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Welcome Letter

Dear Student,
 
Welcome to Marian College, Marian Health Careers Center.  Congratulations on your decision to embark on a
career of fulfillment and contribution. 

You are here to pursue your interest in nursing, and acquire the necessary skills and knowledge to advance in your
occupational endeavors.  Our faculty, administration, and staff are committed to a standard of excellence in
delivering a quality nursing program.  With that, never hesitate to seek help or request special counseling to
further hone your skills.  

The program offered at our school, is concentrated and require dedication and studious efforts on your part for
successful completion.  If you need additional assistance, please ask; it will be gladly given. 

This  School Catalog, Student Handbook has been prepared and designed to provide you with information,
procedures, policies, rules, and regulations. You are encouraged to review this School Catalog, Student Handbook,
the Institutional Performance Fact Sheet, and  other disclosures in the School Website. 

This School Catalog, Student Handbook is a part of your Enrollment Agreement with the School. 

We at Marian College, Marian Health Careers Center, look forward to your future accomplishments. 

Alvin M. Mutia, ASN, RN
President, CEO
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General Information

Terms Used in This School Catalog, Student Handbook

The following terms used in this School Catalog, Student Handbook refer to Marian College, Marian Health
Careers Center, Inc., its main campus and non-main campus (branch): College, The College, Company, The
Company, Institution, The Institution, School, The School

Notice Regarding This School Catalog, Student Handbook

Any question a student may have regarding this School Catalog, Student Handbook that have not been
satisfactorily answered by the Institution may be directed to the Bureau for Private Postsecondary Education at
the State of California Department of Consumer Affairs, Private Postsecondary Education, 1747 N Market Blvd,
Suite 225, Sacramento, CA 95834,  P.O. Box 980818, West Sacramento, CA 95798-0818, Website:
www.bppe.ca.gov Email: bppe@dca.ca.gov, Phone: (888) 370-7589 or (916) 574-8900, Fax: (916)263-1897.

As a prospective student, you are encouraged to review this School Catalog, Student Handbook prior to signing
an Enrollment Agreement.  You are also encouraged to review to School Performance Fact Sheet, which must be
provided to you prior to signing an Enrollment Agreement.

A student or any member of the public may file a complaint about this Institution with the Bureau for Private
Postsecondary Education by calling (888)370-7589 or by completing a complaint form, which can be obtained on
the Bureau’s Internet Website: www.bppe.ca.gov

Office of Student Assistance and Relief

The Office of Student Assistance and Relief (OSAR) is an office within the Bureau for Private Postsecondary
Education.

The Office of Student Assistance and Relief is available to support prospective students, current students, or past
students of private postsecondary educational institutions in making informed decisions, understanding their
rights, and navigating available services and relief options. 

The office may be reached by calling (888 370 7589) or by visiting (www.osar.bppe.ca .gov).
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General Information

Diploma Program

Marian College, Marian Health Careers Center offers the following program in both campuses.

Program Name: Vocational Nursing Program CIP Code: 51.3901

Total Program Length: 1,534 clock hours
Weekday Schedule . 55 weeks (28 hours per week) . approximately 14 months
Weekend Schedule . 70 weeks (22 hours per week) . approximately 18 months

Academic Year: 900 hours = 24 weeks Completion Award: Diploma 

No diploma will be issued until the required total number of clock hours and other graduation requirements are
completed by the student.

Marian College, Marian Health Careers Center does not have a Comprehensive Transition and Postsecondary
(CTP) Program as defined in the Higher Education Opportunity Act, Pub. L. 110-315.

English as a Second Language (ESL) Instruction

Instruction at the Marian College, Marian Health Careers Center is delivered in English.  Students must be able
to read, write, speak, understand, and communicate in English on a high school proficiency level.  Passing the
Wonderlic SLE Entrance Exam and Essay Writing requirement  with the minimum passing score, establishes the
necessary level of English language proficiency for the program of study.  The College does not offer English as
a Second Language (ESL) instruction.
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General Information

Approvals, Accreditations, and Memberships

Marian College, Marian Health Careers Center is a private institution that  voluntarily undergoes periodic
accrediting evaluations by teams of qualified examiners including subject specialists in occupational education
and private postsecondary institution administration.  The College’s two campuses hold the following
accreditations, approvals, and memberships:

• Approved to Operate by the Bureau for Private Postsecondary Education (BPPE)
California Department of Consumer Affairs, Private Postsecondary Education
1747 N Market Blvd, Suite 225, Sacramento, CA 95834
P.O. Box 980818, West Sacramento, CA 95798-0818
Institutional and Programmatic Approval

• Accredited by the Accrediting Bureau of Health Education Schools (ABHES)
6116 Executive Boulevard, Suite 730, North Bethesda, MD 20852, Tel (301) 291-7550
email: info@abhes.org
Institutional Accreditation 

• Approved by the California Board of Vocational Nursing and Psychiatric Technicians (BVNPT)
2535 Capitol Oaks Drive, Suite 205, Sacramento, California 95833, Tel (916) 263-7800
Programmatic Accreditation

• Approved to Participate in the United States Department of Education, Student Financial Aid (Title IV)
Programs

Evidence of these accreditations, memberships, and approvals are displayed in the admission lobbies of both
campuses.

Marian College, Marian Health Careers Center, Inc also makes the following disclosures:

• The institution has NO PENDING PETITION in bankruptcy.
• The institution is NOT operating as a debtor in possession.
• The institution has NOT filed a petition within the preceding 5 years, or has had a petition in bankruptcy filed

against it within the preceding 5 years that resulted in reorganization under Chapter 11 of the U.S. Bankruptcy
Code (11 U.S.C Sec. 1101 et seq).
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General Information

Statement of Compliance

Marian College, Marian Health Careers Center (or hereinafter Marian College, the College, the Institution, or the
School) complies with all applicable State and federal laws.

Every effort has been made to assure the accuracy of the information in this School Catalog, Student Handbook. 
Students and others who use this School Catalog, Student Handbook should familiarize themselves with all College
information, procedures, policies, rules, and regulations.  The Administration, through appropriate action,
reserves the right to change any provision or requirement at any time within the students’ term of training.  The
provisions of this publication do, however, supersede any previously stated provisions either written or oral.

The College has adopted the following rules in regard to loss or damage of property of students, and personal
injury, including death, sustained by students while enrolled in the College:

1. The College is not an insurer of the safety of persons or property.  Nevertheless, the College carries third-party
liability insurance to protect it and the students from claims arising from negligence.

2. Students assume the risk for their own personal safety, and for all theft, loss or vandalism of their property
while inside the College facility and clinical sites where instruction occurs.

3. The College will not be responsible for personal injury to students, including death, theft, and loss or damage
to property of students occurring inside or outside the College facility and clinical sites where instruction
occurs.

4. Students assume the risk for their own personal safety in traveling to and from the College facility and clinical
sites.

By acceptance of status as a student, the student at the College facility and/or clinical training sites, releases the
College from any liability for any accidents, occurrences, claims, or responsibility. 
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General Information

Mission and Objectives

Marian College, Marian Health Careers Center believes that education is a lifelong continuing process which
enhances the quality of life of the individual.  Marian College is committed to contribute to this process through
its nursing program.

The College has the following objectives:

1. To offer a nursing program that meets industry demands
2. To provide an educational environment which develops the students’ knowledge, skills, attitudes, and habits
3. To provide support services which contribute to student success
4. To prepare graduates for employment within the industry for which they are trained

Our Philosophy

Every person is a whole being with physical, psychosocial, and intellectual attributes having individual needs and
values.  A person has the ability to adapt to internal and external changes.

Society is composed of individuals with different values and needs.  An individual makes decisions and choices
based on what is most beneficial to him or her.

Education should be self-directed, a lifetime continual learning process that benefits both the individual and
society.

At Marian College, education is fostered in an environment of mutual respect.  And education is best achieved
when the learner participates actively and the employer and employee practice participatory management.

Statement of Ownership

Marian College, Marian Health Careers Center is owned and operated by Marian Health Careers Center, Inc., a
privately owned California Corporation.  Marian Health Careers Center, Inc. operates the Marian College main
campus in Los Angeles, California, and its non-main campus in Van Nuys, California.

The officers of the Corporation are: Alvin M. Mutia, ASN, RN, President; Judy J. Ibarra, BSC, Vice President; and 
Alma Marie M. Parco, BSN, RN, Secretary.
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General Information

College History

Marian College, Marian Health Careers Center first offered the Certified Nursing Assistant in February 1992 in a
280-square-foot classroom and office facility.  Since then, the College has been working on providing excellent
service and commitment and because of this, the institution is vibrantly alive and competitive.

In 1997, the College started its first vocational nursing program.  This program offered a broader avenue for
students who wanted to get into the health care field.

In 2003, the College opened its Van Nuys Campus.  Now with two campuses to serve its growing population, the
College continues to provide the same excellent service and commitment that it has been known for.

Institutional Facilities

The main campus of Marian College, Marian Health Careers Center is located at 3333 Wilshire Boulevard, Suite
820, Los Angeles, California 90010.  It is accessible by car and public transportation.  A variety of restaurants, retail
stores, hotels, and apartments are within walking distance.  The main campus occupies over 8,500 square feet
for classrooms, a learning resource center, skills laboratories, employee and student lounges with kitchen
facilities, and administrative offices.

The College has a branch or non-main campus located at 5900 N. Sepulveda Boulevard, Suite 101, Van Nuys,
California 91411.  Marian College - Van Nuys Campus occupies approximately 5,100 square feet for classrooms,
a skills laboratory, a learning resource center, offices, and an employee lounge with kitchen facilities.  Around the
campus are  hospitals, restaurants, retail stores, apartments, and commercial buildings.  It is accessible by car and
public transportation.

The classrooms in both campuses are designed to maintain classes of 15 to 25 students per classroom with
sufficient equipment and supplies to meet the needs of the curricula and of the students.  The lecture classrooms
contain posters depicting program objectives and medical charts.

The learning resource centers in both campuses contain books, periodicals, and videos which supplement course
presentations.  All students have access to the learning resource centers during posted hours and can borrow
books as needed.  Computer-based training materials are available for individual self-paced study.  The hardware
includes personal computers with network & internet access.  The software includes access online resources and
the NCLEX-PN® study/review program that is designed to test knowledge, skills, and abilities essential to the safe
and effective practice of nursing at the entry level.

The skills laboratories are equipped with medical beds, equipment, and supplies that are found in a typical patient
room in a hospital.  Direct patient care items that are necessary for hygiene and for nursing procedures are
available.  The skills laboratories do not however, replicate the exact hospital setting, and most of the clinical
training is conducted in affiliated clinical facilities.

Page 12



General Information

The buildings where the College is located and its affiliated clinical facilities are accessible to disabled students,
patients, and visitors.   It is the policy of the College to have the total facility comply with the requirements of the
State regulatory agencies, local building codes, and Fire Department regulations.  In case of an emergency during
school hours, the College will take action to obtain local medical services as needed.

School Contact Information

Main Campus Phone Numbers: (213) 388-3566 (213) 388-9979 (213) 381-9532 (213) 351-9533

Main Campus Fax Number: (213) 487-7498

Email: admin@mariancollege.edu

Website: www.mariancollege.edu

Van Nuys Campus Phone Numbers: (818) 782-6163 (818) 782-8650 (818) 782-8651 (818) 782-8652

Van Nuys Campus Fax Number: (818) 782-6086

Email: admin@mariancollege.edu

Website: www.mariancollege.edu

Class Communication and Technical Support

Communications with instructors, school administration, and staff may be conducted via:

1. Email
2. Phone call
3. In-person appointments
4. Google Classroom announcements

Response to these communications will be delivered during regular business hours.  All communication should
be carried out in a professional manner by utilizing direct, coherent, and respectful language.
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General Information

Office Hours

Office hours for Marian College, Marian Health Careers Center are shown below:

Monday through Friday - 7:30 a.m. to 3:30 p.m.
Saturday - 7:00 a.m. to 3:00 p.m.

Class Hours

Weekdays - Monday, Tuesday, Wednesday, Thursday
Weekends - Thursday, Friday, Saturday

Lecture Hours - 8:00 a.m. to 2:00 p.m.
Clinical Hours - any 8-hour period per day, usually 7:00 a.m. to 3:00 p.m.

Lecture and Clinical day assignments vary per term.

Administration, Staff, and Faculty

The administration, staff, and faculty have years of education, experience, and training in the areas of nursing,
medical and health care, guidance and counseling, management, as well as school administration and operations. 
A current list of administration, staff, and faculty members is provided as an appendix to this School Catalog,
Student Handbook.  

Instructor-to-Students Ratio

Theory - 1 Instructor:20 Students

Clinical - 1 Instructor:15 Students

Advisory Board Members

Marian College, Marian Health Careers Center has an advisory board comprised of community members who
work in the health care industry and are knowledgeable about the current state of the field of nursing.  The
members of the advisory board assist the administration and faculty in fulfilling its educational objectives.   A list
of current advisory board members in provided as an appendix to this School Catalog, Student Handbook.
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Admission Procedures

Admission Policy

Admission to all programs at Marian College, Marian Health Careers Center is open to all applicants who meet
the entrance requirements regardless of age, sex, religion, and ethnic background.

To qualify for admission, an applicant must, as determined by the entrance examination results and personal
interview:

• speak, read, and comprehend the English language;
• communicate effectively;
• utilize intellectual abilities, exercise good judgment and complete tasks within required time limits;
• show integrity, concern and respect for others, interpersonal skills, interest and motivation;
• be 17 years of age or older (a parent, legal guardian, or spouse of legal age must co-sign the Enrollment

Agreement for applicants under 18);
• have a minimum of either a U.S. High School Diploma from an accredited school, or its evaluated foreign

equivalent; or have passed any of the following equivalents:  General Educational Development Certificate
(GED), High School Equivalency Test (HiSET) and the Test Assessing Secondary Completion (TASC);

• pass the Entrance Examination and Personal Interview requirement.
 
Marian College, Marian Health Careers Center does not admit students on an Ability-to-Benefit (ATB) basis.

If the Institution has reason to believe that the high school diploma is not valid or was not obtained from an entity
that provides secondary education, either of the following will be done:

• Obtain a verification from the secondary school confirming the validity of the student’s diploma or
• Verify if the school issuing the diploma is included in the California Department of Education website,

https://www.cde.ca.gov/schooldirectory/, or with similar government agencies of other states where the
diploma was issued.

Marian College, Marian Health Careers Center does not discriminate on the basis of race, color, religion, sex,
handicap, financial status, area of origin or residence, in its admissions, staffing, instruction, and/or graduation
policies.

