under the direction and supervision of Infinity Cqlkbgelnstructor, Site
Supervisor, and Program Coordinator (if applicabis) externship sites must be approved by the
school and a contract must be signed by both the sahddhe externship site prior to the student
attending training Students are not permitted to work independently while in externship or
internship. All training must be supervisdeikternship training is a requirement to complete a
program of study (if pplicable); therefore, students are not compensated during this phase of
training. Internship training is under the direction and supervision of Infinity College and the
program InstructorExternship sites may be located up t6Cemile radius from the aapus.All
externships must begin within one month of the end of H#sehool classe$Additional program
requirements may apply.

After Hours in Clinical

Due to safety, students are not allowed to represent themselves as a "Studemncaf’ &fter
school hours unless for specific purposes such as: assigned evening clinical hgtadenor
obtaining patient assignment per faculty instructions.

Student Conduct

Infinity College reserves the right to dismiss a student whose conduct is detrimental to the school
or other students. Students are expected to maintain the standards of conduct that would be
applicable to any work situation. Attendance, participataalenging work and honesty are
expectedalways

In instances of student misconduct, it can be expected that the school will assert authority through
the practice of progressive discipline. A student may receive a warning, be platisdigimary

probation, or even be suspended from the school. Procedural fair play and due process will be
provided in every instance. The School Administration reserves the right to discipline each student

as an individuahand not one of the masses asbd upon past similarities. Institutional obligations

include, but are not limited to, upholding the law and maintenance of regulations regarding
cheating, prejudicial behavior, physical abuse or harassment, impropriety of sexual behavior or
illictuseof drugs or intoxicants, especially as th
Infinity College does not allow the use of alcohol or illegal drugs on school property or at school
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sponsored functions. A student who is in possession of or thlerfluence of alcohol or illegal
drugs is subject to loss of financial aid and immediate dismissal from the school.

U.S. Constitution Day

In recognition of the United States Constitution Day, Infinity College staff and stugeriethe
preamble to the U.S. Constitution agrigagen a brief discussion of the Constitution.

Emergency Calls and Calls to the Students

Students and staff are permitted to use the business telephone; however, it is recommended that all
personal calls be k¢ to a minimum. In the event of an emergency call, students will be notified
immediately by staffStudents and staff are not permitted to communicate via personal devices
which include but are not limited to personal cellular telephones, home teleppersesmiaémail,

or social media. All student and staff interaction should be done on the company email and
company business telephone

Designated Break Areas

Students are not permitted to loiteremmp | o gffeesdr ;1 hallways It is recommendethat
students utilize the break room or other areas designated for break time.

Guidance and Caunseling

Infinity College offers guidance andunselingsessionswith students so that theyan gain
assistance with persorin&chool activitieswhich can be arranged with the Direct@irector of
Education and/or Instructor duringon-classhours.

Grievance Policy

While enrolled atInfinity College it is hoped that all students are comfortable with the
environment that they arin. However, fromime-to-time individuals may experience situations
and circumstances which give rise to unhappiness or discontiirtity Collegedesires to assist
studerts in resolving any such issue.

It is the policy ofinfinity Collegenot to dscriminate against any individubbsed omace, color,
religion, national origin, sex, sexual orientation, marital status, age, or disability etc. If a student
believes that he or she has been discriminadginst, he or she has the right to file a grievance.

It is recommended but not required that the student speak first about the concerns to his or her
instructor Anyone wishing to file a formal grievance may do so in writing (including, if possible,
witnessesdates,and details of all incidents) and submit the grievance to the Director. Anyone
who makes a grievance will not be retaliated against for doingft&.the grievance is reviewed

and researched by the School Director; if required, a megiihge scheduled with all parties
involved which will allow each party to outline his or her concerns.

At the end of the meeting the Director and dtdadeally provide alecision and any appropriate
action required. However, in exceptional circumsteantie final decision may be deferred. The
outcome of the meeting will be confirmed in writing to all parties involvidte Council on
Occupational Education may also be utilized if a grievance is not settled at the institution level.
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Complaints shall baddressed to: Council on Occupational Education, 7840 RoswdiuiRding
300, Suite 325, Atlanta, GA 30350, Phole800-917-2081, and the web address is
www.council.org.

Complaint Procedure

The student shall have the right to appeal sanyction of probation or suspension, dismissal, or
expulsion regardless of whether this sanction is imposed by the decision of the Director. The
appeal must be made in writing within seven (7) days of the date of the delfishenstudent
wishes to appeal the decisionlofinity College the student may appeal in writing thsiudent
complaints related to actions of school officials. All correspondence shall be addressed to the
Louisiana Board of Regents, Division of Plamn Research, and Performance, Proprietary
Schools Section, P.O. Box 3677, Baton Rouge, LA. 70821, @2##8427084 This step should

only be taken after the student has unsuccessfully resolved the matter withdabeandaving

first filed a written and signed complaint with the School Direciidre Council on Occupational
Education may also be utilized if a grievance is not settled at the institution level. Complaints
shall be addressed to: Council on Occupational Educat&t) Roswell Rdbuilding 300, Suite

325, Atlanta, GA 30350Phonel-800-917-2081,and the web addressvisvw.council.org

SARA Student Complaint Process
Applicability

This policy applies to student complaints filed against public, independemtrafinand

proprietary institutions of higher education in Louisiana and approved by the Louisiana Board of
Regents to participate in the National State Authorization ReciprAgreement (SARA)
(ALou-laypipamared SARA institutionso) concerning
the terms of the State of Louisianads Recipro
states participating in SARA. This polidpes not apply to any courses, online or otherwise,

offered by Louisianapproved SARA institutions within Louisiana or in any f®ARA states.

This policy governs conduct or behavior on the part of any Louisippeoved SARA institution
or any of its gents, representatives or employees that constitutes:

- Dishonest or fraudulent behavior, including giving false or misleading information to a student.
Examples may include, but are not limited to:

Veracity of recruitment and marketing materials

Accurag of job placement data

Accuracy of information about tuition, fees, and financial aid

Complete and correct admission requirements for courses and programs
Accuracy of information about whether course work meets professional licensing
requirements

= =4 =4 -8 9
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- Operating a course or program contrary to standard practices set forth in the Interregional
Guidelines for the Evaluation of Distance Education Programs (Online Learning) in such a way
that harms a student

- Operation of distance education programs cont@practices expected by institutional and, if
applicable, programmatic accreditors. This policy does not apply to complaints related to course
grades, academic sanctions, or discipline/conduct matters.

The Louisiana Board of Regentsdé Staff Rol e

AstheSARA St ate Portal Agency (SPA) for Louisial
responsible for responding to formal complaints against Louisippeoved SARA institutions,

brought by students who are enrolled in interstate distance educatioescoumograms
(pursuant to the terms of the State of Loui si
institutions in other states participating in the SARA.

Whil e Louisiana Board of Regentso6 stadsds canno
on behalf of students, staff will review submitted complaints and work with student complainants
and Louisianaapproved SARA institutions to:

- Ensure compliance with published institutional complaint processes by both the Lauisiana
approved SARA ingution and the student; and

Serve as a final arbitrator in disputes between Louisigpaoved SARA institutions and

students enrolled in interstate distance education courses or programs (pursuant to the terms of
t he State of L ou ieamerd)ofeer@dsby fuehdnstiputionsaniother stateg r
participating in SARA.

Consistent with the scope of this policy and
staff cannot review complaints related to course grades, academic sanctions, or
discipline/conduct matters.

SARA Student Complaint Process

Step 1

If a student has concerns related to academic or administrative actions, he/she should
contact the faculty or staff member(s) with whom he/she has a conflict. It may be

possible to resolve the goerns without the need for formal institutional action.

However, if the studentds complaint is not
cannot be resolved by contacting the faculty or staff member(s), the student should

proceed to STEP 2.

Within two years from the date of the incident about which the student is complaining:

Step 2
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Student submits complaint/concern via the form: (make online form) The form is

reviewed by a faculty member or staff member of the institution. Informatioreon th

process can be found in the student catalog. If the student and faculty member or staff
member are unable to resolve the complaint satisfactorily or feels that not all issues were
resolved with the final disposition of the institution, he/she shouldepbto Step 3 to
utilize the Louisiana Board of Regentsd SA

Step 3

The student is directed to the Louisiana Board of Regents where they must file a formal
complaint using the complaint form and follow the process below:

a. After receiving a formal complaint through the complaint form, Louisiana Board
of Regentsodo staff will, within 30 days
A Review the submitted materials and contact the complainant for any
required additional information or clarificatisn
A Send a copy of the complaint to the Louisiamg@roved SARA institution
against which the complaint has been filed and request a response.

A Forward the institutiondés response t
Step 4
Within 30 days of the conclusion of STEP 3, a cottericonsisting of three Louisiana
Board of Regentso staff members wil/ review
to:
91 Determine whether the Louisialaap pr oved SARA institutionés

process has been followed by both the instituand the student, and exhausted.

Make a final, binding decision on the matter; and

Il nform both parties involved in the compl
final disposition

E

In the event that the facts cannot be sufficiently determined basgacaments submitted and

by separately corresponding with the Louistapproved SARA institution and the complainant,

the Louisiana Board of Regents6 staff may req
conference or meeting so that the factslmasufficiently ascertained, and a final determination

can be made.

ACADEMIC INFORMATION

Academic Freedom and Responsibility

Infinity College iscommittedto the principle of freedom of thought, inquiry, and expression. No
member of the college community may, in the exercise of academic freedom, deny the
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corresponding right of any other member of the college, or interfere with the legal and proper
functionsof the college.

ACADEMIC INTEGRITY

Statement of Policy

Ethical conduct is a foundation upon which a successful academic career at Infinity College rests.
The students, faculty, and staff must commit themselves to the highest standards of honesty, trust,
fairness, respect, and responsibility. Therefore, any deviation of these standards is a breach of the
ethics that are the basis of InfiniB/o | | seagademit programs and thus a violation ottlel Ise g e 6
Academic Integrity policy.

A violation of the Academic Integrity Policy includes, but is not limited to:
1 Cheating: using unauthorized materials or receiving unauthorized assistance during an
examination or in connection with any work done for academic credit.

1 Plagiarism: taking the work of anotherdaoffering it aso n & owé without proper
acknowledgement of the true source, whether that material is paraphrased or copied in
verbatim or neaverbatim form.

1 Unauthorized collaboration on a project, homework, or other assignment unless otherwise
allowed by course instructor.

Sharing, selling, or buying information related to graded learning activities.

Using professor feedback for another student as the basis for an essay response.
Resubmitting a paper that has already been submitted for anothse.cour

Falsifying information

Accessing or using unauthorized materials (electronic or print) and/or websites.

Use of an alternate, staima or proxy during an examination.

Sanctions

Infinity College regards violations to the Academic Integrity Poleg aeriousnatter. Students
who are found to be in violation of the Academic Integrity Policy are subject to sanctions, which
range based on incident and severity from a leftegpgrimand up to and includirgjsmissal
from school and diplomeevocation.

=4 =4 =4 -4 -4

Statute of Limitations

There shall be@o statuteof | i mi t a t precludss fadultyifrant acting on the discovery of
alleged violations, either during the time in which the course in question is being offered or after
the course has ended (and after the student has graduated).

Educational Records

Educational records are all files, records, or documents maintained by the school that contain
informationrelatedto the student. Each student has two separate files, an Education and Financial
Aid file. The records are maintained by each individual depart (Education and Financial Aid).

When the student completes or withdraws, the twblé&)are combined and stored the campus.

The only persons allowed access to such records are those who have a legitimate administrative or
educational interest.
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Infinity College recognizes and respectsshe u dseight to pdivacy. As such, the release of
student records is prohibited without written authorization and permission from the student in
accordance with Public Law 9389.

Records of Students inclad

ApplicationEnrollment Form

Cumulative HealttRecord

References

Testing Results (ACT)

High SchoaolG ED/College Transcripts
Physical, Immunization Records

Other forms as required by Infinity College
Competency checklist

Copy ofgraduate certificate

Copy of transcript with seal

Too Joo T Joo Too To To o T I

The institution will annually distribute to all enrolledt u d iefarmadicn about:

T
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The right to review their education records, to request amendment of records, to consent

to disclosures of personaligentifiable information and to file complaints with the

Department of Education.

Procedures for reviewing education records and requesting amendment of the records.

|l nformati on about the institutoffitas@ithapol i cy
legitimate educational interest in the education records.

What is FERPA?
The Family Rights and Privacy Act of 1974, as amended, (commonly known as the

Buckley Amendment) is a federal law which provides that schools will maintain the
confidentiality of student education records. The law basically says that no one outside the
institution shall have access to studentso
any information from those records without the written consent of swdent

There are exceptions, of course, so that certain personnel within the institution may see the
records, including persons in an emergency to protect the health or safety of students or
other persons.

What is considered Directory Information?
In compliarce withFERPA, t he f ol |l owing statement refle

The following directory information may be
attendance; b) date of graduation and degree or certificate earned. Other kinds of
directory informra t i on, such as a studentdos address,
awards received, and the most recent previous education agency or previous institution
attended, will be released only in response to a written request. The school reserves the
right to refuse the above information if the reason for the request is not considered to be a
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sufficient need to know. I nformation regar (

social security number and other personal information will not be releastbdwtithe
studentdos written consent.

However, the Act states that each student has the right to inforsetibelthat any omll
the information is not to be released. No information will be released without the written
consent of the student. This stats binding until such time thhtfinity Collegeis notified

I n

writing by the student to permit releas

Health and Safety Exemption Requirement
Infinity College adheres to all requirements pertaining to the protection of student

information. Information about Student Records and confidentiality

However, there are limited exceptions to FERPA regulations under which ACHS is
permitted to disclose education records personally identifiable, nedirectory
information from education records in connection with a health or safety emergency
without student consent.

The situation must present imminent danger to a student, other students, or members of the
school communty in order to qualify as an exception. This action is not taken lightly and
only under circumstances that present imminent danger.

Review of Records

It is the policy of the school to monitor educational records to ensure that they do not contain
information that is inaccurate, misleading, or otherwise inappropriate. The school may destroy
records that are no longer useful or pertinent to the student's circumstances

Accesso Student Recordsithout Consent
The school may release student inforigratvithout written consent of the student to:

1
1
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Other school officials who have legitimate interests.

Other schools where students have applied for admission. In this case, students
must be advised that the records are being sent so that they may recgyeaad

have an opportunity to review and challenge the records.

Authorized representative of the Department of Education and the Comptroller
General of the United States.

State and local authorities, where required.

Accrediting agencies.

Parents of a stient who is their dependent as defined in the Internal Revenue Code
of 1954. However, the school is not required to release such records.

To comply with a court order or subpoena, provided that the student is notified prior
to compliance.
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1 Inthe event of &ealth or safety emergency, where such release without consent is
necessary under the circumstance

Study Time

The school believes that a student's main objective should be to further his or her edlication.
successfully complete the class requirements, a student must consider his or her obligation to
studies and allow the necessary required amount of study time.

Tutorial Assistance

Tutorial services are available on an individual basis. Any student irtgiasittending a tutoring
session should contact tBérector of Educatioto make the necessary arrangemenitsoring is
provided at no additional cost to all students who need assistance with his or hetcaaties/e
the desired results

1. Friday of each week is set aside for assistance in any area of difficulty that the
student may be experiencing (classroom, personal, etc.).

2. A notebook will be available in the classroom to sign up for assistance from
instructor(s).

3. Each student musign up by 3:30 p.m. the day before Selective Study.

4. The faculty recommends individual or small group sessions.

5. This time will not be used as review for upcoming tests. Test reviews will be given
to entire class during class time.

6. Students will conplete form to document areas of weakness and strategies to

improve weakness prior to meeting with instructor. Instructor will discuss with
student at meeting.

7. This is counted as class time; therefore, attendance is required.
Remediation
Students arexpected to take full responsibility for his/her learning while in the program. It is the
studentdés responsibility to discuss with the
matter, review each test, and identify new strategies for imprent
An intervention process wil/l be i mpl emented

classroom, attendance, clinical, and behavior have declined. The purpose is to improve
opportunities for student success in the program.

Class Hours

Day classes are in sessidrom 8:30am3:30pm; 8:30 a.m. to 2:30 p.m.Monday through
Thursday Monday - Friday from 8abp. Typically, evening clases are held on Monday,
Wednesday, and T RoBOpsSdnae\classes dioffevech M&ndag Briplay fran
5p-9p. Fridaysare offered to students from 9:00 a.m. to 12:00 p.m. for makeup tests, individual
and group tutoring, skill building drills, and additional lab time on equipmPBnéctical Nursing
classes are scheduled Mitay- Thursday from 8:30am3:30pm and Mondayi Thursday from
5:30pmi 10:00pm Clinical times will be approximately 712 hours per day, from-2 days per
week. Days and times will vary according to the clinical facility availabitbystance education
class hours vary
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Incomplete

Grades of "Incomplete” can be assigned the letter grade of "I". Incompletes are only assiigned
certain circumstances such as illness or hospitalization. It is up to the instructor to decide if an
will be assigned. The student is then given one weeloapteteall work missedso that the
instructor may assign a grade. If for some reamnstudent fails to make up the work within five
scheduled clasdays after thathe "I" will turn to an "F".

Attendance Policy

Students are expecteéd be in class for the prescribed number of hours for which they have
enrolled. All studers must be present for at lea$i98 of offered hourdo remain in scholo

Continuous absencémder educational objectives and résulunsatisfactory achievement which

may | ead to terminat i ébsence$ fortadteptaldetpersbreainot ndedicale nr o
reasons will not | ealthoughoh @ St wd edmdteisyrafiuatmime ot e i
may have to be revise®tudents obtaining 14 consecutive absences will be dropped from their
program of studyExcessiveardinessand leaving edy will be counted as absences. Keeping good
attendance in school will benefit you bathyour training and in employmeriurthermore, if a

student is absent from school, although the student submits an excuse for their absence; the student

is required to make up all work and clock hours missed.

If a student accumulatéise or more abserss in a month, the student will be placed on attendance
probation at the time of their monthly progress report. While on attendance probation a student
must not accumulate a totalfofe or moreabsencesyr they may be terminadifrom the school

Additionally, if a student is placed on attendance probation for a total of three times thubugh
their program of study, the studenay also be terminated. In each case, when the studentisin a
situation wkere they may be termireat, the studemnustcontact the Director and/@irector of
Educationof the campus in writing to appeal the decision to be terminated. After consulting with
the student and the instructor, thédator and/orDirector of Educatiorwill decide(also in
writing) to accept or deny the written appeal.

If a student is approved to-emroll in their program, the student must complateeentry
application and a&).00 readmission fee is applicable. There will Bedaywaiting period before
a student is grmitted to reenter.

*Additional policies may be required in various programs.

6 AOAOAT 66 ' OOAT AAT AA o111 EAU

All absences, regardless of reason, are recorded and will be reported to the U.S. Department of
Veterans Affairs. Class cuts are not permitted,aaveteran or other eligible persaho cut class

are charged with the length of the class absence. If a veteran or other eligible person is absent
more than ten percent of the scheduled hours of attendance in the course pursued, he/she shall be
terminded. He/She may be reenrolled in the same course after specific approval of the director of
the school.

The effective date of interruption will be the end of the month in which the excess occurred
provided he/she attends to the end of the month; otbenmterruption will be as of the last day
of attendance. If progress were unsatisfactory the time of interruption will be as of the last day of
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attendance. If progress were unsatisfactory the time of interruption, the VA will be advised. Under
thoseconditions, approval by a VA Counselor is necessary before other benefits can be authorized.

Should it be necessary for a veteran or dependent to be out of school forsavezaltive days,

the VA will be notified to terminate his/her benefits. (VA FormZZ09b), and a reenroliment
form (221999) will be submitted when he/she returns. The days which his/her benefits are
discounted will not count as daysaiisences

(This is the minimum standard required by the SAA under the authority of 38 CFR 21.4254. A
more restrictive school policy may be used.) Early departures, class cuts, tardies, etc., for any
portion of a class period will be counted as absenc@(inber). Stuents exceeding 14

consecutive total absences of scheduled hours in a calendar month will be terminated from their
VA benefits for unsatisfactory attendance. In order to show that the cause of unsatisfactory
attendance has been removed, students must dahagtendance (as defined) for one calendar
month after being terminated for unsatisfactory attendance. After such time, the student may be
recertified for VA education benefits. The st
vet er an 6fsand SAA auditfpurposed/
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Standards of Academic Progress for VA Students

(All standards must logically relate to graduation requiren)ents

Students receiving VA educational benefits must maintain a minimum cumulative grade point
average (CGPA) or percentage of 2.0 each (term, quarter, seraeateation period, etc.).

A VA student whose CGPA or percentage falls below 2.0 at the end ¢feamy quarter,
semesterevaluation period, etc.) will be placed on academic probation for a maximum of two
consecutive terms of enroll ment. I f the VA st
end of the second consecutive term of probatioh,e st udent 6s VA educati ol
terminated.

A VA student terminated from VA educational benefits due to unsatisfactory progress may

petition the school to be recertified after attaining a CGPA or percentage of 2.0.
kkkkkkkkkkkkkkkkkkkkkkkkkx kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkk

Vet erands Refund Policy

The school has and maintains a policy for the refund of the unused portion of tuition, fees, and

other charges in the event the Veteran or eligible person fails to enteutse,amithdraws, or is
discontinued at any time prior to completion. This policy provides that the amount charged to the
Veteran or eligible person for tuition, fees, and other charges for a portion of the course shall not
exceed the approximate pro ratatpn of the total charges for tuition, fees, and other charges

that the length of the completed portion of the course bears to its total length. The amount should
not vary more than 10% of the exact pro rata amb @& CFR 21.4255

*kkkkkkkkkkkkkkkkkkkkk kkkkkkkkkkkkkkkkkkhhkkkkhkkhkkkhkkhhhkhkkhkkhhkkkhkkhhkkkhkkhkkkkhkhkkkhkhkkkkhkkx

Veterands Credit for Previous Education or Tr
The school must maintain a written record of the previous education and training of the veteran

or eligible person and clearly indicate that appiate credit has been given for previous

education and training, with the training period shortened proportionately, and the veteran or

eligible person so notified. This means that records of all prior education and training must be
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obtained, evaluatednad cr edit granted toward the student ¢
as to whether or not the student wants that credit transferred.

Policy Protecting Students from Fees and Penalties Due to VA Payment Delay

Effective August 1, 2019, schools are atdtbwed to penalize or prohibit a Gl Bill student
from attending or participating in courses while awaiting VA payment (for up to 90
days). See theveteransBenefitsand TransitionAct of 2018 for more information.

Make- Up Work

Classroom workand clock hoursmissed because of an absence can be made up through
arrangemerst with the Director of Education Makeup work, however, does not remove an
absencenddoes not grant credit for clock hours missédsences of instational hours must be

made up andgupervised andocumented by faculty, in order for the student to receive credit.
Otherwise, his or her graduation date will be extended by the number sfrhimged. Attendance

at makeup sessions will be permanently recorded in an attendance register maintained by the
instructor.Make-up work must be completed within 1 week of the assignment given.

Students will be grantedthree @) day grace period to make up any assignments or examinations

missed due to an excused absdn@ar n a gr ade. Until the assig
will receive azero(0) for all work missedExamples for excused absences are:, {ury duty,
military assignment, sickness with a wverifie

immediate family memberstudents needing to makp time will be charged a fee of $25 per
make up class and $25 per make up day of clifisddlitional policies may be required inthe
PN program.

Late Assignments/Tests
Late assignments and/or tests will only be considered for a maxim@s%0bf the total points.

Early Dismissal

Any student desiring early dismissal from class must have a valid reasonadedhis or her
request in writing to the Directand/or InstructarEarly dismissal from class is granted at the sole
di scretion of the school s management staff.

Tardiness

Tardiness disrupts the learning process, is unfair to the instructor, to studenarrive on time,

and will not be tolerated. Tardiness is definedess(10) minutes late arrival or early departure

from the class. Four or more consecutive tardiness events will resaoiteinour deduction.

Students demonstrating such a pattern will be asked to discuss this situation \Ditfe¢ha of
Educationtor e medy the situati on. Continued violatioc
suspension.
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Standards of Satisfactory Academic Progress (SAP)
A student must meet the following minimum standards of academic achievement and successful
course completion while enrolled at Infinity College. Infinity College requires that all courses be

successfully completetd graduate from the progra

Maximum Program Length: A student must complete the entire program in no more than
one and ondalf the normal time frame or a diploma cannot be awarded. If the student
exceeds the maximum program length, a certificate of completion will be awarded.

Student not meeting standards will be placed on probafiostudent who successfully

completes only the minimum percentage of courses attempted at each evaluation point as
described above will have to continue beyond the standard length of the program.

Institutional Procedures If at any point, it is clear the student is not meeting SAP

Standards, they will be placexh academic probation or suspensiénstudent will be
placedon probation if they fail to meet minimum SAP Standards at any of the checkpoints
and will remain on probation until the end of the next grading period. At this point their

standards will be checked and if a student has progressed since being placdshbonpr

they will be returned to active status.

SAP measred in accordance with ther i

teri a

be

| ow,

wh i

c h

standing. Although there are four criteria listed below, the most médsdiaator is that
of the GPA. The student mst complete a specified percentagelotck hoursattempted
and maintain the minimum required GPA at each progress evaluation.

Program Length Maximum Pmt Period 1 Pmt Period 2 Pmt Period 3 Pmt Period 4 Pmt Period 5
Length (150%)
600clock hours 900 clock hours 0-300 clock hours | 301-600 clock hours
SAP Evaluation af
the end of PP1
900 clock hours 1350 clock hours | 0-450 clock hours | 451-900 clock hours
SAP Evaluation atf]
the end of PP1
1692 clock hours | 2538 clock hours | 0-450clock hours | 451-900 clock hours | 396 clock hours 396 clock hours
SAP Evaluation aff SAP Evaluation at thg SAP Evaluation af
the end of PP1 end of PP2 the end of PP3
(AY2)
90 credit hours 0-12 credit hours | 13-24 credit hours 25-36 credit hours | 37-48 credit 49-60 credit
hours hours
60 Credit hours= 2 15t of 15 Academic | 2™ of 1 Academic | 1%t of 2
years Year Year Academic Year 2nd of 2nd
Academic Year
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SAP Evaluation at
the end of PP1

SAP Evaluation at
the end of PP2

SAP Evaluation at
the end of PP3

SAP Evaluation
at the end of PP4

3years

EVALUATION POINTS AND STANDARDS

PROGRAM EVALUATION POINTS GPA COMPLETION
25 1.5 25%

50 1.7 50%

75 1.9 75%

100 2.0 100%

Students should receive a progress report at the end of every rivomging Assistant
students will be informed if their gradekily. Should a student fail to maintain a
cumulative grade point average of 2.0 or above, that student is placed on probation for
thirty (30) days. During this probationapgriod,the student shall raise his/her status to

the acceptable standards of 2.0 oowab

If a student fails to meet SAP during the

probationary period, the student will be reevaluated during the next period. *After two (2)
consecutive probationary terms, the student shall be dismissed from their program of study.

Sandard of Satisfactor y Academic Progress for Financial Aid and

Requirements

Satisfactory Academic Progress (SAP) standards are published and are reasonably applied for
measuring whether an otherwise eligible student is making SAR/mer educationa&rogram.
In order to maitain eligibility for financial aid, students must make adequate academic progress
towardcompletion of his/her program.

All students must meet Infinity College's minimum standards of academic achievement and course
completion progress requirements while enrolled at Infinity College. Infinity College's satisfactory

academic

progress

st andar dsnts{oneSHuRalbajive,dnd thee

t wo

other is quantitative. The qualitative component requires certain minimum cumulative grade point
averages be achieved as of certain measuring points and the quantitative component requires
completing courses at a certaincpan order to complete an educational program within the
allowed maximum timeframe.

Minimum Measurement Points occur at the end of each Financial Aid Payment Period and in
addition thereto, at the applicable Minimum Measuring Point as a percent of rRrbgrath,
Minimum Measuring Point in courses, and Minimum Measuring Point in Clock Hdtespted.

The qualitative and quantitative components of SAP are evaluated as of each Minimum
Measurement Point based upon grades, credit or clock hours attemghter@@in or clock hours

compl et ed

as i ndi

cat ed

on a

student 6s

contemporaneously with the most recent Minimum Measurement Point being reached.

transc
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Infinity College's satisfactory academic progress standaelthe same whether or not a student
receives financial aid.

A student that fails to satisfy the SAP requirements at any Minimum Measuring Point and is not
placed on either Financial Aid Warning or Financial Aid Probation status shall no longer be
eligible to receive assistance under the Title IV programs.

Because financial aid warnings would del ay a
Infinity College decides not to use warnings. Instead, it requires students to submit an appeal when
they are not meeting SAP standards and the student can no longer receive financial aid.

Process Overview

Federal regulations require all schools participating in state and federal financial aid, Title 1V,
and HEA programs tproperlymonitorand documenBSAP. These standards are applicable to all
students enrolled iaur EducationaPrograms and are used to measure their satisfactory progress
toward graduation. The policy is provided to all students prior téirgteclasssession and is
consistently applietb all applicable students

New SAP definitions went into effect on July 1, 20Pblicies were developdd determine the
academic standards that students must.m&aichedule of measuring the achievement of
Quantitative (Pace), Qualitative standaadsvell as the maximum time allowance to achieve
SAP.

SAP standards are established by the faculty in consultation with the Director of Education
Programming. Students must maintain SAP according tegtstandards in order to continue
enrollment. SAPY measured at the end of each paymenbd andwill be checked prior to
disbursement of aid.

SAME AS, OR STRICTER THAN
The SAP policy for Title IV, HEA students is identical to the school standards for students
enrolled in the same educational programs who are not receiving Title IV aid.

The Financial Aid Administrator reviews the Title IV SAP policy to ensure it maets
federal requirements. The Director of Education Programming notifies the Financial Aid
Office if the school changes academic policies.

EVALUATION PERIODS

At each formal SAP evaluation point (end of each payment period), the school checks:
QualitativeMeasure (grade based)
Remedial course work may be part of or separate from regular qualitative measure
Quantitative Measure (Pace)
Maximum time frame.
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Formal evaluations for SAP must coincide with the end of a payment period. The formal
evaluatonsmsit be pl aced i Evaleatonhdetsrmined studéents bave met thee .
minimum requirements for SAP

Formal evaluations for SAP are conducted at the following actual clocked hours:

300 Clock Hours (migsemester) 0-300 clock hours 301-600 clock hours
1500 Clock Hours 450 clock hours After first payment
period
900 clock hours End of Second Paymel
Period
1200 clock hours 3 evaluation
1500 clock hours 4" and final evaluation

EVALUATION POINTS AND STANDARDS
PROGRAM EVALUATION POINTS | GPA COMPLETION
25 1.5 25%
50 1.7 50%
75 1.9 75%
100 2.0 100%

Evaluations determine if students have met the minimum requirements for SAP. The frequency
of evaluations ensures that students have ample opportunity to meet both the attendance and
SAP requirements by the end of each of the payment periods in the course.