High School Equivalency Tests

An adult, and in some cases a 17-year-old who meets specific criteria, who does not have a high school diploma
may take  any of the following high school equivalency tests recognized in the State of California: the General
Educational Development Certificate (GED), the High School Equivalency Test (HiSET) and the Test Assessing
Secondary Completion (TASC). 

Marian College does not conduct high school equivalency tests and students must take them elsewhere.  Testing
sites may give the test many times a year.  There may be a fee to take the test.  
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Information on GED locations may be obtained from http://www.cde.ca.gov/ta/tg/gd/gedtestcntrs.asp

Information on HiSET locations may be obtained from http://hiset.ets.org/requirements/ca

Information on TASC locations may be obtained from http://www.tasctest.com/test-takers.html

Application Process

1. Meet with the Admissions Representative and complete an Enrollment Application.
2. Take the Entrance Examination Series: Wonderlic Scholastic Level Exam (SLE); Math Questionnaire; Essay. 

Appointments are encouraged but walk-ins are welcome.
3. Tour the campus.
4. Pass the Entrance Examination Series with at least 20 points in the SLE, 5 points in Math, and 10 points in

Essay, or if unable to obtain pass scores in all or part of the Entrance Examination Series:
a. Schedule a retest no less than one week from the initial test date.
b. Schedule a second retest no less than six months from the last failed test.
c. Any further subsequent retests may be taken one year from the last failed test.

5. Schedule an interview after passing the Entrance Examination Series.
6. An applicant who has passed the Entrance Examination Series and Personal Interview, has one year to begin

enrollment.  Otherwise, a current Entrance Examination Series and Personal Interview will be required.

Personal Interview

The College requires a personal interview with each applicant prior to acceptance into any program, both to meet
the prospective applicant and to evaluate his or her qualifications and aptitude.  The applicant will meet with the
following for personal interviews: the Program Director, the Finance Director, and the Administrator, or their
designees.  The personal interview may be done in-person or through video-call.

Applicant Selection Criteria

Applicants who pass the Entrance Examination Series will go through a series of personal interviews where they
will be ranked using a rubric.  The rubric is a points-based assessment including the following components:
commitment to educational pursuit, readiness for life changes, financial capabilities, listening and speaking skills. 
Those who obtain a passing score in the point-based rubric will be sent acceptance letters.

Applicants who receive acceptance letters may proceed with the enrollment process on a first-come-first-served
basis, until all available slots for the class are filled up.
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Enrollment Process

1. After receiving an acceptance letter from the College, the applicant meets with the Admissions Staff to
continue with the enrollment process.

2. The applicant submits documents and any downpayment required, as specified in the acceptance letter.
3. The applicant signs the enrollment agreement.  
4. The applicant is advised to report to class on the scheduled start date.

Recruitment and classes are conducted in English.  However, If you are unable to understand the terms and
conditions of the enrollment agreement due to English not being your primary language, you have right to
bring a translator. It is at your discretion to make sure that the translator is qualified. 

Admission Requirements Checklist

The following documents must be submitted to the School during the enrollment process and prior to the first
day of class:

• State ID or Driver’s License (copy)
• Social Security Card (copy)
• Statement of General Health
• Recommendation Letter from Attending Physicians and/or Psychiatrists, if necessary
• U.S. High School or Equivalent (GED, HiSET, or TASC)
• U.S. Post-Secondary Diploma or Transcript (for all programs/schools attended after high school), if applicable
• Evaluated Foreign High School or Post-Secondary Credentials (original or copy), if applicable

• Foreign credentials evaluators must be members of the National Association of Credential Evaluation
Services (NACES) or NAFSA: Association of International Educators

• Credit Granting Form, if applicable
• CNA Certificate (copy) and/or HHA Certificate (copy), if applying for Credit

Additional minimum requirements for students applying for federal financial aid:

• Proof of U.S. Citizenship or legal residence (copy)
• Tax Return Transcripts for the 2 years prior to the start of the program, from the Internal Revenue Service

(IRS) for student and spouse or student and parents, as applicable (copy)

An extended deadline for the submission admission requirements may be specified to the student in writing.

Visa Services

Marian College, Marian Health Careers Center, does not admit students from other countries who require visa
services.  The institution does not process student visas nor  vouch for student status, and any associated charges.
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Additional Admission Requirements

The following additional requirements must be completed before the first day of the clinical rotation:

1. Physical Exam (Statement of General Health)

The program requires that students taking it are healthy and do not carry any contagious or communicable
diseases.  To determine this, a physical examination and Statement of General Health is required.  Submission
of this requirement is mandatory before the first day of the clinical rotation.  If the physical examination
reveals that a student is not healthy enough to meet the challenges of the program, or that the student has
a contagious or communicable disease, the student will be terminated from the program.

The Statement of General Health that must be signed by the student’s physician must include results of
the following testings, vaccinations or immunizations: TB Test, MMR, Tetanus, Hepatitis B, Varicella, and
COVID-19.  During the course of the program, the student may be required to undergo a TB Screen or
another TB testing to keep results current.  All costs for initial and subsequent physical exams are the
responsibility of the student.

2. Recommendation Letter from Attending Physicians and/or Psychiatrists

In most parts of the clinical training for the Vocational Nursing Program, there is a great deal of standing,
walking, pushing, bending, lifting, and stretching for extended periods of time.  An applicant must
consider his or her physical limitations in terms of making a career choice that involves extensive physical
demands.  We promote the acceptance of students with physical limitations if they can meet the training
demands.

Applicants who need special accommodations due to the physical or psychological limitations, apparent or
disclosed, are required to submit letters of recommendation from their attending physicians and/or
psychiatrists attesting to their ability to meet the challenges and rigors of the program, and that their
ailment is not contagious.

3. Drug Test

A current Drug test is required before the student goes to clinical rotation.  This test must be administered
by a facility approved by the school.  Moreover, at anytime during the program, a random drug test may
be required.  Also, in the course of the student’s clinical rotation, if a clinical facility requires a current
drug test, as often as that requirement is presented, the student will be required to take the required
drug test.  The cost of the initial drug test is included in the tuition and fees charged to the student.  Costs
of subsequent drug tests will be the responsibility of the student and will be added to his or her tuition
and fees account.  Student background check reports and drug screening results maintained by the School
are subject to the Family Educational Rights and Privacy Act (FERPA).  FERPA  prohibits the release of
educational records without a student’s written authorization unless there is specific FERPA exception
authorizing a release without a student’s written authorization.
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4. Background Checks

Upon enrollment, students are required to undergo background checks, and the cost for this procedure is
included in the tuition and fees charged to the student.  The School may be unable to place students in clinical
rotation if they have a pending criminal or drug-related issue in the background check result.  All enrollees
are required to sign a consent and release form for background check and drug screens.  The background
check does not include credit ratings.  The School’s background checks fall within the definition of a consumer
report under the Fair Credit Reporting Act (FCRA), and a summary of these rights is included as an appendix
to this School Catalog, Student Handbook.

Nursing Student Covid-19 Vaccination Requirements

Currently, Marian College, Marian Health Careers Center does not require COVID-19 vaccination.  

However, the Vocational Nursing Program requires participating in clinical experiences, and as clinical sites update
their requirements, students must be able to comply with those changes.  This may include becoming vaccinated
against COVID-19 or receiving a booster. 

Orientation Sessions

Orientation sessions are conducted during the first two to three weeks prior to the first day of class.  During the
Orientation sessions, the School Catalog, Student Handbook is thoroughly discussed and applicants would have
physically visited the campus premises and signed the Enrollment Agreement.  Official enrollment happens when
the student has received a copy of the School Catalog, Student Handbook and signed the Enrollment Agreement.

Alternate Students

Pursuant to the provisions of the California Business and Professions Code, Marian College, Marian Health Careers
Center may admit alternate students in each new class to replace those who may drop out.  The number of
alternate students shall not exceed 10% of the number of students per class as approved by the Board of
Vocational Nursing & Psychiatric Technicians (BVNPT).  Prior to admission, the School shall inform the alternate
students in writing, about their status, and that they may be dropped from the program if none of the regularly
admitted students drop out prior to the start of clinical experience at approved clinical facilities.  Upon
commencement of clinical experience at approved clinical facilities, the actual number of students in the class
shall not exceed the number of students approved by the BVNPT.

Alternate students will undergo the same enrollment process as regular students.  They will also sign enrollment
agreements with the school and refund procedures will be followed in the event that they withdraw or will be

dropped from the program.    
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Articulation Agreements

Marian College, Marian Health Careers Center does not have any articulation or transfer agreement with any
other college or university.

Transfer Credits

1. Students who have successfully completed academic courses in other accredited institutions in the U.S. and
its territories may be given advanced placement in the Vocational Nursing Program.  Courses must have been
completed in any of the following:

• Accredited vocational and practical nursing courses
• Accredited registered nursing courses
• Accredited psychiatric technician courses
• Armed services nursing courses
• Certified nursing assistant courses
• Other courses determined to be equivalent to courses in the program by the US Department of Education

and the Higher Education Act or the Council for Higher Education Accreditation 

2. The courses for transfer credit must have been taken within the past five years with a minimum grade of “C”.

3. At the time of the application, an official transcript of records and/or copies of certificates of completion must
be submitted for credit to be granted.  Credit will be granted based on the content and hours of the
transferring courses and must be equivalent to courses offered in the College.

4. The petition to transfer credit must be filed with and approved by the Program Director prior to starting the
program.

5. Applicants seeking credit must also complete all admission requirements including the entrance examination,
personal interview, drug testing, physical exam, and background check.

6. Once approved, the transferred clock hours will be counted as both attempted and completed hours in the
program of study.
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Challenge Credit for Advanced Placement and Credit for Experiential Learning

1. Credit may be granted for relevant knowledge and/or skills acquired through prior experience, courses in non-
accredited institutions in the U.S. and its territories, and individual study, which are essentially equivalent to
a course for which credit is being requested.

2. The petition to challenge credit must be filed with and approved by the Program Director prior to the start
of the program, and all examination fees required must be paid before the scheduled examination.

3. Credit will be determined by obtaining a minimum grade of 75% in a comprehensive written examination
covering all curricular areas prior to the desired transfer-in term or subject in the program, and/or a “Passed”
grade on a practical examination conducted prior to the start of the program.  Objectives for both the written
and practical examination are made available to the student prior to the examination.

4. Applicants seeking credit must also complete all admission requirements including the entrance examination,
personal interview, drug testing, physical exam, and background check.

Student Accommodations Policy

Marian College, Marian Health Careers Center Inc.  is committed to providing equal access to its educational programs in
accordance with applicable federal and state laws. Reasonable accommodations may be granted to qualified students with
documented disabilities to ensure equal opportunity to participate in academic programs.

Eligibility

Students seeking accommodations must have a documented physical, mental, or learning disability defined under
the Americans with Disabilities Act (ADA), and Section 504 of the Rehabilitation Act.

Accommodations are determined o an individual, case-by-case basis and are granted only when they do not
fundamentally alter program requirements or compromise academic or clinical standards.

Request Procedure

To request accommodations, students must complete the Student Accommodations Request Form and submit
it along with current, official documentation from a licensed healthcare provider. 

Requests must be submitted prior to the start of the term, or as soon as practicable after the need for
accommodation becomes known.
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Required Documentation

Documentation must:

• Be provided by a licensed medical, psychological, or educational professional
• Clearly identify the disability
• Describe functional limitations relevant to the academic or clinical environment
• Specify recommended accommodations
• Be current and signed

The College reserves the right to request clarification or additional documentation.

Review and Determination

All accommodation requests are reviewed by the Administration. As part of the review process, the school may
engage in an interactive needs assessment, which may include an interview or meeting with the student to discuss
functional limitations, program requirements, and requested accommodations. 

Approval of accommodations is based on documentation and program requirements; may include academic
and/or clinical considerations, and does not guarantee approval of all requested accommodations.  Students will
be notified of the determination in writing.

Clinical and Program Limitations

Due to the nature of Nursing education, certain accommodations may not be feasible in clinical settings.  

The College is not required to:

• Modify essential program outcomes
• Waive competency requirements
• Lower academic or professional standards
• Alter clinical site requirements

Student Responsibilities

The student is responsible for the implementation of the approved accommodations by:

• Communicating approved accommodations to instructors as directed
• Following all school policies and procedures
• Meeting all academic and clinical performance standards

Failure to follow procedures may result in accommodations not being implemented.
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Confidentiality

All disability-related information is treated as confidential and maintained in the student file.  Only necessary
accommodation details are shared with faculty and staff.

Attendance Policy

Attendance is the number of times a student is present at all scheduled classes (theory and clinical).  Attendance
means giving one’s full attention and directing one’s thoughts to developing the skills, knowledge and attitude
necessary to function and be a member of the health care team.

In view of the clock-hour nature of the Vocational Nursing Program and the significance of the achievement of
course and clinical objectives and successful career preparation, students are expected to attend every scheduled
class section.  For each term in the program a student is allowed a maximum of 2 absences from theory sessions,
and a maximum of 3 absences from clinical or skills lab sessions.  Absences beyond the allowed maximums will
mean failure in the subject or term, and/or termination from the program.

Students must notify the appropriate instructor 30 minutes prior to the start of class or clinical if they are going
to be absent.  All absences must be made up before progressing to the next subject or term, or graduating from
the program.  A student who is absent due to an extended illness, death in the immediate family, jury duty,
annual military training, or other uncontrollable circumstances should contact the Program Director, as soon as
is reasonably possible, and may avail of a leave of absence.

Attendance Sheets

Your attendance sheet is your legal proof of attendance in a class or clinical session.  Students must sign in and
out with the actual time of arrival or dismissal from class.  Forgery, including signing for another person and
signing with a different time or date, among others, is punishable by suspension or termination of the student
or employee committing the forgery, and the student or employee who would have benefitted from such act.

Page 23



School Policies

Tardiness

Tardiness is a disruption of a good learning environment and is discouraged.  Excessive tardiness without
legitimate reasons may be cause for disciplinary action.  The following rules apply to incidences of tardiness:

1. A student arriving after the start of theory session will be considered late, but will be allowed to attend the
remaining allotted time for the class.  If a quiz or test is in progress, the student will be allowed only the
remaining allotted time to complete the quiz or test.  No extension will be given.

2. If the student was late because of sudden illness with verifiable doctor’s certificate or extraordinary commute
problems, the student will be given the missed test AFTER class on the SAME day.  The test will be different
from what the class took and the highest possible score is only 75%.