Academic Year Definition

900 CLOCK HOURS AND 26 WEEKS
24 Credit hours and 30 weeks

For all FSA programs, a week of instructional time is any period @dnéecutive days in
which at least 1 day of regularly scheduled instruction, examination or (after the last day of
classes) at least 1 scheduled day of study for examination occurs.

Quantitative Measure

To be considered making SAP, Students are reqtorattend a minimum of 67% of his/her
educatimal program in no longethan 1@% of the published length of the program as
measured in clock hours as determined by the program. Evaluations are conducted at the end
of each payment period to determine if students have met the minimum requirements and are
based on the cumulative attendapercentage as of the last day of the evaluation period.

Pace is calculated ividing the total hours accruéduccessfully completedy the total
number of hours scheduled. At the end of each evaluation period, the school determines if
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students hay maintained at least 67% cumulative attendance since the beginning of the

course. This indicates that, given the same attendance rate, the student will graduate within
the maximum time frame alloweR.e me d i

option.

a l

cour sewor k

may

be

Full-time students are scheduled to atté3@ clock hours weekly and patitne students are

scheduled to attend 2) clock hours weekly.

MAXIMUM TIME FRAME
A school may use a graduated standard instead of the fixed standard above. This aoulchine

the student could attend less than 67% in the first payment period but would have to eventually
program in

ficat ch

SAP policies contain a Pace measure. Students must progress through the Bragsafficient
pace to ensure completion within the maximum timeframe of 150% of the published length of

upo

to

cumulative clock hours.

The maximum time for students to complete the Program is as follows:
For undergraduate programs measured in clock hours, it is a period that is no longer than 150%

compl et e

t he

t he

of the published length of the program as measured by the cumulative number of clock hours the
student is required to complete and expressed in calendar time.

Normal Clock Normal Normal Maximum Clock | Maximum

Hours Credit Hours | Timeframe Hours Timeframe

900 26 weeks 1350 39 weeks
60 2 years 4050 3 years

**Example: If an undergraduate academic program is 27 weeks and 1.5 x 27 = 40.5 the time

cannot beounded. If, at any time the student cannot complete the program within the maximum

time frame, then the student must successfully appeal for an extension to the maximum time
frame to continue receiving title IV aid.

To calculate the pace at which stedent is progressing the school would:
91 Divide the cumulative hours the student has successfully completed by the cumulative
number of hours the student has attempted.
Cumulative hours completed

Cumulative hours attempted

The maximum time frammust be measured at each evaluation point (the student is ineligible at
the evaluation point when it is determined that the student will exceed the maximum timeframe

NOT at the point when they actually reach the maximum timeframe.)

If a student is meting satisfactory academic progress before the beginning of a payeniext
butwill exceed the maximum time frame before the end of the payment period, the student must
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submit a successful appeal to extend the maximum time frame to at least thehenplayitent
period.

Qualitative Measure

The qualitative measure is used to determine SAP is based on gsadgldsnts must maintain a
cumulative grade point average of at least 2.0 at the end of each semester.

Students must make up failed or missgdluations and assignmenttudents receive a letter

grade as indicated on the chart below which is based on thaf-sethester evaluation. Mid

semester evaluations are for informational purposes and therefore students do not receive a letter
grade.

Students receive a letter grade as indicated on the chart below and is based owthe end

semester evalwuations. Students who receive an
course.
Grade Points Description
A 4.00 Superior: Mastery of subject matter
A- 3.70
B+ 3.30 Good: Above average of mastery of subject matter
B 3.00
B- 2.70
C+ 2.30 Satisfactory: Acceptable mastery of subject matter
C 2.00
C- 1.70
D+ 1.30 Low pass: Limited mastery of subject matter
D 1.00
F 0.00 Failure: Deficiency in subject matter

Students who fail to meet the Qualitative standards are ptacEthancial Aid Warning. If there

is no improvement by the end of the next payment period, students could be placed on Financial
Aid Probation. Students have the option to appeal the decision. The Financial Aid Administrator
and the Director of Educatidrogrammingno n i tualitafive progress

A student, who has not improved his standing and still fails to comply with the satisfactory
academic progress policy at the end of the Warning period, wilhddegible for future aid
disbursement. It is adsable for any student on warning status to meet with both a financial aid
counselor and an academic advisor to ensure future satisfactory progress and aid eligibility.

The student may continue a cgsdy basis with an approved payment plan. Arrangenfents
payment, must be approved within 10 school days after notification of loss of SAP.

If either one of these puts the student in a-satisfactory status, we will notify the student in
writing either by mail or email and notate in the student file.
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CHECKING SAP:

Student 6s SAP evalwuations, whet her after each

payment periodlUST OCCUR AT THE END of a payment period. Official evaluation cannot
be less than a payment period.

Frequency oévaluation determines options
1 School must evaluate SAP at the end of each payment period for a program that is one
academic year or less in length.
1 Forprogramsjonger that one academic year:
School may evaluate at least annually to correspond to thef enollyment
period
School may evaluate at the end of each payment period.
1 Each evaluation must include qualitatigeiantitative and maximum timeframe
standards.
At the time of review, any student who is not in compliance with SAP standards is no longer
eligible to receive any title IV assistance. This is true whether the student has not achieved the
required qualitative assessment or is not successfully completing the program at the required
pace of completion and will not complete within the maximumetframe.

Each student will be notified by mail of the results of their evaluation and how it impacts his/her
Title IV eligibility.

Awarding of Title IV Funds

A. Financial NeedTo determine your eligibility for financial aid, financial need must be
calculated. Financial Need is determined by subtracting the Expected Family Contribution (EFC)
from the Cost of Attendance (COA):

[Cost] - [Expected Family Contribution] = Financial &g
(If your expected family contribution is less than the cost of attendance, yoddraoastrated
financial needand may be eligible to receive financial aid.)

Costrefers to the total cost of attending the College for one academic yede(ms), which
includes tuition and fees, books and supplies, room and board, transportation, clothing, and a
modest allowance for personal/miscellaneous expenses.

Expected Family Contribution is derived from a federal e e as$essment formula developed
by the U.S. Congress, known as Federal Methodology, which includes two parts:

a. the parental contributioiffor dependent students)
a. the student contributio(for dependent and independent students)
Parent contribution and student contribution equaktkgected Family Contribution. Since you

are the primary beneficiary of the college education, you are expected to contribute toward
meeting your college costs.
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B. Circumstances That May Change Your Financial Need or Cost of Attendance

1 Change in Family @cumstancesIf you or your family's situation changes because of a
separationgivorce,or death, request a Special Circumstance Form. You must submit the
completed form and any required documentation to the Financial Aid Office. Any
adjustment in aid sailting from this request is contingent upon your eligibility, according
to program regulations and the availability of funds to the college at the time of review.

1 Change in Financial Circumstancd$ you or your family's situation changes because of

a loss of employment, loss of untaxed income or has a family member who is a dislocated

worker, request a Special Circumstances form from the Financial Aid Office. Return the

form and required documentation to the Financial Aid Office. Any adjustment in aid
resulting from this request is contingent upon your eligibility, accordipgdgram
regulations and the availability of funds to the college at the time of review.

Other Extenuating Circumstances that may be considered

Tuition expenses at an elementarysecondary school,

Unusual medical or dental expenses;aypocket costs not covered by insurance, or

Other unusual circumstances that might affect your eligibility for student financial aid.

=A =4 =4 A

AWARDING - The financial aid offer is based on information ysabmitted; our estimates of
available funds, and the anticipated number of applicants seeking financial assistance. Your
financial aid will be credited directly to your student account for automatic payment of on
campus charges. If you are eligible foagts in excess of tuition and fees, and you wish to make
other chargese(g.,books, supplies, etc.) using your financial aid funds, you must authorize
South CentraCollege to pay these charges. You may rescind this authorization at any time prior
to incurring any such charges; and you may not cancel it once any such chardeschavede.
This authorization is valid for funds in excess of tuition and fees, based on your financial aid
eligibility and enrollment status. IF AUTHORIZATION IS NOT GIVEN, YOU WILL BE
RESPONSIBLE FOR PAYMENT OF THESE CHARGES AT THE TIME EXPENSES ARE
INCURRED.

PACKAGING PHILOSOPHY- It is our responsibility to coordinate all sources of financial aid

for students. If you start in the fall, we will send an email communicating your award availability
through your eservices account. Revised award noticeslvalsent when applicable. We will
attempt to package aid for all applicants that will meet direct educational costs of tuition and
fees.

Most outside resources such as Military Federal Tuition Assistance, Workforce Investment Act
(WIA), RehabilitationSenices (RS), Employment Training (MET), Dislocated Worker Funding,
private scholarships, and any other outside resources of financial assistance will be counted
toward meeting student need.

Federal Direct Loans will be the last resource of aid. This pac§fgiilosophy is subject to
change as necessary due to the number of qualified aid applicants, school policies, federal or
state law, and the dollar amount of aid available in each program.
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Eligibility Requirements

The award listed on your original awaepresents an offer based on-ihe registration for

each term of the academic year. Disbursed funds will reflect actual enroliment as of the census
date of the term.

ELIGIBLE PROGRAMS: A vocational program leading to a certificate, diploma, or degree, n
less than 16 semester hours in length in an occupational field.

ELIGIBLE STUDENTS: A student who is enrolled in an eligible program for the purpose of
obtaining a certificate, diploma, or degmegram A student must be a high school graduate,
have a &D or home school document to be eligible for student aid.

Registration Requirements
Federal Financial Aid is based upon the following enroliment status:

Full-Time
ThreeFourths Time
OneHalf Time

Less than Half Time

=A =4 =4 =

Your award will be adjusteifl you register for less than fulime status

1 Financial aid is adjusted after the census date. Enrollment status will be determined after
the last date to add and/or drop a class for the term. Withdrawal from the college on or
prior to the deadline todal a class will cancel all financial aid.

T Financial aid is not adjusted for credits added after the census date.

1 Financial aid for qualified applicants is prorated to actual enrollment, based upon full,
threequarter, half, or less than hdime. Studentsnust be enrolled in a program of study
leading to a certificate in an occupational field and be making satisfactory academic
progress.

T Other financial aid, specifically loan aid is limited depending upon grade level.

*Note: Infinity College does notparticipate in FWS Community Service or FSEOG selection
programs.

Rights and Responsibilities of Student Receiving Financial Assistance

MONEY MANAGEMENT - Paying for college is more than paying your tuition and fees. It
means managing your money andtstieéng your dollars to meet your financial obligations. The
Financial Aid Staff can assist students with their budgets, advise on loan indebtedness and other
money management topics through educational programming and advising services.

You have a right to
T Accept,reject,or seek adjustment to your financial aid award without prejudice.
T Know how muchaid you will receive by term and how it will be disbursed or applied to
your account.
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Know the terms of any employment program award offered.

Know the interest rate, amount and repayment starting date of loans offered to you.
Meet with a financial aid pfessional to review any decisions you feel warrant
consideration due to an emergency or circumstances beyond your control.

Receive answers to any questions you have about financial aid.

You have a responsibility to:

=
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Apply each year you want to receivednrcial aid.

Provide complete and accurate information, and documentation if requested.

Notify our office of change of enrollment, number of credits, financial status, and outside
awards.

Complete an entrance and exit counseling and repay all loans agctwdime terms of
your disclosure statement and Master Promissory Note.

Use funds awarded solely for educational expenses incurred while attending SCC.
Know and comply with the policies for financial aid "Satisfactory Academic Progress".
Accept responsiltly for all agreements signed.

Report any changes in your financial situation from which you reported on your FAFSA.

DRUG FREE REQUIREMENT In compliance with federal law (The Drug Free Schools and
Communities Act Amendment of 1989), InfiniBollege has adopted and implemented a drug free
prevention program to prevent the illicit use of drugs and the abuse of alcohol by students and
employees. The program includes:

il

il

il

Providing all students and employees with information concerning the hedtth ris
associated with the use of illicit drugs and the abuse of alcohol.

Informing students and employees of drug and alcohol counseling, treatment, or
rehabilitation programs available.

Providing all students and employees with a description of applicagalesianctions under

law for unlawful possession, use, or distribution of illicit drugs and alcohol.

REPORTING OF FALSE INFORMATION South CentraCollege is required to refer for
investigation to the Office of the Inspector General any instance in whectreview of Federal

Title IV aid shows reason to suspect that an applicant may have engaged in fraud or other criminal
misconduct in connection with the application or documentation that was submitted in response to
the application. This includes, butrist limited to, the following situations:

=2 =4 =4 =4 A 4

False claims of independent student status
False claims of citizenship

Use of false identities

Forgery of signatures or certifications
False statements of income

False statements of household data
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Contacts for Information on financial assistance and institutional issues

Institutional Financial Aid Representath&37.261.9009
General Information and Telephone Inqui¥i837.261.9009
Federal FAFSA Processor: 319.337.5665

Federal Programs/Application: 8064ED-AID

IRS (Tax return copy request): 80X -1040

= =4 =4 -8 A

NSLDS- Institutions that enter into an agreement with a potential student or parent of a
student regarding a Title IV loan are required to informstinéent or parent that the loan
will be submitted to the National Student Loan D&ayatem NSLDS) and will be

accessible by guaranty agencies, lenders, and institutions determined to be authorized
users of the data system.

Consumer Loan Disclosure Notieén compliance with federal regulations under HEOA

Sec. 489 amended Sec. 485B (d) (4) (20 U.S.C. 1092b) the College is required to notify
you that approved loans will be submitted to the National Student Loan Data System
(NSLDS) by the U. S. Department Bducation and will be accessible by guaranty

agencies, lenders, and institutions determined to be authorized users of the data system as
determined by the U. S. Department of Education.

Financial Aid Programs

FEDERAL PELL GRANT PROGRAM The Pell Grant Bgram was established by the Federal
Government to provide the foundation upon which a complete package of financial aid may be
constructed. If you apply and are determined eligible, you will receive an award. Before your
Pell Grant can be disbursed, weshhave a valid FAFSA record in our office by the last day of
the term for which you were enrolled. The Federal Pell Grant is not available to students with a
prior bachelor's degree or higher. Eligibility is limited to the equivalent of sktifé yeas of
receiving Pell Grant funds.

Federal Direct Subsidized and Unsubsidized Loans

1 The Federal Direct Subsidized Loan Program is a-hasdd, federal student loan
program administered by the college, the Department of Education, and a loan servicer.
You must be enrolled at least héthe (6 credits) to be eligible. The Federal Govemime
subsidizes the interest while the student is enrolled at leagirhalf

1 The Federal Direct Unsubsidized Loan Program is ane&u based, federal student loan
program administered by the college, the Department of Educatidra loan servicer.
You must be enrolled at least half-time (6 credits) to be eligible.

Loan Limits- The loan amount may not exceed the cost of attendance less any other financial
aid. More information on annual and aggregate Federal Direct Loan limits can bénéyans
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http://www.nslds.ed.gov/nslds_SA/
http://southcentral.edu/Financial-Aid/loan-information.html

borrower may receive both a Subsidized and an Unsubsidized Federal Direct Loan up to the
annual loan limit based on grade classification.

PreRequirements

1 Dired Loan Entrance Counseling provides information on your rights and responsibilities
as a borrower as well as financial management.

T Master Promissory Note is your contract with the Department of Education that you
agree to abide by the repayment terms ofryederalstudent loans.

Exit Counseling Exit counseling must be completed when you graduate, withdraw, or drop
below halftime. The process provides information on the average amount borrowers owe,
repayment options, consolidation of loans, and buidd@tmation.

Loan Proratiorr Students who are graduating after fall semester or enrolled in a program that is
shorter than a full academic year will have their Direct Loan(s) prorated based on the number of
credits needed to complete the program on reddrdrefore, the amount listed on your award

letter may be higher than your actual remaining eligibility. The amount will be revised at the
time the college certifies your loan.

Federal Direct Parent Plus Loans

Federal Parent PLUS loans enable parentstmty up to the cost of attendance minus other
financial aid for each child who is enrolled at least-tialle and is a dependent student. Federal
PLUS borrowers do not have to demonstrate financial need, although they will have to undergo a
credit analys. If a parent is denied a PLUS Loan, the student may be eligible for additional
Unsubsidized Direct Loan funding.

CANCELLATION - Borrowers have the right to cancel all or a portion of the loan if request is
submitted to South Central College within 14 slay disbursement.

Note: If you completely withdraw during a term, future loan disbursements will be cancelled.

OFFICE OF THE OMBUDSMAN Students who experience problems with their student loan
during the course okpayment may seek assistance through the Department of Education Office
of the Ombudsman. Borrowers can contact thehttps://studentaid.ed.govpay
loans/disputes/prepare/contachbudsmanor 8#857-2575

PROFESSIONAL JUDGEMENTS AND DEPENDENCY OVERRIDES

Thelaw governingthe FSA programds basedn the premisethatthefamily is thefirst sourceof
thes t u d suppbrfasdthelaw providesseveal criteriathatdecideif the studentis considered
independenof his/herparentdor aid eligibility.

Notethatastudentreachingthe ageof 18 or 21 or living apartfrom herparentsdoesnot affect
herdependencygtatus. If astudents considered dependentf his parentstheirincomeand
assetsnustbeincludedonthe FAFSA. The CPSwill calculatea parentcontributionandaddit
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tothes t u d eontribdtisnto deriveanEFC.In unusuakasesanaid administratoican
determinghata studentwho doesnot meetany of theindependenceriteriashouldstill be
treatedasanindependenstudent.

Professional Judgment

IN GENERAL & Nothingin this partshallbeinterpretedaslimiting the authorityof the
financialaid administratorpn the basisof adequatelocumentationto makeadjustment®n a
caseby-casebasisto the costof attendancer the valuesof the dataitemsrequiredto calculate
the expectedstudentor parentcontribution(or both)to allow for treatmenbf anindividual
eligible applicantwith specialcircumstanceddowever this authorityshallnot be construedo
permitaid administratorgo deviatefrom the contributionsexpectedn the absenc®f special
circumstancesSpecialcircumstancemayincludetuition expensestanelemetary or
secondangchool,medical,dental,or nursinghomeexpensesot coveredby insurance,
unusuallyhigh child careor dependentarecosts,recentunemploymenof afamily memberor
anindependenstudenta studentor family membemwhois a dislocatel worker (asdefinedin
section101of the WorkforcelnvestmentAct of 1998),the numberof parentsnrolledat least
half time in adegreecertificate,or otherprogramleadingto arecognizeceducationatredential
ataninstitutionwith a programparticipationagreementindersection487,a changan housing
statugthatresultsin anindividual beinghomelesgasdefinedin section103of the McKinney-
VentoHomelessAssistanceéAct), or otherchangesn af a mi imcgnie,af a mi dssgt@ra

s t u d gtatus Speacialcircumstanceshallbe conditionsthatdifferentiateanindividual student
from a classof studentgatherthanconditionsthatexistacrossa classof studentsAdequate
documentatiorior suchadjustmentshallsubstantiatsuchspecialcircumstancesf individual
studentsin addition,nothingin this title shallbeinterpretedaslimiting the authorityof the
studenffinancialaid administratotin suchcasegq1) to requestindusesupplementary
informationaboutthe financial statusor personakircumstancesf eligible applicantan
selectingrecipientsanddeterminingthe amountof awardsunderthis title, or (2) to offer a
dependenstudentinancialassistancendersectiond28H or a FederaDirect Unsubsidized
StaffordLoanwithout requiringthe parentsof suchstudentto file thefinancialaid form
prescribedindersectiond483if the studentinancialaid administratoverifiesthatthe parentor
parentf suchstudenthaveendedinancial supportof suchstudentandrefuseto file suchform.
No studentor parentshallbe chargedafeefor collecting,processingor deliveringsuch
supplementarynformation.

Students Without Parental Support

Studentsvhoseparentgefuseto supportthemarenot eligible for adependencyverride,but
theymaybeableto receiveunsubsidizedtaffordloansonly. For a studento beeligible for this
provision(thetextof whichisinthefi Pr o f ejsusd ¢gomearyinndteon pagells),you
mustgetdocumentatiorfl) thathis parentgefuseto completehis FAFSA and(2) thattheydo
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notandwill notprovideanyfinancialsupportto him. Includethe datesupportendedlf the
parentgefuseto signanddatea staementto this effect,you mustgetdocumentatiorirom a
third party (the studenthimselfis not sufficient), suchasateachercounselorgleric, or court.
As notedin the nextsection this situationdoesnot justify a dependencyverride.But aswith
overrides resolvingthesituationis at your discretion.If you decidethata studentfalls into this
categoryyou mustdocumentyour decisionandensurehatthe studentsubmitsa FAFSA and
passesll theeligibility matchesTheresultwill bearejectal applicationwith no EFC.You can
thenawardthe studentunsubsidized&taffordloansup to the maximumthe studentwvould
normally beeligible for dependingn his gradelevel (but nottheamounta studentcangetwhen
his parentis unableto geta PLUSIoan).

Dependency Overrides

A financialaid administratoFAA) maydo dependencyverrideson a caseby-casebasisfor
studentswith unusuakircumstancedf the FAA determineghatanoverrideis appropriateshe
mustwrite a statementletailingthe detaminationandmustincludethe statemenandsupporting
documentatiomn thes t u d fen Howesser,noneof the conditionslisted below, singly or in
combinationgualify asunusuakircumstancemeritingadependencyverride:

1. Parentgefuseto contributeto thes t u d edachtiors

2. Parentareunwilling to provideinformationon the FAFSA or for verification.
3. Parentglo not claim the studentasa dependentor incometax purposes.

4. Studentdemonstratettal self-sufficiency.

Unusual Circumstances

UnusualCircumstancesdo include (andmay causeany of the aboveconditions)abandonmertby
parentsanabusivefamily environmenthatthreatenshes t u d leealthod safety,or the
studentbeingunableto locatehis parentsin suchcasesa dependencyverridemight be
warranted. The presencef theseconditionswould not disqualify a studentrom beingan
unaccompaniegouthwhois homeles®r self-supportingandat risk of beinghomelessSucha
studentwhoistooold (i.e.,is22or 23)to beafi y o wouidaneritadependencyverride. An
FAA may,without gatheringdocumentationyseanoverridethatanotherschoolgrantedn the
sameawardyear.However,overridesdo not carry overfrom oneyearto the next; the FAA must
reaffirm eachyearthatthe unusuakircumstancegpersistandanoverrideis still justified.

A third partythatknowsthes t u d gtumatio® ssuchasateachercounselormedicalauthority,
memberof the clergy, prisonadministratorgovernmentagencyor courd shout establishithe
unusuakircumstancesvidencecanbe a signedletteror anofficial documentsuchasa court
order.If third partydocumentatiotis truly notavailable the schoolmayd thoughit is not
requiredtod acceptasignedanddatedstatementrom the studentor afamily memberdetailing
theunusuakircumstancesSucha statemenshouldbealastresort.
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Unable to Provide Parental Data

FAFSA onthe Weballows studentgo indicatethattheybelievethey havespecialcircumstances
thatpreventthemfrom providing parentinformation.A studentwho indicatesthisis thoroughly
informedaboutwhatwarrantsadependencyverrideandwhattheresultswill befor his
application.If hepersistghroughthosescreenganddoesnotincludeparentdata,hewill geta
rejectedSIR thatwill havethespecialcircumstanceflag set.You will haveto reviewthe

s t u d stmatiobasmddetermindf heis anunaccompaniedomelessndividual, meritsa
dependencyverride,mustinsteadprovideparentdata,or shouldbe permittedto borrowonly
unsubsidizedtaffordloansbecausdée candocumenthathis parentshaverefusedo support
him andto providetheirinformationon his FAFSA. In thelastcasehedoesnotreceivea
dependencyverride.

Credit Balances

Thecollege's policy is to resohaigible credit balances in student accounts as promptly as
possible- in compliance with all applicable regulations and by the end of the term in which the
credit balance is createdy issuing refunds to the student.

A creditbalanceresults when the total of the credits posted to a student's account (e.g.,
payments, loan disbursements, scholarships, etc.) exceeds the total of the charges applied or
applicable to the account for a specific term or semester.

A creditbalanceeligible for arefund is one where all the applicable charges and credits have
been posted to the account and his or her eligibility for such funds has been reviewed and
confirmed or adjusted based on current eligibikyrollment,or any other apptable conditions.

Anticipated funds, including anticipated financial aid, are not considered credits to a student's
account until the funds have actually been disbursed to the account.

Accounts of students on a Payment Plan are not eligible for a reflexs uhe Payment Plan has
been completed and paid in full, and payments exceed the applicable charges.

Account Balances, Returns and Payments

Il n some cases, I f a refund is 1 ssued and subs
account, itisthestuent 6 s responsibility to return the f
in accordance withthechoobs bi I Il i ng and payments policies,

and late fees
Types of Student Account Credit Balances and Refunds

Credit balanes may be related to payments from several sources, including from personal funds;
Title IV Federal Student Aid; and ndaderal aid funds, such as private loans and grants, and
other external awards.

The school's policies and procedures for handlingestigccount credit balances adhere strictly
to federal and other regulatory requirements, as applicable, and vary depending on whether a
credit balance is related to federal aid funds or not.

Credit balances may also be related to and affected by changestuident's enrollment status
during a term or semester; changes to expected enroliments status prior to a term, inclading non
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enrollment; changes to academic workload (Add/Drop) that affect federal or other aid eligibility;
leaves of absence; or witheral.

If a student's enroliment status changes as a resadtdifig or dropping classes, the student's
federal aid award may need to be adjusted and this may affect the amount of any refunds.

CREDIT BALANCES AND REFUNDSDUE TO FEDERAL FINANCIAL AID

Depending on the specifics of the situation, for students who have a credit balance and are
recipients of Title IV federal aid, the level of aid awarded may need to be recalculated by the
school's financial aid office.

The University will credit Title IV éderal aid funds to a student's account only against allowable
institutional charges

Written Authorization:

Students (or parent borrowers) must provide written authorization before the University can
perform any of the following actions with respect todirbalances related to Title IV federal aid
funds:

T Hold a credit balance in the student's account across terms within the same award year, or

T Apply funds awarded for the current year to prior year charges, up to $200, to pay for
charges other than for tion, feesyroom,and board

Studentsnayprovidethis written authorizationby sendingus an email request

CREDIT BALANCES AND REFUNDS DUE TO OVERPAYMENT OR OTHER, NON-
FEDERAL STUDENT AID FUNDS:

If a student or pr@nt overpays the student's account, related credit balances will be refunded to
the student, regardless of the source of the payment.

For students who did not enroll during the term or semester for which a credit balance exists in
the student's accounhg credit balance will be refunded to the student, unless the payment was
made via wire transfer, in which case the payment will be returned to the source.

If a credit balance on a student's account is related to otheTithtV Federal Student Aid

funds (for example, external awards, such as scholarships, grants, or private loans) the credit
balance in the account may be reduced, may be returned to the source, or may be refunded to the
student, depending on the specifics of the situation and the iooisdif the award.

Sponsored (Third -Party) Billing:

For students who are sponsored by a third party for whomrolregeis billing the sponsoring
organization through its ThifrBarty Billing program, the refund may be sent to the sponsoring
organizationdepending on the conditions of sponsorship.

Refund Processes
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The college's policy is to monitor credit balances daily as they are createdent accounts;
Infinity College also reviews student accounts for accuracy of charges and funds posted, as well
as possible pending charges.

Infinity College prioritizes refund processing in the following manner:

PRIORITY OF CREDIT BALANCES AND REFUNDSDUE TO TITLE IV FEDERAL
STUDENT AID:

The college will automatically issue refunds for eligible credit balances related to Title IV
Federal Student Aid funds.

Credit balances related to Title IV federal aid funds, per federal regulations, must be refunded no
later than 14 days after either:

1 Thedatethe creditbalanceoccurredon the student'saccount if the credit balance
occurred after the first day of clagsa payment periodyr

1 Thefirst dayof classeof the paymentperiodif the credit balance occurred on or before
the first day of class of that payment period.

Credit balances related to Title IV funds are always prioritized for refund processing, teatept

as noted above, the University will hold credit balances in a student's account across terms
within the same award year if the student (or parent borrower for Parent Plus Loans recipients)
provides prior written authorization

Issuing Refunds
Refunds are issued via paper check.

Financial Aid Warning

The school evaluates SAP at the end of each payment period. Students who do not meet SAP
measures described above will automatically be put on Financial Aid Warning for one payment
period. Thisstats may only be given to a student who
SAP standards at the previous evaluation.  Students who are put on a Financial Aid Warning
continue to receive Title IV aid for the next payment periods after they recemaithimg status.

The studentds academic progress wil/ be eval u
assigned for consecutive payment periods.

The Warning status is applied only to students with a reasonable expectation of improvement in
one payment period.

If a student is making SAP at the end of the Financial Aid Warning period, they shall be returned
to normal SAP status with ross of Title IV eligibility.

APPEAL PROCESS
Students who do not make SAP and is placed on Financial Aid Suspension will lose their Title IV
financial aid eligibility.
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The Financial Aid Appeal process allows students who are not meeting SAP standards to petition
the institution for reinstatement dftle 1V aid eligibility. (If a school does not allow an appeal, a
student may not be placed on financial aid probation).

Students may have the opportunity to have their financial aid eligibility reinstated by appealing
the decisiorand being placed onirkancial Aid Probation Students have five (5) business days
after being notified to institute an appeal. The appeal must be in writing and given to the Executive
Director, who will meet with the Financial Aid Academic Appeals Committegetdeon the

appeal.

The bases on which a student may file an apgeahjury or illness; death of a relative; or other
special circumstance. Students must provide supporting documents and describe in writing any
unusual circumstances that warrant special consider&tudents must provide information as to

why they did not make SAP and what has changed that will allow them to make SAP by the next
evaluation point.

The Executive Director will provide a decision in writing within ten (10) business dHys.
schml has the final decisiottf a student's appeal is accepted the student can get financial aid.

Financial Aid Probation

If the institution approves the appeal, the student may be placed on probation after the institution
eval uates t he sdtdetdmines that the stumentr didsmot make Satisfactory
Academic Progress during the warning or previous evaluation period. Probation will only be for
one additional payment period during which the student remains eligible for federal aid.

The studenwill be placed on an academic plan to regain satisfactory academic progress status
to continue to be eligible for federal aid beyond the initial probationary period, the student must
either be meeting the cumulative attendance and grade standards dedubfitheschool orbe
in compliance with any customized written academic plan.