3. If late for up to 15 minutes at the skills lab or clinical area, the student will be allowed to stay.  If late for 16
minutes or more in the skills lab or clinical area, the student will not be admitted and marked absent.

Excused Absence

An absence is considered excused if it falls in any of the following categories, and supported by written proof or 
documentation:

1. Court hearing and/or jury duty
2. Illness with verifiable doctor’s certificate; hospitalization
3. Serious illness or death in the immediate family - children, brothers, sisters, parents
4. Emergencies, i.e., accidents and transportation problems with verifiable documentation
5. Annual military training

Other situations, with written proof,  may be considered excused by the Program Director after evaluation of the
occurrence.  Excused absences will count toward the total absences incurred per term, and must be made up
before progressing to the next term or graduating.

Unexcused Absence

An absence is considered unexcused if it falls in any of the following categories:

1. Non-notification of the instructor
2. Failure to “sign-in” for the day
3. Any other reason that does not fall under the excused category
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Make-Up

At the direction of the Instructor or Program Director, all missed time and objectives must be made-up through:

Theory - Case studies, independent study, written examinations, workshops, tutorial, or researched reports,
conducted on campus only

Clinical - Performance and evaluation in the skills laboratory or clinical area with clients/patients

All tardiness in theory and absences from theory and clinical classes in Terms 1, 2, and 3 must be made up before
a student can proceed with the next term.  All tardiness in theory and absences from theory and clinical classes
in Term 4 must be made up before a student can be graduated from the program.  A student needs to request
for a make-up class or assignment.  Admission to a make-up class is on space-availability-basis only, considering
the instructor-to-student ratio.  Failing to show up on a scheduled make-up day is considered an absence that
will count towards the allowed absences per term.

Penalties for Absences and Leaving Class Early

Leaving class early and absences are strongly discouraged because they disrupt the learning process and delay
the completion of the objectives of the program. 

If a student is tardy or absent from a Theory Session, the missed quiz or test may be made up subject to penalty. 
If the reason is EXCUSED, the highest make-up grade will be 75%. If the reason is UNEXCUSED, the highest make-
up grade will be 50%.

If a student leaves early or is absent from a Skills Lab or Clinical Session, the quiz or test on the day immediately
following the incident, will be subject to penalty.  If the reason is EXCUSED, the highest make-up grade will be
75%.  If the reason is UNEXCUSED, the highest make-up grade will be 50%.

However, if the reason for the excused absence can be pre-determined, the student may request to take a test
in advance which will be marked with full credit.  A make-up or advanced test will be a different set from the
regularly scheduled test. 

The following table summarizes this policy.

Reason
Make-Up for Missed Tests on the
Day of Tardiness in, or Absence

from Theory Session

Tests on the Day Immediately
After Student Left Early or was

ABSENT from Clinical or Skills Lab

Make-Up Work or Class
Required for Tardiness,

Absence, or Leaving Early

Excused Highest Grade is 75% Highest Grade is 75% YES

Unexcused Highest Grade is 50% Highest Grade is 50% YES
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Procedures for Monitoring and Penalties for Absenteeism Per Term

Theory

First and Second Absence in Theory Sessions of the Term
• Instructor informs the office about the absence  the same day, during morning break
• Student arranges make-up or remediation within same week, but will be approved on space-availability-basis
• All make-up classes must be completed before progressing to the next subject or term (for students in Terms

1, 2, or 3), or graduating from the program (for students in Term 4)

Third Absence in Theory Sessions of the Term
• Student is not allowed to complete the subject and gets an automatic failure
• Student may be allowed to repeat the failed subject, if eligible
• Student is terminated from the program, if not eligible to repeat the failed subject
• Failure in a theory subject means automatic failure in the corresponding clinical subject, and both must be

repeated if eligible, on a space-availability-basis 
 
Skills Lab and Clinical

First, Second, and Third Absence in Clinical and/or Skills Lab Sessions of the T erm
• Instructor calls or texts the office about the absence  the same day, during morning break
• Student arranges make-up or remediation within same week, but will be approved on space-availability-basis
• All make-up classes must be completed before progressing to the next subject or term (for students in Terms

1, 2, or 3), or graduating from the program (for students in Term 4)

Fourth Absence in Clinical and/or Skills Lab Sessions of the T erm
• Student is not allowed to complete the subject and gets an automatic failure
• Student may be allowed to repeat the failed subject, if eligible
• Student is terminated from the program, if not eligible to repeat the failed subject
• Failure in a clinical subject means automatic failure in the corresponding theory subject, and both must be

repeated if eligible, on a space-availability-basis 

Instructor Tardiness or Absence

Instructors must inform the School if they are running late for their class or clinical session.  For classroom or skills
lab sessions, the Program Director or designee will direct the class until the assigned instructor or substitute
arrives.  At the clinical site, the students will be required to wait up to 30 minutes from the scheduled start of
class time to allow the School to communicate or make arrangements with the assigned or substitute instructor. 
If 30 minutes pass and no instructor comes to the clinical site, the students are directed to report to their home
campus for supervision by the Program Director or designee.
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Leave of Absence

A student may apply for a leave of absence (LOA) in situations such as serious illness, pregnancy, family
bereavement, military obligation, or other emergencies.  The request will be considered on an individual basis
and must be approved by the Program Director and the Financial Aid Director or their designees.

1. LOA requests must be made in writing by the student.
2. LOAs may not exceed 180 calendar days.
3. A student may take only one LOA during his or her program of study.
4. A student who fails to return on the scheduled date will be terminated from the program.
5. A student returning to class will be placed at the term level when the LOA was granted.
6. A student who does not report to school and/or clinicals for 14 consecutive calendar days, and does not have

a signed leave of absence, will be terminated from the program.

Pregnancy

A student who becomes pregnant during her enrollment may continue her course of study for whatever time she
and her physician determines acceptable.  A written statement to the Program Director from her physician must
be presented.  The statement must indicate the approval by the physician for the student to continue the
program of study without limitations.  Every effort will be made to enable the student to continue safely and still
receive the required learning experience.  If a student is unable to meet the requirements, she may request a
leave of absence, subject to the provisions of the Leave of Absence Policy.
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Nondiscrimination Policy

Marian College, Marian Health Careers Center is committed to provide equal opportunities for all individuals in
all programs which it offers.  Therefore, no student of Marian College, Marian Health Careers Center, or applicant
for enrollment, or others who might receive the benefits of the  College’s activities will be excluded from
participation in any process, position, program, service, or activity on the basis of race, religion, creed, color,
national origin, or sex.

The College complies with the Civil Rights Act of 1964, as amended; Title VII of the Equal Employment Opportunity
Commission; Title IX of the Education Amendment Act of 1972 which prohibits discrimination on the basis of sex
in any education program or activity; the Family Educational and Privacy Act of 1974; Section 504 of the
Rehabilitation Act of 1973 which bars discrimination on the basis of physical disability; the Age Discrimination Act
of 1975; and the Americans With Disabilities Act of 1990.  Accordingly, equal opportunity for admission will be
extended to all persons.

All inquiries or complaints regarding these laws and regulations should be directed to the Campus Administrator
who can provide students with procedures available in resolving complaints to alleged unlawful discriminatory
actions.  Action will be taken to investigate and resolve all such formal complaints in a “prompt and equitable
manner.”

Title IX and Sex Discrimination
Sexual Harassment Policy

Title IX of the Education Amendments of 1972 states that: No person in the United States shall, on the basis of
sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any
education program or activity receiving Federal financial assistance.

MARIAN COLLEGE, MARIAN HEALTH CAREERS CENTER, INC. is committed to a work environment in which all
individuals are treated with respect.  MARIAN COLLEGE, MARIAN HEALTH CAREERS CENTER, INC. expressly
prohibits discrimination and all forms of employee harassment based on race, color, religion, sex, national origin,
age, disability, military or veteran status, or status in any group protected by state or local law. 

Sexual harassment is a form of discrimination and is prohibited by law.  For purposes of this policy sexual
harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature when this conduct explicitly or implicitly affects an individual's employment,
unreasonably interferes with an individual's work performance, or creates an intimidating, hostile, or offensive
work environment. Title VII of the Equal Employment Opportunity Commission (EEOC) Guidelines defines sexual
harassment when: (1) submission to such conduct is made either explicitly or implicitly a term or condition of
employment; (2) submission or rejection of the conduct is used as a basis for making employment decisions; or,
(3) the conduct has the purpose or effect of interfering with work performance or creating an intimidating,
hostile, or offensive work environment.
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It will be a violation of this policy for anyone who is authorized to recommend, make, or take academic or
personal actions affecting a student or an employee, or perform other acts or services on behalf of the College,
to engage in sexual harassment.

Within the educational environment, sexual harassment is prohibited between students, between students and
employees, and between students and non students.  Within the work environment, sexual harassment is
prohibited between employees, between employees and students, and between employees and non-employees.

Sexual and unlawful harassment may include a range of behaviors and may involve individuals of the same or
different gender.  These behaviors include, but are not limited to:

• Unwanted sexual advances or requests for sexual favors
• Sexual or derogatory jokes, comments, or innuendo
• Unwelcome physical interaction
• Insulting or obscene comments or gestures
• Offensive email, voice mail, text, or photo messages
• Suggestive or sexually explicit posters, calendars, photographs, graffiti, or cartoons
• Making or threatening reprisals after a negative response to sexual advances
• Visual conduct that includes leering, making sexual gestures, or displaying of sexually suggestive objects or

pictures, cartoons or posters
• Verbal sexual advances or propositions
• Physical conduct that includes touching, assaulting, or impeding or blocking movements
• Abusive or malicious conduct that a reasonable person would find hostile, offensive, and unrelated to the

Company’s legitimate business interests
• Any other visual, verbal, or physical conduct or behavior deemed inappropriate by the Company

Harassment on the basis of any other protected characteristic is also strictly prohibited.

Employee Complaint Procedure

MARIAN COLLEGE, MARIAN HEALTH CAREERS CENTER, INC. strongly encourages the reporting of all instances of
discrimination, harassment, or retaliation. An employee who believes he or she has been subjected to sexual
harassment on the job should report the matter promptly to any two of the following (on the basis of whom the
person feels more comfortable with): his or her immediate supervisor, the Program Director, the Campus
Administrator, or any of the Company’s Officers.

Any reported allegation of harassment or discrimination will be investigated promptly, thoroughly, and
impartially.  Any employee found to be engaged in any form of sexual or other unlawful harassment may be
subject to disciplinary action, up to and including termination of employment.
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The Student’s Responsibilities

1. An experience involving sex bias, sex stereotyping, sex discrimination, and/or sexual harassment, can affect
all aspects of a student’s life.  It can threaten a student’s emotional well-being, impair academic progress, and
even inhibit the attainment of career goals.  Therefore, you have a responsibility as a student to be aware of
your rights as they pertain to your educational experience at Marian College, Marian Health Careers Center.

2. Any student who believes that he or she has been discriminated against or treated unfairly because of his or
her gender, has the right to bring the incident or incidents to the attention of the people involved or the
Campus Administrator.  If the student gets no satisfaction, he or she has the right to file a grievance.  Prompt
reporting of the facts of the incident or incidents should be directed to the Campus Administrator.

Title IX mandates that all such formal complaints be investigated and resolved in a “prompt and equitable
manner.”  Allegations of sexual harassment will be fully investigated and corrective or disciplinary actions, up to
and including dismissal from employment or termination from the program of study, will be taken as warranted. 
Anonymous complaints in writing may be filed and will be investigated to the extent practicable.

Title IX Coordinator

Alvin M. Mutia, RN
Los Angeles Campus (213) 388-3566
Van Nuys Campus (818) 782-6163

Retaliation Prohibited

MARIAN COLLEGE, MARIAN HEALTH CAREERS CENTER, INC. expressly prohibits retaliation against any individual
who reports discrimination or harassment, or assists in investigating such charges.  Any form of retaliation is
considered a direct violation of this policy and, like discrimination or harassment itself, will be subject to
disciplinary action, up to and including termination of employment.
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Sex Offense Policy

The federal Uniform Crime Reporting (UCR) program defines a forcible sex offense as any sexual act directed
against another person, forcibly and/or against that person's will; or not forcibly or against the person's will where
the victim is incapable of giving consent. Non-forcible sexual offenses are defined as acts of unlawful, non-forcible
sexual intercourse. These include incest and statutory rape.

Students and employees who are victims of a sexual offense on campus should use the following guidelines to
report the offense:

1. Report the crime immediately to the Campus Administrator.
2. Do not shower, douche, or change clothing.
3. Have a medical examination and internal gynecological examination as soon as possible.  A delay in time may

destroy evidence.
a. Semen smears must be taken by a clinician.
b. Inform clinician of exact acts committed and have the clinician note any medical evidence of those acts.
c. The clinician should note any internal or external bruises or injuries (bleeding, lacerations, etc.).
d. Do not disturb the scene of the assault

4. Inform the local police of all details of the attack, however intimate.  Remember what the person said and
how it was said.  It may lead to the arrest of the assailant.

5. The physical examination needs to be done within the first 72 hours following the assault.
6. If you change clothes, place the articles that were worn at the time of the assault in a paper bag (not a plastic

bag).

The Campus Administrator will assist victims in contacting family and friends as requested, obtaining health care
as appropriate, explaining the options one has of notifying law enforcement agencies, filing criminal charges, and
making academic arrangement that are reasonably available.  Students and employees may also take advantage
of off-campus services a local crisis center at anytime by calling the National Sexual Assault Hotline at:

1-800-HOPE or 1-800-4673

A Sexual Offense Hearing Committee headed by the College President will be composed of the Campus
Administrator, and one full-time faculty.  The committee will hear the sexual offense.  The accused must attend
the hearing if he or she desires to present evidence.  Both the accused and the accuser have the right to be
informed of the final disposition of any disciplinary action as it relates to the guilt or innocence of the accused
and the sanction imposed.  Students and employees found guilty of rape or other sex offenses in administrative
disciplinary proceedings are subject to a range of sanctions including suspension or termination.

For information and protection against possible sex offenders, students and employees are encouraged to check
out the following websites:

http://www.meganslaw.ca.gov/
http://www.familywatchdog.us/
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Drug and Alcohol Policy

In accordance with the Drug-Free Workplace Act of 1988 (P.L. 100-690), the Drug-Free Schools and Communities
Act of 1989 (P.L. 101-226) and 34 Code of Federal Regulation Part 85, MARIAN COLLEGE, MARIAN HEALTH
CAREERS CENTER, INC. is committed to maintaining a workplace free of substance abuse.  No employee or student
is allowed to consume, possess, sell, purchase, or be under the influence of alcohol or illegal drugs, as defined
by federal law, on any property owned by or leased on behalf of the College, or in any vehicle owned or leased
on behalf of the College.  Additionally, students, employees, and campus guests, regardless of age, are expected
to refrain from the possession, consumption or transportation of alcoholic beverages at all student social,
extracurricular, and public service events.