The academic plan may be as complicated as a cbyrseurse plan toward completion, or as
simple as a mathematical formula that specifies the percentagarséwork that the student must

now complete. An academic plan may continue for multiple payment plans. The student is now
on financial aid probation. At the completion of the plan the student will either be in compliance
with SAP or have completed tipeogram. If the student fails to meet the standards established in
the plan, the student will no longer be eligible for title IV aid.

In the academic plan, the school determines the minimum grade point average the student must
achieve and the number @redits that the student may take.

An academic plan can lmhanged ithe student files another appeal. The reasons for changing
the academic plan are related to unusual circumstances that presented the student from meeting
the requirements of the ol academic plan. These reasons may include:

1 Two required courses are only available in the same time slot.

1 The school is unable to offer a required course during the term outlined in the plan.

1 Personal situation or emergency.
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All documents concerning a written appeal of a SAP evaluation must be kept in the student file,
including the snndtionofsdck appeal and tetaits ofcheytacademic plan that
may be developed.

Return Of Title | V Funds

The return of Title IV funds policy is designed for students who wish to discontinue their
enrollment in their educational program or for those sttel@ho cease attendance without
officially notifying the college. The policy outlines the potential financial ramifications of
withdrawing from the College.

Federal regulations require that Title IV financial aid funds to be awarded and disbursed under
the assumption that the student will attend the institution for the entire period in which federal
assistance was provided. When a student withdraws from all courses feaaaghe/she may

no longer be eligible for the full amount of Title IV funds thatshe was originally scheduled to
receive. The return of funds is based on the premise that students earn their financial aid in
proportion to the amount of time in which they are enrolled. Agbeal schedule is used to
determine the amount of fedeeatl he/she will have earned at the time of the withdrawal.

Please Note:

1 Institutional funds are not subject to the R2T4 policy.

1 If a student withdraws from all courses after the 60th percentile of the payment period,
the Return of Title IV refund calcation is not required.

1 Prior to completing the Return of Title IV Funds calculation, the College will evaluate
student eligibility for a post withdrawal disbursement, and if eligible, the post withdrawal
disbursement will be made.

This calculation must ke completed if a student receives federal funds and:

1 completely withdraws prior to the 60th percentile of the payment period, or

1 does not complete all modules (courses that are not scheduled for the entire payment
period), or stops attending before costplg the payment period

Steps involved in the Return of Title IV Funds Calculation

1. Financial Aid Office will determine:

The total amount of Title 1V aid disbursed (if any) for the term the student withdrew. (Title
IV aid is counted as aid disbursed in the calculation if it has been applied to the student
account on or before the date the student withdrew.) The total awfolitle 1V aid

disbursed, plus the aid that could have disbursed (if any) for the term in which the student
withdrew.

2. Percentage of Aid Earned
3. Amount of Aid Earned by Student
4. Amount of Title IV Aid to be Disbursed or Returned

Order of funds returned
1. Unsubsidized Federal Direct Loan
2. Subsidized Federal Direct Loan
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3. Federal Direct Graduate PLUS Loan
4. Federal Direct Parent PLUS Loan
5. Federal Pell Grant

Loans must be repaid by the loan borrower as outlined in the terms of the borrower's
promissory note.

The grace period for loan repayments for Federal Unsubsidized, Subsidized Direct Loans
will begin on the day of the withdrawal from the MCCM. The student should contact their
loan servicer if he/she has questions regarding the grace pergmhgment status.

Reinstatement Of Title IV, HEA Aid

Reinstatement of aid is limited to the period under evaluadtudents making SAP by the
conclusion of the Warning or Probation period will be removed from the warning/probation
status and will regain eligibility for Title IV, HEA funding.

A student who failed to make SAP progress magst@blish his/her financialcaeligibility after
meeting the following conditions:

Enroll at the student's own expense until both the Quantitative and Qualitative SAP standards
are met, while not exceeding the Maximum Time Frame in dodexgaineligibility for Title
IV, HEA funding.

A former student requesting to be reinstated as an active student should do so in writing.
Supportive documentation and/or information concerning any mitigating circumstances should be
noted in the request. The requesting prior student shall be daiffitne Reinstatement Review
within five (5) business days following the decision of the Financial Aid Academic Appeals
Committee.

Students whoegainSAP at the end of the next payment period will have regained full eligibility
for Title 1V, HEA funding.

Leave Of Absence, Interruptions, Course Incompletes, Withdrawals, And

Transfer Credits

If enroliment is temporarily interrupted for a Leave of Alsgrstudents return to school in the

same SAP status prior to the leave of absence. Clock hours that have elapsed during a leave of
absence wil/l extend studentsd contract period
in the leave of absence andllwnot be included in the cumulative attendance percentage
calculation.Requests foa LOA must be specific in writing, be signed and dated. Before a LOA

is granted there must be reasonable expectation that the student will return from the leave.

Studens who do not return from a Leave of Absence will be unofficially withdrawn from the
school within 14 days after the return date and will have their last date of attendance as the last
day they attended before the start of the leave.
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Students who wittraw prior to completion of the course and wish temeoll within 180 days of
the original official withdrawal date will return in the same SAP status as at the time of withdrawal.

Course incompletes, repetitions and fooedit remedial courses do napply. Therefore, the
school does not issue incompletes or offer-omdit remedial coursesAll hours attended are
considered attempted. Students are not permitted to withdraw from individual subjects. Students
withdrawing from school will receive crador all work successfully completed up to the point of
withdrawal.

Change of Major or Program: If a student changes his/her major or program, thedsesool
not count for SAP purposes, classes taken in the first major or program that do not #pply to
second or subsequent major or program.

Due to the unique nature of Infinity College's curriculum, transfer credits are not accepted from
other institutions.

Notification
Students will be sent written notification if their status changes as a result of the SAP evaluation.

OFFICIAL WITHDRAWAL FROM SCHOOL
In the event a student must withdraw, she/she must consult with the Executive Director and/or
Director ofEducation Programming and notify in writing of his/her official last day.

UNOFFICIAL WITHDRAWAL FROM SCHOOL

If the schoolunofficially withdrawals a student from the school, the Executive Director and/or

Director of Education Programming will recordethircumstances and last day in writing and
include the information in the studentds of fi

Course Retakes:

A full-time student in germ-basedorogram only, may retake (one time only per previously passed
curse) any previ ouwsIltyhipsa spsuerdp ocsoceu r spea.s s efdlF me a n :
This retaken c¢class may be counted toward a st
class.

A student may be repeatedly paid for repeatedly failing the same course (normal SAP fiolicy sti
applies to such cases) and if a student withdraws before completing the course that he or she is
being aid title 1V funds for retaking, then that is not counted as his or her one allowed retake for
that course. However, if a student passed a class thaeeis repaid for retaking it, and fails the
second time, that failure counts as their paid retake, and the student may not be paid for retaking
the class a third time.

If a student withdraws from all Title IV eligible courses in the payment peniogeaod of
enrollment and continues to attend only the course(s) that he or she is completing or repeating for
which he or she may noéceiveTitle 1V eligible program only if he or she is attending one or
more courses in that program for which the stiidereceiving Title IV HEA program funds.
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Net Price Calculator

What is the Net Price Calculator?

1 The Net Price Calculator is a tool for students and parents to use to get an estimate of
what it may cost to atterldfinity College

1 Theinformation you receive from the calculator is an estimate of costs and financial aid.

1 The estimate assumes that you will be a degree seeking undergraduate student enrolled
full-time (12 or more credits) in fall and spring semesters.

How does the calculatowork?

1 The calculator uses information on the typical cost of atterdiitgty College
including tuition, fees, books, supplies, room and bdsaadsportationand personal
expenses.

T Your actual costs will vary depending on your major, the coursessjteat and your
living arrangements.

1 Using family financial information that you enter; the calculator will estimate the amount
of grant and scholarship financial aid that similar students received in the previous year.

Getting Started

1 Using the calculatoshould take less than ten minutes of your time, assuming you have
family financial information available.

T You wi || be asked some basic questions abo
so it might be helpful to have recent tax forms or pay staldsand.

Privacy

1 Information you enter into the tool is not retainensmittedpr used bynfinity
Collegeor any third party.

T You wi || be asked basic information about
college in order to calculate your expected costs and financial aid.

T You will not, however, be asked to enter your name, date of birth, address, social security
number orany other personally identifiable information.

Things to Keep in Mind

1 The Net Price Calculator can only provide an ESTIMATE of costs and financial aid. It is
not a final determination or actual award of financial assistance or a final net price.

T Financialaid award packages are determined after a student has submitted a Free
Application for Federal Student Aid (FAFSA) indicating thénity College FAFSA
school code

T For more information on applying for Federal student aid, dtpo//www.fafsa.ed.gav
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9 Esti

mat ed

enrollment.
T Financial aid is estimatdzhsed on the median grant and scholarship aid received by first
time, full-time degree seeking students enrolled in based on previous academic year.

T The financial aid estimates do not include any loans or- sty assistance.

cost s

ar

e based

on t

he

costs for

1 Education costs and availaldfinancial aid programs will vary each academic year.

Academic Counseling

Academic counseling is a continuing experience between the student and teacher, and students are
counseled relating to Academic Probation. Divector of Educatiormounsels withtsidents often

to help with school and personal problems. Infinity College has a sincere interest in the personal
welfare of each student and promotes an ajmor policy of communication to provide assistance

when needed.

Grade and Grade Points

Students mast maintain satisfactory academic progress at all times. Students are encouraged to
consultwith their instructors regarding their grades and academic pro@teskents will receive
a progress report at the end of each month.

Your final course grade Hefkcts the grades earned on quizzes, case studies, discussion responses,

assignmentdanternshipéxternshipand the final exam. A letter grade will be assignpdn

conclusion of the course. Successful completion of a course requires an overall score of 70% or

better.

The following scale will be used tdetermine your course grade:

A Excellent 93-100% 3.54.0
B Good 92-85% 3.03.4
C Satisfactory 84-77% 2029
D Poor 76-70% 1.0-1.9
F Failure 69 below 0.0
W Withdrawn 0.0
I Incomplete 0.0

Studentsshould maintain a minimum of 70 or 2.0 GPA

A student's cumulative gragmint average (GPA) is computég dividing the total number of
points earned by the total number of hours completed. A failing grade becomes part of the student's
permanent record. Upon successful completion of the course, the previous gradmmmded

i n the st butthe priorgmde &Mans on the transcriptn the event of a repeated course)
Practical Nursing Grading Scale
A Excellent 93-100% 3.54.0
B Good 92-85% 3034
C Satisfactory 84-80% 2029
D Poor 70-7% 1019
F Failure 69 below 0.0
w Withdrawn 0.0
I Incomplete 0.0
Students should maintain a minimumof 80% or 2.0 GPA(PN Students)
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Withdrawals

Students withdrawing from a class should consult with the class instructor and tliEretter

of Education Students withdrawing from school should complete a withdréwmal. The school

requests that a notice of cancellation or withdrawal be madeitingviThe date of withdrawal

shall be the last date of recorded attendarfa.student withdraws prior to completing 50% of

the course, the student will receive a AWo fo
completing 50% of the coursthe student shall receive the letter grade earned for that particular
cour se. Students who maimem objectivas afidWaist repeat the n o t
course in order to receive official credstudents are required to obtain the signatbeeDirector,

Director of Education, Progra@oordinatorand/or Financial Aid Representativeorder to drop

or add courses. Dropped coursgdl appear on your transcript ammbuld impact academic
standing.

Unofficial Withdrawals
If and/or when a student "unofficially" withdraws from school, the date of determination
will be established as no later than 14 days after the last date of attendance.

Determining Withdrawal Date
If the student fails to attercdassegprior to the end othe payment period or period of
enrollment, a student's withdrawal date is:

For students who provide notification to the institution of his or her intent to withdraw,
the withdrawal date is the date that notification is received by the institutioritimgnor
orally.

For students who do not provide notification to the institution of his or her intent to
withdraw,the withdraval date is the date that the institution becomes aware that the
student has failed to attentihe institution will determine thwithdrawal date as follows:

1 The last date of recorded attendance.

1 Any earlier or later date that the institution documents as the last date of
academically related activity by the student.

1 Another date, as determined by the institution, related to aesmtc iliness,
grievous personal |l oss, or other circun
prevented the student from withdrawing officially.

1 For a student who does not return from an approved leave of absence, the
withdrawal date is the earlier dig date of the end of the leave of absence or the
date the student provides official notification to the institution that he or she will
not be returning to the institution.

Financial Implications of a Course Drop or Withdrawal
A student who drops a course or withdraws from all courses may be entitled to a refund or partial
refund of tuition and fees.

A student who drops or withdraws from a course after the semester disbursement of financial aid
may be subject to the cancellatiof a portion or all of the financial aid the student received.
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The student may be obligated to return financial aid overages disbursed to them and may be
required to pay the tuition and fee chadges tF

Academic Implications of a Course Drop or Withdrawal
Subpart A. A student who drops or withdraws from a class, or who has been administratively
dropped or withdrawn from a class, is no longer eligible to participate in that class.

A dropped cours is no longer considered enrolled credits, effective first day of the term. A
withdrawn class is no longer considered enrolled credits, effective from the date of withdrawal.

Withdrawn credits are considereattempted but not earned for the calculation of percent
completion when assessing satisfactory academic progress.

Dismissal from a Course

Students must maintain appropriate behavior, full attendance, and achieve at the top level of their
ability to reman in a course. Upon recommendation of the Instructor, Director and/or Director of
Education any student can be removed from a course for the remainder of a class period, or
permanently removed if the joint judgment of the Director, Director of Educatiolior Instructor

and merits this conclusion. If permanent removal is the resolution of the situation created by the
student, the school Director must make the final ruling. Academics, behavior, attire, or attendance
can singularly or in combination bleet criteria used for class dismissal or removal from a course.

Refunds/Cancellations for Programs over 300 Clock Hours
*Louisiana Board of Regents Refund Policy*

Cancellation within three business days: If for any reason a student is unable to begin classes, all
monies paid will be refunded if requested within three business days after signing an enroliment
agreement and making an initial payment.
Cancellation aftethreebusiness days: Tuition or fees are collected in advance of entrance and if
the student does not begin classes, the institution shall retain not more than $100.Refunds for a
student who does not begin classes shall be made within 30 days ofttbé atguarter, term, or
semester.

1. During the first week of classes, the institution shall refund at least 90% of tuition, less the

registration feethereafter.

2. During the next three weeks of classes, the institution shall refund at least 75% of the
tuition, less the registration fethereafter.

3. During the first 25% of the course, the institution shall refund at least 55% of the tuition,
less the registration fethereafter.

4. During the second 25% of the course, the institution shall refund at |€asif3be tuition,
less the registration fethereafter.
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5. During the third and fourth 25% of the course, the institution shall retain 100% of the stated
course price.Percentages of course completion are to be computed on the basis of clock
hours. Foprogramsjonger than one year (12 calendar months) in length, 100% of stated
course price attributable to the period beyond the first year will be refunded when the
stucent withdraws during the prior period.

If tuition and fees are collected in advance of the start date of a program and the institution
cancels the class, 100% of the tuition and fees collected musiupeled. The refund shall
be made within 30 days die planned start date.

Refunds when due, shall be made witthimty (30) days (1) of the last day of attendance if

written notification of withdrawal has been provided to the institution by the student, or (2)

from the date the institutiorerminated the student or determines withdrawal by the student.
Refunds when due are made with and without requiring regksefunds shall be made

within thirty 30)dayso f t he studentdéds | ast day of attenc

Refunds/Cancellations for Programs un der 300 Clock Hours

*Louisiana Board of Regents Refund Policy*
Cancellation within three businedays | understand that if for angeason| am unable to
enter;all monies paid will be refundetirequested within three business days after signing an
enrollmentagreement and making an initial payment.

Cancellation after three business days but before commencement of classes by the student:
Tuition or fees collected in advance of entrance atigeifstudent does not begin classes, not
more than $100.00 shall be retained by the institution. Refiands student who does not

begin classes shall be made within 30 days of the start of a quarter, term, or semester.

1. After astudenthas completed s than 15% of the course, the institution shall refund
at least 80% of tuition, less the registration thereafter.

2. After astudenthas completed less than one fourth of the course, the institution shall
refund at least 70% of the tuition, less thgistration feethereafter.

3. After a student,has completed one fourth but less than one half of the course, the
institution shall refund at least 45% of the tuition, less the registratiothireafter.

4. After astudenthas completed one half or markthe course, the institution may retain
100% of the stated course price.

If tuition and fees are collected in advance of the start date of a program and the institution
cancels the class, 100% of the tuition and fees collected mustuseled. The refund shall
be made within 30 days of the planned start date.

Refunds when due, shall be made witthimty 30 days (1) of the last day of attendance if written
notification of withdrawal has been provided to the institution by the student, cof2}tie date
the institution terminated the student or determines withdrawal by the stR@émids when due
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are made with and without requiring requdsdt.refunds shall be made within thirt3@) daysof
the studentodés | ast day of attendance.

COERefund Policy
Refunds when due are made with and without requiring request.

1. Refunds for Classes Canceled by the Institution
If tuition and fees are collected in advance of the start date of a prograheansiitution
cancels the class, 100% of the tuition and fees collected must be refunded. The refund shall
be made within 45 days of the planned start date.

2. Refunds for Students Who Withdraw or Before the First Day of Class
If tuition and fees arecollected in advance of the start date of classes and the student
does not begin classes or withdraws on the first day of classes, no more than $100 of
the tuition and fees may be retained by the institutionAppropriate refundfor a student
who does nobegin classes shall be made within 45 days of the classlatart

3. Refunds for Students Enrolled Prior to Visiting the Institution
Students who have not visited the school facility prior to enrollment will have the
opportunity to withdrawvithout penalty within three days following either attendance at a
regularly scheduled orientation or following a tour of the facilitied sspection of the
equipment.

4. Refunds for Students Enrolled in Professional Development, Contigdungation, or

Limited Contract Instruction
Institutions engaging in programs which are shemn must have a written policy or
contract statement regarding whether or not fees and instructional charges are refundable.

5. Refunds for Withdrawal After ClasCommences

(a) Public Institutions
The refund policy for students attending public institutions shall be consistent with the
policy established by the institutionds go

(b) NontPublic Institutions

(1) Refund Policy for Programs Obligatingu8ents for Periods of 12 Months or

Less

The refund policy for students attending fmublic institutions who incur a financial
obligation for a period of 12 months or less shall be as follows:

(i) During the first 10% of the period of financial obligati the institution shall refund at
least 90% of théuition.

(if) After the first 10% of the period of financial obligation and until the end of the first
25% of the period of obligation, the institution shall refund at least 50% dxditroa.

(i) Aft er the first 25% of the period of financial obligation and until the end of the first
50% of the period of obligation, the institution shall refund at least 25% of the tuition; and,
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(iv) After the first 50% of the period of financial obligation, the ingtdn may retain all
of the tution.

(2) Refund Policy for Programs ObligaginStudents for Periods Beyond Twelve Months

Institutions with program longer than 12 months thahdincially obligatethe student for any

period of tmebeyond 12 months shall release the studé the obligatn to pay beyond the 12

months if thestudent withdraws during the first 12 months. The calcutatif the refund for the

unused portion of therBt 12 months shall be based on section (b)(1) HRablic Institutons

above. If the student withdraws during any seduent period following theréit 12 months, the

studmt 6s refund f or t h enapphcabiedodhe peoad OfthdrawalsHall t he t
be based on section (b)(1) N&wblic Irtuitionsabove. Deviations from the requirements of this

palicy as stated above are permdtif (1) mandatetly a nonpublic instituti n 6 s inlg ageneyn s

or a public instit ()aceepiedbythgopommissiomi ng board and

Degree Refund Policy

Students may request cancellation in any manner, but a written request is recommended. Your
signature on the enrollment form indicates that yauehread and understood the terms of this
Agreement that you have read and understood any literature you have received from us and that
you believe you have the ability to benefit from the course you have selected

1 Students who withdraw prior to the fiddy of classes are entitled to a full refund of tuition
and fees

1 Any administrative fees retained by the institution upon the early withdrawal of a student
shall not exceed 15 percent of the total cost of tuition and fees paid by the student.

I nstnsuwhioch financially obligate students on a quarter, seme
and fee refund policy:

T students withdrawing during the first 10 days

percentt wift itoont adnd fees paid, excluding any n
maxi mal | yadamil miwsatbrleet i vei heestuetanned by the

f students withdrawing from day 11 through day 2
percentaloftuttdi on and fees paid, excluding an;
maxi mal | ya damil miwsatbrlaet i vei heestuetanned by the

f students withdrawing from day 25 through the e
may imel i gi bleetwndecei ve a

Institutions which financially obligate students for longer periods of time, i.e., periods exceeding six months, shall be jggb
to the following tuition and fee refund policy:

Students completing up to 25 percentlod course of study shall receive a minimum refund of 50 percent
of total tuition and fees paielxcluding any nonrefundable application fees, lessrthgimally allowable
administrative fees retained by the institution
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f students completricegt mbue dlkass 2ZHhape50 percent
receive a minimum refund of 25 percent of tot a
applicati omakemal | yaedmsil mitvaatbrleet i vei heebstouet anne

f institutions are not all owed to keep the full
program of complyethad. been

C

T refund policies for programs offering tuition
of fered through distance | earning wil/ be exam
Refund policies for instalmmgemnempalolgy atae mke feu e

per the Board of LBegentsmaof the State of
Refunds must be paid within 45 days of the date

The remaining tuition and refundable fees will be refunded basedukeoherm start date and the
tuition percentage amounts below:

Degree Tuition Refund Chart

15t Ten (LO) days of class 75% Tuition and fees paidRefund excluding
any nonrefundable application fees, less
maximally allowable administrative feg
retained

11"-24" day of classe€omplete 50% Tuition and fees paidRefund excluding
any nonrefundable application fees, less
maximally allowable administrative feg
retained

25" day until the end of the ter@omplete May be ineligible for a refund
50%complete of the program No Refund

Course Progression Policy

Courses for the Infinity College Degree programs feature -areek course broken into 8
lessons/weeks. Students aeguiredto complete each lesson in chronological order as well as
attend live lectures if applicable. Information in each week or lesson builds as the course
progresses. Therefore, in order for students to reach their full academic potential, sitelents
required tocomplete each lesson in chronological order. For example, ssusteould complete

week or lesson 1 in full before beginning lesson 2 and then complete lesson 2 in full before
beginning lesson 3. All Infinity College programs require at least one course activity per week and
live course attendance if applicable.

Reinstatement/Re -Entry

A student who successfully appeals will be reinstated for one grading period, during which time,
he or she will be on probation and subject to the same requirements as any other student on
academic probation. The student is remindedttregraduation requirements still apply.

A student who has wit hdr aswentryrhustesign atndwenradlroemto o |
agreement for the hours remaining to complete the program. Any tuition due to the school will be
determined and payment must be arranged befezatrg. Studentsvill be charged at the hourly
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rate only for the hours that they need to complete the program. Students will be permitted to re
enter at the discretion of the School Director and after a review of their academic records.

After Voluntary Interruption: Any student who desires to be readmitted must submit an
appeal in writing to the Director @irector of Educatiorat leastten (L0) business days
prior to the time the student desires teergoll. All student records will be reviewed with
the student to detmine whether the student can beadmitted into their program of study.

After Academic Dismissal: A student who has been dismissed for academic reasons and
who desires to be readmitted musttify the Director and/oDirector of Educationin

writing, ten (L0) business daygrior to the time the student desires teergoll. All records
established at the school shall be reviewed. No readmission will be considered after a third
dismissal. There Wi be a $0.00 readmission fee.

After Disciplinary Dismissal: A student who has been dismissed for disciplinary reasons
and who desires to be readmitted mutify the Director and/oDirector of Educationin

writing, two weeks prior to the time the student desires-tmrell. All records established

at the school shall be reviewed. The accomplishments of the student while out of school
shall be considered carefully. No readmission will be reconsidered after a second
dismissal. There will be a5R.00 readmission feéThis policy may differ for Practical
Nursing StudentsAssociate degree students must wait one full semester @pbheto

the program of study.

*Any student who withdraws and subsequenthengers are subject to policies in effect at
the time of reentry

Progra m Transfer within location and from other Institutions

T

In case a student wants to transfer into a different program, he must meet Witie ttier
of Educatiorand explain his reason for the request.

The Director of Educatiorsits with the studentandd ent i fi es t he studen
refers the matter to the Director.

The student then has to go through a second session of counseling with the Director who
tries to make sure that the change of program is going to benefit the student.

The Directorcontacts the accounting department and makes sure that all the financial
obligations have been met by the student.

The student must fill out and sign the ATr
submit to theDirector of EducationUpon receipt of this form from the student, depending
on the schedule availability the student is authorized for the new progiamioé.

The Director of Educationmakes sure that the student completes a new enroliment
agreement. If the student has received the books for the previous priigratodenmust
pay for the books of the original program.
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1 Any student entering one tife educational programslafinity Collegeis not guaranteed
to receive academiandfinancial crediffor courses taken at other institutions upaengt
of an official transcriptfom the ¢her accredited institution aragbprovalof thosecourses
by the Director.Students must follow the transfer policy to request transfer of créliis.
to the nature of Infinity College's curriculum, it is not guaranteed that transfer credits will
be accepted from other institutions.

1 Studentmust take at leasi0% of their program ainfinity College and receive at least a
2.0 in theprogram. Requests for transfer of credits shall occur ddhiadirst week of
attendance.

1 Students must complete a transfer of credit form and submit offiaasdripts. The
Director and/oDirector of Educatiorwill evaluate all previous officiatranscripts and
determine whicltourses, if any, will be accepted ltlge school. In addition, studis must
be in good standing #te previous school.

1 However, if the prospectivéiglent had previously attendédinity Collegeand dd not
complete his/her programf interest, then the student will be given credit &ll clock
hoursand class wdrearned while attending Infinity College

1 If at any timea student decides to changeograms, the student must write atdet
requesting to drop from theurrent program and transfer to another program and/or
complete a change of ggram form. If the new programontains some of the same
information as the previousgmramthe student Wi be given credit for all clockoursand
class work earned while attending Infinity College

1 Refunds will be calculated, dpplicable, according to the refund policy as stated in the
enrollment agreement and thistalog. All studentsequesting to transfer programs within
Infinity College will be charged a fee of $25

Transfer Credit

Due to the nature of Infinity College’s curriculuinis not guaranteed thatansfer creditsvill be
accepted from other institutionS.t udent 6 s wi shing to transfer
submit an official transcript from the other institution and complete a transfer of credits request
form for review by the Education department. Upon congoiedf the review, the student will
receive a written response regarding the req&stents wishing to transfer credits earned at
Infinity College to another institution should check with that institution to understand their transfer
of credit policyard all requestmust be made before the student begins cRIssse note that it

is not guaranteed that credit hours or clock hours earned at another institution will be accepted at
Infinity College.

In addition, students must be in good standing atrénqus school. However, if the prospective
student had previously attended Infinity College and did not complete his/her course of interest,
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then the studentanbe given credit for all clock hours and class work earned while attending
Infinity College provided the courses were taken within one calendar year of withdrawal and the
student was in good academic standitigat any time a student decides to change programs, the
student mustomplete a withdrawal formequesting to drop from the current pragrand transfer

to another program and/or complete a change of program form. If the new program contains some
of the same information as the previous program, such as CPR or Microsoft, the student will be
given credit for all clock hours and class workreal in these courses while attending Infinity
College. Refunds will be calculated, if applicable, according to the refund policy as stated in the
enrollment agreement and this catalog.

When accepting credit from other sources, the institution must tkafythe source of the credit
accepted is accredited by an agency recognized by the U.S. Department of Education or whose
acceptance is required by a state or federal approving agency.

Academic Honesty

All members of Infinity College are expected to be honorable and observe standards of conduct
appropriate to a community of scholars. Students are expected to behave in an ethical manner.
Individuals who disregard the core values of truth and honesty disrgspect to themselves and

the college. A college community that allows academic dishonesty will suffer harm to the
reputation of students, faculty, and graduates. It is in the best interest of the entire college
community to sanction any individual whadhooses not to accept the principles of academic
honesty by committing acts such as cheating, plagiarism, or misrepreser&tidants are
expected to adhere to high standards of academic hornestiasses where a faculty member has
determined that student is guilty of academic dishonesty, the faculty member shall make certain
that there is a promgirm, and fair response by developing an anecdotal record of the incidence.
The penalty for academic dishonesty can include a zero (0) grade foapleat test, or assignment.

A failing grade for the class can be assigned for flagrant academic dishonesty

Plagiarism Statement

Plagiarism means using the exact words, opinions, or factual information from another person
without giving that person credMriters give credit through accepted documentation styles, such

as parenthetical citation, footnotes, or endnotes; a simple listing of books and articles is not
sufficient. Plagiarism is the equivalent of intellectual robbery and cannot be tolerated in
academic setting. Student writers are often confused as to what should be cited. Some think that
only direct quotations need to be credited. While direct quotations do need citations, so do
paraphrases and summaries of opinions or factual informatiorefty unknown to the writers or

which the writers did not discover themselves. Exceptions for this include factual information
which can be obtained from a variety of sources, the writers' own insights or findings from their
own field research, and whaas been termed common knowledge. What constitutes common
knowledge can sometimes be precarious; what is common knowledge for one audience may not
be so for another. In such situations, it is helpful, to keep the reader in mind and to think of citations
asbeing "reader friendly." In other words, writers provide a citation for any piece of information
that they think their readers might want to investigate further. Not only is this attitude considerate
of readersbut it will alsoalmost certainly ensure thariters will never be guilty of plagiarism.
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Honor Roll

Students can earn an Honor Roll status each month by maintaining a minimum 3.5 cumulative
GPA. The grades for each month are compared with the grades from the previous month to
determine if the stlent is eligible for Honor Roll. If a student earns the status of Honor Roll, the
student s name wi ||l be displayed within the s

Academic Probation Policy

Any student, who is absent more than 20% of the total number of instructional hours offergd du
the first half of the program, excluding approved leaves of absences, may be given a second chance
by being placed on probation for one grading period.

A student who does not make satisfactory progress toward meeting gradeqtivzeaments will

be placed on Academic Probation if his/her cumulative GPA falls below satisfactory progress
(2.0). Student 6s daly, andjafoensakreview willlbe grarteddéovha student e d
at the end of each month. Students mayegilaced on academic probation more thagetimes

or greater thaiwo (2) consecutive times. If a student fails to meet the required satisfactory
standards after the second time, the student will be suspended from their program of study and will
be gien the option to renter aftethirty (30) days. In order to be eligible for-emtry, students

must make their request in writing and the Director andii@ctor of Educationvill determine if

the student is eligible to +enter and continue in thgarogram of study and complete within the
necessary timeframe.

Academic Suspension

A student who fails to maintain satisfactory progress while on Academic Profaftenwo (2)
consecutive times dhree @) times in the programyill be dismissed fronschool. If a student is
suspended due to academics, al/l c owhiclsneeans t h a't
withdrawal A student who has been readmitted after academic suspension may be dismissed if
he/she fails to fulfill the conditions eéadmission

Leave of Absence

In somecases, a student may arrange to leave school temporarily, with the intention of returning

at a later date. A student may obtain a Lea¥éAbsence (LOA) form from the Education
Department. The Director andDirector of Educatiomust approve all requestor LOA. Leave

of absence will be granted based upon the stuc
iliness, death in the family, and family emergencies are all just causes for leaves of absence. The
Director and/oDirector of Educatiocr ounsel 6s students at the ti me
and informs students that taking a Leave of Al
schoolwill not charge the student for the leave time; however, the allowed time for a Leave of
Absence cannot exceed one hundred eighty (180) days peiTiieaime on a leave of absence

does not count into the 150% maximum timeframe a student has to complete the pidgram.

year begins on the first date ofudentd@&ntdastg:r
school attendance. Weekends and holidays are included in the calculation of the leave period. If

the student fails to return from the leave of absence as specified by the Education Department, the
student will be dropped from schodlhe withdrawal determination date that the school will use
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in calculating the withdrawal settlement will be the date the student was scheduled to return from
the | eave of absence. The studentds charges w
the leave time. If any refund is due, the refund will be gthéty (30) days after the withdrawal

date.

Voter Registration

The school encourages its students to register to vote. The National Mail Voter Registration
From is available from the U.S.dgltion assistance commission (EAC) website.

U.S. citizens who are students and of voting age, can find information specific to their states of
residence from: www.eac.gov/voterresources or call the Election Assistance Office at (866) 747
1471.

How Do | Regster to Vote?
You may register to vote by completing and submitting the National Mail Voter Registration
Form. This form may be used to report a name or address change to the voter registration office
or to register with a political party. You may obtéms form in person from the following public
facilities.

9 State or local election offices
The Department of Motor Vehicles
Public Assistance Agencies
State funded programs that serve people with disabilities
Any public facility a state has designed as &ewreoegistration agency (such as public
libraries, public schoolgity, or clerk's offices).

1
1
il
il

Am | eligible to Vote?

You must be 18 years of age and a U.S. citizen to be eligible to vote. Sates may have their own
requirements, which are outlined in theéat® Instructions" section of the National Mail Voter
Registration Form.

Student Termination

Theschoolr eserves the right to terminate a studer
reasonsncluding but not limited to

1) Nonpayment ofuition

2) Unsatisfactory academic progress

3) Unsatisfactory attendaneéncluding tardiness

4) Failure to submit course work as scheduled

5) Nonconformity with policies, regulations, or Code of Conduct.
6) Conduct damaging to any facility

7) Disruptive behavior or unprofessional conduct.

8) Plagiarism (cheating)

9) Violating drugfree workplace requirements.

10) Theft

11) Not abiding to policies and procedures
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Appeal Process

A student whose training is interrupted by the school for unsabsyaarogress may file a written
appeal for reinstatement with the Director. The written appeal process mindidied by the
student and be received by a school official within ttiB3édusiness days dhe termination. All
appeals received within these guidelines will be acted upon within ten (10) business school days
of receipt by the school. For thgserposesa business school day is considered a weekday when
the school is in session.

The Directormay waive interim satisfactory academic progress standards provided the student
can demonstrate that mitigating circumstances
*Absolutely no waivers will be provided for graduation requirements.

Transcripts

Students requesting an additional copy of the transcript or graduation certificate must do so in
writing. The second copy of the transcript or graduation certificate can be sent for a fee of $10.00.
Please send a selfidressed, stamped envelope with rtbguest for a transcript. The school
reserves the right to withhold a transcript i

Exams

External Industry Exam/Certification fees are not considered to be a part of the tuition fee unless
explicitly mentiored. Therewill be anadministrative feecharge per individuafor all external
certification exams that the student wishes to take at Infinity Coll8gedents enrolled in
programs at Infinity College certification exam fem® notincludedin the cost of tuition.
(Effective, January 1, 20)&tudentsare responsible to register themselves for the exam.

Student Organizations

Infinity College recognizs student organizations that respond to a broad variety of interests,
providing learning opportunities in the areas of scholarship, recreation, leadership, and service.
Infinity College has a charter with the National Technical Honor Society (NTHS) inhwhi
students will be able be a part of a national organization that honors the student in regards of
academics and workforce employmetthdividual student organizations are available based on

the study program of study.

Student Body Diversity

Gender
Women Enrolled 85% of the student population
Men Enrolled 15% of the student population
Ethnicity
5% Hispanic or Latino
0% American Indian or Alaskd
Native
5% Asian
0% Native American or Pacifig
Islander
45% Black orAfrican American
30% White
10% Multiracial
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Federal Pell Grant Recipients | 70%
Placement (overall)

Types of employment Hospitals, Nursing Homes, Home Health, Pharmacies, Billing Companies, PrivatePCang,s i
Offices
Fire and Safety Report See Administration for a copy of the report

Retention Rate | |

STUDY SKILLS AND TECHNIQUES

Introduction

Good study skills and strategies help facilitate successful completion of courses. Research suggests
that there is no right or wrong way to study. What follows are some useful study tips. Use those that
work best for you.

Motivation

1. Take Some Small Stps toward Your Goal Now!Get a sense of satisfaction from achieving small
goals each day. Break a study task into small pieces.

2. Be an Optimist Fill your mind with positive thoughts and outcomes. If you falter in your studies,
do not listen to the ffedefeating voice inside you. A failure is just another opportunity to succeed.

3. Be a OneMinute Course Manager. Take at least one minute each day and write down what you
must do in your course to achieve your goal. Chart a course. The time youirspeapping out a
study strategy will enable you to move more quickly.

4. Pay Attention to Your Thoughts. Thought always precedes an action. When we limitlonking,

we limit our motivation to act. Use positive thoughts to put your goals into aENenydaylist some

of your most creative and exciting thoughts. From time to time during the day pause and think about
your goal, pictureat, and talk about it in your mind.

5. Analyze Your Study Plan.Is there a way it could be better organized? Is it organized to utilize your
dominant learning techniques? Does your study place foster creativity and sharpen your focus?

5. Read Aloud for Your Next Reading AssignmentChances are you will retain more for
a longer period of time when you read aloud. Put key information from your reading on a
tape recorder or MP3 player. This will enable you to study while you drive, exercise, etc.

Time/ Self-Management

1. Set up a Time Management System that Works for Youf you learn best in the morning, read

and study before work. When your thiAgsstudy list gets boring try recreation. Use planners and
time organizers that are colorful and imaginative. Makene/study plan and follow it. Have a study

area where you can concentrate. Establish a study priority list for the day and week. Keep your stacks
of work/study material out in your study area.

2. Make Use of Integrating Time The strategy is combirgndifferent tasks at the sartime, so all
are accomplished. As you look at a number of daily or weekly tasks, ask yourself whether you could
accomplish two or more at the same time.
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3. Make Use of Several Study/Time Management TechniqueBivide a big asignment into small

pieces that can be done one at a time. Start with an easy and enjoyable part of your study task. Have a
study area where you can concentrate. Examine your procrastination patterns and break them. Make a
commitment to someone about yostudy plan for the week. Get a tutor if you need extended
assistance.

Reading Textbook Assignments

The reader of a college textbook must decide what is importdatito andread with the goal to
understand and comprehend information for {ergn recd.

One of the keys to successful reading is concentration; accordingly, you should find a quiet place to
study that is free of distractions. There are several reading models around to put into practice.

One suchmodeli®@ The Acti on Rasstthg of threePstepsdedan overview,read
actively, and Recall the Material

Getan Overview

Why? Getting the big picture regarding a topic, chapter, or section will better enable you to
comprehend and retain the details you will read later. Most of us learn details better when we can relate
them to a meaningful whole. How? Quickly skim over yxtbook to gain a sense of how it is
organized and what it concerns. You should revievathet & lbackdground, index, table of contents,
preface, glossary, headings, sudadings, and summaries. Skim through the sections or chapters
before reading themmidetail.

Try to answer these questions:
1. How is the text organized?

2. What is the general thrust of each chapter?
3. What do | already know about the subject matter?

Read Actively

Why? This process will involve you in the material, facilitate comprehension, and increase your
retention. How? The following suggestions will assist you in this process.

1. Preplan how much you intend to read at one sitting.

2. Work on sections ohe chapter rather than trying to read the whole chaptestogn

3. Ask guestions before each section or paragraph. Comprehension and retention improve when you
read for a purpose. A suggested question is: What in the paragraph, section, or chaptsddio |
know? Questions you formulate may later appear on exams.

4. Actively read a paragraph or one short section at a time. Read with a pencil or marker underlining
key (but only key) concepts, ideas, or words. After you finish a full paragraph adacsection, jot
in the margincues,and small notes you find helpful.
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Recall the Material

Research on retention of acquired knowledge indicates that immediate recall and practice is important.
How?

1. After you have read a paragraph or section, angaur questions in a summary, using your own
words. If you have difficulty with this step you may want to review the paragraph or section again.

2. Look at marginal or mapped notes you have made which serve as cues and try to recall the material
they epresent.

3. After you have read several paragraphs or sections, try to tie main ideas, concepts, and facts
together into a whole that is meaningful to you.

4. Link the main ideas to something you already know.

Organization and Preparation for  Writing

Writing papers can be an enjoyable experience when you take the time to plan and organize. The key
ist o have a f orforgaurpaperdesign. koreegample if you intend to prepare a paper
on how technology has changed marketing grase the following suggestions will assist you in this
process.

1. List several focus ideas you have for the paper you intend to write and rank them in logical sequence.

2. After you have decided on the direction your paper will take, begin to ctilectiata and
documentation, and sources from which you will draw in preparing your paper.

3. Jot down thoughts regarding your course of study during the week at various times.

4 . Begi n ';fust erée agvit dornes.rRgfrain from judging wiyati redwriting or from
trying to choose correct words. You can edit | a
in the center of a piece of paper and write as
brain.

5. From the " free wr it ionwhdathdpapemsaboutr ough t hesi s
6. From this sentence make an outline and begin writing by filling in your outline.
7. Try this form to structure your outline:

Introduction your opening statement ougtation, questions you will attempt to answer and terms you
may need to define if it is to be a technical paper.

Body - The first aspect you choose to introduce is based on what you are trying to emphasize. The
second aspect should flow from the firspact. The third, fourth, and other aspects areititeceach
other and continue to make the body of the paper.

Conclusion this section of the paper summarizes your findings and answers the questions you
presented in the introduction.
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8. Hints to keeyou on track with your paper.

"I Maintain an idea folder for the introduction, body, and conclusion section. As ideas occur, write
yourself a note and put it in your folder.

"1 Divide the paper into sections and start writing the one you can do now. No need to start with the
introduction first.

I If you are working on one section and ideas about anotheycmoes simply write someotesand
insert them in the proper sectio

"I Do take breaks while writing; particularly if you start thinkingsele f eat i ng t hoéught s
am sick of writing thisp a p d.eave it for a while and do something that you enjoy.

"1 Work on small parts of the paper you can do now ratfar titying to tackle th whole project.

Memory Improvement

Improving your memory requires knowledge of various techniques. Select from these methods
appearing below, those that work best for you and practice. Just because you have read and understood
your textbook assignment does not mean you have retained this material. Most of what you have read
in the last 10 minutes is in your shdaerm memory. More thalikely, youwill not be able to recall this

material tomorrow unless you use methods to movetlitadongterm memory. Review the following
long-term memory techniques.

1.Get the ABig Pictured of a subject .8kimeyaur bef or ¢
whole textbook, section, and/or chapter before you read page by page. The cohaepasémember
better when we can relate the parts to the whole.

2. Spaceyou are learning over a period of time Try to take large and small breaks between study
times. For example, you are likely to be more successful in retaining maténia@eriwehour sessions
than one sihour session. Even in the tvimur session you should pause occasionally and reflect on
something other than what you are reading.

3. Create meaningful associationsWhen you have to remember a number of details,pgtbem
together in a common association that has meaning to yowexaarple,you may want to create a
chart that groups common terms and definitions by color. You could make a form of diagram that
groups common theories or concepts.

4. Practice the principle of recitation. Simply recite aloud to yourself the key ideas you have just
read fromyour textbooks or notes. For mapgople this is the best memory technique of all.

5. Visualize relationships Create a picture of the information you are tryimdearn. Draw the main
topic in the center of the page. Arrange subtopics about the main topic around the center. Use words,
numbers, symbols, and colors and pictures to organize your information.

6. Use mnemonic methods for aiding memoryMnemonics teleniques require that the items to be
rememberedbeingorganized in personally meaningful and concrete ways. For example, the acronym
MASH is encoded as Mobile Army Surgical Hospital.

Infinity College- CATALOG:11.2021 Page77



Exam Preparation

Following are additional methods associated with iaseel success on tests.

1. Plan an overall study strategy for the examSurvey what you need to know for the exam. How

do your notes, the text, or any assignments relate? Decide how much of the material you already know
and what you do not know. Write dovamy information that you need to know. Review flashcards,
outlines,and any summaries you have made during the term.

2.Know what was emphasized and what you are expected to knoReview you course study guide
and text.

3. Study and Reviewactively. Read actively by reviewing chapter sodadings and topic sentences
recalling the important points. Recite them, write them, say them, hear them, and picture them.

4. Read the test questions and directions very carefull\Be alert to read theugstions as they are,

not as you would like them to be. Make sure you understand the kinds of answers expected.

5. Answer easy questions firstWorking on questions that you are prepared to answer is one method
to reduce test anxiety.

6. Be aware that n objective and multiple-choice tests the question may have a best answer and
not necessarily a correct answellf this is the case, work toward selecting the best answer from those
available.

7.Pay particular attention to the wording of questions Watch for qualifiers such as all, most, some,
great, much, little, and no. The test maker is interested in knowing when and under what circumstances
something is or is not true. Examine all questions containing negative wording sutbrathe prefix

un. Read these questions very carefully to assure full understanding.

8. Handling excessive test anxietySome amount of test anxiety is beneficial. It can facilitate test
performance by increasing alertness and motivation. However, excessive anxietyuttain pesor
concentration, carelessness, and poor test performance. If you find the prospect of sitting for your exam
particularly unsettling, follow these suggestions:

Avoid stressful situations just before exams.

Think calm and relaxing thoughts abguwurself andalk to friends who make you feel good about
yourself.

Arrive at your exam room only a few minutes early, and review what you know about the subject.

REGULATIONS

General and Textbook Information

1 Textbooks are distributed in the class.

1 Textbooks that are accepted and received by the student becomes the property of the
student.

1 Syllabus, course schedules and lesson @emslistributed in the class.

1 Tests ae given in class and are graded byitisgructor

1 Additional certification examinations may be scheduled in front office.
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The HEOA is a federal mandate that, inter alia, requires institutions of higher education to
display textbook information at the time enrollment opdihe Act specifies that thastitution
display the textbook title, price, and ISBN identifier. This means that in the new academic year,
textbook information must be available to students prior to the start of class.

Infinity College accepts textbook information from faculty or auistrative staff via the web,
fax, email, campus mail, or walk. Regardless, thiastitution/bookstorevill continue to accept
textbook information until classes open in a@ym

In order to comply with the HEOA, each textbook must be accompanieddaygmd ISBN
identifier. *Please see the textbook list for your program of study via the course syllabi or
textbook listing.

Orientation

An orientationclasswill be given to all new students. The purpose of the orientation is to acquaint
the student withhte goals of the schaadlherules,andreguations, along with the@bjectives of

their course of studyOrientation is designed to enable the student to make an easy adjustment to
the school environment and to acquaint the student with Infinity Colldggudents will be given

a school catalog in whiglob-relatedhealth, safety and fire prevention are discussed. Questions
related to individual financing options are discussed in private with the financial aid officer.

Identification Badges

Students wilbe required to purchase an identification badge for a feklBsudents are expected
to wear the badgat all timeswhile on the Infinity College campus. Identification badges must be
unaltered and free of any other material, i.e., pin, stickers, etc. If badge is dalosiyetoleror
student changes course dlidy or name, the student will be required to purchaseew
identification badge for an additional fee df0

Procedure to secure a replacement badge:

1 Proceéto the Directoto pay the $0.00identification badge fedreceipt will be provided
to certify payment.

1 Proceed to the Receptionist with a copyaid receipt and a new identification badge will
be issued.

Any student who does not choose to comply withahevementionedpolicy will be subject to
Infinity College disciplinary procedures.

Quick Schools / Moodle / Proctored Exams

Students can check their progress such as grades, attendance, view report cards, tuition balances,
blog with students and faculty and view transcripts by logging into
https://infinitycollege.quickschools.com. In order to set Wsar ID and Password, students

must submit a valid email address to Infinity College. Once the student enrolls and submits a

valid email address, the student will receive an invitation to logQuiick schoolsand/or

Moodle SIS LMSand set up a password to begin using systbtoodle is used to access class
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materials. Proctored exams are administered using Proctorio or similar monitored testing
services.

Proctored Exam Policy

Proctored Exams are des$i gnmeavl edgeevnf ahetpdeng
outcomes and objectives. Infinity College faculty and administrators schedule the proctored

exams for each course. The student must have a computer with Windows 8 or newer,

Chromebook, or Mac OS to successfully conglée online proctoring.

Technical Competencies, Information Technology and Equipment

Students will use basic laboratory equipment in the classroom and utilize the equipment provided

as approved by clinical site personnel. Students should have basiateosiplls, the ability to

read and write in the English language. Technical Competencies may be administered within your
program of study via the Internet through national certification testing agencies, practice test

preparation which may be administdron a laptopdesktop,or tablet computerStudents may

need basic calculators for some courses. Students are financially responsible for the tools they
borrow and the equipment they work on. *Program specific equipment and/or supplies may be

neededStudents should speak with their individual Instructor for specific details.

Infinity College has computers and Internet available for student use. Library resources are
available for student use. Allied Health Laboratories contain examination areas gesqu
reflecting relevant and current medical technologies. Students are financially responsible for the
tools they borrow and the equipment they work on.

Establishing and Maintaining an Information Security Program

All customer information is safeguardedhis requirement applies to all nonpublic personal
information in the school és possession (from ¢
school has a customer relationship). It also pertains to the customers of other financial institutions

that have provided such information to the school.

The school establishes and maintains an information security program. This program must include

the administrative, technical, or physical safeguards the school uses to access, collect, distribute,
processprotect, store, use, transmit, dispose of, or otherwise handle customer information. The
safeguards achieve the following objectives:

AEnsureghe security and confidentiality of customer information

A Protects against antptheasedurityoiirgegrityoflsuch hr eat s
information, and

A Protects against unauthorized access to

substantial harm or inconvenience to any customer
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A Overseeing service provieapeto select @ank eetais c ho o |

service providers that are capable of maintaining appropriate safeguards for the customer
information at issue and requires the service providers by contract to implement and
maintain such safeguards.

Misrepresentation

Infinity College is prohibited under federal regulations from making any false, erroneous, or
misleading statement directly or indirectly to a student, prospective student, member of the public,
accrediting agency, state agency, or to the Department ofakon. Misleading statement
includes any statement that has the likelihood or tendency to deceive or confuse. A statement is
any communication made in writing, visually, orally, or through other means. This includes student
testimonials given under duress because such testimonial was required to participate in a
program.

Federal regulations further provide that substantial misrepresentation is any misrepresentation on

which the person to whom it was made could reasonably be expected to rely, or daabigas
relied, to that personds detri ment.

The regulations regarding misrepresentation describe misrepresentation with respect to:

1 Nature of the education program

1 Nature of financial charges

1 Employability of graduates

1 Relationship with the Department of lghtion

A Title 1V eligible school may not describe its participation in a way that suggests approval or
endorsement by the Department of Education of the quality of its educational programs. Any
violation of this directive will be takeseriouslyand thecollegewill ensure that it is not repeated

Availability of Employees for Information Dissemination Purposes

Theinstitution isrequired to designate an employee or group of employees to assist enrolled or
prospective students in obtaining alltbé information specified below. If thestitutionhas
designated one person for an area of responsibility, that person shall be available, upon
reasonable notice, to any enrolled or prospective student throughout the normal administrative
working hourdisted. If more than one person, often an entire office, is designated, the
combined work schedules have been arranged so that at least one of them is available, upon
reasonable notice, throughout the normal administrative working hours listed.

Institutional and federal financial aid informati®on(337) 2629009 Student Financial
Services

Employee Informatiofi Human Resources

Accreditation, Approval and Licensure of Institution and Progra®87) 2629009
Student Financial Services

Students with Disability (337) 2619009 Office of Student Affairs
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1 Gainful Employment Informationi (337) 2619009Student Financial Services/
Education/Director

1 Campus Crime and Safety(337) 2619003 Campus Security/Director
1 Campus Safety and Securltyformationi (337) 2619003 Campus Security/ Director
1 Admissions/Readmissiofis(337) 26290093 Admissions
1 Graduation/Retention Ratég337) 2619009Educati on / Director ds
1 Health Record RequiremeritEducation Departmeiit(337) 2619009
1 Interndional Student$ (337) 2629009-Education/ Admissions
Dress Code

Infinity College has set forth the following guidelines concerning mandatory dress code and
appearance. The guidelines seek to foster an environment, which promotes respect for authority,
increased safety for students and staff and preparation for students into the workforce.

Because the public gains many of its impressions of our school from its contact with our students,
itis important that the students contribute to the public imagersfng through proper appearance

and personal grooming. Neatness and proper taste in one's dress and manner also contribute to the
impression made on fellow classmates, peers, staff, etc. Professional personal appearance assures
poise self-confidenceand professionalism. The following policies have been established for both

the clinical and classroom setting.

The Director and/obirector of Educatiowill make the final decision as to the appropriateness
of attire and appearance. Any student who vesldhe dress code will be subject to disciplinary
action

All students enrolled in a medical program are required to wear an appropriate scrub suit.
Students are required to wear nametags at ALL times.

Students enrolled in nemedical programs are required to wear business casual attire.
Jewelry is allowed; however, during clinical, students are only allowed to wear wedding
bands and stud earrings.

= =4 -8 -8

Students attending clinical should have their fingdsrteimmed at all times.

Students must wear the appropriate uniform and nametag when attending a field trip.

All clothing must fit and be worn appropriately.

Dress; personal appearance; and grooming must be clean and comply with appropriate

health,safety, and sanitation standards. Daily personal hygiene in both classroom/clinical

T includes daily bath, use of effective deodoratgan,and cut fingernails, and good oral

hygiene.

f Studentds dress, per sonal a p pyeisrupeondeteagt a n d
from the educational process or constitute a threat to the health or safety of the student or
others.

9 Hair must be clean, simply styled and off the collar while in uniform. Beards and mustaches

must be neatly groomed. Barrettes, baslips, hairnets, feathers, tinsel, ribbons, and other

= =4 =4 =9
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hair accessories or trends such as bright colored streaks are not allowed while in the clinical
setting.

1 Makeup must be conservative (colorless or pastel white/pink nail polish may be worn if in
good reair; in certain clinical areas nail polish is not allowed (Obstetrics and Newborn
Nursery).

A Nails cannot extend beyond the tips of the fingers. In compliance with facility
policy, no false nails, nail fill or nail jewelry will be allowed when providindy a0 t ®
patient care, administration of medications, preparation of food or preparation of products
for patients or the laboratory setting.
A When in the clinical and professional settings, body jewelry* shall be limited to a
watch, wedding ring and/@n engagement ring (provided deemed safe) and one pair of
tiny post earrings (ears only). In certain clinical areas, no jewelry is allowed (Obstetrics
and NewbormNursery) *All other body jewelry is prohibited.
A Pins, promotional buttons, stethoscopeodative, etc., may not be worn
while in clinical.
Prohibited

1 Pants cannot be worn lower than the top of the hipbone.
1 Baggy pants, (when undergarments are exposed) distressed jeans, biker pants and
leggings are prohibited.

1 See through, tight fitting, othat which exposes the mskction which includes
halter tops, tank tops, crop tops, sundresses, spaghetti straps, and mesh tops.

Flip-flops, slippers, and beach shoes

Hats, caps, wave caphoodshandannasand scarves

Sunglasses

Tattoos should ndie visible

Hair shauld becleanedandwell-groomedandfingernailsshould not be long
Facial hairshould be neatly groomed

Spiked choke collars, chains on pants, occult type jewelry, or anything distracting
to the educational process is prohibited.

Earrings are only allowed on ears. Body piercings should not be visible.
Any article of clothing that displays alcohol or druggans, which symbolize anti
social group members.
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Students should dress in a manner that would be acceptable in the job field for which they are
training. Failure to comply with the guidelines for dress, appearance, or uniforms will result in
disciplinay action.

lliness of students

If a student cannot attend class due to iliness, the student shall contact the school immediately (if
possible). However, if absences persist the student academics can be séfemtelg,and the

student may have to withalv from their program of study and-eater at a later date.
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In the event of an illness at school, students must report directly to the Director or Academic
Supervisor on duty the nature of the illness. In turn, Infinity College will determine the most
appropriate action to takie regard tdreatment and contact the emergency contact listed if needed.

Incident Reports

If a student is involved in an incident while at school, the student shall report the incident
immediately to management staff and i&tructor so that a record can be made of the incident.
Infinity College will then determine appropriate action to be taken. Failure to report the incident
immediately results in no action taken by Infinity Collelgdéinity College has a health and safety

plan that has a system for reporting and investigating accidents, is distributed to employees and is
available to students and is evaluated with input from employees and students and is revised as
needed.

Campus Security

Infinity College iscommitted to providing a safe and secure environment. All visitors must check

in at the front desk before going anywhere on the grous#urity on campus is handlég

Student Services. The personnel of this department are empowered to enforce Infinity College
regulations, to investigate incidents and to apprehend those who violate these regulations or
commit crimes on campus. Criminal violators who are apprehenidldzeviurned over to the local

police precinct for arrest processing. When necessary, Infinity College will press charges against
the criminal violators.

The school prepares this report to comply with the Jeanne Clery Disclosure of Campus Security
Policy and Crime Statistics Act (Clery Act). This report is prepared in cooperation with local law
enforcement agencieNothing in the law shall be construed to permit a school to retaliate,
intimidate, threaten, coerce, or otherwise discriminate against amidunal with respect to the
implementation of the Clery Act.

Our school attempts to provide students and employees with a safe and secure environment in
which to study and work. The school is open during posted hours. School facilities are secured
during times the school is not open. The school has no residence halls. Maintenance Staff have
keys for the schoobffices,and classrooms. Criminal background checks are done on them.

Personal Safety

While the school attempts to provide a safe andrgeenvironment, students, faculsyaff,and
campus visitors are ultimately responsible for their safety. Safety is enhanced when students
and employees take precautions such as:

Report all suspicious activity to StudeServices immediately

Never tale personal safety for granted.

Avoid walking alone at night. Travel with a friend or companion.

Avoid parking or walking in secluded or dimly lit areas.

Limit your alcohol consumption, and leave social functions that get too loud, too crowded, or that
hawe toomany people drinking excessively.

Carry only small amounts of cash.

Never leave valuables (wallets, purses, books, computers, etc.) unattended.
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Carry your keys with you at all times add notlend them to anyone.

Lock your car doors and closeetivindows when leaving your car.

Never leave valuables in your car especially if they are easily noticeable.

Inventory your personal property and make records of the serial numbers of all items of value.
Never admit anyone without a valid ID badge on pasischool premises.
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As the school becomes aware of relevant programs that address responsible practices and
procedures that enhance personal safety, such information may be obtaga@apws with the
Director of Compliance.

There are no campus hougifacilities, so a missing student notification policy is not mandated.

Reporting a Crime

If a student or employee is aware that a crime has been, or is being, committed on school property

or at a school sponsored or recognized eventafipus during the hours that the school is open,

the crime should be reported as soon as possible to tdeeStut Servicesd Offic
Ser vi c eidlpcatéfon thee@ndfloor academic office area. Other emergencies should

also be reported to the Student Services Offidehe crime has been committed when the school

is closed, it should be reported to the Student Services Office as soon as possible after school is
open. In addition to reporting the crime to the Studgenvices Office the crime should be

reported todcal law enforcement authorities. The local Police Department may be reached by
dialing 911.

SchoolPersonnel havauthority to determine whether individuals have lawful business at the
school and may request identification to make that determinatioraddition, they have the
authority to ensure that school policies, such as break time and building access, are followed. The
school works with local law enforcement agencies and refers criminal incidents to the local police
department having jurisdictioover such matters.

The Campus Director will work with local law enforcement, as appropriate, when a crime is
reported. Crimes reported to the Student Services 'Office are included in the annual campus crime
statistics. In addition, the school requdsom the local Police Department crime information not
reported to the Student Services Office that is appropriate for inclusion in the annual campus crime
statistics. Further, if circumstances warrant, the school community will be notified ifgmnon

threat is posed related to a reported crime.

If you are the victim of a crime and do not want to pursue action through the school or the criminal
justice system, you may still consider making a confidential report. The purpose of a confidential
reportis to comply with your wish to keep the matter confidential, while taking steps to ensure the

future safety of yourself and others. Reports filed in this manner are included in the annual crime
statistics for the school.

The school does not tolerate \@ake or other threatening conduct against any members of the
school community. This includes criminal acts against persons or property, as well as harassment
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based on sex, race, ethnicity, or disability. The school will impose strict disciplinary autidns
appropriately involve law enforcement officials should any acts of violence or threatening conduct
occur on school facilities or at schesponsored events. This includes acts of violence against
women.

Pastoral counselors and professional counsetarst inform persons they are counseling of the
procedures to report crimes on a voluntary, confidential basis for inclusion in the annual disclosure
of crime statistics.

As part of Orientation, the school will provide a description of programs designiediotm
students and employees about the prevention of crime.

The school has zerotolerancepolicy regarding alcohol on campus and will strictly enforce this
policy. Anyone violating this policy will be removed from school properly and discipliraiyra
will be taken.

There is a separate drug policy which must be reviewed by the school each year and given to each
student and each employee each year.

In addition to any criminal sanctions, the school will impose appropriate disciplinary sanctions if

the of fender i s a student or employee of the s
be contacted should one wish to file a complaint. Also, note that, in cases of sexual assault
complaints:

both the accuser and the accused are entitled sathe opportunities to have others present during
the disciplinary hearing artubth the accuser and the accused shall be informed of the outcome of
any disciplinary proceeding based on an allegation of sexual assault.