The use of over-the-counter drugs and legally prescribed drugs is permitted as long as they are used in the
manner for which they were prescribed and provided that such use does not hinder an employee's ability to safely
perform his or her job or the student’s ability to meet class objectives.  Employees and students should inform
their supervisor or administrator if they believe their medication will impair their job or class performance, safety
or the safety of others, or if they believe they need a reasonable accommodation when using such medication. 
Any person taking prescription drugs or over-the-counter medication is personally responsible for ensuring that
while taking such drugs or medications, he or she is not a safety risk to themselves and others while on College
property, while driving a College or privately owned vehicle, or while otherwise engaged in College business.  It
is illegal to misuse prescription medication, i.e. continue to use medication when the prescription is no longer
valid, use prescribed drugs contrary to the prescription, and give or sell prescribed drugs to another person.
Misusing prescription drugs can result in a conviction with jail time.

MARIAN COLLEGE, MARIAN HEALTH CAREERS CENTER, INC. will not tolerate employees and students who report
for duty while impaired by the use of alcohol or drugs.  All employees and students should report evidence of
alcohol or drug abuse to their supervisor or campus administrator immediately.  In cases in which the use of
alcohol or drugs creates an imminent threat to the safety of persons or property, employees and students are
required to report the violation.  Failure to do so may result in disciplinary action, up to and including termination
of employment or enrollment.

As a part of our effort to maintain a workplace free of substance abuse, MARIAN COLLEGE, MARIAN HEALTH
CAREERS CENTER, INC. employees and students may be asked to submit to a medical examination and/or clinical
testing for the presence of alcohol and/or drugs.  Within the limits of federal, state, and local laws, MARIAN
COLLEGE, MARIAN HEALTH CAREERS CENTER, INC. reserves the right to examine and test for drugs and alcohol
at our discretion.

MARIAN COLLEGE, MARIAN HEALTH CAREERS CENTER, INC., will conduct drug testing randomly throughout the
course of the program through a trusted toxicology lab that will detect for alcohol, amphetamines,
benzodiazepines, opiates/opioids, cocaine and marijuana (THC).  Possession of marijuana, including medical
marijuana, or being under the influence of marijuana, or any non regulated drug, on- or off-duty is prohibited and
may lead to disciplinary action.  Any positive result from drug screening or substance abuse testing  will result in
any of the minimum  disciplinary sanctions described, but do not limit the disciplinary power of the College in any
matter involving Code of Conduct Violations:  
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• Warning - a written notification that a particular action is not acceptable

• Disciplinary Probation - a formal written notice that a student is in poor judicial standing with the
College

• Suspension - the termination of an individual’s status as a student or employee, with the loss of all
rights and privileges, for a specific time

• Dismissal - the permanent termination of an individual’s status as a student or employee, with the loss
of all rights and privileges

• Educational Project - an activity that is focused on educating the student about a particular issue

• Rehabilitation - mandated attendance at a local treatment center or drug rehabilitation program

MARIAN COLLEGE, MARIAN HEALTH CAREERS CENTER, INC., as required by federal regulation (34 CFR 85.635
and Appendix C), will report all employees and students convicted of a criminal drug offense occurring in the
workplace to the U.S. Department of Education.  Consistent with the same regulations, employees, as a
condition of employment, are required to provide written notice to this Institution of their conviction for a
criminal drug offense occurring at the workplace within five (5) days after that conviction.  In addition,
students receiving Pell Grants who are convicted of a criminal drug offense during the period of enrollment
for which the Pell Grant was awarded are required by federal regulation to report that conviction in writing to

Director of Grants and Services, United States Department of Education
400 Maryland Avenue SW, Room 3124, GSA Regional Office Bldg. #3, Washington, DC 20202-4571

The report must be made within 10 days after the conviction.

In addition to institutional sanctions, students and employees convicted of the unlawful possession or
distribution of illicit drugs or alcohol could face local, State and federal legal penalties which include the loss
of eligibility for federal financial aid, fines, imprisonment and the seizure of drug related assets.

Drug awareness programs, counseling, treatment, rehabilitation and other related services are available on an
ongoing basis to students and employees of this Institution through:

• Los Angeles Centers for Alcohol and Drug Abuse, 470 East 3rd Street, Suite A, Los Angeles CA 90013
(213) 626-6411 website: http://lacada.com/

• National Council on Alcoholism and Drug Dependence of the San Fernando Valley, 6166 Vesper Avenue,
Van Nuys CA 91411 (818) 997-0414 website https://www/ncadd.org/

Students and employees seeking assistance in overcoming drug or alcohol related problems are encouraged
to contact these organizations.
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Penalties for Drug Violations

The School will provide a timely notice to each student who has lost eligibility for federal grant or loan as a result
of penalties under 484(r)(1) of the HEA and will advise the student of the ways in which to regain eligibility under
section 484(r)(2) of the HEA.

In general, a student who has been convicted of any offense under any Federal or State law involving the
possession or sale of a controlled substance shall not be eligible to receive any federal (Title IV) grant or loan
during the period beginning on the date of such conviction and ending after the interval specified below:

1. If convicted of an offense involving the possession of a controlled substance:
  Ineligibility period (if not already dismissed from School) is:

First Offense - 1 year
Second Offense - 2 years
Third Offense - Indefinite

2. If convicted of an offense involving the sale of a controlled substance:
Ineligibility period (if not already dismissed from School) is:

First Offense - 2 years
Second Offense - Indefinite

A student whose federal financial aid eligibility has been suspended may resume eligibility before the end of the
eligibility period if:

1. the student satisfactorily completes a drug rehabilitation program that:
a. complies with such criteria as the Secretary of Education shall prescribe for purposes of this paragraph;

and
b. includes two unannounced drug tests; or

2. the conviction is reversed, set aside, or otherwise rendered nugatory.

2023-2024 FAFSA UPDATE:

Beginning with the 2023-2024 award year, drug convictions no longer affect your federal student aid eligibility.
Your eligibility won’t be suspended even if the offense occurred while you were receiving federal student aid
(grants, loans, or work-study funds).
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Drug Abuse Prevention Program

Drug abuse and excessive alcohol consumption is dangerous and can affect your health and ability to function
and think.  Listed below are some of the health risks associated with drug and alcohol use:

• Heart disease
• Lung, larynx, esophageal, bladder, pancreatic, and kidney cancers
• Chronic obstructive lung diseases such as emphysema and chronic bronchitis
• Lung damage, respiratory depression, coma, and death
• Damage to vital organs such as the brain and the liver
• Altered motivation and cognition, disorientation, unconsciousness
• Spontaneous abortion, pre-term birth, low birth weights, fetal and infant deaths
• Impaired judgment and coordination, memory loss
• Reduced sperm count and sperm motility, and can affect ovulation cycles
• Hepatitis

This Institution has a Drug Abuse Prevention Program which is conducted in May of each year when the  Campus
Administrators will present a seminar on drug abuse prevention to all employees and enrolled students. 
Randomly, the students may also be subjected to drug testing in the course of their enrollment.  The cost of these
random drug tests will be the responsibility of the student and will be charged to his or her tuition and fees
account.  The Drug Abuse Prevention Program will be documented and reviewed annually by the Campus
Administrators and recommendations are presented to the Officers of the Institution for further action.

Safety Awareness Program

A Safety Awareness Program is conducted in May of each year when the Campus Administrators will present a
seminar on campus safety and emergency and evacuation procedures to all employees and enrolled students. 
The Safety Awareness Program will be documented and reviewed annually by the Campus Administrators and
recommendations are presented to the Officers of the Institution for further action.
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Campus Safety, Emergency, & Evacuation Procedures

This Institution strives to promote the safety of all employees, students, and other parties who are on campus
at any given time.  This document provides a basic contingency guide for all employees and students to plan for
campus emergencies.  While this guide does not cover every specific situation, it supplies the basic administrative
guidelines necessary to cope with most campus emergencies.  These written procedures are expected to be
followed unless a situation warrants emergency changes or alternative procedures.

Marian College, Marian Health Careers Center employees and students should be aware of potential hazards that
are present in our day-to-day routines.  These hazards can be categorized as follows:

• Natural Hazards  -  no human involvement such as earthquakes, volcanic activity, weather
• Social Hazards  -  result from human involvement such as terrorism, vandalism, bomb threats, or personal

assaults
• Technological Hazards  -  result from human error or involvement such as explosions, fires, power failures,

vehicle accidents, or industrial accidents

Emergency situations are difficult to predict and seldom provide adequate warning.  The importance of effective
planning cannot be stressed strongly enough.

Other than the College President or Designee, no one is authorized to release information regarding any incident
including the whereabouts or status of students, staff, or faculty, whether in person or over the phone.  All
inquiries must be directed to the College President or Designee.

Building or Landlord Procedures

Both campuses of Marian College, Marian Health Careers Center are located in leased spaces of a separately
managed building.  As tenants, we will abide by all building policies, procedures, and advice during emergencies. 
The College President or Designee will communicate with the landlord/ building management in these instances.

Emergency Closure and Evacuation Procedures

In the event that emergency campus closure is required for weather, national disaster, or any other causes, the
College President or Designee will make the final decision for an announcement of closure.  Closures may include
complete closure, cancellation of classes only, or early release from work.

Emergency Notification

The Institution, through the Campus Administrators or their designees, will use all available methods of
communication regarding school closure including phone calls,  text messages, emails, or news on the School
website, and information will also be relayed to local radio and television stations.
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Media Contact

In case of campus emergencies or lockdowns, information will be relayed to the following TV and radio stations:

Associated Press Broadcast (213) 626-1200 National Public Radio (310) 815-4200
KCBS - TV 2 (818) 655-2000 KNBC - TV 4 (818) 684-3427 KTLA - TV 5 (323) 460-5500
KABC - TV 7 (877) 777-6397 KCAL - TV 9 (818) 655-2601 KTTV - TV 11 (310)584-2000
KNX-AM 1070 (323) 569-1070 KABC-AM 790 (310) 840-4900 KBIG-FM 104.3 (818) 559-2252
KIIS-AM/FM 102.7 (800) 520-1027

The School President or Designee will address the media and disclose available verified facts about the emergency
and where and when the students and employees may be picked up.

Evacuation Procedures

Only the Building management or the College President or Designee may authorize the evacuation of the campus. 
The evacuation order will specify that employees and students are to exit the building at the most accessible exit
and gather at the following locations:

• Main Campus - Southeast corner of Catalina Street and 6th Street
• Van Nuys Campus - Westernmost area of the building’s front parking lot

The notice to evacuate will be facilitated by the staff and faculty who will walk through all classrooms and offices
to ensure that everyone has heeded the notice.  All employees are required to comply with the evacuation order
and expected to aid in the orderly evacuation of students in immediate areas.

If the fire alarm sounds, notice of evacuation from the College President is waived, and each employee is to
facilitate the orderly evacuation of their area immediately.  No one is to re-enter the building until the building
is declared safe by the College President or other authority having jurisdiction.

Emergency Situations

Fire

1. Determine what is on fire and the extent of the fire.
Sound the alarm or send someone to sound the alarm.
Attempt to contain a small fire by utilizing available fire extinguishers if you are trained to do so.

2. Call 9-1-1 and report the fire.
Describe the nature of the fire and the exact location of the fire.

3. Notify School employees and assist with orderly evacuation.
Close all doors after making sure no one is left behind.
Follow evacuation procedures.

4. Notify emergency personnel if you suspect that someone may be trapped in the building.
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Explosions

Explosions can be the result of accidents, natural disasters, or deliberate acts of terrorism.

1. Pull the fire alarm to prompt evacuation of the building.
2. Call 9-1-1 and report the explosion. 

Clearly describe the explosion and your exact location, including any information on injuries.
3. Notify the College President or School Officers.
4. Employees will stay to provide assistance for which they are qualified and assist survivors who can move on

their own to evacuate.
5. Keep in mind that there could be a second explosion, and be alert for electrical hazards and gas leaks.

Earthquakes

1. During an earthquake, School Personnel should take charge and advise others to stay calm and practice good
sense procedures.

2. Immediately get away from windows and glass doors, take cover in doorways and under sturdy furniture, and
do not allow people to run outside.

3. After the earthquake, determine if any injuries have occurred in your area.
Provide First Aid, if you are qualified, or find someone who is.

4. Determine if any damage has occurred in your area; in the event of arcing electrical circuits, gas leaks,
flooding, or any other major damage, clear the area of people and report the damage to the School Personnel
or landlord/building management.

5. Use the telephone, ONLY to report emergencies; do not allow people to use the phone to call home.
6. The College President or Designee will determine whether the building should be evacuated.
7. If the building is evacuated, do not re-enter the building until it is declared safe by the College President or

other authority having jurisdiction.
8. Be prepared for aftershocks.

Weapons/Firearm Incidents

1. Call 9-1-1 if an unauthorized weapon is suspected to be on site.
Report your location and provide as much detailed information as possible about the person or activity.

2. Do not approach or physically confront the suspect.
3. Take cover behind something that will stop bullet or attack.
4. Keep your mobile phone on vibrate so you do not alert the suspect of your location.
5. Hide or look for a chance to escape; get out if possible; or play dead.
6. If suspect threatens you with a weapon, do not try to disarm them.  

Back away with your arms up.
7. If the suspect is outside, do not let them in.  Lock in and use furniture to lock the door.
8. Be calm and plan a strategy for survival.

Remain in place and do not respond to any voice command until you can verify with certainty that all is clear
and it is now safe.
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Bomb Threats

1. When a report is received, the recipient will record complete information and forward them to the School
Officers.

2. DO NOT pull the fire alarm to evacuate the building; this could cause the bomb to go off.
3. Call 9-1-1 and report the threat.  Always assume the threat is real; a bomb threat is a felony offense.
4. It is important that the person who received the call be made available to the police for a follow-up

investigation.
Make sure that this person immediately writes down everything they remember about the call.

5. The President or Designee will initiate evacuation procedures.
6. Employees will lock the doors so a person cannot re-enter the building, and unlock door for emergency

personnel only.
7. The police will perform a security check of the building. 

No one is allowed to re-enter the building until the building is declared safe by the College President or other
authority having jurisdiction.

Power Outages

1. The College President or Designee will attempt to determine the length of the power outage and will decide
to cancel classes and/or close the campus.

2. When classes are cancelled or campus is closed, employees and students will be informed by phone, text
messages, emails, or news on the School website.

Medical Emergencies

1. Determine the nature of the problem.
If the injury or illness appears serious (potentially life-threatening), and you are qualified to provide First Aid,
provide aid and send another person to call 9-1-1 and notify School Officials.
Make sure that the person calling 9-1-1 understands the nature of the emergency and your exact location.
If you are not qualified to provide First Aid, notify School Officials and call 9-1-1.

2. School Personnel will NEVER transport injured or seriously ill persons; leave the transporting of injured or ill
persons to emergency personnel.

3. Assigned School Personnel will meet emergency responders at the door of the building and direct them to
the scene.

4. First Aid kits and latex gloves are located in the Employee Lounges, Skills Laboratories, and Faculty Rooms.
5. Report the injury or illness to the Campus Administrator and to the College President  so a written report can

be made.
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Hazardous Material Conditions

1. In these conditions, a chemical or hazardous gas leak presents a danger or potential threat.
2. Assist evacuation in the location immediately affected by the escape of the hazardous material, and pull the

fire alarm at the first opportunity to prompt evacuation of the building.
3. If any injuries have occurred, provide First Aid if you are qualified, or notify School Personnel.
4. Call 9-1-1.  

Describe the nature of the emergency, the exact location, and any information regarding injuries.
5. Report the condition to the College President or other School Officials.
6. An assigned School Official will meet emergency personnel at the entrance of the building to direct them to

the affected area.
7. School Personnel will never transport an injured person off campus.

Blood-borne Pathogens and Infectious Diseases 

For exposure while in School:

1. Immediately report the incident to the Administrator or designee.
2. Immediate antiseptic procedures must be followed after exposure.
3. Wash skin with soap and water.
4. Rinse eyes/nose/mouth with water or saline.
5. Immediately go to the Emergency Room of the nearest hospital.
6. File an Incident Report.
7. Following exposure, the School will offer confidential testing and appropriate counseling to the student.

For employees or students who incur a needle stick, splash, or other body fluid exposure at any affiliated health
care setting, while on Clinical Rotation:

1. Immediately report to the assigned clinical instructor.
2. Decontaminate.
3. Wash skin with soap and water.
4. Rinse eyes/nose/mouth with water or saline.
5. Immediately go to the Emergency Room of the nearest hospital.
6. File a Hospital (Facility) Incident Report.

All determinations regarding source of exposure, including contact with source, notification of the source’s
health provider, testing of the source, and applicable laws/regulations regarding confidentiality will be made
by the student’s health care provider.

7. Follow the CDC guidelines for occupational exposure: For needle stick, test for HIV to establish seronegativity
first, then retest at 6 weeks, 3 months, 6 months, and 1 year.
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Conduct Policy

Students must conduct themselves in a professional manner at all times by displaying courtesy, respect, and
tolerance.  Those whose conduct reflects discredit upon themselves or the College will be subject to termination. 
The student must adhere to conduct that will not interfere with the learning process of any student, the
classroom/lecture presentation by the instructor, or the progress of the class in general.  To this end, the
instructor may take disciplinary measures.  However, such sanctions as placing the student on probation,
suspension, and/or termination are meted out only by the Program Director and/or the Campus Administrator
in consultation with the Education Committee.

The administration reserves the right to place a student on probation or suspension, or terminate a student on
any of the following grounds:

1. Breach of the School Enrollment Agreement
2. Carrying concealed or potentially dangerous weapon(s)
3. Cheating, plagiarism, dishonesty, including computer crime 
4. Conduct that reflects unfavorably upon the College and/or its students
5. Demonstrating poor judgment, or inability to function properly, which could put patient safety in jeopardy
6. Entering classes or clinical sites while under the influence or effect of alcohol, drugs, narcotics, and dangerous

substances of any kind
7. Excessive absences or tardiness
8. Failure to abide by the rules and regulations of clinical sites
9. Willful refusal to follow reasonable instruction or direction from an instructor or school authority 
10. Verbal, physical, written, and otherwise hostile attacks or harassment towards the faculty, administration,

staff, and students, including those conducted through electronic communication
11. Nonconformity with the rules and policies of the College
12. Failure to pay charges when due
13. Falsifying school records or other documentation submitted to the School
14. Forgery, including signing attendance sheets and other school forms for another student or teacher
15. Flagrant violation of dress code
16. Non conformity to health screening requirements to the extent that it could endanger the students and/or

patients while training at affiliated clinical sites
17. Prosecution on charges ranging from misdemeanor to third degree felony
18. Unsatisfactory academic progress
19. Use of profanity
20. Vandalism of College property or equipment
21. Unauthorized possession, duplication, or dissemination of School test questionnaires and instructor’s lecture

notes, outlines, and guides
22. Unapproved use of electronic devices in the classroom
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Electronic Devices

1. Laptops, tablets, iPods or similar devices, and cellular phones must be turned off during skills lab, or clinical
sessions.

2. If you need a laptop or tablet to write down notes while the in-classroom lecture is going on, please note that
you will be much better off if you jot down brief notes on your notebook, and then type them on your laptop
or tablet during breaks or after class.  This will serve as your review.

3. At no instance may a student use cellular phones for personal or non-class related calls or web browsing while
the class is ongoing.  If you are expecting an emergency call, you are requested to make arrangements with
the front desk and care will be had to ensure that you get the call you are waiting for.

4. Laptops, tablets, iPods or similar devices, cellular phones, and other electronic devices will be collected by the
instructor or proctor during testing and test review sessions.

Those who do not comply with the above rules will have their electronic devices confiscated and these items may
be retrieved from the office of the Campus Administrator.  A second offense may also result in a one-day
suspension.

Testing Policy

Students are required to take the tests as scheduled.  A student who misses a quiz, unit and/or a final test may
arrange for a make-up after submitting verification of illness or personal emergency to the instructor.  This proof
or verification must be kept in the student’s file.  The student must contact the instructor prior to the student’s
first day of return to school.  The make-up test will be taken on the day the student reports back to class.  The
make-up test will not be the same exact test as previously scheduled.  The highest grade allowed in a make-up
test is 75%.

Students who cannot take a final examination because of non-payment of tuition and fees, may take a make-up
test upon fulfillment of their financial obligation.  The make-up test will not be the same exact test as previously
scheduled.  The highest grade allowed in a make-up test is 75%.

When a student is aware in advance of a quiz or test that he or she will not be able to take at the scheduled time,
the student should contact the instructor no less than two school days before the quiz or test date.  The instructor
will make the necessary arrangements for the student to take the quiz or test prior to the date on which it is to
be given to the rest of the class.  In this case, if the quiz or test is taken is advance, the student’s score will be
marked with full credits.
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Guidelines for Students and Proctors During Tests

Before the start of the test, the proctor allows 5 minutes for students to use the restroom.  Start time, end time,
and number of questions will be written on the white board. 

1. The administration of exams is an official function of the School.  Any act of cheating or breach of integrity
will lead to immediate disciplinary action, including termination from the program.

2. All cellular phones and smart watches are collected by the proctor.  Electronic devices must be turned off or
put on silent/vibrate mode.

3. Seating must be arranged in an organized fashion, with no two students sitting too close to each other.
Proctors may assign seating.

4. Uniform will be checked thoroughly. Any incomplete uniform during the exam will lead to an automatic 5%
deduction.

5. Only pencils, erasers, calculators (when necessary), test questionnaires, and Scantron answer sheets are
allowed on the student’s desk.  Scratch paper will be provided when necessary.

6. No questions are allowed during the exam.
7. Erasures on the Scantron answer sheet must be done completely.
8. Looking at another’s paper, sharing answers, talking, making eye contact or any other signaling is strictly

prohibited.  If seen doing any of these, the exam will be confiscated and marked ZERO.
9. If a student is caught using notes, reference, or study material of any kind, the exam will be confiscated and

marked ZERO.
10. The proctor will collect the exams upon expiration of the allotted time.  No extension will be given to students

who have not yet finished.  Failure to submit exams within the time frame given, may result in an exam
marked ZERO.
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Testing and Other Instructional Materials

Test questionnaires, lecture notes, and instructor’s outlines and guides are properties of the School. 
Unauthorized use,  possession, duplication, or dissemination of such are punishable by suspension or termination.

Review of Quizzes and Tests

In order to preserve the quality of questions in the test bank, and the fact that testing materials are subject to
future use, test items, scoring keys, and other testing materials are categorized as confidential information. 
Examination questions will not be returned to students.

Instructors will review or re-teach certain items of a quiz or test in class to provide a better understanding of the
subject matter.  Questionnaires and answer sheets are not given to the students during this review session.

A student may request an appointment to review their quiz or test questionnaires and answer sheets at the office
during business hours, within one week from the quiz or test date.  

During these group or individual review sessions, students may not attempt to duplicate or distribute test items
by writing items down, taking photographs of them, attempting to save them to a personal device, or any other
such activities.  As such, the following materials are prohibited from the exam review session: writing instruments,
erasers, and extra papers; mechanical or electronic devices such as cellular telephones, calculators, digital
watches, watches and tablets with computer communication and/or memory capability, electronic paging devices,
recording or filming devices, radios; coats, jackets and headwear; book bags, backpacks, briefcases, purses.

No reviews are given for final examinations.
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School Uniform

Marian College, Marian Health Careers Center is a professional career institution.  It is expected that students and
employees will groom, attire, and behave in a professional manner.  This includes cleanliness in dress and
personal hygiene.   All students are required to come to school and to the clinical site in the prescribed complete
school uniform as listed below.  Further, cleanliness and tidiness in person and in attire must be observed.

1. White pants with white short sleeve scrubs with Marian College imprint;  For certain students whose religion
prohibits the wearing of pants, an A-line skirt 1 inch or more below the knee is acceptable

2. White closed pair of shoes without any decorative color trim
3. White regular pair of crew socks; Quarter or ankle socks not allowed
4. At specified times, alternate school-approved apparel may be worn in lieu of the white uniforms
5. Dangling jewelry, necklaces, and bracelets are not allowed
6. Students may wear one simple pair of stud earrings
7. Jewelry or ornaments on the nose or other parts of the face are not allowed
8. Tattoos must be covered by clothing
9. Undergarments must be either white or of a very light color to maintain the white color of the prescribed

uniform
10. Additional white clothing worn under the prescribed scrubs must not go beyond the scrub sleeves; If long

sleeved white shirts are worn under the scrubs during cold days, the prescribed School jacket must be worn
over them

11. Any color jacket with Marian College imprint may be worn
12 No hats or other headgear may be worn with the uniform at any time, except when required by the student’s

religion
13. Earpieces, headphones, iPods and other similar devices are not allowed while in School uniform
14. Hair that reaches beyond the shoulder for both male and female students need to be brushed up or tied at

all times while in School uniform
15. Nails must be properly trimmed at all times
16. Students are required to wear watches at all times, preferably with the second hand
17. The identification card or name badge must be properly worn at all times while in uniform

On certain days, students are allowed to come to a school activity in alternate school-issued apparel or any decent
attire of their choice.  Due to insurance regulations, sandals or other types of open shoes are not permitted. 
Additionally, the following items are not permitted:

1. Revealing outfits (excessive slits in skirts, excessive body exposure including midriff, arms, or legs)
2. Shorts or torn jeans; other commercial logos on clothing
3. Tank tops or other sleeveless clothing
4. Undergarments worn in place of outer clothing
5. Tight-fitting outfits (top and bottom); see-through outfits
6. Clothing that is considered unsuitable in the classroom and  work place and detracts from the learning process
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Violations of the Dress Code on Lecture and Test Days

Any student not in complete uniform as prescribed and listed above will receive a 5% deduction in the test for
that day, whether quiz, unit test, finals, or removal exams.  No exception will be entertained for whatever reason
presented.  This deduction will be based on the Attendance Sheet where under Uniform, the instructor and/or
proctor marks “INC” for anyone who does not wear the School uniform as prescribed.

The instructor or proctor will not ask a question nor give a reminder.  He or she will just mark “INC” opposite the
name of the student who is not wearing the prescribed uniform.  Anybody who has a question regarding the
marking is free to see the Administrator or any of the school officers.  As a general rule, we do not see any reason
for not wearing the prescribed uniform. 

Violations of the Dress Code on Clinical and Skills Lab Days

Any student not in complete uniform will be denied admittance to any skills laboratory and/or clinical class.  The
student will be marked “ABSENT” for the day, and like any absence, the student needs to make up for it within
the term the absence occurred.  No promotion to the next term or graduation (when in Term 4) will be granted
for students with absences not made up for.

The student will not receive any warning nor reminder.  The clinical instructor will just mark “INC” for uniform
and “ABSENT” opposite the student’s name if he or she is not wearing the complete uniform as prescribed in this
policy.

Student Identification Cards

The student Identification Card (ID) issued to a student is part of the School uniform.  It must be worn by the
student at all times when on campus and in the affiliated training facilities.  Failure to wear the School ID will
result in the student being marked for a dress code violation, subject to the provisions of the School Uniform
Policy.

The ID is issued and charged as part of the student’s school uniforms and supplies.  If a student requests for a
replacement ID, a photo and the currently published fee will be collected up front.  A temporary ID will then be
issued which is valid for one week while the replacement ID is being processed.  A replacement ID request is
noncancellable.
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Student Records and FERPA

Official educational records are maintained for each student from the date of enrollment.  Educational records
are defined as files, materials, and documents which contain information related to a student and are maintained
by the Registrar.  

Students are advised that State law requires the College to maintain pertinent educational records for five years. 
However, academic transcripts are retained permanently.    Students have the right to review, inspect, and/or
challenge the information contained within his or her records.  A student who wishes to obtain access to his or
her educational records may do so in the presence of the Registrar or a designated representative.  Students are
not entitled to inspect the financial records of their parents.  

Student records are confidentially protected through the provisions of the Family Educational Rights and Privacy
Act (FERPA) of 1974, as amended.  Marian College, Marian Health Careers Centers adheres to the Buckley
Amendment whose primary intent is to provide students access to their educational records and to limit
dissemination of personally identifiable information without the students’ written consent.