The school will work with the victimshould it be requested, in making such changes as can
reasonably be accommodated relative to the st

Sexual Assault and Related Crimes

In the event of a sexual assault or domestic violence, please be aware obthiadoll
*  preserve any evidence of the assault (do not drink, bathe, change clothing, or comb hair, as this may
destroy evidence that may be needed to prosecute the offender)
* goto a place where it is safe from further attack and notify the police
*  obtain immeliate medical attention
*  seek professional counseling

If requested by the student who is the victim of a sexual assault, the school will assist the student
in notifying | aw enforcement. Il n addition, t
information on offcampus agencies that provide services to victims of a sex offense.
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The school encourages students and employees to take advantage of the materials and programs
that promote awareness of rape, acquaintance rape, and other forcible -fmtibtnsex

offenses available through the school and/or local community agencies. Information about such
materials and programs is available at the school.

Registered Sex Offenders

The Jacob Wetterling Act requires states to obtain information congeegistered sex

of fendersd enroll ment or employment at instit
information about registered sex offenders should visit the following wehsite.nsopr.gov

Furthe, to the extent the State notifies an educational institution of information concerning

registered sex offenders, the Family Educational Rights and Privacy Act (FERPA) does not

prevent educational institutions from disclosing such information.

Emergency Response and Evacuation Procedures

The school maintains an Emergency Response Operations Plan. The school may also test
emergency response and evacuation procedures periodically through drills or exercises. Please
contact t he Camp umorelihformation. Bleadessee@dpdratechandduto

Timely Warning & Emergency Notification Statement

Under the Clery Act (20 U.S.Gtate § 1092) and its implementing regulatidhs,institution

through designated per sotninmdl,y ivearrreisrpgp siifbla
reported andhe institutiondetermines there is a serious or continuing threat to the campus

community. In additionthe institutionis required o0 send an fAemergency not
an immediate threat to the health or safety of students or employees occurring on campus.

The decision to issue a Atimely warningo or a
caseby-case basis inanpliance with the Clery Act and after consideration of available fact.

The issuance of a timely warning may depend on the nature of the crime, the continuing danger

to the campus community, and possible risk of compromising law enforcement effortstlgimila

the issuance of an emergency notification depends upon the particular health or safefjhthreat.
institutionwill, without delay,considerthe safety of the community, determine the content of the
notification,and initiate the emergency notificatigystem, unless issuing a notification will, in

the professional judgment of responsible authorities, compromise efforts to assist a victim or to
contain, respond to, or otherwise mitigate the emergency.

I f a Atimely war ni ng 0sdeemedfmecessarygtevill lmeyssuaddy thef i ¢ at
management stgfthrough any or all of the following notification methods: (pail system;

(2) Emergency Alert, textpased messaging system; (3) Everbridge/reverse 9140¢& media

and (5)Television/Radio. The warning, or a link to the warning, may also be posted on the
institutionhome page, thBolice Department home page, or other web resources, as well as local
media sites. Please pay careful attention to both types of warnings as they are designed

provide information that will enable you to take action to protect yourself. In the event of an
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emergency notification, a follow up message(s) will also be provided via the methods previously
described to keep the campus community reasonably inforfitbd status of the event.

Disciplinary Proceedings

The school will, upon written request, disclose to the alleged victim of a crime of violence, or a

nonforcible sex offense, the results of any disciplinary hearing conducted by the school against
the stuwlent who is the alleged perpetrator of the crime or offense. If the alleged victim is deceased
as a result of the crime or offense, the school will provide the results of the disciplinary hearing to
the victimbés next of kin, if so requested.

The school dog not have a campus police department or security office and therefore does not
keep a daily crime log.However,the Campus Director keeps an updated list of any criminal
activity.

The Handbook for Campus Safety and Security Reporting is availablenline from the
Department of Education: This comprehensive publication was used in developing our
policies. The Annual report is distributed to all students and employees each year and is
available in the Student Services Office to be viewed at any time.

Computer and Electronic Communications Policy

Infinity College maintains a business telephone system, computer equipment, prenidés e
capability, facsimile equipment, and Internet access. These systems, as well as all equipment and
supplies, arprovided exclusively to assist employees in their jobs and students in their educational
activities. The use of any of these systems for personal use is prohibited.

By using the school ds computer equi pment and
students knowingly and voluntarily consent to their use of these systemsrbemtpred and
acknowl edge the school 6s right to conduct su
intended to be used for business and educational purposes only, and amg®tneistudent or
employees may result in disciplinary action, up to and including termination.
Purpose

Infinity College endeavors to promote an environment for students, employees, and visitors

that is conducive to personal development sel#improvement Certain behavior can

contradict these goals and is counterproductive to personal advancement. ®ne suc

behavior is inappropriate use of Internet access.

Infinity College reserves the right to protect its computers from malicious and unsolicited
network traffic by whatever means necessary within the law. To protect these computers
from virus attacks andnauthorized access, and to promote a positive environment, Infinity
College chooses to adopt a policy which restricts access of the Internet service available
from the computers for personal use.

Acceptable Use
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Infinity College Internet Use policy statdsat students and employees are only permitted
to usethe World WideWeb Internet access when approved to do so by management staff
or theinstructorfor research purposes only
Unacceptable Use
The following types of computer access and use of the Iriteemeice areSTRICLTY
PROHIBITED in atALL TIMES :
1 Downloading or installing:
o Video / Audio media
o Pictures
o Software Programs
o Pornographyebsites
o All Social Media Sitesi(e., Facebooktwitter, Instagram
Downloading viewing, or printing any form of obscene material
Viewing and printing web pages unrelated to academic activity
Sending or receivingersonal wetbased mail
Sending or receiving Instant Messages
Participating in or observing chat room sessions
Playing orobserving online games
Engaging in any form of illegal activity
Engaging in any activity that is contrary to the Diversity in the Workplace Policy
Downloading, distributing, or sending pornographic or obscene materials are prohibited.
This includes viewig or bookmarking any such wesites oropening or forwarding such
email or fax. Any communication by the employees or residents via email or fax that may
constitute verbal abuse, slander, or defamation or may be considered offensive, harassing,
vulgar, dscene, or threatening is prohibited. Offensive content included, but is not limited
to, sexual comments or images, racial slurs, gespecific comments, or any comments
that would offend someone on the basis of his or her age, race, sex, colon,rehgmnal

E R N

origin, handi cap, di sability, or veteranods
cortact theDirector.
Evaluation

To help enforce this policy, all computers will be moreth

Infinity College takes issues relating to privacy veryiaesly, which is why all
information relating to websitesvisited and downloaded activity that are recorded
electronically, will be stored in an encrypted format, and will only be available to the
following persons:

1 Director and/oDirector of Education

Anyone that is found to be in breach of, or with reasonable suspicion found to be in breach
of the Internet Use Policy, may be considered to have put the security of the company at
risk and appropriate disciplinary or legal action may then be applied.

Dru g Policy and Program Information

The single most egregious problem a student can bring upon him or herself is that of the abuse of
substances which alter the chemistry of the body whether they are prescription drugs taken in
improper amounts or illegal dgs carried, sold, used, or in any manner supported as normal
behavior. If you use, carry, or sell drugs while a student at Infinity College, ydoeteitiminated
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from the school and not be readmitted. Infinity College does not permit anycoasome or
possess alcohol in or on the campus which includes the parking lot.

The Drug-Free Workplace Act of 1988 and the DrugFree Scho¢s and Communities Act
Amendments of 1989

The DrugFree Workplace Act of 1988 and the Dibigge Schools and Communities Act
Amendments of 1989 require all federal grant recipients to certify a -fokag
environment. Infinity College has a vitalnterest in maintaining a safe and healthy learning
environment for the benefit of all its students and employees, and to ensure its successful operation

as an educational institutiodn compliance with the Dru§ree Workplace Act of 1988, and the
Drug-Free Schools and Communities Act Amendments of 1989, Infinity College has established
the following policy which reinforces-frakehe 1| ns
learning environmentAs a condition of receiving an education at Infinitgliége, each student

is required by federal law to comply with the terms of the below mentioned statement.

IT IS THE POLICY OF INFINITY COLLEGE THAT THE UNLAWFUL MANUFACTURE,
DISTRIBUTION, DISPENSION, POSSESSION, OR USE OF ILLICIT DRUGS AND
ALCOHOL IS PROHBITED ON THE CAMPUS PROPERTY AND AS PART OF ITS
ACTIVITES.

Each student/employee so engaged in the performance of any federal grant is required by federal
law to comply with the terms of this statemeihe Institute must be notified of any criminal drug
statue conviction for a violation occurring in the workplace no later than five (5) days after such
conviction. The Institute is required to notify the granting agency within ten (10) days after
receiving notice of a conviction of a student/employee umay criminal drug statuteAny

student or employee who is found to have violated the policy will be subject to sanctions by the
Institute, which may include suspension, expulsion/termination, mandated participation in a drug
abuse assistance or rehahtion program, or referral for prosecution.

Infinity College acknowledges a legal obligation to conduct a biennial review of compliance with
the DrugFree Schools and Communities Act and authorized an administrative review to be
conducted to determine tife schools fulfills the requirements of the Federal Regulations.

The following school offices will have representatives on the Biennial Review Committee:
President's Office, Director of Education, Human Resources, and Counseling

The Materials to be reweed are:
1 The Higher Education Amendments of 1998 (P.L.-2@88) and the Drudrree Schools
and Communities Act Amendments of 1989 (P.L. 101=226)
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Previous Biennial Review Reports

Alcohol and other Drug Policy documents distributed to all faculty, studerdstaff.
State laws regarding drug and alcohol abuse.

Summary of alcohol and other drfrge programming/events sponsored by the school.
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This statement will be distributed annualligvery two (2) years the statement will be evaluated
for its effectivenes. As part of this biennial review, schools must determine:

The number of drug and alcohw@lated violations and fatalities that occur on

a school 6s campus, or as part of any of
to campus officials.

The numbeand type of sanctions that are imposed by the school as a result of

drug andalcoholr el at ed vi ol ations and fatalitie
part of any of the school és activities.
Determine the effectiveness of the policy and implement chdaodks

program, if needed.

Ensure that the sanctions developed are enforced consistently.

*For Detailed information about the Drug Policy and Prevention, please view the policy in the Financial Aid,
Education or Director's Office. You can also refer the Drug and Substance Prevention Program Information.

Smoking Policy

Smoking is prohibitednside and neamnfinity College. {.e., classrooms, laboratories, offices,
lounges, restrooms, hallways, stairways, and common areas, meeting rooms) and in all areas where
ANo Smokingodo signs are posted.

With the newly adopted Louisiana Smoke Free Air Act 815, persons choosing to smoke outside
the Infinity College campus shall @d all main entrance and exit areas to prevent subjecting
others to secondhand smoke. Designated smoking areas have been established in an effort to
reduce litter, address health problems, and alleviate physical reactions by those susceptible to
seconéhand smoke.

Additionally, any smoking shall occur at a reasonable distance outside any area where smoking is
prohibitedto ensure thathe smoke does not enter a facility through entrances, windows, and
ventilation systems or by any other means. Any studéio does not choose to comply with the
abovementionedoolicy will be subject to Infinity College disciplinary procedures

Vaccination Policy
Infinity College is aware that vaccination policy varies by State. In the State of Louisiana, a student
must povide documentation to the school that all necessary shots and vaccinatigmscadate
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In August 2003, the State of Louisiana passed a law requiring all students attending college to (1)
receive the Meningitis vaccine, (2) provide prior proof of vaatton of (3) sign a waiver to
decline the meningitis vaccine.

Voter Registration Policy
The school encourages its students to register to vote. The National Mail Voter Registration
From is available from the U.S. Election assistance commission (EAC)teiebsi

U.S. citizens who are students and of voting age, can find information specific to their states of
residence from: www.eac.gov/voterresources or call the Election Assistance Office at (866) 747
1471.

How Do | Registeto Vote?

You may register to votey completing and submitting the National Mail Voter Registration

Form. This form may be used to report a name or address change to the voter registration office
or to register with a political party. You may obtain this form in person from the followablicp
facilities.

State or local election offices

The Department of Motor Vehicles

Public Assistance Agencies

State funded programs that serve people with disabilities

Any public facility a state has designed as a voter registration agency (such as public
libraries, public schoolgity, or clerk's offices).
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Am | eligible to Vote?

You must be 18 years of age and a U.S. citizen to be eligible to vote. Sates may have their own
requirements, which are outlined in the "State Instructions" section of the &ld#lai Voter
Registration Form.

Copyright Policy
Reproduction of Copyrighted Works

The making of an electronic or paper copy of a copyrighted work by any means (photocopying,
electronic reproduction, scanning, digitizing, etc.) constitoégsoduction that is governed by
copyright law. The copyright principles that apply to the use of copyrighted works in electronic
environments are the same as those that apply to such use in paper environments.

The reproduction or copying of a work setf to copyright protection typically requires the
permission of the copyright owner. However, the copyright law recognizes that in certain
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situations, copyrighted work may be reproduce:
situationiswher¢ he doctrine of fAfair useo applies.

The foll owing four factors must be considered

1 The purpose and character of the use, including whether such use is of a commercial nature
or is for nonprofit educational purposes.

1 The nature othe copyrighted work

1 The amount and substantiality of the portion used in relation to the copyrighted work

1 The effect of the use upon the potential market for or value of the copyrighted work.

The school distributes materials informing the communibuathe appropriate use of copyrighted
materials. This information is included in the student catalog, codes of conduct, in addition to e
mail and/or paper disclosures.

Any unauthorized distribution of copyrighted materials will be handled by the Deha sthool
and a disciplinary hearing may be called.

The school presently has installed on its com
the traffic of computer usage. The software also restricts access to only those websites which are
on ae filsiasft 0. I n addition, it prohibits the use

the consent of the administrators in charge of the program.

The Academic committee reviews the effectiveness of the plan to combat the unauthorized
distribution o f copyrighted materials on an out come
comparison ofbandwidth orrelapsing into previous problem situations is a way to check on
outcomes.

The institution provides an annual notice on a-ttrene basis through ardct notice to each
enrolled student. Any student involved in a copyright situation will be referred to the Dean and the
proper authorities.

Summary of Civil and Criminal Penalties for Violation of Federal Copyright Laws:
Copyright infringement is the aof exercising, without permission egal authority one or more

of the exclusive rights granted to the copyright owner under section 106 of the Copyright Act (Title
17 of the United States Code). These rights include the right to reprodudistrdyute a
copyrighted work. In the filsharing context, downloading or uploadisgpstantial partsf a
copyrighted work without authority constitutes an infringement.

Penalties for copyright infringement include civil and criminal penalties. Irrgeaayone found

' iabl e for civil copyright infringement may b
damages affixed at not | ess than $750 and not
infringement, a court may award up ta69J000 per work infringed. A court can, in its discretion,
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al so assess costs and attorneysodo fees. For
505.

Willful copyright infringement can also result in criminal penalties, including impnisort of up
to five years and fines of up to $250,000 per offense.

For more information, please see the Web site of the U.S. Copyright Offigenatopyright.goy
especial |y wiwhmpyrtghtfod&/eiosaq a t

Consumer Information

Consumer information such as financial aid information, general information about the school,
disability, price of attendance, refund policy, return of title 1V funds, withdraveatsjemic
programs, instructional facilities, faculty, transfer credit, copyright infringement, school program
approval accreditation and licensure, NCES, IPEDS, and Students right to know, drug and alcohol
abuse prevention, vaccination policy, student ditsgrsvoter registration, completion and
graduation rates, and campus crime reports are found in one or more of the following areas: student
catalog, school website, and other publications within the school.

Emergency Evacuation

l. Fire Alarm
1 To activate a fire alarrhox, pull down the handle.
1 This is the preferred method becatise alarm alerts others in the facility and alerts the
local emergency response team.

Il . Emergency Phone Number (911

Give your namelocation,and a description of the problem. Speak slowly and clearly. Wait to
answer any questions or receive instructions the dispatcher may have. Stay on the line until the
dispatcher hangs up.

lll. Personnel with delayed evacuation permission

This policy is to gacuate immediately when an alarm is sounded. Infinity College does not have
personneivho may delay evacuation.

IV. Responsibility for communicating emergencies
All staff has the responsibility of communicating the initial alarm.

V. Staff must accountfor all students
In theevent,all residents are not accounted for, staff shall communicate this information to local
authorities.

A. General Procedure in the Event of Fire
1. When an alarm sound
o Do not stop for valuables or to get a coat.

o If possiblefo completesafetyas you leave:
A Shut off electrical appliances.
A Leave lights on
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A Close doors and windows
If you lock your door, take your keys with you.
Alert others around you.
Assist any special needs people in evacuating.
When evacuatin§VALK, never run, and keep to the right of the hallways.
Leave the building, even if the alarm stops while you are on your way out.

O O O O O o

Once outside, move away from the building to allow roontHerfirefighters and
their equipment.

Look for others who work with you to insure everyone has evacuated.

Give any information about the fire or about persons who might still be in the
building to the Fire Department and Police Department.

o Do not reenter the building for any reason until told to do so by the Fire Department
or Police Department.

o O

2.1f you cannot leave because all exits ambstructed:

1 Crawl or stay low to the floor where there is cleaner and cooler air.

1 Getto a phone, dial 911 aret someone know where you are.

1 Keep calm A fire may be hot, noisy, and generally overwhelming, but your best weapon
is a composed and logical approach.

Assume there is a fire when the alarm sounide it seriously.

Do not call the Police Departmentéire Department to ascertain if there is a real fire

Do not use the elevatoElevators may also act like giant pistons, pushing smoke and fire

to other portions of the building. Use the nearest exit stairway or passageways to an

adjacent building(If applicable)

1 Do not run if your clothes catch firRunning will only fan the fire, causing it to intensify.
Drop to the floor and roll back and forth to smother the flames. Call for help. Rescuers can
smother the flames by quickly wrapping a blanket, iaetor rug over the victim.

1 Leave the buildingThis includes lobby areas. Not doing so is considered interference with
firefighting operations.

= =4 A

3. Other Considerations:

Horizontal evacuation generally meansmove on the same floor to another section in the same
building or an adjacent building instead of exiting vertically via the stairs or elevator. The
advantage to horizontal evacuation is that one may remain inside, protected frosadtiner and

avoid descending over stairs. Hence, this method is of primary importance for people with
disabilities. For horizontal evacuation to be effective, one must pass though smoke barriers and/or
fire barriers. Usually this means smoke or fire doors or perhaps\aditeThe terms fire doors

and smoke doors are really synonymous except a fire door can withstand a fire and prevent its
passage more effectively because of heavier construction materials and a heftier frame. Smoke
doors and their frames are comparativatyre lightly constructed and cannot withstand a rigorous

fire for as long a period as a fire door. Both, however, will keep deadly smoke and fire confined
long enough to make an escape or rescue possible provided they are kept closed. Doors blocked
open wth wedgesproken,or improperly working doors, a fire hose or other object holding the
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door even a little is enough to render the designed safety effect of preventing the spread of smoke
and fire useless.

It is important to note when evacuating horizontally that it is not enough merely to exit into an
adjoining building. It is necessary to go beyond an operating fire or smoke barrier.

A. Evacuation of persons with disabilities

We will use horizontal evaation whenever possible. Refer to floor plans for possible routes.

If horizontal evacuation is not possible, staff will assist disabled individuals to the nearest enclosed
stairway that is free from smoke and tell the person to remain there until heds.arr

B. Evacuation in the event of a bomb threat

Evacuation procedures are the same as fire evacuation procedures except it is permissible to use
elevators to evacuate. The elevators, however, should be reserved primarily for those who are
disabled, eldrly, pregnant, have heart or respiratory conditions, or other medical problems. Others
should exit via the stairwells (if possible) to expedite evacuation. Please follow the directions of
supervisory personnel during this situation.

NOTE:

The handlingof explosives is a job strictly for professionals. Should you notice something you suspect may be a bomb because it
is an unusual item in an area you daamiliar with, doNOT touch it! Report it to the Police Department or Fire Department
personnel. Be mpared to describe the item and its location.

C. Evacuation in the event of an explosion
In the event that an explosion occurs, use the Fire Evacuation Procedure.

Fire Safety

The regulation on Fire Safety relates only to schools that have living facilities on campus. Since
Infinity College does not have dormitories, this regulation does not apply.

The institution will use their emergency response system to inform studéines aither on

campus or in neighboring building. At first notice of a blaze, it should be reported to the nearest
employee who will call the Fire Department immediately. A student may also use his/her cell
phone to contact the Fire Department.

Reporting Criminal Activities and Emergencies

If any student or staff member is aware of a crime or suspicious behavior of a person or incident,
or is a victim of a crime, that person must report the crime or incident immediately to management
staff. The management staff will assess the nature ahttidentto determine the best course of
action and inecessaryill contact the local police.

If the incident is an emergency, one should call 911 immediately and then report the incident to
managemerdtaff in order to assess the nature of the incident and the best course of action. In the
event that the school determines that there is an ongoing threat, a campus wide warning will be
issued.The warning will be issued to students and staff througlb@amcement from management

staff. All incidents will be documented by management staff and kept on file
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Crime Statistics

The institution prepares crime statistics under the guidelines established by 20 United States Code,

section 1092(f), known as the fAJeanne Clery,
Crime Statistics Act, 0 an cintoimationCeprsentscafgenéra d e r a
description of Infinity Collegeds security/ sa

the most recent calendar year and the two preceding calendar years; however, the information is
not intended to servesa contractual agreement between the college and the recipient.

Infinity College enjoys good relations with its neighbors and maintains a highly visible Public
Safety Department that provides for the safety of the campus comnidontever, no community

can be totally risk free in todayo6s society.
campus community, everyoneds cooperation and
community are encouraged to immediately report all suspecte@s;rinmusual or suspicious
activities, and emergencies to the Public Safety Department and management staff.

The importance of reporting all crime:

The importance of reporting crime, suspected crime and unusual or suspicious activity to the Public
SafetyDepartment or a security authority cannot be over emphasized. The reports provide a basis
for making timely warnings when a crime may present a threat to other members of the campus
community and also assist the college in providing a full disclosureiarthual crime statistics
report. In addition, such action by a victim or witness will assist in making the campus environment
a safer place for the entire community.

Voluntary confidential reporting:

Infinity College allows a victim or witness to reparime on a voluntary and confidential basis.

The Public Safety Department accepts and investigates all reported incidents, whether or not a
victim or witness provides a name or other identifying information.

Confidential reporting to a Counselor:

Infinity College does not have a policy or procedure that encourages professional counselors; if
and when the counselor deems it appropriate, to inform the person being counseled of any
procedures to report crime on a voluntary, confidential basis for inclusitba annual disclosure

of crime statistics. Generally, when counselors do not have the permission of the victim, they can
only report the occurrence of a number/statistic to the law enforcement authority.

Daily Crime Log
Calls for service made to the Rwdi Department which required a completed incident
report, followup investigation, or other formal action are entered into our Department's
Daily Crime Log. This log is available for public viewing in accordance with the Jeanne
Clery Disclosure of Campuse8urity Policy and Campus Crime Statistics Act (Clery Act.)

Daily Crime Log case numbers do not run sequentially. The Police Department assigns a
case number for all reportable activities, both criminal and-anoninal. Only case
numbers generated fordilents requiring a full incident report, follewp investigation,

or other formal action are listed in the log.
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Note: Incidentsthat involve information received from otherampusAdministrators
defined by federal law as "campus security authoritieee€s& administrators share with

the police department nadentifying information provided by the victim. In these
incidents, the victim did not file an official police report and therefore it is not always
possible to provide information regarding the dedported, date or time the incident
occurred, or location of the incident. Because an official report was not filed there will be
no disposition. These incidents are reported to the police departmstaitisticalpurposes

and are posted to the Daily Crime Log as the information is received by the Police
Department.

According to Federal Law, an institution may withhold any of the required fields of entry
(i.e., the classification, date, time, location andi@position) if any of the following
conditions apply:

1 The disclosure is prohibited by law
1 The disclosure would jeopardize the confidentiality of the victim

1 The disclosure would jeopardize an ongoing criminal investigation or the safety of an
individual

1 The disclosure would cause a suspect to flee or evade detection

9 The disclosure would result in the destruction of evidence

Daily Crime Log Disposition Definitions
The following is an explanation of the terminology used to complete the Dispositt@nsedhe
Daily Crime Log:

Open- This disposition designates a case that is under investigation or has otherwise not been
closed or referred to another agency or Department.

Pending- This disposition designates a case that is pending court actlmsdreen referred to
another agency or court.

Closed- This disposition designates a case that is no longer under active investigation, has been
adjudicated in court, has been referred to another agency, or has reached a point where there is no
further ation to be taken by the Department, including cases where no further leads are available,
or the victim refused to cooperate.

Disciplinary Referral- This disposition designates a case that has been referred to another
University Department for action ueadtheir own policies and procedures and the University
Police Department is no longer the primary acting agency on the case.
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Unfounded- This disposition designates a case wherein credible evidence has been discovered
which demonstrates the report to be false or baseless. This designation requires positive
demonstration of the falseness or lack of base for the report andaseattilized in cases where

there simply is no evidence to support the crime.

Missing Person Notification

The purpose of this policy is to establish procedures for the University's response to reports of
missing students, as required by the Higher Etlic@®pportunity Act of 2008.

For purposes of this policy, a student may be considered to be a "missing person” if the person's
absence is contrary to his/her usual pattern of behavior and unusual and/or unknown circumstances
may have caused the abserf&gch circumstances could include, but not be limited to, a report or
suspicion that the missing person may be the victim of foul play, has expressed suicidal thoughts,
is drug dependent, is in a ktareatening situation, has been with persons who magnged the
student's welfare, or fails to appear where expected for an extended period of time.

Persons Under Age 18

In the event a student who is not emancipated is determined to be missing, pursuant to the
procedures set forth below, tivestitutionis required to notify a custodial parent or guardian no
more than 24 hours after the student is determined to be missing.

Infinity College does not have campus housing available at this time.

Student Right to Know Act

The Student Righto-Know Act, passed b€ongress in 1990, requires institutions eligible for

Title IV funding, under the Higher Education Act of 1965, to calculate completion or graduation
rates of certificateor degreeseeking, fulltime students entering that institution, and to disclose
these rates to current and prospective students. Every institution that participates in any Title IV
program and is attended by students receiathtgtically relatedtudent aid is required to

disclose graduation/completion rates of all students as wstlidsnts receivingthletically
relatedstudent aid by race/ethnicity, gender and by sport, and the average completion or
graduation rate for the four most recent years, to parents, coaches, and potential student athletes.

Infinity College does not hawathletically relatecgtudent aid and does not participate in athletic
events. In addition, the institution does publish a d uaess ef 6us cohorts of futime, first
time, degreeseeking undergraduates that show the graduation rates/completigro$tstiudents
who enrolled for whom 150% of the normal tittecompletion through the required networks
such as IPEDS and other mandatory reporting.

Method of Disclosure

Infinity College is committed to providing access to information that will allowestisqd parents,
counselors, and other constituents to make informed decisions about postsecondary education.
The webpageas well ahard copyhasconsumer information noted in the Higher Education Act

of 1965 and amended by the Higher Education Opportéaityf 2008 (HEOA).
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Sexual Assault and Misconduct

Infinity Collegewill not tolerate sexual assault or sexual misconduct in any form, including but
not limited to rapeacquaintancegr date rape, and/or sexual harassment. In the event of a sexual
assault or other criminal actnotdiedinmedaglys, t he

VAWA _ Violence Against Women Act:

On March 72013,President Obama signed the Violence Against Women Reauthorization Act of
2013 (VAWA), which amended the Jeanne Clery Disclosure of Campus Security Policy and
Campus Crime Statiss Act (Clery Act) by adding a number of new reporting requirements and
classifications of crimed he law was effective March Z014;howeverjmplementation guidance

was subject to NPRM and thus not available until October 2014.

If you are a victimof sexual assault at Infinit¢€ollege,you should get to a place of safety and
report the incident to appropriate management staff so that medical treatment can be obtained. All
incidents must be reported in a timely manner, preferably the same daynaidieat in order that
evidence can be collected by local authorities and medical professionals. Filing a police report
will ensure that the victim receives the necessary medical treatment and tests, provide the
opportunity for the collection otvidence and give the victim access to free confidential
counseling from counselors trained in the area of sexual assault crisis intervention.

In additional to filing a police report, the victim may request the schaoVéstigaten which the
accused will bejuestioned as well as witnesses. Both parties will be notified of the outcome of
the investigation. Any student found guilty of violating the school sexual assault policy could be
criminally prosecuted in the courts and suspended and/or expelled frecht.

Sexual Harassment
According to section 703 of Title VII of the Civil Rights Act of 1964, itis illegal to sexually
harass any employee. Sexual Harassment description is as follows:

Having conversations that demeans, insults, or implies serefaf@nce in the presence
of that individual. To imply whether, explicitly or implicitly, that one employment is
dependent upon favorghe above conduct will not lieleratedand any infraction will

be subject to suspension or dismissal ftafmity College Any student who feels that
he/she have been subjected to sexual harassment is instructed to reportehé tmtik
Director, and/oDirector of Education In addition, victims of sex offenses are reminded
of their right to report th matter directly to local law enforcement officials.

Anti-Harassment
Policy Statement it is the policy of this company to maintain a working environment
which encourages mutual respect, promotes respectful and congenial relationships between
employeesand is free from all forms of harassment of any employee or applicant, by
anyone, including supervisors, -a@rkers, vendors, or customers. Harassment in any
manner or form is strictly prohibited and will not be tolerated by the company. All reported
or suspected occurrences of harassment will be promptly and thoroughly investigated.
Where harassment is determined to have occurred, the company will immediately take
appropriate disciplinary action. The company will not permit or condone any acts of
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retalation against anyone who files harassment complaints or cooperates in the
investigation of it.

Definitions
1. The term Aharassment 0 toiunweloamd slgs, jokast i s
verbal, graphic or physical conduct r el
age, national origin, or disability.

2. Sexual harassment consists of unwelcome sexual advances, requests for sexual
favors, or other verbal grhysical conduct of a sexual nature where:
a) Submission to such conduct is an explicit or implicit term or condition of
employment

b) Empl oy ment deci sions are based on a
rejection of such conduct; or

c) Such conduct interferes witma i ndi vi dual s wor k perf
an intimidating, hostile or offensive working environment.

3.The term fAharassmento may also include
vendors and/or customers who engage in verbally or physically harassing
behavias, which has the potential for humiliating or embarrassing an employee or
the company.

Examples of prohibited conduct
The management of the company considers the following conduct to represent some of the
types of actions, which violate this harassmelicy:
1. Physical assaults of a sexual nature

2. Unwanted sexual advancgwmopositions,or other sexual commentse., sexual
jokes, vulgar language

3. Sexual or discriminatory displays, photographs, or publications in any location in
the workplace,i.e., any sexually suggestive pictures, cartoons, emails, or
magazines.