The following information, considered “directory information” may be disclosed to the public by any College
employee unless the student specifically requested in writing that this information be withheld:

1. Name
2. Local address & telephone number
3. Date and place of birth
4. Major or program of study
5. Enrollment status
6. Year in school
7. Participation in sports

8. Weight and height of athletes
9. Dates of enrollment
10. Degrees and awards granted
11. Most recent attendance or previous educational

institution
12. Anticipated graduation date

A student’s consent is required for the disclosure or publication of any non-directory information with the
following exceptions:

1. School officials with legitimate educational interest
2. Other schools to which a student is transferring
3. Specified officials for audit or evaluation purposes
4. Appropriate parties in connection with financial aid to a student
5. Organizations conducting certain studies for or in behalf of the School
6. Accrediting organizations
7. To comply with a judicial order or lawfully issued subpoena
8. Appropriate officials in cases of health and safety emergencies
9. State and local authorities, within a juvenile justice system, pursuant to specific State law

A student’s written consent must contain following before educational records may be disclosed to third parties:
Date of request; Student’s signature & social security number; Specific contact name or agency; Summary of
information which may be released.
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Notice of Privacy Regarding Your Medical Information

Marian College, Marian Health Careers Center complies Health Insurance Portability and Accountability Act of
1996 (HIPAA).  It collects medical information from the students in so far as is reasonable to ensure that only
healthy individuals without any contagious and communicable diseases are enrolled in its program of study.  This
is done to safeguard the student body, its faculty and staff, and the affiliate hospitals and clinics where it sends
its students for clinical practice.

In view of the above, the medical information Marian College, Marian Health Careers Center collects from its
students is shared with our affiliate clinical training facilities every time a student does clinical rotation.  To
safeguard the student’s medical information, the School Personnel may access the same information according
to the following conditions:

1. They will access your health and medical information only in so far as it is necessary in order for you to do the
clinical rotation at a specific clinical site.

2. They are under strict obligation not to divulge, copy, release, sell, loan, review, alter, or destroy any of this
confidential information for any other purpose.

This Institution is required by law to abide by this Notice.  

By signing the Enrollment Agreement after receipt of the School Catalog, Student Handbook,  you authorize
Marian College, Marian Health Careers Center to use and disclose your medical information solely in order for
you to do clinical rotation in its affiliated clinical training facilities.

Background Check and Drug Screening Consent and Release

A background check and drug screening is a required part of the admission process, clinical rotation, and/or a
condition of continued enrollment.  Some College-affiliated clinical facilities may also require disclosure of a
student’s background check report and drug screening results prior to permitting the student to participate in
the educational program at the facility. 

Marian College engages the services of private licensed agencies to conduct background checks and drug
screening.  A favorable review of this information by Marian College as a condition for admission, clinical rotation,
and/or continued enrollment is not binding upon a clinical facility.  A clinical facility may refuse to permit a
student to participate in the clinical rotation if background check information or drug screen results are not
provided, or if upon review of a student’s background check or drug screen, it determines the student is
disqualified.  

As an enrolled student, you authorize Marian College, Marian Health Careers Center to obtain and review your
background check reports and drug screens.  If requested, you authorize the College to release background check
reports and drug screens in its possession to affiliated clinical facilities that you may attend as part of your
educational requirements.  This information is being released so that the clinical facility may verify your 
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qualifications to participate in the educational program or clinical assignments offered at the facility or for
auditing and accreditation purposes.  

Furthermore, you grant Marian College permission to access and release certain identifying information, such as
your social security number, State ID or driver’s license number, and date of birth, for purposes stated in the
aforementioned background check and drug screening reports.

Confidentiality and Disclosure of Patient Information

As a student with access to patients’ protected health information, medical images, reports, employee
information, and financial information from our affiliate hospitals and clinics due to your clinical practice, you will
have access to what this agreement refers to as “confidential information.”  The purpose of this policy is to help
you understand and acknowledge both your legal and ethical responsibility regarding confidential information.

Confidential information includes, but is not limited to patients’ protected health information, medical images,
reports, employee information, and financial information.  You may learn of, or have access to, some or all of this
confidential information through your clinical practice at our affiliate hospitals and clinics.  Confidential
information is valuable and sensitive and is protected by law and by strict School and Clinical Training Facility
policies.  The intent of these laws and policies is to assure that confidential information will remain confidential,
that is, that it will be used only as necessary to provide authorized patient care.

As a student, you are required to conduct yourself in strict conformance with applicable State and federal laws
and School and Clinical Training Facility policies governing confidential information.  Your principal obligations
in this area are explained below.  You are required to read and abide by these duties.  Any breach or threatened
breach of any of these duties shall be a ground for severe disciplinary action, which may include, but is not limited
to, termination from the program you are now taking.

Accordingly, as a condition of, and in consideration of, your access to confidential information, you agree to
comply with the following conditions:

1. You will use confidential information only as needed to complete your training as a student.  This means,
among other things that:
a. You will only access information of which you have a need to know.
b. You will not in any way divulge, copy, release, sell, lend, review, alter, or destroy any confidential

information.
c. You will not misuse confidential information or carelessly handle confidential information.

2. You will accept responsibility for all activities you have undertaken regarding confidential information.
3. You understand that your obligation under this agreement will continue after your clinical training in our

affiliate sites.
4. You will be responsible for your misuse or wrongful disclosure of confidential information.  You understand

that your failure to comply with this agreement may result in your termination from the program you are
enrolled in, as well as a legal liability for breach of confidentiality.
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Compliance with Health Insurance Portability and Accountability Act (HIPAA)

You shall comply with all applicable federal and State laws, rules and regulations, including, without limitation,
those laws and regulations governing the maintenance of medical records and confidentiality of patient
information as well as with all standards promulgated by any relevant accrediting agency.  You agree to comply
with the applicable provisions of the Administrative Simplification section of the Health Insurance Portability and
Accountability Act of 1996, as codified at 42 U.S.C., Section 1320d through d-8 (“HIPAA”), and the requirements
of any regulation promulgated thereunder including, without limitation, the Federal Privacy Regulations as
contained in 45 CFR Part 164 (the “Federal Privacy Regulations”) and the Federal Security Standards as contained
in 45 CFR Part 142 (the “Federal Security Regulations”).

You agree not to use or further disclose any protected health information, as defined in 42 U.S.C., Section 130d
(collectively, the “Protected Health Information”) concerning a patient other than as permitted by this agreement
and the requirements of HIPAA or regulations promulgated under HIPAA including, without limitation, the Federal
Privacy Regulations and the Federal Security Regulations.

By signing your Enrollment Agreement after receipt of the School Catalog, Student Handbook you agree to your
rights and responsibilities as a student including compliance with the Confidentiality and Disclosure of Patient
Information policy.

Publication of Information, Photographs, and Electronic Files

Marian College, Marian Health Careers Center may wish to publish names, photographs, films, videos, or other
electronic representations and/or sound recordings of students and employees in bulletin boards, the School
Website or other social networking sites on an Internet accessible World Wide Web server, flyers, brochures, and
newspapers, for marketing and public relations purposes.  Students and employees recognize that the information
and files published through the World Wide Web, or other electronic and print media, is not private and can be
reviewed, copied, downloaded, and transmitted by anyone, and that the School has no control over this.

Students enrolled in and all employees of Marian College, Marian Health Careers Center, assign and grant the
School the right and permission to use and publish their names, photographs, films, videos, or other electronic
representations and/or sound recordings made of themselves.  Students and employees waive, release, and
forever discharge any and all claims, demands, or causes of action against the School and its faculty, staff,
employees, agents, contractors, and any other person, organization, or entity assisting them in connection with
the posting and use of such information or files in printed publications or through the Internet, and expressly
assume the risk of any injury or damage resulting from said manner of using the files and information.

Students and employees also authorize the reproduction of all aforementioned files without limitation at the
discretion of Marian College, Marian Health Careers Center, and specifically waive any right to any compensation
they may have for any of the foregoing.  Students and employees, who wish, may request in writing that
information, photographs, films, videos, or electronic representations and/or sound recordings of themselves not
be published.
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Copyright and Fair Use Guidelines

Copyright infringement is the act of exercising, without permission or legal 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 reproduce or distribute a copyrighted work. In the file-sharing context,
downloading or uploading substantial parts of a copyrighted work without authority constitutes an infringement.
Penalties for copyright infringement include civil and criminal penalties. In general, anyone found liable for civil
copyright infringement may be ordered to pay either actual damages or “statutory” damages affixed at not less
than $750 and not more than $30,000 per work infringed. For “willful” infringement, a court may award up to
$150,000 per work infringed. A court can, in its discretion, also assess costs and attorneys’ fees. For details, see
Title 17, United States Code, Sections 504, 505. Willful copyright infringement can also result in criminal penalties,
including imprisonment 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 Office at: www.copyright.gov. 

Copyright protected works include the following categories:

1. literary works
2. musical works, including any accompanying words; dramatic works, including any accompanying music
3. pantomimes and choreographic works
4. pictorial, graphic, and sculptural works
5. motion pictures and other audiovisual works
6. sound recordings
7. and architectural works

Some materials are generally not eligible for federal copyright protection.  These include: 

1. Works that have not been fixed in a tangible form of expression (for example, choreographic works that have
not been notated or recorded, or improvisational speeches or performances that have not been written or
recorded)

2. Title, names, short phrases, and slogans; familiar symbols or designs; mere variations of typographic
ornamentation, lettering, or coloring; mere listings of ingredients or contents

3. Ideas, procedures, methods, systems, processes, concepts, principles, discoveries, or devices, as distinguished
from a description, explanation, or illustration

4. Works consisting entirely of information that is common property and containing no original authorship (for
example: standard calendars, height and weight charts, tape measures and rulers, and lists or tables taken
from public documents or other common sources)
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One of the rights of the owner of copyright is the right to reproduce or to authorize others to reproduce their
work.  This right is subject to certain limitations found in sections 107 through 108 of the copyright law (Title 17,
U.S. Code).  Section 107 lists four factors to be considered in determining whether or not a particular use is fair:

1. The purpose and character of the use, including whether such use is of commercial nature or is for nonprofit
educational purposes

2. The nature of the copyrighted work
3. The amount and substantiability of the portion used in relation to the copyrighted work as a whole
4. The effect of the use upon the potential market for, or value of, the copyrighted work

For the Institution’s purposes, we have adapted the following common interpretations on copyrighting materials
for classroom use.

Classroom Copyright Chart
Source: http://halldavidson.net/copyrigh.pdf

Medium What You Can Do According To The Fine Print

Printed Material

• Poem less than 250 words
• Excerpts of 250 words from a poem
greater than 250 words
• Articles, stories, or essays less than 2,500
words
• Excerpt from a longer work (10% of work
or 1,000 words, whichever is less - but a
minimum of 500 words)
• One chart, picture, diagram, graph,
cartoon or picture per book or per periodical
issue
• Two pages (max) from an illustrated work
less than 2,500 words (like children’s books)

Teachers may make multiple copies for
classroom use.

United States Copyright
Office,
Circular 21

No more than 1 copy per student.
Usage must be: at the “instance and
inspiration of a single teacher” and when
the time frame doesn’t allow enough
time for asking permission.
Only for 1 course in the school.
No more than 9 instances per class per
term (current news publications such as
newspapers can be used more often).  
Don’t create anthologies.  
“Consumables” cannot be copied.
Don’t do it every term (if time allows,
seek permission).
Can’t be directed by “higher authority.”
Copying can’t substitute for buying.
Copies may be made only from legally
acquired originals.

• A chapter from a book
• An article from a periodical
• Short story, short essay, short poem
• Chart, graph, diagram, drawing, cartoon,
picture from a book, periodical, or
newspaper
• Portions of a work
• An entire work
• A work if “the existing format in which a
work is stored has become obsolete

Teachers may make a single copy for
teacher use for research or lesson
preparation.
A librarian may make up to 3 copies
“solely for the purpose of replacement
of a copy... that is damaged,
deteriorating, lost or stolen”

United States Copyright
Office,
Circular 21

Section 108, Copyright Act
(1976) as amended by the
Digital Millennium Copyright
Act

Same as above

The library must first determine that after
“reasonable investigation that copy...
cannot be obtained at a fair price” or that
the format is obsolete.

Text for Use in Multimedia Projects

• Same rights as “Printed Material” above Students may incorporate text in
multimedia projects.
Teachers may incorporated into
multimedia for teaching courses.

Fair Use Guidelines for
Educational Multimedia

Teachers may use for 2 years, after that
permission is required.
Students may keep in portfolio for life.
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Classroom Copyright Chart
Source: http://halldavidson.net/copyrigh.pdf

Medium What You Can Do According To The Fine Print

Video

• Videotapes (purchased)
• Videotape (rented)
• DVD; Video CDs
• Laser Discs

Teachers may use these materials in
the classroom without restrictions of
length, percentage, or multiple use

May be copied for archival purposes or
to replace lost, damaged, or stolen
copies

Section 110 of the Copyright
Act

The material must be legitimately
acquired (a legal copy).
It must be used in a classroom or similar
place “dedicated to face-to-face
instruction.”
Not for use as entertainment or reward.
The use should be instructional.
The place should be a non-profit
educational institution.
If replacements are unavailable at a fair
price or are available only in obsolete
formats (e.g., Betamax videos)

Videos (“Motion Media”) for Use in
Multimedia Projects

• Videotapes
• DVD, Video CDs
• Laser Discs
• QuickTime Movies
• Encyclopedias (CDROM)

Students “may use portions of lawfully
acquired copyrighted works in their
academic multimedia,” defined as 10%
or 3 minutes (whichever is less) of
“motion media”

Fair Use Guidelines for
Educational Multimedia

“Proper attribution and credit must be
noted for all copyrighted works included
in multimedia, including those prepared
under fair use.” Tina Ivany, UC San Diego
12/08/98

Video for Integration into Video Projects

• Videotapes
• DVD, Video CDs
• Laser Discs
• QuickTime Movies
• Encyclopedias (CDROM)

Students “may use portions of lawfully
acquired copyrighted works in their
academic multimedia,” defined as 10%
or 3 minutes 

Fair Use Guidelines for
Educational Multimedia

The material must br legitimately
acquired (a legal copy, not bootleg or
home recording)

Illustration and Photographs

• Photograph
• Illustration
• Collections of photographs
• Collections of illustrations

Single works may be used in their
entirety but not more than 5 images by
an artist or photographer.
If from a collection, not more than 15
images or 10%, whichever is less.

Fair Use Guidelines for
Educational Multimedia

Older illustrations may be in the public
domain, but the collection may be
copyrighted.