A list of registered sex offenders in Louisiana is available from the Louisiana tepdrof Public Safety
and Corrections at http://www/Isp.org.

Job Related Health & Safety

Job Related Health and Safety is reviewed with students during the orientation process and also
in the classesi.€., OSHA regulations, HIPPA, Blood borne Pathogdfige Preventiomnd
Exposure Control)
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Certification Exams

Certification exams can liaken through the National Healthcare Association (NHA), National
Career Competency Testing Center (NCCT) at Infinity College. Pharmacy Technician
Certification exams are offered through PTGECLEX-PN examinations can be taken at
approvedPrometricsites However, there are other recognized organizations that may offer
national certification exams. Certification exam feesmatancluded in the cost of your tuition.

GRADUATION INFORMATION

Diplomas show the official name of the diploma awarded. The sohay contract ahird-party

vendor to print and package a diploma awarded to a student OR the diploma may bearprinted
house. Upon completion of your program of study, students should allow the school time to process
the diploma and transcript; there students can expect to receive their diplotrenaodpt ateast

30 days after they have completed all requiremeitiseir program of study.

While your diploma is a wonderful way to display your accomplishment, it is not the only item
provided by the schoolProof of graduation can be displayed via your diploma, and/or an official
transcript. Your official transcript not only displays the courses Yook, and grades earned at
Infinity College, but it also contains the datecoimmencement and your programiormation,
including your major.In addition, the school will report all required guaties to the National
Student Clearinghouse approximately 2 weeks after diplomas are awarded.

Applying for Graduation

Graduation and officially receiving a degree are not automatic. Students must officially notify the
Office of StudenServices otheir intentions to graduate by completing a graduation application
form. Do not assume that graduation is an automatic outconyewhaving completed the
minimum requirements for a degree. The Collegié not take steps to graduate you until you
officially apply for graduation and there are severaiticularly goodeasons for this.

Graduation.

Diplomas are officially awarded after a student has completed their program of study. It is

i mportant not to confuse Agr adu aardsahe diploma t h A c
when the Educatiodepartment hasletermined that all requirements have been successfully
completed at the end of the program and notes that fact on the official college transcript. Only then

has the student graduated.

Commencement. All potential diploma candidates areeligible to participate in the
Commencement ceremony in the Spring and/or Winter. While diplomas are awarded at the
completion of a program of study, the Colldg#ds 1lor 2 Commencemerteremonies each year
depending onhe number participants. However, participation in the Commencement ceremony
does not necessarily constitute graduati@ommencement is the public celebration of that
accomplishment, but it is a ceremony, and not the actual graduation itself.

Students who are unable to finish their requirements at the initial projected completion date may
be able to complete them during the following term and graduate with the next cohort and
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participate in the following ceremony. A nominal commencement febasged to all students.
This fee is mandatory and is not contingent on student participation in Commencement
ceremonies.

Diplomas. The diplomas notthe only source of legal proof that the student has completed

a degree. As soon as final grades haweebn post ed and a fi nal re
records has been completed to ensure that all requirements have been met, the Education
Department will place that notation on the official transcript as the real proof of the
completion of the diploma.

Thediploma will not arrive at the address requested on the Application for Graduation until several
weeks after the degree has been posted on the transcript. It is important to remember that a request
for an address change on the College recattisiot affect the diploma addresH.the diploma

address needs to be changed, the student must request it specificallp. be awarded their
diploma, students must be in good financial standing with the College. If a hold exists on their
account, the diploma will bleeld until the hold has been cleared by the appropriate office. Once
cleared, the student must notify the Education Department to release the diploma. The same is true
for releasing transcripts. Official transcripts will not be released by the OfficegidtRdion and

Records until the student has cleared all holds on their account

Confirming the Award of the Diploma. Students should check to make certain that tl
final transcript shows the notation of their diploma award and that their diploivesar
Occasionall vy, students wal k through
about requirements that are still not met. They discover years later that they he
actually been awarded the degree because they did not complete those rei
requirements.

Graduation Requirements

Complete program requirements

Maintain a minimum of a cumulative of 2.0 GPA (70%)

Complete all externship requirements and submit appropriate paperwork to the school
Fulfill all financial obligations(All checks must clear the bank before receipt of diploma etc.)
Complete an exit interview

Return all property that belongs to the school.

= =4 =2 =4 -4

Graduation with Honors

Students who have successfully completed all course requirements and have a cumulative
GPA 0of3.5 or higher will be designated as Honors Graduates.

Criteria for Valedictorian Award

Grade point average wil|l be calcul ated on
extra points awarded). Highest grade point in each individual classletdimine this
award. In case of a tie concerning academic achievements, graduates will be given
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consideration in regard to attendance, attitude, community servicatathdnd faculty
recommadations. The Director aridirector of Educationvill make the decision.

Attendance Honors

An Attendance Award is presented to all students who have maintained perfect
attendance during th@rogramof study

Prometric Testing

Effective, July 12018 the Louisiana Department of Health and Hospitalpartnered with Prometric to deliver
Nurse Aide Competency Evaluations (examinations) and to manage the reciprocity process in Louisiana.
Prometric will be the single source vendor for the State of Louisiana, providing testing to individuals at locations
strategically distributed throughout the state.

By partnering with Prometric to deliver Nurse Aide Competency exams, all nurse aide candidates in Louisiana
are assured the availability of a standard and secure test, regardless of the training or coeymEteaion
location. This will also ensure that only qualified individuals receive their Nurse Aide certification, in an effort
to promote the general safety and wasing in the community.

Prometric will manage all aspects of candidate testing aedrdbiprocity process, including application
processing, test scheduling and event coordination, and results management. All written and oral exams will be
delivered via computer, using an interbassed platform.

Prospective Clients

Looking for a thoough, compliantflexible, and affordable nurse aide competency evaluation
program for your state? Prometric offers comprehensive testing and Registry services to ensure
that your CNAs are in compliance with all required federal and-spaeific regulatins.

We have been involved in nurse aide competency examinations since the inception of the federal
requirements more than 25 years ago. Prometric currently provides CNA examination services in
12 states, administering more than 150,000 CNA examinationsafly. Our service offerings

provide for convenient exam administrations and are based on successful regional test site and
in-facility testing models.

The testing and certification process we offer is conducted in accordance with OBRA
requirements (OBR-87, 89, P.L. 10€03; and Section 6901 [B] OBRA 89).

CNA Certification Exams - Widely recognized and accepted

T Prometricobs CNA recenty tosplaeegble andlyasis tkatfocosad a
specifically on the role of the nurse aide in long term care facilities. We utilized SMEs
from around the country to analyze job task and knowledge data collected from
practicing CNAs and RNs/LPNs who supervise CNAs in {terghcare facilities. SMEs
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always utilize the OBRA federal regulations as a primary reference in the development
of nurse aide test items.
1 Written and oral versions of the knowledge exams (available in English and Spanish) are
delivered via computer in a multgchoice format.
Clinical -b&é&diexam ; whdck thercandidateas p er f
rated and scored on five areas while performing three psychomotor skills, with special
emphasis on Hand Washing and Indirect Care (communicationgmésights, safety,
comfort,and Standard Precautions). The Clinical Skills exams are administered by RNs
with experience in longerm care.

T Prometr.i

coOs

Nurse Aide Registry Services

9 Pr ome

cert
staf

tri
i
f to

coOs
cati

ma

Nur se
on
nage r

Ai de

status.

ecert

Registry 1isirused
The fdAprivateo side
i fication and find

information to facilities on the employability of each nurse aide in thistrg based on
the current status of their certification and whether the record is flagged for substantiated

findings of resident abuseeglect,or misappropriation of resident possessions.
T Prometri
from any computer.

Contact Us

coOs

Nur s e

A i-bdsed aRceagcesslvia tite Indeynett e m |

For moreinformation,please contact us pind-nacsm@prometric.com

TUITION AND FEES

t

S

Diploma Tuition Registration Fee Administrative Fee Use of Lab Textbooks Technology Fee | Supplies Total

Programs Amount Equipment Fee Cost
Medical Assistant | $12355 $100 $300 $450 $495 $350 $450 $14500
Phlebotomy and | $8230 $100 $200 $375 $295 $250 $150 $9600
EKG Technician
Pharmacy $10125 $100 $200 $425 $250 $250 $150 $14500
Technician
Training
Medical Insurance| $8085 $100 $200 $225 $690 $250 $250 $9800
Billing & Coding
Specialist
Nursing Assistant | $235 $100 $100 $75 $65 $75 $80 $730
Practical Nursing | $17,055 $100 $450 $1395 $1800 $1425 $1675 $23.900

Semester 1 Semester 2 Semester 3 Semester 4 Semester 5
Associate of Tuition $4660 $4660 $4660 $4660 $4660 $23300
Applied Science
in Healthcare
Management
Fees $340 $340 $340 $340 $340 $1700
Total $5000 $5000 $5000 $5000 $5000 $25000
OUT OF POCKET EXPENSES (not included in tuition)
Mandatory Fees (that the school requires)
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*ID $10

*Parking Permifno cost if the student does not have an | $10

automobile)

Estimated Mandatory Fees(student will acquire from an outside source)

Scrub Suit $40

Blood Pressure Cuff $15

Wristwatch $5

Stethoscope $15

TB Test $20

Small Pocket Notepad $1

Tennis Shoes (whit preferably) $20

Criminal Background Check (LSP) $38

Fingerprint $10 percard

Drug Screen $30

ATI $1850 per
program

Optional Fees

Hepatitis Vaccine (if applicable) $50

Certification Exam Practice Book $50

Nursing Assistant Make Up Ddif applicable) $25 per day

Graduation Fee $100

NHA Certification Exam $105$155

NCCT Certification Exam $90

Prometric $125

PTCB $129

NCCA Certification Exam $75 member
$135nonmember

AAPC $260 member
$325nonmember

AHIMA $199299 member
$299399 non
member

Pinning Ceremony Uniform (PN only) and fees $125

Feesincurred prior to enrolling

Entrance Exam $20

Tabe $40

HESI $50

*Included for Title IV Tuition Students Note: Practical Nursings t u d tuition énd fees may
differ from the above illustrated cost. Please see a Practical Nursing student catalog for specific program details.

Clock Hour to Credit Hour Calculatio n

The credit hour definition and the credit/clock hour conversion rules seoveurposes: to

determine program eligibility and to determine the award amount for certain Federal Student Aid
programs.

A credit hour is defined as a unit of measure that gives value to the level of instruction, time
requirements for a course taken aedncational institution, and the academic rigibican also

be defined as a measure of a quantity of student learning.

Since we offer an undergraduate clock hour educational program in credit hours that is
considered a Gainful Employment (GE) program,mest use the following conversion formula
The formula will determine, if after the conversion, the minimum number of credit hours to
qualify as an eligible program for Federal Student Aid (FSA) purposes.
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For determining the number of credit hours iredncational prograra semester hour must

include at least 37.5 clock hours of instruction

To determine if the program meets the FSA standard for the minimum number of credit hours for
that type of program, the following formula will be used:

For a semestéour program,
Number of clock hours in the credibur program (is divided by)
375
This formula will be used to convert the credit hours to determine the amount of Federal Student
Aid (FSA) a student is eligible to receive.

*Note: Infinity College measues its programs in terms of clock hoursssociate Degree programs
are measured ircredithours.

PROGRAMS OF STUDY

Diploma Programs

A diploma is awarded for successful completion of tilWwing programsexcluding the
Associate of Appliedciencan Healthcare Management program

Clock Length of Length @ Schedule Leads to Licensure or
Hours Completion 150% Certification upon Passing
the State or National Exam
Medical Assistant 900 9 monthsday 13.5 months | M-Th-8:30a2:30p Certification
12.5 months day M, W, Th- 5:30p
evening 18.75 months| 9:30p
-evening
Phlebotomy and EKG Technician | 600 6 months 9 months M-Th-8:30a2:30p Certification
Pharmacy Technician Training 900 9 monthsday 9 monthsday | M-Th-8:30a2:30p Certification
12.5 months 18.75 M, W, Th- 5:30p
evening months 9:30p
evening
Medical Insurance Billing & Coding| 900 9 monthsday 9 monthsday | M-Th-8:30a2:30p Certification
Specialist 12.5 months 18.75
evening months
evening
Nursing Assistant 80 2 weeksday Not Title IV M-F-8a5p / M-F 5p Certification
4 weeksevening eligible 9p
*Clinical times may
vary
Practical Nursing 1692 15 months 22.5 months | M-Th-8:30a3:30p / Licensure
5:30p10p
*Clinical times may
vary
Associate of Applied Science in 60 24 months 36 months Distance Education Associateof Applied Science
Healthcare Management semester Degree
hours
Certifications eligible to sit for Upon Successful Completion of the program.
*Passing the certification and/or licensure examination is not guaranteed
Medical Assistant Certified Medical | Registered Phlebotomy and EKG | EKG Technician
Assistant Medical Technician
Assistant
Electronic Health | CPR LA Medical
Records Examiners
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Phlebotomy and EKG Technician Phlebotomy and | EKG CPR LA Medical Examiners
EKG Technician | Technician
Pharmacy Technician Training Pharmacy CPR
Technician
Medical Insurance Billing & Medical Biller Medical CPR Electronic Health Records
Coding Specialist Coder
Nursing Assistant Nurse Assistant CPR
Practical Nursing Practical Nurse CPR
Associate of Applied Science in Customer Service| Associates Health Office Medical Biller
Healthcare ManagemeniDistance Representative Degree Manager
Education
Medical Medical Dental Health Data
Transcriptionist Coder Assistant/Technician
Informatics Analyst Entry-level manager

Infinity College will notify individual students in circumstances where an offered program has been determined not
to meet or where the institution has not made a determination as to whether the program meets the education
requirements for licensure in tate where a prospective student was located as well as to students currently enrolled

in a program that ceased to meet such requiremé&utsstudents currently enrolled, the institution will have 14

calendar days to directly disclose that they dadidedthat a program did not meet state licensure or certification
om whi

requi rements
prior to the

for

student 6s

the state

c h

t he

student

which may include through email or other electronic communication

Medical Assistant
Program Outline

enr ol | mreadd dirdctly to thé studemtrinoagitings m.

S

Course Title Classroom/Lecture | Laboratory | Work-Based Total Hours
Activities
Clock Clock Clock Clock
MA 101 Introduction to Medical 20 04 24
Assisting and Health
Professions
MT 103 Medical Terminology and | 44 23 67
Abbreviations
AP 101 Anatomy and Physiology | 20 20 40
ME 101 Medical Ethics 15 05 20
COM 101 Communication 05 05 10
MA 102 Therapeutic Approach 14 10 24
MA 103 Responsible Medical 20 04 24
Practice
MA 104 Integrated Administrative | 20 20 40
Procedures
MA 105 Clinical Procedures 20 20 40
MA 106 Examinations and 25 30 55
Procedures
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MA 107 Laboratory Procedures 25 30 55

MA 108 Office Management 30 15 45

EHR 101 Electronic Health Records | 20 20 40

EKG 101 Introduction to 15 20 35
Electrophysiology

EKG 102 Concepts in 15 20 35
Electrophysiology

EKG 103 Lead EKG and 08 08 16
Interpretation

CPR 101 Healthcare Provider CPR | 03 02 05

NA 101 Communication and 03 03 06
Interpersonal Skills

NA 102 Infection Control 02 00 02

NA 103 Safety and Emergency 04 03 07
Procedures

NA 104 Resident 6s RIi 03 02 05
Promoting Re

NA 105 Mental Health and Social | 02 02 04
Service Needs

NA 106 Basic Nursing Skills 04 02 06

NA 107 The Body Systems 03 02 05

NA 108 Externship 40 40

CD 101 Career Development 10 10 20

CR 101 Certification Review 10 10 20

COS 102 Microsoft Word 20 25 45

COS 103 Microsoft Excel 20 25 45

MA 109 Externship 120
Totals 400 340 160 900

Medical Assistant
Program Description

MA 101 Introduction to Medical Assisting and Health Professions

(20 Clock HoursLecture/04 Clock Hours Lab)

This course teaches the student about the history of medicine and an introduction to the profession
of Medical Assisting.

MT 103 Medical Terminology and Abbreviations

(44 Clock Hours Lecture/ 2B8lock Hours Lab)

This courses designed to acquaint tilseudent with medical terminology. Students learn to construct words
using medical roots, prefixes, and suffixes, as well as learn to pronounce and spell medical terminology

AP 101 Anatomy and Physiology

(20 Clock Hours Lecture/20 Clock Hours Lab)

This course will identify the essential anatomical and physiological features of the body systems with an
emphasis on the blood and cardiovascular, renal, digestive, and endocrine systems.
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ME 101 Medical Ethics

(15 Clock Hours Lectur@5 Clock Hours Lab)

This course teaches patient rights and responsibilities, ethical issues in patient care, and privacy standards
governing healthcare practice.

COM 101 Communication
(05 Clock Hours Leture05 Clock Hours Lab)
This course teaches written, verbal, and nonverbal communications.

MA 102 Therapeutic Approach

(14 Clock Hours Lecturd0 Clock Hours Lab)

This course teaches therapeutic communication skills, coping skills fordtieal assistant, and
the therapeutic approach to the patient with athfeatening illness.

MA 103 Responsible Medical Practice

(20Clock Hours Lectur&4 Clock Hours Lab)

This course teaches legal and ethical considerations, HIPPA, and emergeeciprs and first
aid.

MA 104 Integrated Administrative Procedures

(20 Clock Hours Lecture Clock Hours Lab)

This course teaches creating the family environment, the ambulatory care setting,
telecommunications, patient scheduling, medical records management, woitterunications,

and medical documents.

MA 105 Clinical Procedures

(20 Clock Hours Lecture Clock Hours Lab)

This course teaches infection control and medical asepsis, the patient history and documentation,
vital sighs and measurements, and the physical examination

MA 106 Examinations and Procedures

(25 Clock Hours Lectur&0 Clock Hours Lab)

This course teaches specialty procedures in obstetrics and gynecology, pediatrics, male
reproductive system, gerontology, and examinations and procedures of body sykiemsurse
teaches assisting with office/ambulatory surgemwhabilitation and therapeutic modalities,
nutrition in health and disease, basic pharmacology, calculation of medication dosage and
medication admintsation

MA 107 Laboratory Procedures

(25 Clock Hours Lectur&0 Clock Hours Lab)

This course teacheafety and regulatory guidelines in the medical laboratory, introduction to the
medical laboratory, phlebotomyenipuncture and capillary puncture, hematology, urinalysis,
basic microbiology, and specialty laboratory tests.
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MA 108 Office Management
(30 Clock Hours Lecturdl/5 Clock Hours Lab)
This course teaches the medical assistant as an office manager.

EHR 101 Electronic Health Records

(20 clock hours lecture/ 20 clock hours lab)

This course teaches the execution of workflows, retrieving and stqatignt information, and
administrative tasks.

EKG 101 Introduction to Electrophysiology

(15clock hourdecture/20clock hours lab)

This course teaches about electrophysiology, lead morphologyl@arement, aspects of the
EKG, and calculating heart rate.

EKG 102 Concepts in Electrophysiology

(15 clock hourdecture/20clock hours lab)

This coursdeaches about interpreting a rhythm strip, rhythms originating in $ieus node,
atria, AV Junction,and ventricles.

EKG 103 Lead EKG and Interpretation

(08 clock hourdecture/08clock hours lab)

This course teaches how to interpret d.#ad EKG, nyocardial infarction, electrical therapy, and critical
thinking skills.

CPR 101 Healthcare Provider CPR
(03 Clock Hours Lectur&?2 Clock Hours Lab)
Students will learn adult and child CPR.

NA 101 Communication and Interpersonal ills

(03 Clock Hours Lecture/03 Clock Hours Lab)

This section teaches about the nursing assistant intésng care, communication skills, and
communication challenges.

NA 102 Infection Control

(02 Clock Hours Lecture/00 Clock Hours Lab)

This section teaches the immune and lymphatic systems.

NA 103 Safety and Emergency Procedures
(04 Clock Hours Lecture/03 Clock Hours Lab)

This section teaches cardiopulmonary resuscitation, safety and body mechanics, emergency care,

first aid and disasterppsition, moving and lifting.

NA 104 Resi dent 6s Rights and Promot.
(03 Clock Hours Lecture/ 02 Clock Hours Lab)
This section teaches ethical and legal issues and the integumentary system.

NA 105 Mental Health and SocialService Needs
(02 Clock Hours Lecture/ 02 Clock Hours Lab)

Infinity College- CATALOG:11.2021 Pagelll

ng

R



This section teaches diversity and human needs and development, the respiratory system,
rehabilitation and restorative care, and end of life care.

NA 106 Basic Nursing Skills

(04 Clock Hours Leture/ 02 Clock Hours Lab)

This section teaches bed making and unit care, personal care, vitalmsigign, and fluid
balance, and the circulatory or cardiovascular system.

NA 107 The Body Systems

(03 Clock Hours Lecture/ 02 Clock Hours Lab)

This section teaches the gastrointestinal system, urinary system, musculoskeletal system, nervous
system, and endocrine syiste

NA 108 Externship
(O0Clock Hours Lecture/ 00Clock Hours Lab/ 40 clock hours clinical)
Students will perform clinical hoursnder the direct supervision of the program Coordinator.

CD 101 Career Development

(10 Clock Hours Lecturd0 Clock Hours Lab)

This course introduces students to professional environments, job search and personal requirements for
career success. Studs will prepare resumes, leanterview,and job search techniques.

CR 101 Certification Review
(10 Clock Hours Lecturd0 Clock Hours Lab)
This course assists students with preparation to take their national stadiéocertification exam.

COS 102 Microsoft Word

(20 Clock Hours Lecture/25 Clock Houralh)

This course teaches how to create documents in Word, format and organize text, working with
graphics, tabs, and tables, and applying specialgarigraphand documents.

COS 103 Microsoft Excel

(20 clock hours lecture/25 clock hours lab)

This courseteaches how to create vkbooks with Excel, createharts, manage multiple
worksheets, athuses Excel functions amables.

MA 109 Externship
(00 Clock Hours Lectur&0 Clock Hours Lal20 Clock Hours Clinical
Students are placed in a medical fagtithere there is an opportunity to observe, adstn,and

perform services in a medical setting. The externship is an essential component of the program
where theoretical and practical skills are integrated. Specific objectives, including cognitive,
affective, and psychomotor behaviors shall be met while completing this course.

Medical Assistant
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Curriculum

Objective: To provide the student with information about various aspects of the medical assisting

profession, both administrative aotinical. Graduates will be available to work in hospital and private
practice medical settings.

Text: Del mardés Comprehensi ve MedUCanadtencks si sti n

by Wilburta Lindh, Marilyn Pooler, Carol Tamparo, and Barbara Dahl.

Text: Workbook for Del mardéds Comprehensive
Competencies, by Wilburta Lindh, Marilyn Pooler, Carol Tamparo, and Barbara Dahl.

MA 101 Introduction to Medical Assisting and Health Professions
(20 Clock Hours Leture/04 Clock Hours Lab)

Lessonl: The Medical Assisting Profession

Lesson2: Health Care Settings and the Health Care Team

Lesson3: History of Medicine

MT 103 Medical Terminology and Abbreviations
(44 Clock Hours Lecture/2Clock Hours Lab)

Lesson 1: Define and analyze medical terminology

Lesson 2: Identify word parts and combining form

Lesson 3: Read and interpret medical terminology

Lesson 4Word Parts and Meanings

Lesson 5Common Medical Terms, Abbreviations, and Symbol

AP 101 Anatomy and Physiology

(20 Clock Hours Lecture/20 Clock Hours Lab)

Lesson 1: Understanding basic structures of tissues and cells

Lesson 2: Organs which comprise the major body systems

Lesson 3: Functions of the organs which comprise the major body systems with an emphasis on the
urinary system

Lesson 4: Understand the common disease processes related to major body systems and their related
organs

ME 101 Medical Ethics

(15 Clock Hours Lecture/05 Clock Hours Lab)
Lesson 1: Ethics

Lesson 2: Governing Bodies

Lesson 3: Regulation at the State and Federal Level

COM 101 Communication

(05 Clock Hours Lectur®5 Clock Hours Lab)

Lesson 1Communication process

Lesson 2: Verbal, written, and nonverbal communication

Lesson 3: Communication with others and methods of communication
Lesson 4: Types of customers and professionalism

Lesson 5: Barriers to communication and negative communication
Lesson 6: Defense mechanisms
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Lesson?: Dealing with conftt and eliminating barriers ttommunication

MA 102 Therapeutic Approach

(14 Clock Hours Lecturel0 Clock Hours Lab)

Lesson 1Therapeutic Communication Skills

Lesson 2Coping Skills for theMedical Assistant

Lesson 3The Therapeutic to the Patient with a Lifhreatening Iliness

MA 103 Responsible Medical Practice
(20 Clock Hours Lectured4 Clock Hours Lab)

Lesson 1Legal Considerations

Lesson 2Ethical Considerations

Lesson 3Emergency Procedures and First Aid

MA 104 Integrated Administrative Procedures
(20 Clock Hours Lectur@0 Clock Hours Lab)

Lesson 1Creating the Facility Environment

Lesson 2The Ambulatory Care Setting

Lesson 3: Telecommunication

Lesson 4 Patient Sceduling

Lesson 5Medical Records Management

Lesson 6 Written Communications

Lesson 7Medical Documents

MA 105 Clinical Procedures
(20 Clock Hours Lecture20 Clock Hours Lab)
Lessonl: Infection Control and Medical Asepsis
Lessor2: The Patient Histry and Documentation
Lesson3: Vital Signs and Measurements
Lessomd: The Physical Examination

MA 106 Examinations and Procedures
(25 Clock Hours Lecture830 Clock Hours Lab)

Lesson 1 Obstetrics and Gynecology

Lesson 2Pediatrics

Lesson 3Male Reproductive System

Lesson 4 Gerontology

Lesson 5Examinations and Procedures of Body Systems
Lesson 6 Assisting with Office/Ambulatory Surgery
Lesson 7Rehabilitation and Therapeutic Modalities
Lesson 8Nutrition in Health and Disease

Lesson 9BasicPharmacology

Lesson 10Calculation of Medication Dosage and Medication Administration
Lesson 11Electrocardiography

MA 107 Laboratory Procedures
(25 Clock Hours Lectured0 Clock Hours Lab)
Lesson 1Safety and Regulatory Guidelines in the Medicaldrabory
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Lesson 2Introduction to the Medical Laboratory

Lesson 3Phlebotomy: Venipuncture and Capillary Puncture
Lesson 4Hematology

Lesson 5Urinalysis

Lesson 6Basic Microbiology

Lesson 7 Specialty Laboratory Tests

MA 108

Office Management

(30 Clock Hours Lecturel5 Clock Hours Lab)
Lesson 1 The Medical Assistant as Office Manager
Lesson 2: Daily Practice

EHR 101

Electronic Health Records

(20 clock hours lecturefPclock hours lab)

Lesson 1: Execute EHR workflows

Lesson 2: Retrieve argdore patient information
Lesson 3: Perform routine EHR administrative tasks
Lesson 4: Inventory and management of patient data

EKG 101

Introduction to Electrophysiology

(15 clock hours lecture/20 clock hours lab)

Chapter 2
Chapter 3
Chapter 5
Chapter 4
EKG 102

Electrophysiology
Lead Morphology and Placement
Aspects of the EKG
Calculating Heart Rate
Concepts in Electrophysiology

(15 clock hours lecture/20 clock hours lab)

Chapter 6
Chapter 7
Chapter 8
Chapter 9
Chapter 10
Chapter 11
Chapter 12

EKG 103

Interpreting a Rhythm Strip

Rhythms Originating in the Sin¢ode
Rhythms Originating in the Atria
Rhythms Originating in AV Junction
Rhythms Originating in the Ventricles
AV Blocks

Rhythm Practice Strips

Lead EKG and Interpretation

(08 clockhours lecture/08 clock hours lab)

Chapter 13
Chapter 14
Chapter 15
Chapter 16
Chapter 17
Chapter 18

How to Interpret a 1-2ead EKG
Myocardial Infarction

12-Lead EKG Practice

Medications and Electrical Therapy
Diagnostic Electrocardiography
Critical Thinking Scenarios

Text: BLS for Healthcare Providers Student Manual

CPR 101

Healthcare Provider CPR

(03 Clock Hours Lecture/ 02 Clock Hours Lab)
Part 1 General Concepts
Part 2 CPR for Adults
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Part 3 CPR for Children

Part 4 Adult and Child Bag Mask Technique and Resd@reathing
Part5 2-Rescuer CPR for Adults and Children

Part 6 Automated External Defibrillator

Part 7 CPR for Infants

Part 8 Relief of Choking

Part 9 Special Considerations

Part 10The Big Picture

Text: SuccessfuNursing Assistant Care!“Edition by Diana L. Dugan, Rifartman Publishing, Inc.

NA 101 Communication and Interpersonal Skills
(03 Clock Hours Lecture/03 Clock Hours Lab)

Unit 1: The Nursing Assistant in Loriglerm Caré Chapter 1
Unit 2: Communicatia Skillsi Chapter 3

Unit 3: Communication ChallengéChapter 4

NA 102 Infection Control

(02 Clock Hours Lecture/00 Clock Hours Lab)

Unit 1: Infection Control Chapter 6

Unit 2: The Immune and Lymphatic System&hapter 24

NA 103 Safety and Emegency Procedures
(04 Clock Hours Lecture/03 Clock Hours Lab)

Unit 1: Cardiopulmonary Resuscitation

Unit 2: Safety and Body Mechanitc<hapter 7

Unit 3: Emergency Care, First Aid and DisasteCfiapter8
Unit 4: PositioningMoving and Liftingi Chapter 11

NA 104 Resi dent 6s Rights and Promoting
(03 Clock Hours Lecture/ 02 Clock Hours Lab)

Unit 1: Ethical and Legal IssuésChapter 2

Unit 2: The Integumentary SysténChapter 18

NA 105 Mental Health and Social Service Needs

(02 Clock Hours Lecture/ 02 Clock Hours Lab)

Unit 1: Diversity and Human Needs and Developme@Ghapter 5

Unit 2: The Respiratory SysteimChapter 20

Unit 3: Rehabilitation and Restorative Car€hapter 25

Unit 4: End of Life Caré Chapter 27

NA 106 Basic Nursing Skills

(04 Clock Hours Lecture/ 02 Clock Hours Lab)
Unit 1: Bed making and Unit CareChapter 10
Unit 2: Personal Care Chapter 12

Unit 3: Vital Signsi Chapter 13

Unit 4: Nutrition and Fluid Balance Chapter 14
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Unit 5: The Circuatory orCardiovascular Systeit@hapterl9

NA 107 The Body Systems

(03 Clock Hours Lecture/ 02 Clock Hours Lab)
Unit 1: The Gastrointestinal SysteénChapter 15
Unit 2: The Urinary Systern Chapter 16

Unit 3: The Musculoskeletal SysteinChapter 21
Unit 4: The Nervous SysteiinChapter 22

Unit 5: The Endocrine SystemChapter 23

NA 108 Externship
(00Clock Hours Lecture/ 00Clock Hours Lab/ 40 clock hours clinical)
Students will perform clinical/externship hours under the direction of the program Coordinat

CD 101 Career Development
(20 Clock Hours Lecturel0 Clock Hours Lab)
Lesson 1EmploymentStrategies

CR 101 Certification Review
(10Clock Hours Lecturd0Clock Hours Lab)
Lesson 1: Reviewing materials to prepare to takedngfication exam

COS 102 Microsoft Word

(20 clock hours lecture/25 clock hours lab)

Chapter 1 Create Documents with Word

Chapter 2 Format and Organize Text

Chapter 3 Work with Graphics, Tabs, and Tables

Chapter 4 Apply SpecialText, Paragraph and Documents Formats

COS 103 Microsoft Excel

(20 clock hours lecture/25 clock hours lab)
Chapter 1 Create Workbooks with Excel
Chapter 2 Create Charts

Chapter 3 Manage Multiple Worksheets
Chapter 4 Use Excelifctions and Tables

MA 109 Externship
(00 Clock Hours Lecture/00 Clock Hours L&P0 clinical hours)
Unit 1: Externship

Phlebotomy and EKG Technician
Program Outline
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Course Title Classroom/Lecture Laboratory Work -Based Total

Activities Hours

Clock Clock Clock Clock
PT 101 Introduction to Phlebotomy 05 05 10
PT 102 Infection Control and Safety 10 10 20
MT 101 | Medical Terminology and 20 20 40

Abbreviations
PT 103 | Vital Signs 10 10 20
AP 101 | Anatomy and Physiology 20 20 40
AP 102 | Anatomy and Physiology 20 20 40
PT 104 Laboratory Tests 10 10 20
PT 105 Patient & Specimen Requirementsg 20 10 30
PT 106 Phlebotomy Equipment 15 05 20
PT 107 Phlebotomy Technique 20 20 40
PT 108 Specimen Preparation and Handlir 16 16 32
COM Communication 05 05 10
101
ME 101 | Medical Ethics 15 05 20
CD 101 | Career Development 10 10 20
CR 101 | Certification Exam Review 10 10 20
CPR 101 | Healthcare Provider CPR 03 02 05
EKG 101 | Introduction to Electrophysiology | 15 20 35
EKG 102 | Concepts in Electrophysiology 15 20 35
EKG 103 | Lead EKG and Interpretation 08 08 16
PT 109 | Internship/Externship 52 52
COS 102 | Microsoft Word 20 25 45
COS 106 | Office Administrative Skills 15 15 30
Total 282 266 52 600
Phlebotomy andEKG Technician
Program Description
PT 101 Introduction to Phlebotomy

(05 Clock Hours Lecture/08lock Hours Lab)

This course teaches the history of phlebot omy

health care setting, ethicabnsiderations, the patient care partnership, professional attitude,
advance directives, standards used in the laboratory, and quality assurance in phlebotomy.

PT 102 Infection Control and Safety

(10 Clock Hours Lecture/1Glock Hours Lab)

This courseteaches infection control and isolation techniques, medical asbpaid washing,
removing contaminated gloves, blood collection in an isolation room, occupational safety and
health administration standards, disposal of used materials, importance ofirfglleafety
guidelines, and the response to accidental biohazard exposure.

MT 101 Medical Terminology

(20 Clock Hours LecturefClock Hours Lab)

This course teaches the basic roots, prefixes, and suffixes involved in medical terms and the basic terms
that help to define the anatomy and physiology in the human body.

PT 103 Vital Signs
(10 Clock Hours Lecture/1Glock Hours Lab)
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This course teaches temperature, pulse, and blood pressure.

AP 101 Anatomy and Physiology

(20 Clock Hours Lecture/2Glock Hours Lab)

This course teaches the introduction to the human body, body functions, body organization, and
each of the systems of the body.

AP 102 Anatomy and Physiology

(20 Clock Hours Lecture/2Glock Hours Lab)

This course teaches about thieculatory system, anatomy and physiology of the circulatory
system, and veins and arteries of the circulatory system. This course teaches the heart and
circulation, blood vessels, and the composition of blood.

PT 104 Laboratory Tests

(10 Clock Hours Ecture/10Clock Hours Lab)

This course teaches about the collection of-blmod specimens, blood smear, glucose testing,
urine,and culture testing.

PT 105 Patient & Specimen Requirements

(20 Clock Hours Lecture/1Glock Hours Lab)

This courseteaches communication in healthcare, patient and specimen identification, and the
phlebotomist role in the process.

PT 106 Phlebotomy Equipment

(15 Clock Hours Lecture/@ock Hours Lab)

This coursdeaches about the metric systeswinges,and needlesevacuated system, reuse of
evacuated system holder, splattering of blood, evacuation collection tubes, butterfly collection
system, coagulation, anticoagulants, tourniquets, micro collection equipment, collecting a unopette
blood sample, order of drawspecimen collection trays.

PT 107 Phlebotomy Technique

(20 Clock Hours Lecture/2Glock Hours Lab)

This course teaches about the blood collection technique, skills used in approaching the patient,
patient identification, test request form, specimdmelimg and identification, accession order,
selecting the appropriate venipuncture site, performing a safe venipuncture, syringe versus
evacuated tube specimen collection, venipuncture by synmgepunctureby evacuated tube
method, butterfly needle dettion system, the failed venipuncture, intravenous and indwelling
lines, prioritizing specimen collection, and arterial punctures.

PT 108 Specimen Preparation and Handling

(16 Clock Hours Lecture/16lock Hours Lab)

This course teaches abdbe preanalytical variables, specimemansport and handling, criteria
for re-collection or rejection of a specimen.

COM 101 Communication
(05 Clock Hours Lectur@5 Clock Hours Lab)
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This course teaches written, verbal, and nonvertm@amunications.

ME 101 Ethics in Healthcare

(15 Clock Hours Lecture/0O8lock Hours Lab)

This course teaches patient rights and responsibilities, ethical issues in patient care, and privacy standards
governing healthcare practice.

CD 101 Career Development
(10 Clock Hours Lecture/1Glock Hours Lab)
This course teaches professionalism and workplace conduct, resume writing, and interview techniques.

CR 101 Certification Exam Review
(10 Clock Hours Lecture/1Glock Hours Lab)
This course assisthe student with preparation for the certification examination.

CPR 101 Healthcare Provider CPR
(03 Clock Hours Lecture/O0lock Hours Lab)
This course teaches CPR for aduti$ants,and children.

EKG 101 Introduction to Electrophysiology

(15 clock hourdecture/20clock hours lab)

This course teaches about electrophysiology, lead morphology and placement, aspects of the EKG,
and calculating heart rate.

EKG 102 Concepts in Electrophysiology

(15clock hourdecture/20clock hours lab)

This coursenterpreting a rhythm strip, rhythms originating in the sinus node, atrialul¥¢tion,
and ventricles.

EKG 103 Lead EKG and Interpretation

(08 clock hourdecture/08clock hours lab)

This course teaches howitderpret a 14 ead EKG, myocardial infarction, electrical therapy, and critical
thinking skills.

PT 109 Internship/Externship

(00 Clock Hours LecturefClock Hours Lalb2 clock hours clinical

Students will perform clinical hours on the campus and at a clinical site under the direct supervision
of theProgram Instructor.

COS 102 Microsoft Word

(20 clock hours lecture/25 clock hours lab)

This course teaches how to create documents in Wardat@and organize text, working with
graphics, tabs, and tables, and applying specialgarigraphand documents.

COS 106 Office Administrative Skills

(15 clock hours lecture/15 clock hours lab)

This course teaches the basic office skills such apliehe procedures, scheduling, filing,
written and verbal communications, and organization skills.
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Phlebotomy and EKG Technician
Curriculum

Objective: To provide information on how to becom@hlebotomy and EKG Technicidny using a
unigue emphasis on medical terminology that is specific to the phlebotomy profession. The program
consists of an overview of anatomy and physiology and {adinare testing that separate enhanced skills
such as taking a patient's vital sigrenperature, pulse, respirations, and blood pressures from
specialized testing such as hematochite mo g |, bldod predsre, coagulation studies, preghancy
testing and other poiaf-care tests for more thorough coverage while emphasizing custewiee.
Studentswill be able to work afPhlebotomy and EKG Technicisun hospitals, laboratories,
home health agencies apch y s i affices.n s 6

Text: Phlebotomy: A Competenegased Approach by Kathryn A. Booth and Lillian Mundt, By
McGraw Hill

PT 101 Introduction to Phlebotomy
(05 Clock Hours Lecture/05 Clock Hours Lab)
Lesson 1: Phl ebotomyds Role in Health Care

Lesson 2: Standards used the medical lab
Lesson 3: Regulatory Agencies
Lesson 4: Quality Assurance in Phlebotomy

PT 102 Infection Control and Safety

(10 Clock Hours Lecture/1Glock Hours Lab)

Lesson linfection Control and Isolation Techniques

Lesson 2: Patient and Personal Safety

Lesson 3Blood Collection in an Isolation Room

Lesson 4O0ccupational Safety and Health Administration Stagslar
Lesson 5Disposal of Used Materials

Lesson 6Importance of Following Safety Guidelines

MT 101 Medical Terminology

(20 Clock Hours LecturefClock Hours Lab)
Lesson 1: Define and analyze medical terminology
Lesson 2: Identify word parts and comipig form
Lesson 3: Read and interpret medical terminology

PT 103 Vital Signs

(10 Clock Hours Lecture/1Glock Hours Lab)
Lesson 1: Temperature

Lesson 2: Pulse

Lesson 3: Blood Pressar

AP 101 Anatomy and Physiology
(20 Clock Hours Lecture/2Glock Hours Lab)
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Unit 1: The Human Body

Unit 2: Body Positiong Systems
Unit 3: Cell Structure & Tissues
Unit 4: Tissues

Unit 5: Integumentary System
Unit 6: Skeletal System

Unit 7: Muscular System

Unit 8: Nervous System

Unit 9: Respiratory System

Unit 10: Urinary System

Unit 11: Digestive System

Unit 12: Endocrine System

Unit 13: Reproductive System
Unit 14: Lymphatic System

AP 102 Anatomy and Physiology

(20 Clock Hours Lecture/2Glock Hours Lab)

Unit 1: Circulatory System

Unit 2: Anatomy and Physiology of the Circulatory System
Unit 3: Veins and Arteries of the Circulatory System

Unit 4: Understanding the Cardiovascular System

Unit 5: The Heart and Circulation

Unit 6: Blood Vessels

Unit 7: Composition oBlood

PT 104 Laboratory Tests
(10 Clock Hours Lecture/1Glock Hours Lab)
Lesson 1: Collecting neblood specimens
Lesson 2: Levels of laboratory testing
Lesson 3: Waived testing

Lesson 4: Making a Blood Smear

Lesson 5: Glucose Testing

Lesson 6: Urinerad Culture Collection

PT 105 Patient & Specimen Requirements

(20 Clock Hours Lecture/1Glock Hours Lab)

Lesson 1: Communication in Healthcare

Lesson 2: Patient Identification

Lesson 3: Specimen Identification

Lesson 4: Specimen requirements andRlitel e bot omi st 6s r ol e

PT 106 Phlebotomy Equipment
(15 Clock Hours Lecture/@ock Hours Lab)
Lesson 1: Common Equipment

Lesson 2: Venipuncture equipment

Lesson 3: Micro collection equipment
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Lesson 4: Order of Draw
Lesson 5: Additives an@olor-coding

PT 107 Phlebotomy Technique
(20 Clock Hours Lecture/2Glock Hours Lab)
Lesson 1Patient Identification

Lesson 2 Test Request Form

Lesson 3Positioning the Patient

Lesson 4 Steps in Blood Collection Technique
Lesson 5Skills Used in Aproaching the Patient
Lesson 6: Venipunctures

Lesson 7: The Dermal/Capillary puncture

Lesson 8: Complication in phlebotomy

Lesson Byringe versus Evacuated Tube Specimen Collection
Lesson 10Butterfly Needle Collection

PT 108 SpecimenPreparation and Handling
(16 Clock Hours Lecture/16lock Hours Lab)

Lesson 1: Specimen Preparation and Transportation

Lesson 2: Specimen handling

Lesson 3: Criteria for R€ollection or Rejection of a Specimen

COM 101 Communication

(05 Clock Hours Leture/05 Clock Hours Lab)

Lesson 1: Communication process

Lesson 2: Verbal, written, and nonverbal communication

Lesson 3: Communication with others and methods of communication

Lesson 4: Types of customers and professionalism

Lesson 5: Barriers to commuaiton and negative communication

Lesson 6: Defense mechanisms

Lesson 7: Dealing with conflict and eliminating barriers to
communication

ME 101 Ethics in Healthcare
(15 Clock Hours Lecture/0O8lock Hours Lab)
Lesson 1: P atespensibilise8 ri ghts and

Lesson 2: Ethical and legal issues in patient care
Lesson 3: Privacy standards governing healthcare practice

CD 101 Career Development
(10 Clock Hours Lecture/1Glock Hours Lab)
Lesson 1: Continuing education requirements

Lesson 2Professionalism and workplace conduct
Lesson 3: Interviewing techniques and resume writing

CR 101 Certification Exam Review
(10 Clock Hours Lecture/1Glock Hours Lab)
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Lesson 1: Review for student certification examination

Text: BLS for Healthcare Proders Student Manual

CPR 101 Healthcare Provider CPR
(03 Clock Hours Lecture/O0lock Hours Lab)

Part 1 General Concepts

Part 2 CPR for Adults

Part 3 CPR for Children

Part 4 Adult and Child Bag Mask Technique and Rescue Breathing
Part 5 2-Rescuer CPRor Adults and Children

Part 6 Automated External Defibrillator

Part 7 CPR for Infants

Part 8 Relief of Choking

Part 9 Special Considerations

Part 10rhe Big Picture

EKG 101 Introduction to Electrophysiology
(15clock hourdecture/20clock hours lab)

Chapter 2  Electrophysiology

Chapter 3  Lead Morphology and Placement

Chapter 5  Aspects of the EKG

Chapter 4  Calculating Heart Rate

EKG 102 Concepts in Electrophysiology
(15clock hourdecture/20clock hours lab)

Chapter 6  Interprethg a Rhythm Strip

Chapter 7 Rhythms Originating in the Sinus Node
Chapter 8  Rhythms Originating in the Atria

Chapter9  Rhythms Originating in AV Junction
Chapter 10 Rhythms Originating in the Ventricles
Chapter 11 AV Blocks

Chapter 12 Rhythm Practice Strg

EKG 103 Lead EKG and Interpretation
(08 clock hourdecture/08clock hours lab)

Chapter 13 How to Interpret a 1-2ead EKG

Chapter 14 Myocardial Infarction

Chapter 15 12-Lead EKG Practice

Chapter 16 Medications and Electrical Therapy
Chapter 17 Diagnostic Electrocardiography

Chapter 18 Critical Thinking Scenarios

PT 109 Internship/Externship
(00 Clock Hours LecturefiClock Hours Lalbs2 clock hours clinical
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Students will perform clinical/internship hours on the campus undeliréeion of the program
Instructor.

COS 102 Microsoft Word

(20 clock hours lecture/25 clock hours lab)

Chapter 1 Create Documents with Word

Chapter 2 Format and Organize Text

Chapter 3 Work with Graphics, Tabs, and Tables

Chapter 4 Apply Special T&t, Paragraph and Documents Formats

Text: Professionalism: Real Skills for Workplace Success by Lydia Anderson and Sandra Bolt, published
by Pearson

COS 106 Office Administrative Skills
(15 clock hours lecture/15 clock hours lab)

Lesson 1 Telephone Pradures and Scheduling
Lesson 2 Filing

Lesson 3 Written and Verbal Communications
Lesson 4 Organization SkillsSimulation 1

Pharmacy Technician Training
Program Outline

NEW Course Title Classroom/Lecture | Laboratory | Work-Based Total
Activities Hours

PHT Introduction to Pharmacy 30 00 30

201

ME 102 | Medical Ethics for Pharmacy| 15 05 20
Technicians

MT 104 | Medical Terminology and 10 10 20
Abbreviations for Pharmacy
Technicians

PHT Drug Classification and 30 10 40

103 Dosage Forms

PHT Immunology and 10 10 20

104 Microbiology

PHT Patient and Medication Safet 20 10 30

105

PHT Nutrition and Drug 10 10 20

106 Interactions

PHT Pharmacology 30 10 40

204

AP 104| Anatomy and Physiology 10 10 20
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PHT Mathematics an€alculations| 30 30 60
108
PHT Extemporaneous Prescriptiol 30 40 70
110 Sterile and NofSterile

Compounding
PHT Pharmacy Billing and 10 10 20
111 Receiving
PHT Inventory Control and 10 10 20
112 Management
PHT Pharmacy Management and| 20 20 40
206 Operations
PHT Pharmacy Management 15 30 45
207 Software
PHT Community and Hospital 25 35 60
208 Practice Pharmacy
PHT Infection Control 10 15 25
209
PHT Laboratory Simulations 15 26 41
210
COM Communication 05 05 10
101
CPR Healthcare Provider CPR 03 02 05
101
COSs Keyboarding 10 10 20
100
CD Career Development 10 14 24
103
CR 101 | Certification Review 10 10 20
PHT Externship 200 200
113

Total 368 332 200 900

Pharmacy Technician Training
Program Description

PHT 201 Introduction to Pharmacy

(30 Clock Hours Lecture/00 Clock Hours Lab)

Students will be introduced to the practice of pharmacy, the history of pharmacy, pharmacy settings, ethics,
patient care process, pharmacy technician requireraadtepportunities for technicians.

ME 102 Medical Ethics for Pharmacy Technicians

(15 Clock Hours Lecture/05 Clock Hours Lab)

This course teaches law and ethics in pharmacy, governing bodies, types of law and violations of the law,
pharmacy law andegulation at the state and federal level, drug recall and standards, and the ethical
foundation of pharmacy.

MT 104 Medical Terminology and Abbreviations for Pharmacy Technicians

(10 Clock Hours Lecture/10 Clock Hours Lab)

This course teaches word pantsles for forming and spelling medical terms, abbreviations, drug hames
and apothecary symbols.
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PHT 103 Drug Classification and Dosage Forms

(30 Clock Hours Lecture/10 Clock Hours Lab)

This course introduces the student to trade and generic drugsnaosage forms and routes of
administration, pharmacologatassesand systems of measurement.

PHT 104 Immunology and Microbiology

(10 Clock Hours Lecture/10 Clock Hours Lab)

This course teaches about infection, diseases of the various bodysyatel about the various types of
body systems.

PHT 105 Patient and Medication Safety

(20 Clock Hours Lecture/10 Clock Hours Lab)

This course teaches occupational safety and health administration standards, regulations within the
pharmacy, and univeal precaution and employee responsibilities

PHT 106 Nutrition and Drug Interactions

(10 Clock Hours Lecture/10 Clock Hours Lab)

This course teaches pharmacokinetics and pharmacodynamics, mechanism and causes of drug interaction,
patient variables thaffect drug interaction, and reducing the risk of drug interaction.

PHT 204 Pharmacology
(30 Clock Hours Lecture/10 Clock Hours Lab)
This course teaches drug names and sources, dosage forms of drugs, and principlesiofidistgation.

AP 104 Anatomy and Physiology

(10 Clock Hours Lecture/10 Clock Hours Lab)

This course teaches the integumentary, musculoskeletal, nervous, endocrine, cardiovascular, lymphatic,
respiratory, urinary, and digestive systems

PHT 108 Mathematics and Calculations

(30 Clock Hours Lecture/30 Clock Hours Lab)

This course introduces the student to the basic math, algebra, and pharmaceutical calculations utilized in
pharmacy practices.

PHT 110 Extemporaneous Prescription, Sterile and No-Sterile Compounding

(30 Clock Hours Lecture/40 Clock Hours Lab)

This course teaches extemporaneous compounding, compounding of liquid, semisolid, and solid drugs as
well as suppositories and parenteral products. This course also teaches parentesdiopepapes of
asepsis, equipment and supplies, laminar airflow hoods, compounding of a parenteral and TPN product,
preparing an IV Piggyback, large volume parenterals, preparation of IV admixturesjetdimg products

and compounding records, and ipms and procedures for sterile product preparation. Students are
introduced to medication and compliance, facilities and equipment, sterile araileniten compounding
procedures, handling, packagistprageand disposal.

PHT 111 Pharmacy Billing and Receiving

(10 Clock Hours Lecture/10 Clock Hours Lab)

This course introduces the student to the pharmacy reimbursement process by discussing healthcare plans,
reimbursement systems, thiparty payments, documentatiawllections,and claims processing
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PHT 112 Inventory Control and Management

(10 Clock Hours Lecture/10 Clock Hours Lab)

This course teaches inventory control and management, ordering, receiving, stocking, expired stock, drug
formulary, repackaging, and automated dispensing systems.

PHT 206 Pharmacy Management and Operations

(20 Clock Hours Lecture/20 Clock Hours Lab)

This course introduces the pharmacy technician student to the operations of pharmacy. This course teaches
organization of the hospital pharmacy, medication ordedsraedication of dispensing systems, sterile
products, inventory control, automation, roles and duties of a pharmacy technician, and the policies and
procedures manual and regulatory agencies. The course also teaches the prescription, organization of the
retail pharmacy, and the professional characteristics of pharmacy technicians. Furthermore, the course
teaches longerm care pharmacy services, home health care and home infusion pharmacy, hospice,
ambulatory, maibrder, centrafill, and internet pharméaes

PHT 207 Pharmacy Management Software
(15 Clock Hours Lecture/30 Clock Hours Lab)
This course isdesignado f aci | itate the studentbés mastery of

pharmacy technician related responsibilities in community and hospital pharmacy practices. Students will
also perform hands on and simulated activities where they will peaptiarmacy technician skills to
prepare for externship.

PHT 208 Community and Hospital Practice Pharmacy

(25 Clock Hours Lecture/35 Clock Hours Lab)

This course is designed to introduce the student to community pharmacy operations, interpreting and
processing prescriptions, thighrty payments, merchandise handling and inventory, hospital pharmacy
practice, infection control and preparing sterile

PHT 209 Infection Control

(10 Clock Hours Lectw/15 Clock Hours Lab)

Course includes infection prevention and control practices, the chain of infection, standard and
transmissiorbased precautions, barriers and use of personal protective equipment (PPE), and strategies for
preventing the spread oifectious disease to healthcare workers and patients.

PHT 210 Laboratory Simulations

(15 Clock Hours Lecture/26 Clock Hours Lab)

This course is designed to provide hands on training using electronic simulations as well as simulations
within the labor#ory to prepare the student for externship.

COM 101 Communication
(05 Clock Hours Lecture/05 Clock Hours Lab)
This course teaches written, verbal, and nonverbal communications.

CPR 101 Healthcare Provider CPR
(03 Clock Hours Lecture/02 Clock Hautab
This course teaches about Adult and Child CPR
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COS 100 Keyboarding

(10 Clock Hours Lecture/10 Clock Hours Lab)

This course teaches the introduction to basic keyboarding and typing. This course teaches writing, verbal,
and norverbalcommunication.

CD 103 Career Development

(10 Clock Hours Lecture/14 Clock Hours Lab)

This course introduces students to professional environments, job search and personal requirements for
career success. Students will prepare resumes,ifdarmiew,and job search techniques.

CR 101 Certification Review
(10 Clock Hours Lecture/10 Clock Hours Lab)
This course assists students with preparation to take their national stadiéocertification exam.

PHT 113 Externship

(00 Clock Hourd_ecture/00 Clock Hours Lab/ 200 Clock Hours Clinical)

This course provided students with hands on training in a community and hospital pharmacy practice
setting. Students will complete 200 hours of externship training under the direction of a Registered
Pharmacist and Infinity College.

Pharmacy Technician Training
Curriculum

Objective: This program will prepare students for enrligyel pharmacy technician positions by
teaching medical and pharmaceutical terminology, basic anatomy relatedptatheacology of
medications, and pharmaceutical calculations. Students will learn necessary information to process
prescriptions and physician orders and apply that knowledge to fill mock prescriptions and learn
the skills needed to become a Pharmacy Tie@min a hospital or retail settinglhe curriculum

also includes the ethics of pharmacy practice and education about prescription medications, patient
care and interaction, and charges and reimbursement.

Text: The Pharmacy Technician: A Comprehensipprdach by Jahangir Moini by Cengage Learning

PHT 201 Introduction to Pharmacy
(30 Clock Hours Lecture/00 Clock Hours Lab)

Lesson 1: The Profession of Pharmacy Technician
Lesson 2: Educational Requirements

Lesson 3: The Role of the Pharmacy

Lesson 4: R#ent care process

Lesson 5: Professional Organizations

Lesson 6: Code of Ethics

Lesson 7: State and National Requirements

Lesson 8: Job Opportunities
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ME 102 Medical Ethics for Pharmacy Technicians
(15 Clock Hours Lecture/05 Clock Hours Lab)

Lesson 1: Ethics in Pharmacy

Lesson 2: Governing Bodies

Lesson 3: Drug recall and standards

Lesson 4: Regulation at the State and FederallLeve

Lesson 5: Federal Regulatory Agencies, Drug RecallsStarttards

Lesson 6: The Ethical Foundation of Pharmacy

MT 104 Medical Terminology and Abbreviations
(10 Clock Hours Lecture/10 Clock Hours Lab)

Lesson 1: Word Parts

Lesson 2: Rules for Forming and Spelling Medical Terms

Lesson 3: Medical Vocabulary in Body Systems

Lesson 4: Abbreviations

Lesson 5: DrugNames and Apothecary Symbols

PHT 103 Drug Classification and Dosage Forms
(30 Clock Hours Lecture/10 Clock Hours Lab)

Lesson 1: Drug Names and Sources

Lesson 2: Dosage Forms of Drugs

Lesson 3: Principles of Drug Administration

PHT 104 Immunology and Microbiology
(10 Clock Hours Lecture/10 Clock Hours Lab)

Lesson 1: Infection and Hygiene

Lesson 2: Physical and Chemical Agents to control microbes
Lesson 3: Immunology and Vaccination

PHT 105 Patient and Medication Safety

(20 Clock Hous Lecture/10 Clock Hours Lab)

Lesson 1: Occupational Safety and Health Administration (OSHA) Standards
Lesson 2: Standards and Regulations within the Pharmacy Profession
Lesson 3: Universal Precautions and Employee Responsibilities

PHT 106 Nutrition an d Drug Interactions
(10 Clock Hours Lecture/10 Clock Hours Lab)

Lesson 1: Pharmacokinetics and Pharmacodynamics

Lesson 2: Mechanism and causes of Drug Interaction

Lesson 3: Patient Variables that affect Drug Interaction

Lesson 4: Reducing the Risk of Drlmgeraction

PHT 204 Pharmacology

(30 Clock Hours Lecture/10 Clock Hours Lab)

Lesson 1: Prescribing, Dispensing, and Administration Errors
Lessor2: Minimizing Liability and Negligence and MalpractiBenalties
Lesson 3: Trade and Genekiledications
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Lessod: Drugs affecting the immunological functions, infectious diseases, hormonal function, mood and
behavior, neoplastic disorders, the gastrointestinal system, vitamin and mineral balance, and the
eyes.

Lesson 5: How drugs affecting thervous, cardiovasculagspiratoy integumentangystems, as well as
complementary andlternative treatments.

Lesson 6: Major indications for drug use, how drugs exert dfiieicts, adverseffects, and specific
implications for consumeawarenessDrugs of abuse, atsk populations and treatment regimens
are included.

Lesson 7: Simulation

AP 104 Anatomy and Physiology
(10 Clock Hours Lecture/10 Clock Hours Lab)

Lesson 1: Integumentary and Musculoskeletal System
Lesson 2: Nervous System aBidecial Senses (eyes and ears)
Lesson 3: Endocrine and Cardiovascular System

Lesson 4: Lymphatic and Respiratory System

Lesson 5: Urinary and Digestive System

PHT 108 Mathematics and Calculations
(30 Clock Hours Lecture/30 Clock Hours Lab)

Lesson 1: Aabic and Roman Numerals

Lesson 2: Fractions, Decimals, and Ratios

Lesson 3: The Measurement System

Lesson 4: Household Measurements and Apothecary System
Lesson 5: Avoirdupois Weight and Units of Measure deeedications
Lesson 6: Converting within drbetween systems

Lesson 7: Reading Medication Labels

Lesson 8: Methods of Calculation

Lesson 9: Calculation of Oral and Parenteral Medications
Lesson 10: Standardized Units of Drug Dosages

Lesson 11: Intravenous Solutions, Equipment, and Calculations
Leson 12: Pediatric Dosage Calculations

PHT 110 Extemporaneous Prescription, Sterile and NoiBterile Compounding
(30 Clock Hours Lecture/40 Clock Hours Lab)

Lesson 1: Extemporaneous compounding

Lesson 2: Compounding of liquid drugs

Lesson 3Compounding of semisolid drugs and suppositories
Lesson 4: Compounding of solid drugs and parenteral products
Lesson 5: Parenteral preparations

Lesson 6: Types of asepsis and ways to achieve it

Lesson 7: Equipment and supplies

Lesson 8: Laminaairflow hoods

Lesson 9: Compounding of a parenteral and TPN product
Lesson 10: Preparing an IV Piggyback

Lesson 11: Large Volume Parenterals

Lesson 12: Preparation of IV Admixtures

Lesson 13: Noinjecting products and compounding records
Lesson 14: Polieis and procedures for sterile product preparation
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Lesson 15: Medication and Compliance

Lesson 16: Facilities and Equipment

Lesson 17: Sterile Compounding Procedures

Lesson 18: Handling, Packaging, Storage and Disposal

PHT 111 Pharmacy Billing and Receiving
(10 Clock Hours Lecture/10 Clock Hours Lab)

Lesson 1: Management of Pharmacy Operations

Lesson 2: Health Insurance

Lesson 3: Documentation, Billing and Collections

PHT 112 Inventory Control and Management
(10 Clock Hours Lecture/10 Clock Hautab)

Lesson 1: Inventory control and management

Lesson 2: Ordering, receiving, and stocking

Lesson 3: Expired stock, drug formulary, repackaging, and automated dispensing systems

PHT 206 Pharmacy Management and Operations
(20 Clock Hourd ecture/20 Clock Hours Lab)

Lesson 1: Hospital pharmacy

Lesson 2: Organization of the hospital pharmacy

Lesson 3: Medication orders and medication of dispensing systems
Lesson 4: Sterile products, inventory control, and automation

Lesson 5: Roles and dusief a Pharmacy Technician

Lesson 6: The policies and procedures manual and regulatory agencies
Lesson 7: The Prescriptigcdommunity Pharmacy

Lesson 8: Organization of the Retail Pharmacy

Lesson 9: The Professional Characteristics of Pharmacy Technicians
Lesson 10: Longerm care pharmacy servieAslvanced Pharmacy

Lesson 11: Home health care and home infusion pharmacy

Lesson 12: Hospice, Ambulatory, Maitder, central fill, nuclear and internet

PHT 207 Pharmacy Management Software
(15 Clock Hours Lewmire/30 Clock Hours Lab)

Lesson 1: Computer related skills for community pharmacies
Lesson 2: Computer related skills for hospital pharmacies

Lesson 3: Simulation

PHT 208 Community and Hospital Pharmacy
(25 Clock Hours Lecture/35 Clock Hours Lab)

Lesson 1: Interpret and process prescriptions

Lesson 2: Third party payments

Lesson 3: Merchandise handling and inventory

Lesson 4: Preparing sterile 1Vés
Lesson 5: HIPPA and pathogens in the pharmacy

Lesson 6: Simulation
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PHT 209 Infection Control

(10 Clock Hours Lecture/15 Clock Hours Lab)

Lesson 1: Modes and mechanisms of transmissiongainisms and strategies for prevention and control
Lesson 2: Selection and use of barriers and/or persortatpveequipment ér preventing patient ah
healthcare worker contact with potentially infectious material.