Music for Integration into Multimedia/Video
Projects

• Music Up to 10% of a copyrighted musical
composition may be reproduced,
performed and displayed as part of a
multimedia program produced by an
educator or student for educational
purposes

Fair Use Guidelines for
Educational Multimedia

Some authorities site a maximum length
of 30 seconds (www.indiana.edu), some
do not mention a maximum (Tina Ivany,
UC San Diego 12/08/98)
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Classroom Copyright Chart
Source: http://halldavidson.net/copyrigh.pdf

Medium What You Can Do According To The Fine Print

Computer Software

• Purchased Software
• Licensed Software

Software may be lent by library.
Software may be installed at home
and at school.
Software may be installed on multiple
machines
Software may be copied for archival
use to replace lost, damaged, or
stolen copies.
Software can be distributed to users
via a network.
Librarian may make archival copies

Sections 107 and 108 of
C o p y r i g h t  A c t  a n d
subsequent amendments

Take aggressive action to monitor that
copying is not taking place (for retention)
Only one machine at a time may use the
program.
The number of machines being used must
never exceed number of licenses.
May be copied, if unavailable at a fair price or
is an obsolete format.
The number of simultaneous users must not
exceed the number of licenses.
A network license may be required for
multiple users.

Internet

• Internet Connections
• World Wide Web

Images may be downloaded for
student projects.
Sound files may be downloaded for
use in projects

Fair Use Guidelines for
Educational Multimedia
and DMCA

Images may not be re-posted onto the
Internet without permission.
Sound or music files may not be copied and
posted on the Internet without permission.

Internet

• Internet Connections
• World Wide Web

Images may be downloaded for
student projects.
Sound files may be downloaded for
use in projects

Fair Use Guidelines for
Educational Multimedia
and DMCA

Images may not be re-posted onto the
Internet without permission.
Sound or music files may not be copied and
posted on the Internet without permission.

Television

• Broadcast
• ABC
• NBC
• PBS
• Tapes made from Broadcast

Live “off the air” broadcasts may be
used for instruction.
Tapes made from broadcasts may be
used for instruction

Congress Things get interesting when you want to
retain tapes.
Minimum rights allow for 10 school days.
Some right holders often allow for much
more.

Cable Television

• CNN
• MTV
• HBO (etc.)
• Tapes made from cable

May be used without permission.
Many programs may be retained for
years - depending on program
Check with Cable in  Classroom
(http://www.ciconline.org/main.cfm)

Cable Systems (and their
associations)

The guidelines for television programs were
defined by Congress before cable television
was a factor.
Cable programs are not technically covered
by the same guidelines as broadcast
television.

Film or Filmstrip

• 16 mm films
• filmstrips

“Teachers may duplicate a single copy
of a small portion...for teaching
purposes.”

Copyright Policy and
Guidelines for California’s
School Districts, California
Department of Education

These must be films or filmstrips that you
own.

Sources: United States Copyright Office (http://www.copyright.gov/circs/circ01.pdf); http://www.copyright.gov/fls/fl102.html; http://halldavidson.net/copyrigh.pdf
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Peer-to-Peer File Sharing

Peer-to-Peer (P2P) file sharing allows users to download files such as music, movies, and games using a file sharing
software that searches for other connected computers called “peers.”  Similarly, other computers on the network
are able to search for files on your computer.

This policy is aimed at limiting the exposure of Marian College, Marian Health Careers Center to security risks and
liabilities associated with the irresponsible use of School resources for illegal file sharing activities and comply with
the Higher Education Opportunities Act (HEOA).

This policy applies to all computer workstations, laptops, servers, networked appliances, and any other device
owned by the School; or any device using School network resources, even if that device is privately owned by an
student, employee, or third party.  This policy applies to all individuals, regardless of affiliation or status with
Marian College, Marian Health Careers Center, at such time that they are using any resource described in this
paragraph.

The distribution, downloading, uploading, or sharing of any material, software, data, document, sound, picture,
or any other file is strictly prohibited if that material is:

1. Specified as illegal by any federal or State law, statute, proclamation, order, or decree
2. Copyrighted and not authorized for distribution by the copyright owner
3. Considered to be proprietary, privileged, private, or otherwise vital to the operation of the School; including,

but not limited to, personnel, student, financial records, or any material governed by federal and state
regulations

4. A virus or malicious software for the purpose of deployment or implementation with ill-intent

An example of a prohibited activity is downloading a “cracked” copy of a commercial software title, so that it may
be used without the purchase of a valid license.  An example of a permitted activity is downloading music files
from a musician’s website, where the artist has explicitly given permission to download those files.

All individual persons or groups utilizing the School’s networks, including but not limited to, employees, students,
guests, and other third parties, are financially responsible for events or consequences resulting from their own
use of the School’s network resources.

A student or employee found to have violated this policy may be subject to suspension or termination. 
Employees, students, and third parties violating this policy  may face legal and civil penalties.  Under federal laws,
a person infringing on copyright may be obligated to repay significant amounts if it is proven that the copyright
infringement was willful.  It is a federal crime to infringe copyright when it can be proven that the violation was
committed willingly to attempt to profit.  An individual convicted of infringing copyright can face imprisonment.
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Student Services

The College maintains a Student Services Department to assist students with obtaining access to programs outside
the classroom.  Academic counseling sessions by instructors, remediation, and tutoring, are available to all
students at the College.  The campus administrators also act as guidance counselors and advice students on
academic or other matters.  Students may also be referred to community professionals for personal, non-
academic counseling.

Bus pass, ride-share, and Metrolink information, list(s) of apartment lessors, and names of nearby hospitals,
restaurants, and libraries may be secured from the Student Services Department.

Photo identification is provided to each student.

The Director of Student Services coordinates the College’s activities including, but not limited to the following:
Foundation Day, Annual Field Day, Family Day, Capping, Badging, & Candle-Lighting Ceremony, Graduation
Ceremony, Holiday Party, Career Days, and Field Trips.

Voter registration information may be obtained from the California Department of State website at:
http://www.sos.ca.gov/elections/elections_vr.htm

The offices and classrooms are located in buildings that provide accessibility for disabled clients like ramps and
Braille signs. 

Housing

The Institution does not have dormitory facilities under its control, and does not assume responsibility to find or
assist a student in finding housing.  Approximate cost for a one bedroom apartment in the vicinity of our
campuses range from $1200 - $1800/month.

Career Counseling

Students are counseled individually as often as necessary.  Counseling takes place in the monitoring by the
instructor and program director of student progress as scheduled.  Instructors also conduct counseling as part
of their daily class activities.  Career Days are also conducted and prospective employers are invited to the School
to give the students information on the job market.  Job placement assistance is offered to those who seek it.
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Grading System

Marian College, Marian Health Careers Center utilizes an absolute grading system as follows:

90% - 100% = A Passed = P
80% - 89% = B Failed = F
75% - 79% = C Incomplete = INC
Below 75 % = F Withdrawn = W

The quality of a student’s clinical work may be measured by:  Passed (P) or Failed (F)

Incomplete (INC) grades must be completed no later than 180 days from the date it was incurred.  Failing to meet
this deadline will result in the assignment of an “F” grade.

Satisfactory Academic Progress (SAP)

Marian College, Marian Health Careers Center Inc. implements a uniform Satisfactory Academic Progress Policy
(SAP) to all Title IV (federal financial aid) and non-Title IV recipients.  The same policy also applies to full-time and
part-time students in the same program.

All students must maintain satisfactory academic progress in order to continue in their course of study and to
continue to receive financial aid from federal and state aid programs, if qualified.  

All students are considered to be making satisfactory progress when they begin school, when doing repeat
subjects, and during any probationary period, for purposes of determining financial aid eligibility.   A student can
only repeat a subject once.

Students are allowed to complete and pass all course work for up to a maximum of 150% of the time enrolled. 
There is no extra fee for remaining in school beyond 100% up to 150% of the time enrolled.

Approved transfer credits from other institutions will be counted as both attempted and completed hours, and
will count toward the 150% maximum time frame to complete the program.

Students with “Incomplete” or “Failed” grades are not considered to be in satisfactory academic progress and
must seek advising from the Program Director for reinstatement.  Reinstatement may be done by remediation,
removal exams or repeat subjects to the extent allowed by the academic standards of the program of study.

Students who withdraw from the program will be considered in satisfactory academic progress up to their last
date of attendance unless they have been dismissed for lack of academic progress.
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Satisfactory Academic Progress Measurement

Qualitative Standards Required for SAP:

1. These standards apply to first-attempts, repeats, or completion of “Incomplete” grades.
2. A student must attain an academic grade of 75% in each subject, to be able to progress to the next subject.
3. A student must attain a “Passed” or “P” grade in each clinical subject to progress to the next subject.
4. A student must complete course objectives in each subject.
5. A student who withdraws from the program will be deemed in satisfactory academic progress up to the last

subject with a passing grade.

Quantitative Standards Required for SAP:

1. These standards apply to first-attempts, repeats, or completion of “Incomplete” grades.
2. A student must meet the attendance criteria allowing a maximum of 2 theory and 3 clinical or skills lab

absences per term.
2. The maximum time frame for completion of the program is 150% of its published length, i.e., the maximum

time allowed to complete the 1534-hour Vocational Nursing Program is 2301 hours.
3. Repeating a subject or doing completion work for “Incomplete” grades will count toward the maximum

allowable time frame of 150% of the program.
4. When a student withdraws from the program, the number or hours completed up to the withdrawal date will

be considered when measuring SAP.

To coincide with the measurement points required by federal financial aid programs, the determination
points for satisfactory academic progress will be as follows:

End of First Payment Period at the completion of 450 Hours
End of Second Payment Period at the completion of 900 Hours
End of Third Payment Period at the completion of 1,217 Hours
End of Fourth Payment Period at the completion of 1,534 Hours

Satisfactory Academic Progress Notification

The Registrar releases grades and issues progress reports to students at the end of each subject.  The progress
report will show whether or not the students have met satisfactory academic progress.

The Financial Aid Office will review SAP at scheduled determination points throughout the program using the
Financial Aid Office Review and Disbursement Approval Form.  If needed at this time, students will also be given
written warnings or notifications on SAP probation, ineligibility, and how to re-establish SAP.  
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Students who want to appeal their SAP ineligibility will have to do it in writing and provide proof of any mitigating
circumstances (e.g., death in the family, an injury or illness of the student, or other special circumstances) and
explain what has changed in their situation that will allow them to demonstrate SAP at the next measurement
point.

If a SAP appeal is approved, financial aid eligibility will be reinstated and monitoring SAP status will be done at
the next scheduled measurement points.

If a SAP appeal is denied, students may continue to attend school as a self-paying student only if the Course
Repeat Policy allows.

Generally, due to the Course Repeat Policy that only allows a subject to be repeated once, students who are on
SAP probation will get reinstated to good standing at the next measurement point, or be dismissed from the
program altogether.

Academic Standards

Progression Policy

1. The passing grade in every academic subject is 75%.
2. A subject or a term may be repeated only once.  This means that a student who gets a grade below 75% in

a repeated subject will be automatically dismissed from the Vocational Nursing Program.
3. Final grades for each subject is computed based on the following:

Average of Quizzes 30%
Average of Unit Tests 45%
Final Exams 25%
Final Subject Grade 100%

4. In clinical rotations, a student needs to receive a “Passed” or “P” grade in order to be promoted to the next
term.

5. Failure in a theory subject means automatic failure in the corresponding clinical subject, and both must be
repeated if eligible, on a space-availability-basis.

6. Failure in a clinical subject means automatic failure in the corresponding theory subject, and both must be
repeated if eligible, on a space-availability-basis. 

7. 8. The approval of the Program Director based on availability, is needed to repeat a subject.  A student may
only repeat a subject if the same subject is currently being offered by the School.  Otherwise, the student
will be terminated from the program if the class that needs to be repeated is not currently being offered.

9. Students have the option to request for special classes in writing, in cases when a subject that needs to be
repeated is not currently being offered.  Special classes are only available for Anatomy & Physiology (VN101),
and Pharmacology (VN201). Special classes are charged separately.
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Vocational Nursing - Term I

1. Term I has the following subjects:
VN 101 - Anatomy & Physiology (54 Hours)
VN 102 - Nursing Fundamentals: Nursing Process, Growth & Development, Nutrition, Critical

Thinking, Communication, Ethics & Unethical Conduct, Culturally Congruent Care (91
Hours)

VN 103 - Nursing Fundamentals: Skills Laboratory & Clinical Rotation (239 Hours)
2. A student must pass VN 101 with a grade of at least 75% to be able progress to VN 102.  A student must pass

VN 102 with a grade of at least 75% and must have a “Passed” or “P” grade in VN 103 to be able to progress
to Term II.

3. A student with a unit test or final exam score between 70% and 74% may take a removal exam for a fee.  The
highest possible grade in a removal exam is only 75%.  A student has the option to take a removal exam for
unit tests and final examinations only.  There is no removal exam option for quizzes.

4. A student with a final subject grade between 70% and 74% may take a comprehensive removal exam for the
subject.  The highest possible grade in a comprehensive exam is only 75% and will replace the final subject
grade.  If a student gets a grade below 75% in a comprehensive removal exam, he or she may repeat the
subject only once, subject to the provisions of the Progression and Remediation Policy.

5. Removal exams and comprehensive removal exams are administered within 4 days from the initial failed test.
Current removal exam fees are indicated in the appendices to this School Catalog, Student Handbook.

6. There is no removal exam option for grades below 70% in unit tests, final exams, or final subject grades.  The
student will be subject to the repeat policy described in this School Catalog, Student Handbook.

7. A student who repeats VN 102 must also repeat VN 103 concurrently, and vice versa.  
8. Term I GPA is the average grade of VN 101 and VN 102. 

Vocational Nursing - Term II

1. Term II has the following subjects:
VN 201 - Pharmacology (54 Hours)
VN 202 - Medical-Surgical Nursing 1: Introduction (Geriatrics, Psychology, Patient Education,

Nutrition, End of Life Care) (91 Hours)
VN 203 - Medical-Surgical Nursing 1: Skills Laboratory & Clinical Rotation (239 Hours)

2. A student must pass VN 201 with a grade of at least 75% to be able progress to VN 202.  A student must pass
VN 202 with a grade of at least 75% and must have a “Passed” or “P” grade in VN 203 to be able to progress
to Term III.

3. A student with a unit test or final exam score between 70% and 74% may take a removal exam for a fee.  The
highest possible grade in a removal exam is only 75%.  A student has the option to take a removal exam for
unit tests and final examinations only.  There is no removal exam option for quizzes.

4. A student with a final subject grade between 70% and 74% may take a comprehensive removal exam for the
subject.  The highest possible grade in a comprehensive removal exam is only 75% and will replace the final
subject grade.  If a student gets a grade below 75% in a comprehensive exam, he or she may repeat the
subject only once, subject to the provisions of the Progression and Remediation Policy.
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5. Removal exams and comprehensive removal exams are administered within 4 days from the initial failed test.
Current removal exam fees are indicated in the appendices to this School Catalog, Student Handbook.