Lesson 3: The creation and maintenance of a safe enviropatésit care through application of

infection control principleand practices for cleaning, disinfection, and sterilization.

Lesson 4:The prevention and management of infectious or communicable disease in healthcare workers

PHT 210 Laboratory Simulations
(15 Clock Hours Lecture/26 Clock Hours Lab)
Lesson 1: Electronic and Handa simulations for various pharmacy types

COM 101 Communication

(05 Clock Hours Lecture/05 Clock Hours Lab)

Lesson 1: Communication process

Lesson 2: Verbal, written, and nonverbal communication

Lesson 3: Communication with others and methods of communication
Lesson 4: Types of customers grdfessionalism

Lesson 5: Barriers to communication and negative communication
Lesson 6: Defense mechanisms

Lesson 7: Dealing with conflict and eliminating barriereommunication

CPR 101 Healthcare Provider CPR
(03 Clock Hours Lecture/02 Clodkours Lab)

Part 1 General Concepts

Part 2 CPR for Adults

Part 3 CPR for Children

Part 4 Adult and Child Bag Mask Technique and ResBreathing
Part5 2-Rescuer CPR for Adults and Children

Part 6 Automated External Defibrillator

Part 7 CPR for Infants

Pat 8 Relief of Choking

Part 9 Special Considerations

Part 10The Big Picture

COS 100 Keyboarding
(10 Clock Hours Lecture/ 10 Clock Hours Lab)
Unit 1 : Introduction to Keyboarding

Unit 2:  Basic Skills and typing

CD 103 Career Development
(10 Clock Hours Lecture/ 14 Clock Hours Lab)
Lesson 1: Continuing education requirements

Lesson 2: Professionalism and workplace conduct
Lesson 3: Interviewing techniques and resume writing
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CR 101 Certification Review
(10 Clock Hours Lectw’ 10 Clock Hours Lab)
Lesson 1: Reviewing materials to prepare to take the certification exam

PHT 113 Externship

(00 Clock Hours Lecture/00 Clock Hours Lab/ 200 Clock Hours Clinical)

Students will complete 200 of externship training under the direofia licensed Pharmacist and Infinity
College.

Externship Taining is underthe direction of a licensed Pharmacist and Infinity College.

Pharmacy Technician Information and Certification

How Do | Become A Pharmacy Technician?
Qualifications:

T Atleast 18 years of age

T High school graduate

1 Must be of good moral character and nopaired

The pathway to obtaining a pharmacy technician certificate begins with completing the training
requirements.To complete the training requirents, the applicant must first obtain a pharmacy
technician candidate registratiomhe candidate registration is a training credential; it authorizes
the candidate to perform professional functions in a pharmacy under the supervision of a
pharmacist whilehe candidate is training to become a pharmacy technidia@a.registration is
valid for a limited period of timetwo years and it is not renewabléWhen the candidate has
completed the training requirements, the candidate may then apply for theaphaechnician
certificate. The candidate need not wait until the registration has expired; as soon as the
requirements have been completed,dfwedidatenay submit their application for the pharmacy
technician certificate.

Pharmacy Technician CandidaRegistration

Applicants for the pharmacy technician candidate registration shall completegiieation

form supplied by the board and attach the required documentation anéifelecants must be

at least 18 years of agad, inaddition, shall meet one diree eligibility options:

T Option A - provide proof of enroliment in mationally accreditednd boareapproved
pharmacy technician training prograr.roster ofnationally accreditednd board
approved pharmacy technician training programs is avaitedske

T Option B - provide (1) proof of successful completion of a beapgproved pharmacy technician
certification examination AND (2) proof of successful completion of a high school (or GED) approved by a
state department of education.

T Option C - provide (1) proof of creentialing as a pharmacy technician by another state board of
pharmacy, (2evidenceof practice as a pharmacy technician for at least one year in that state, AND (3)
proof of successful completion of a boapproved pharmacy technician certification exaation.

Infinity College- CATALOG:11.2021 Pagel34


http://www.pharmacy.la.gov/assets/docs/Forms/030_AppNewPTC_2018-0101-F.pdf
http://www.pharmacy.la.gov/assets/docs/Forms/030_AppNewPTC_2018-0101-F.pdf
http://www.pharmacy.la.gov/assets/docs/Candidates/WebRoster_PTTP_2018-1114.pdf

When completed applications are received in the office, the office staff will send the applicant a
packet of materials necessary to complete the required criminal background check T®GBC).
applicant must submit their fingerprints for analysighry Louisiana State Police and the Federal
Bureau of Investigation (FBI)The applicant shall return the completed packet to the board office
for submission to the La. State Police Headquartéodowing their analysis, those agencies will
prepare a ngort for the board.The board staff must review that report before they can issue the
registration. The amount of time necessary to complete the CBC process can vary \Wioefy

as little as one week to more than six weak#hen the analysts determitiee fingerprints are of
insufficient quality, the applicant mustsebmit their fingerprints, which takes additional time for
processing.The CBC process is controlled by the La. State Police and FBI, and the board has no
control over how long it takeer those agencies to send their report to the boapglicants can
substantially reduce the amount of time for that process by completing their packet at the La. State
Police Headquarters in Baton Rouge, Odere is a nominal additional fee for that\dce, and
instructions for that option are included in the packet of materials provided to the applicant.

The pharmacy technician candidate registration shall expire two years after the date df issue.
a trainingcredential,and it is not renewableThe training requirements vary slightly depending
on the eligibility option originally selected by the applicant:

1 Candidates who obtained their registration by seleption A shall complete a
nationally accreditednd boareapproved training program, obtaining the number of hours
of practical experience required by the training program's curriculline. diploma or
certificate issued by the training program is proof of completion of the program as well as
the pradtal experience earned during the prograhhe candidate will attach a copy of
that document to their application for the pharmacy technician certificate.

1 Candidates who obtained their registration by sele@pton B or Option C shall earn
at least 60Chours of practical experience in a pharmacy in Louisiana, subject to the
following limitations- the permit of the pharmacy may not be on probation during the time
the hours are earned, and the license of the pharmacist supervising the pharmacy technician
candidate may not be on probation during the time the hours are earned.

All pharmacy technician candidates shall provide proof of successful completion of a board
approved pharmacy technician certification examination in order to qualify for the pharmacy
technician certificateThe board has approved examinations from two organizations:

1 Pharmacy Technician Certification Board [PTGBvww.ptcb.org]. The Pharmacy
Technician Certification Examination (PTCEBpministered by this organization was
approved effective January 1, 2000he board will accept completion certificates issued
by PTCB reflectingnitial certification on or after January 1, 2000.

1 NationalHealthcareAssociation [NHA- www.nhanow.conj. The Examination for
Certification as Pharmacy Technician (ExXCPT) administered by this organization was
approved effective January 1, 20TBhe board will accept completion certificates issued
by NHA reflecting initid certification on or after January 1, 2018.
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Pharmacy Technician Certificate

Applicants for the pharmacy technician certificate shall completagpkcation

form supplied by the board and attach the required documentation andlHee.
documentation required includes proof of completion of a bappitoved pharmacy
technician certification examination [either PTCE issued on or after January 1, 2000 or
EXCPT issuedmor after January 1, 2018) AND one of the following: (1) for candidates
who obtained their registration und@ption A, a copy of the diploma or certificate of
completion of a nationalkaccredited and boa@pproved pharmacy technician training
program,OR (2) for candidates who obtained their registration u@gion

B or Option C or any other method, proof of completion of at least 600 hours of practical
experience using tHeharmacist's Certification forsupplied by the board.

The initial pharmacy technician certificate shall expire on June 30 regardless of the date of
issue. Pharmacy technicians must apply for the renewal of their certificate every year,
using the application form supplied by the boahdl.order to qualify for the renewal of

their certificate, the pharmacy technician must successfully complete at least 10 hours of
ACPE-accredited techniciaspecific continuing education (CE), and furthenust
maintain their CE records at CPE Monitor, a free service provided through the National
Association of Boards of Pharmacy (NABFPharmacy technicians may establish their
eProfile account for the CPE Monitor free of chargenatv.nabp.pharmacyThe board

will send a renewal reminder to the pharmacy technician approximately 60 days before the
expiration date of their certificatd?harmacy technicians may not practice with an expired
certificate.

Application Process:

1

1

All candidates must submit &pplication for Pharmacy Technician Candidate
Reqistrationand include the required attachments.
Part of the application process requires the candidagimit to a State and Federal

criminal background check (materials and instructions will be provided by the Board
upon receipt of a completed application).

Once issued, the pharmatechnician candidate registration shall expire in 18 months,
and it is not renewableThe candidate must complete the experience and examination
requirements for the technician certificate within that18 month period of time.

Associated Fees:

1
f

Pharmacy Tedfician Candidate Registratior$25.00
Criminal Background Check$38.00(payable to LA State Polie@o cash or personal

checks
Application Fee for New Pharmacy Technician Certifice8€00.00
Annual Renewal Fee for Pharmacy Technician Certific&t.00
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NOTES:
It is your responsibility to read and understand all requirements for obt&iaimd
maintainingi a Louisiana Pharmacy Technician Certificate prior to submitting the
candidate application

1 In order to practice as a pharmacy technician initiana, you must have a Louisiana
Pharmacy Technician Certificate. A PTCB Certificate (by itself) cannot be used to work
as a technician in the state of Louisiana.

1 In order to obtain a Louisiana Pharmacy Technician Certificate, a candidate must first
ean 600 hours of practical experience hours in a Louisi@eased pharmacy and pass a
boardapproved examination.

1 In order to earn the 600 hours of practical experience in a Louikt@msed pharmacy, a
candidate must first obtain a Pharmacy Techni€andidate Registration.

1 Falsification of any information on applications or documents submitted to the board may
result in denial of the application and refusal to issue the credential.

Qualifications:

1) Registratiori all candidates must register with the board.

2) Agel must be 18 years or older.

3) Charactef must be of good moral character and4nopaired.

4) Educatiori must be a graduate from a high school approved by a state department of

education, or shall possess an equivalent degree of education (GED or University degree)

T 5) Exceptions a. A pharmacist or pharmacist intern whose board credential has been
denied, suspended, revoked, or restricted for disciplinary reasons by any board of
pharmacy shall not be a pharmacy technician candidate or pharmacy technician.

1 b. A pharmacist or pharmacist intern whose board credential is lapsed shall not be a
pharmacy technician candidate or pharmacy technician until such lapsed credential is
recalled through nordisciplinary board action.

=A =4 -4 =4

Application Procedure:

1 In order to receive a pharmacy candidate registration, the following items must be
submitted to the Board:

1 1) Application for Pharmacy Technician Candidate Registration.

T 2) A check or moay order drawn on any bank located within the USA in the amount of
US$25, payable to the Louisiana Board of Pharmacy.

1 3) Legible copy of birth certificate, passport, or naturalization papers.

1 4) Legible copy of Social Security card.

1 5) Legible copy of lgh school diploma, GED certificate, university degree or high

school /university transcriopt. a . Hi gh scho
must contain the applicantédés name, school 0
T b. University transcript muste mar ked as AOf ficial 0 and mu:c
name, school déds name, degree earned, and da
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Note: If your certificate has been expired for more than 30 days, it is too late to renew
it. However, you can apply for the reinsment of your certificate.To do so, please
completeForm No. 41R ~ Application for Reinstatement of Pharmacy Technician Certif{sate

link above) and send it with all attachments and payment Bdhed office.

Criminal Background Check (CBC):

1 LaR.S.37:1216 requires the Board to conduct a criminal history check on applicants as a condition for
eligibility for registration

1 Upon receipt of your properly completed application, you will be provided with the materials needed to
conduct a criminatecord search with the Louisiana Department of Public Safety and the Federal Bureau of
Investigation (FBI).

1 Criminal history reports generated for or by another agency cannot be accepted to satisfy this requirement.

1 We are not permittetb issue your registration until the results of this record search have been received and
reviewed.
Pharmacy Technician Candidate Registration:
Candidate registration will expire 18 months after the date issued.

1 Registrations cannot be renalve

1 A candidate cannot apply for another registration if they fail to complete all the requirements for
certification in a timely manner.

1 The board reserves the right to refuse to issue, recall, or discipline a registration for cause.

1 Candidate shall weappropriate attire and be properly identified as to name and candidate status while on

duty in the prescription department.
1 A candidate shall notify the board, in writing, no later than 10 days following any change of mailing
address or any change ofgshacy employment.

Earning Hours of Practical Experience:

A candidate shall possess a registration prior to earning any practical experience in a pharmacy.

A candidate shall not work in a permitted site that is on probation with the board or wighnageist who

is on probation with the board.

1 A candidate may receive board credit for a maximum of 50 hours per week.

T Al practical experience hours earned must be recor
board for approval.

Aseparat har maci st 6s Affidavit must be completed for e
Hours will expire one year after the expiration date of the registration.

= =

f
1

Examination Administered by the Pharmacy Technician Certification Board (PTCB):

1  The Louisiana Board of Pharmacy does test candidates for certification.

1 Candidates are required to pass the examination administered by the Pharmacy Technician Certification
Board (PTCB), a private company located in Washington, D.C.

PTCB is not affiliated with the Louisiana BoardRiiarmacy.

Itis in your best interest to contact PTCB as soon as possible for exam information. You can contact that
company at 800.363.8012 or www.ptcb.org.

1
1

Application for Pharmacy Technician Certificate:
1 In order to qualify for a Pharmacy Technician Certiica candidate must provide the following items to
the board:
1) Application for Pharmacy Technician Certificate
2) $100.00 application fee payable to Louisiana Board of Pharmacy
3) One or more Pharmacist Affidavits documenting completion of at I8@sh@urs of practical
experience.
1 4) Legible copy of your PTCB certificate documenting successful completion of their examination.

= =a =4
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Pharmacy Technician Certificate:

1  All certificates, regardless of the date originally issued, will expire on Junevédy year, and they must
be renewed for continuing authority to assist in the practice of pharmacy.
Pharmacy technicians must earn a minimum of 10 hours of AdtieEedited techniciaspecific
continuing education every 12 months as a prerequisitenéawéneir certificate(* See Louisiana Board of
Pharmacy Websitg

PTCB
Certification
Application & ExamFee $29

Recertification
ApplicationFee $0
Reprocessing F&&10

Reinstatement
ApplicationFee 80
Reprocessing F&&10

Other
Administrative Fee* $25
Optional Certificate Printed on Fine Paper &dllet Card** $25

*See www.ptcb.org

PTCB Testing Centers

Pearson Professional Centers are located in the following cities: Baton Rouge, LA,
Shreveport, LA, and Metairie, LA. *Tasg Centers are located in other states as well.
For a complete listing of testing centers view wwwa3.pearsonvue.com.

NHA Certification
Application and Exam Fee $117
*Certification exam fees are not included in the tuition cost.

Pharmacylechnician Program Outcomes
1. Demonstrate career readiness, including effective communication with other health

professionals and patients, proper telephone etiquette, protocol, required identification, and
professional attire.

2. Demonstrate knowledgef @harmacy laws and regulations as they pertain to pharmacy

technician responsibilities, including application of procedures of the Drug Enforcement
Administration (DEA) and state requirements for controlled substances and the role of the
Louisiana Board oPharmacy and the regulations that pertain to pharmacy technicians.
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3. Demonstrate knowledge of drug nomenclature, an understanding of the classes of drugs, the
various dosage forms and issues pertaining to their stability, the various factors thatffeatld
drug activity, and proficiency in the dispensing of drugs.

4. Perform duties of the pharmacy technician including the process of prescriptions and/or
medication orders, the maintenance of a patient profile/information system as directed by a
pharnacist, proper procedure for materials management including ordering, receiving, and storing
drugs, manufacturer drug labels, and inventory control and accountability for drugs.

5. Demonstrate knowledge and skills needed to be successful on the Natianaladh
Technician Certification Examination.

Pharmacy Technician Prografoals and Objectives
Page Source: https://www.ashp.org/Professi@eilelopment/ASHFACPE-Pharmacy

TechnicianPrograrmiccreditation/AccreditatiorStandards/AccreditatieStandarddor-
PharmacyTechnicianEducaticand Training-Programs

I nfinity Col |l ege 0 sgrdhmhgaatsara baged dnehe lohjectivces und i theo
American Society of HealtBystem Pharmacists (ASHP) Model Curriculum for Pharmacy
Technician Education and Training, published by the American Society of Faltbm
Pharmacists. The Model CurriculumrfPharmacy Technician Education and Training is utilized

as a framework to provide detail and guidance on the instructional goals and objectives, learning
activities, didactic education, laboratory simulation, and experiential training components upon
which ASHP/ Accreditation Council for Pharmacy Education (ACPE) Accredited Pharmacy
Technician Programs are based.

Personal/Interpersonal Knowledge and Skills

Entry -Level

Demonstrate ethical conduct.

Present an image appropriate for the professionafpécy in appearance and behavior.

Demonstrate active and engaged listening skills

Communicate clearly and effectively, both verbally and in writing

Demonstrate a respectful attitude when interacting with diverse patient popyleditesgues,

and pofessionals.

Apply selfmanagement skills, including time management, stress management.

7. Apply interpersonal skills, including negotiation skills, conflict resolutmrstomer servicand
teamwork.

8. Demonstrate problem solving skills

arwDE

o

Advanced Level

9. Demonstrate capability to manage or supervise pharmacy technicians in matters such as conflict
resolution, teamwork, and customer service.

10. Apply critical thinking skills, creativity, and innovation.

11. Apply supervisory skills related to human resoyvobcies and procedures

12. Demonstrate the ability to effectively and professionally communicate with other healthcare
professionalspayors,and other individuals necessary to serve the needs of patienisaatide.

Infinity College- CATALOG:11.2021 Pagel40




Foundational Professional KnowledgadaSkills
Entry -level
1. Explain the importance of maintaining competency through continuing education and
continuing professional development.
2. Demonstrate ability to maintain confidentiality of patigrformation ancunderstand
applicable state and federal laws.
3. Describe the pharmacy techniciands rol e, ph
healthcare environment.
Describe wellness promtion and disease prevention concepts
5. Demonstrate basic knowledge of anatomy, physiology and pharmacology, and medical
terminology relevant to the pharmacy techni
6. Perform mathematical calculations essential to the duties of pharmacy techinicians
variety of settings.
7. Explain the pharmacy technician's role in the medicaigmprocess.
8. Practice and adhere to effective infection control procedures.

»

AdvancedLevel
9. Describe investigational drug process, medications being usedlabeffindicdions,
and emerging drug therapies
10. Describe further knowledge and skills required for achieving advanced competencies.
11. Support wellness promotion and disease prevention programs.

Processing and Handling of Medications and Medication Orders

Entry -Level

1. Assist pharmacists in collecting, organizing, and recording demographic and clinical
information fortheP har maci st sé6 Patient Care Process

2. Receive, process, and prepare prescriptions/ medication orders for completeness,
accuracy, and authenticity to enssafety.

3. Assist pharmacists in the identification of patients who desire/require counseling to
optimize the use of medications, equipment, and devices.

4. Prepare patiergpecific medications for distribution.

5. Prepare nomatientspecific medications for siribution.

6. Assist pharmacists in preparing, storing, and distributing medication products including
those requiring special handling and documentation.

7. Assist pharmacists in the monitoring of medication therapy.

8. Maintain pharmacy facilities arefjuipment.

9. Use information from Safety Data Sheets (SDS), National Institute of Occupational
Safety and Health (NIOSH) Hazardous Drug List, and the United States Pharmacopeia
(USP) to identify, handle, dispense, and safely dispose of hazardous medeations
materials.

10. DescribeFood and Drug Administration product trackimgcing,and handling
requirements.

11. Apply quality assurance practices to pharmaceuticals, durable ardliredsie medical
equipment, devices, and supplies.

12. Explain procedures and comnicattion channels to use in the event of a product recall or
shortage, a medication error, or identification of another problem.
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13. Use current technology to ensure the safety and accuracy of medication dispensing.

14. Collect payment fomedications, pharmacy services, and devices.

15. Describe basic concepts related to preparation for sterile arsterde compounding.

16. Prepare simple nesterile medications per applicable USP chapters (e.g., reconstitution,
basicointmentsand creams).

17. Assst pharmacists in preparing medications requiring compounding eteoite
products.

18. Explain accepted procedures in purchasing pharmaceuticals, devices, and supplies.

19. Explain accepted procedures in inventory control of medications, equipment, and
devices.

20. Explain accepted procedures utilized in identifying and disposing of expired medications.

21. Explain accepted procedures in delivery and documentation of immunizations.

22. Prepare, store, and deliver medication products requiring special handling and
documenrdtion

Advanced-Level

1. Prepare compounded sterile preparations per applicable, current USP Chapters.

2. Prepare medications requiring moderate and high levestasite compounding as
defined by USP (e.g., suppositories, tablets, complex creams).

3. Prepare or simulate chemotherapy/hazardous drug preparations per applicable, current
USP Chapters.

4. |Initiate, verify, and manage the adjudication of billing for complex and/or specialized
pharmacy services and goods.

5. Apply accepted procedures in purchagimgrmaceuticals, devices, and supplies.

6. Apply accepted procedures in inventory control of medications, equipment, and devices.

7. Process, handle, and demonstrate administration techniques and document administration
of immunizations and other injectable meations.

8. Apply the appropriate medication use process to investigational drugs, medications being
used in offlabel indications, and emerging drug therapies as required.

9. Manage drug product inventory stored in equipment or devices used to ensure the safety

and accuracy of medication dispensing.

Patient Care, Quality and Safety Knowledge Skills
Entry -level
1. ExplainthePhar maci st s & P andidesaibe the eole ef th® pharroaeystechnician

in the patient care process.
2. Apply patient and medicatiorsafety practices in aspects of the pharmacy technician's roles.

w

Explain how pharmacy technicians assist pharmacists in responding to emergent patient

situations, safely and legally.

No oA

Explain basicafety and emergency preparedness procedures applicable to pharmacy services.
Assist pharmacist in the medication reconciliation process.

Explain point of care testing.

Explain pharmacist and pharmacy technician roles in medication management services.
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8. De<ribe best practices regarding quality assurance measures according to leading quality

organizations.

Advanced level
1. Verify measurements, preparation, and/or packaging of medications produced by other healthcare

professionals.

Perform pointof-care testingo assist pharmacist in assessing patient's clinical status.

Participate in the operations of medication management services.

Participate in technical and operational activities to suppoRthear maci st s6 Pati ent
Processas assigned.

5. Obtain certification as a Basic Life Support Healthcare Provider.
Regulatory and Compliance Knowledge and Skills

Entry -level
1. Describe and apply state and federal laws pertaining togsiocghandling,and dispensing of

medications including controlled substances.
Describe state and federal laws and regulations pertainjtlgatonacy technicians.

3. Explain that differences exist between states regarding state regulations, pertainimmecpha
technicians, and the processihgndling,and dispensing of medications.

4. Describe the process and responsibilities required to obtain and maintain registration and/or
licensure to work as a pharmacy technician.

5. Describe pharmacy compliance with prs$ional standards and relevant legal, regulatory,
formulary, contractual, and safety requirements.

6. Describe Occupational Safety and Health Administration (OSNAjional Institute of
Occupational Safety and Health (NIOSHh United States Pharmacop@isP) requirements
for prevention and treatment of exposure to hazardous substancessfeagsessment, personal
protective equipmengyewash, spill kit).

7. Describe OSHA requirements for prevention and response to-blwoe pathogen exposure
(e.g., @cidental needle stick, peskposure prophylaxis).

8. Descri be OSHA Hazard Communication Standard (i

Advanced-Level
9. Participate in pharmacy compliance with professional standards and relevant legal, regulatory,

formulary, contractual, and safety requirements.

10. Describe major trends, issues, goals, and initiatives taking place in the pharmacy profession.
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Clinical Safety
If accidental exposure to blood or body fluid or other potentially infectious material occurs

while participating in a scheduled clinical experience the instructor must be notified immediately
and subsequently notify the Dean.

The following procedure will be implemented:

1. The student, following the clinical agency's policies and procedures;gpdd to the
nearest emergency room for treatment, initial testing, and care immediately after the
incident. The results wild.l be disseminated
policy.

2. The cost of any emergency medical care or treatmefitghtne responsibility of the
student receiving the care or treatment.

3. Although it is highly recommended to seek immediate treatment, the student does have
the right to refuse treatment.

4. Incident reports are to be filled out to meet both the clisitaska nd t he Col | eged
requirements.

5. Anincidence report is provided to tRampus Director and/or Director of Education

6. The cost of any medical followp care or treatment shall be thepensibility of the
student.

7. In the event that a studeadministers care to a patient who later in their hospitalization,
tests positive for communicable disease, it
testing and followup as may be recommended by the clinical site.

8. The cost of medical care treatment shall be the responsibility of the individual
receiving the care or treatment.

Pharmacy Technician Certification Board (PTCB) Examination
Upon completion of the Pharmacy Technician program the graduate may be eligible to apply to

the PTCBto take the registry examination. The examination is designed to test the knowledge,
skills, and abilities essential to the safe and effective practice of the Pharmacy Technician at the
entry level. Upon successful completion of these examinations, ttheagesbecomes registered

to practice as a Certified Pharmacy Technician.

Class Attendance
Attendance will be recorded daily for each class. Regular and prompt class attendance is

regarded as a minimal academic obligation. Documentation is required fabseryce or
tardiness in excess of one hour. Students are advised that employment potential is negatively
impacted by a lack of reliable attendance history.

Clinical Attendance
1. The student is expected to attend ALL clinical experiences.
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2Clinical absence may compromise a studentds
unsatisfactory clinical evaluation. Missed clinical time may b&cheeduled at the discretion of
the instructor. Alternate learning methods may also berseskig

3. In the event of an unavoidable clinical absence or delay, the student must:
a. Call the clinical instructor before clinical arrival time.
b. Call the clinical site supervisor at least 30 minutes before scheduled clinical time.
c. Provide apmpriate documentation of the unavoidable situation.

d. If the student has health problems, or is taking medications for health problems during
clinical, he / she must inform the clinical instructor with appropriate documentation.

Testing And Grading Policy
Theory Evaluation

1. Students must pass all courses each sem
progressing to the next semester of courses.

2. Methods of evaluation for grade calculation will be explained in each course syllabus.

3. Unaanounced quizzes may be given at any time during the course. A student arriving
late will not be allowed to take the quiz. A missed quiz will not be made up and is
recorded as a zero.

4. Pharmacy Technician courses may have a comprehensive final examinati

5. Desktopswill be clearedof all papers, books, notebooks, cabggs, food dishes and

all electronics. The only acceptable objects on the desk are a writing dwemer,and a
sealable beverage. The owner of any other material ategie¢opwill not be allowed to

test, will receive a grade of zero (0), and under such circumstances, will not be allowed to
makeup the exam.

6. All quizzes, tests and exams are retained according to established policy.

Posting Grades
Grades for all examinat iQuicksSchedldcdountbaedlopost ed t o

distributed to the student.

Test Review
Test review will occur withironeweek of the day of the exam. During the review, correct

answers will be available, and discussion of test items will be permitted. During the review,
notebooks, binders, books, and any other documentation tool cannot be in the students'
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possession. Students must make an appointment with the instructor in order to review the test
items within two weeks of the exam date. No review will be conductedoaiteveek.

Professional Behavior
Faculty of Infinity College and the Pharmacy Technician program have an aca@gali@nd

ethical responsibility to protect members of the public and the health care community from
unsafe or unprofessional practicesaFmacy Technician students, while representing Infinity
College at any clinical agency, must conduct themselves in an ethical, professional, and safe
manner. Students are expected to assume responsibility for their actions and will be held
accountable fothem. Students will abide by Infinity College and clinical agency policies during
each clinical experience. Failure to adhere to program specific policies related to professional
behavior or safe clinical practice may result in the use of the Progr&isaipline Policy

outlined in the Student Handbook.

Professional Ethics and Confidentiality
Students must remember that the information concerning patients is confidential. Students are

required to adhere to legal and ethical standards as establsregliatory agencies and
professional standards. Failure to comply with the above is cause for immediate dismissal from
the program.

Unsafe Clinical / Practicum Practices
The Pharmacy Technician program identifies safety as a basic human need. A safety need can be

identified as physical, biological, and/or emotional in nature. Unsafe clinical/practicum practice
shall be deemed to be behavior demonstrated by the studestt thineatens or violates the
physical, biological, or emotional safety of the patient, caregiver, studéaitsor self. Unsafe or
unprofessional clinical/practicum practice may result in implementation of Progressive Discipline
as described below. THellowing examples serve as guides to these unsafe behaviors, but are not
to be considered ailhclusive:

Physical Safety:
Unsafe behaviors include but are not limited to:

(] inappropriate use of equipment

1 lack of proper protection of the patient whiabtgntiates injury

[] failure to correctly identify patient(s) prior to initiating care

1 failure to perform pregrocedure safety checks of equipment or patient status

Biological Safety:
Unsafe behaviors include but are not limited to:

[1 performing actionsvithout appropriate supervision
] failure to seek help when needed
[1 attending clinical while ill

Infinity College- CATALOG:11.2021 Pagel46






































































