6. There is no removal exam option for grades below 70% in unit tests, final exams, or final subject grades.  The
student will be subject to the repeat policy described in this School Catalog, Student Handbook.

7. A student who repeats VN 202 must also repeat VN 203 concurrently, and vice versa.
8. Term II GPA is the average of VN 201 and VN 202.

Vocational Nursing - Term III

1. Term III has the following subjects:
VN 301 - Medical-Surgical Nursing 2: Integumentary, Musculoskeletal, Gastrointestinal, Respiratory,

Cardiovascular, Immune, and Endocrine Systems (145 Hours)
VN 302 - Medical-Surgical Nursing 2: Clinical Rotation (238 Hours)

2. A student must pass VN 301 with a grade of at least 75% and must have a “Passed” or “P” grade in VN 302
to be able to progress to Term IV.

3. A student with a unit test or final exam score between 70% and 74% may take a removal exam for a fee.  The
highest possible grade in a removal exam is only 75%.  A student has the option to take a removal exam for
unit tests and final examinations only.  There is no removal exam option for quizzes.

4. A student with a final subject grade between 70% and 74% may take a comprehensive removal exam for the
subject.  The highest possible grade in a comprehensive removal exam is only 75% and will replace the final
subject grade.  If a student gets a grade below 75% in a comprehensive exam, he or she may repeat the
subject only once, subject to the provisions of the Progression and Remediation Policy.

5. Removal exams and comprehensive removal exams are administered within 4 days from the initial failed test.
Current removal exam fees are indicated in the appendices to this School Catalog, Student Handbook.

6. There is no removal exam option for grades below 70% in unit tests, final exams, or final subject grades.  The
student will be subject to the repeat policy described in this School Catalog, Student Handbook.

7. A student who repeats VN 301 must also repeat VN 302 concurrently, and vice versa.
8. Term III GPA is the final subject grade in VN 301.

Vocational Nursing - Term IV

1. Term IV has the following subjects:
VN 401 - Medical-Surgical Nursing 3: Reproductive System, Urinary System, Communicable Diseases,

Nervous System, Rehabilitation Nursing (73 Hours)
VN 402 - Maternity Nursing (30 Hours)
VN 403 - Pediatric Nursing (30 Hours)
VN 404 - Leadership & Supervision (6 Hours)
VN 405 - Career Opportunities (6 Hours)
VN 406 - Medical-Surgical Nursing 3: Clinical Rotation (238 Hours)

2. A student must pass VN 401, VN 402, and VN 403 with final subject grades of at least 75% and must have a
“Passed” grade in VN 404, VN 405, and VN 406 to be able to graduate.

Page 61



Grading, Satisfactory Progress, Course Completion

3. A student with a unit test or final exam score between 70% and 74% may take a removal exam for a fee.  The
highest possible grade in a removal exam is only 75%.  A student has the option to take a removal exam for
unit tests and final examinations only.  There is no removal exam option for quizzes.

4. A student with a final subject grade between 70% and 74% may take a comprehensive removal exam for the
subject.  The highest possible grade in a comprehensive removal exam is only 75% and will replace the final
subject grade.  If a student gets a grade below 75% in a comprehensive exam, he or she may repeat the
subject only once, subject to the provisions of the Progression and Remediation Policy.

5. Removal exams and comprehensive removal exams are administered within 4 days from the initial failed test.
Current removal exam fees are indicated in the appendices to this School Catalog, Student Handbook.

6. There is no removal exam option for grades below 70% in unit tests, final exams, or final subject grades.  The
student will be subject to the repeat policy described in this School Catalog, Student Handbook.

7. A student who repeats any of VN 401, VN 402, or VN 403 must also repeat VN 406 concurrently, and vice
versa.

8. Term IV GPA is the average of VN 401, VN 402, and VN 403.

Remediation Policy

Theory Remediation

A student who obtains a grade below 75% in a quiz, test, or exam will be advised to attend a remediation program
with the Program Director or an assigned instructor.  Details of the remediation plan will be given by the assigned
instructor to the student in writing using the Notice of Unsatisfactory Academic Progress and Action Plan for
Success form.  Acceptable methods for remediation include supplemental classes after lecture hours from 2 pm
to 3 pm , case studies, homework, research, or written examination.

If the student does not carry out the remediation plan and/or continues to be unable to meet the theory course
objectives, the student may be placed on probation, advised to withdraw from the program, or fail the course.

Skills Laboratory or Clinical Remediation

A student who fails to demonstrate skills competency or demonstrates inability to meet the clinical objectives,
will be advised to attend a remediation program with the Program Director or an assigned instructor.  Details of
the remediation plan will be given by the assigned instructor to the student in writing using the Notice of
Unsatisfactory Academic Progress and Action Plan for Success form.  Acceptable methods for remediation include
performance evaluation in skills laboratory or additional time in the clinical area.

If the student does not carry out the remediation plan and/or continues to demonstrate any unsafe behavior in
the clinical setting, the student may be placed on probation, advised to withdraw from the program, or fail the
course.

Page 62



Grading, Satisfactory Progress, Course Completion

Course Repeats

Students who cannot attend the remediation program in the failed subject(s), or who fail the removal
examination, are allowed to repeat each subject only once.  Permission to repeat the subject is obtained from
the Program Director.  There is no fee to repeat a subject at a regular class schedule.  Attendance in the repeated
subject counts toward the quantitative measurement of satisfactory academic progress where the maximum
allowable hours to complete each program is 150% of the normal program length, and is credited toward
graduation.  While repeating a subject, the student is deemed to be in satisfactory academic progress.

If there is no regular class schedule for Anatomy & Physiology (VN101), and Pharmacology (VN201) and these
subjects are be repeated, a special class may be opened at the discretion of the Program Director.  Special classes
may require a fee and current rates are published as an appendix to this School Catalog, Student Handbook.

A subject may be repeated only once, and the new grade must be at least 75%.  A higher grade for any
repeated subject will be marked up to 75%.  A student who fails on any repeated subject will be terminated
from the program.  

A student who fails a theory class must repeat the theory and the clinical component of the same class.  A
student who fails a clinical class only, will have to repeat the corresponding theory component of the same
class.  In either instance, a student can only repeat a subject once.

Academic Probation

Probation is a period of time when a student undergoes an evaluation of progress by a faculty member or the
Program Director.  This time period includes observation of behavior, attitude, responsibility, skills and academic
testing.

Students who do not meet the satisfactory progress policy will be placed on probation.  Probation status may also
be initiated if a student jeopardizes minimum patient care standards or when patterns of behavior or
performance interfere with student and class progress.

Probation status will remain in effect for a period not to exceed 4 weeks.  Students who do not meet the
requirements under the probation provisions will be terminated.

Suspension

Suspension is the temporary removal of a student from school and its privileges.  Students may be suspended for
inappropriate behavior, not following school policies, interfering with the teaching-learning process or violating
the policies detailed in this School Catalog, Student Handbook.
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Probation and Suspension Procedures

The following procedures will be followed for probation and/or suspension:

1. The student will be promptly informed, verbally and in writing, by the Program Director, or Campus
Administrator, about his or her probation or suspension.

2. The student will be counseled as to the terms of the probation or suspension by the Program Director.  The
terms of probation or suspension will be in writing and will include the time frame and the criteria for removal
from probation or suspension status.

3. If the student’s performance remains below the minimum acceptable standards of the criteria at the
completion of the probation or suspension period, he or she will be terminated.

Termination and Dismissal Policy

A student enrolled in any program may be terminated or dismissed for any or all of the following reasons:

1. The student is unable to conduct himself or herself in a professional manner in the classroom and/or clinical
or laboratory setting.

2. The student has violated the Conduct Policy as described in this School Catalog, Student Handbook.
3. The student did not pass the Removal Examination after probation or the repeat class, as described in the

academic guidelines.
4. The Program Director and Faculty have concluded that all efforts to remediate the student have been

exhausted.
5. The student has exceeded the 150% normal completion time but has not completed all required course work.

Student Grievance Policy

The purpose of the grievance policy is to provide a means of resolving student complaints regarding a decision
or action by the College representatives, that adversely affects the student’s status, rights or privileges.  It is
recommended, by the College, that a complaint be resolved by the following procedures:

1. Discuss the problem with the instructor.
2. If not resolved by the instructor, bring the matter to the attention of the Program Director.
3. If the problem is not resolved to the student’s satisfaction, submit a complaint in writing to the Grievance

Officer,  also requesting an appointment.  This must be submitted within 7 days of discussion with the
instructor.  The Grievance Officer will meet with the student within 5 days of receiving the request.

4. If not resolved, the Grievance Officer will request a meeting with the President, the Campus Administrator,
the Program Director, 2 faculty members, and 2 student representatives.  The President will act as moderator. 
This meeting will be held within 5 days of receiving the request and deliberation is  confidential.

5. Written copies of the findings, recommendations, and final decision of the committee will be mailed within
five days to all parties involved.

6. This, thereby, closes the grievance proceedings and the decision is final.
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If no resolution has been concluded to the satisfaction of the student, he or she, may file a complaint with the
following agencies:

1. California Board of Vocational Nursing and Psychiatric Technicians
2535 Capitol Oaks Drive, Suite 205, Sacramento, CA 95833 Tel (916) 263-7800

2. Bureau for Private Postsecondary Education
California Department of Student Affairs, Private Postsecondary Education
1747 N Market Blvd, Suite 225, Sacramento, CA 95834
P.O. Box 980818, West Sacramento, CA 95798-0818 Tel (888) 370-7589; (916) 574-8900
Website: www.bppe.ca.gov Email: bppe@dca.ca.gov Fax (916) 263-1897

3. Accrediting Bureau of Health Education Schools
6116 Executive Boulevard, Suite 730, North Bethesda, MD 20852 Tel (301) 291-7550
Website: www.abhes.org Email: info@abhes.org

For concerns about the Vocational Nursing Program, students have the right to contact the California Board of
Vocational Nursing and Psychiatric Technicians, 2535 Capitol Oaks Drive, Suite 205, Sacramento, CA 95833,
Telephone (916) 263-7800.

Appeal Procedures

A student placed on probation, suspension,  or terminated for failure to maintain satisfactory academic progress,
who wishes to appeal his or her status may do so by submitting a written statement to  the Campus Administrator
explaining the extenuating circumstances he or she feels should be considered.  The student’s appeal is then
deliberated upon by the Education Committee composed of the President, the Campus Administrator, the
Program Director, the Instructor(s), and the Remediation Instructor (if applicable).  The student will be notified
of the College’s decision within 2 weeks from receipt of the appeal.    

The following types of information will be considered in determining whether to change the student’s status:

1. Unusual circumstances, such as extended illness
2. Class attendance and completion of assignments
3. Changes in educational objectives
4. Satisfactory completion of a period of non-regular attendance

A student on probation, and whose appeal was subsequently granted will immediately be reinstated into his or
her program of study.  A student who was suspended, and whose appeal was subsequently granted will
immediately be reinstated into the program of study, but will be subject to probation for up to 4 weeks.   

The decision of the Education Committee is final and unappealable.
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Reentry

If a student withdraws from Marian College, Marian Health Careers Center, he or she may petition in writing for
reinstatement no earlier than 180 days after his or her last day of attendance on record.  The written petition and
student file will be reviewed by a Committee composed of the President, Campus Administrator, Program
Director, and Finance Director.  The Committee will consider the student’s prior record of progress, successful
completion of a non-regular remediation period, previous attendance, and attitude, in making a decision for
reinstatement.  The student will be notified of the Committee’s decision in writing. 

The student seeking re-entry will be subject to probation for up to 4 weeks.  During the 4-week probationary
period, student must not have any unexcused absence or tardiness.  Grading and repeat policies will apply, and
any repeated subjects will be graded up to a maximum of 75%.  Violation of the probation conditions will be a
ground for dismissal from the program.

At the time of reentry, a new enrollment contract will be written.  An updated entrance examination, physical
exam, & background check may also be required.  The student will be credited for any books or other materials
that he or she may have previously received.  If an updated textbook is required, the student will be charged the
new textbook cost.  

A students who is accepted for reentry will be seated on space availability, and may start with the newly assigned
class only after full payment of all outstanding balances from prior enrollments.  Hours not funded under the
previous enrollment will not be covered by financial aid in the new enrollment.

A student may be reinstated only once, unless extenuating circumstances are determined by the Administrator. 
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Graduation Policy

Graduation from all programs of study is accomplished by satisfactorily completing all theory and clinical
requirements, maintaining satisfactory attendance, attaining the minimum grade point average in the specific
course or program of study, fulfilling all financial obligations to the College, and attending a graduate exit
interview.  

Grades are recorded for each course as follows:

90% - 100% = A Passed = P
80% - 89% = B Failed = F
75% - 79% = C Incomplete = INC
Below 75 % = F Withdrawn = W

For skills and clinical performance, the following are used:

Passed = P
Failed = F
Incomplete = INC
Withdrawn = W

A student with grades “F,” “INC,” and “W” has not successfully completed his or her course or program of study. 
These grades cannot be used to meet graduation requirements.  However, they may be used in the determination
of progress and/or grade averages.  Remedial and special classes are included in courses completed and are used
in the computation of course work finished.

Incomplete (INC) grades must be completed no later than 180 days from the date it was incurred.  Failing to meet
this deadline will result in the assignment of an “F” grade.

California statute requires that students who successfully complete a specific course or program of study will be
awarded an appropriate diploma or certificate verifying the fact.

Graduation Ceremonies

Graduation ceremonies must not be confused with graduation from a program of study.  A student may be
allowed to attend graduation ceremonies without completing all the graduation requirements.  However, the
student will not be issued a diploma or certificate of completion until all graduation requirements, as stated in
the preceding section are met.  Additionally, a student may still be terminated from the program even if the
student has already attended a graduation ceremony.
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Review Class Policy

Upon completion of Term IV in the Vocational Nursing Program, students will be provided with NCLEX-PN® review
books, materials and access to online exams.  The cost of these materials and exams are included in the total
tuition and fees outlined in the Enrollment Agreement and the School Catalog, Student Handbook.  The students
will also be taking comprehensive and predictor exams utilizing the Health Education Services, Inc (HESI) or other
online format.   A student may retake the comprehensive or predictor exam for a fee until a passing grade for
such is obtained.

Additionally, an optional class is offered with 9 days of instructor-led sessions, and 6 days of online or paper
testing.  The Review Course starts with a diagnostic test to encourage the attendees to make a comprehensive
review of the entire Vocational Nursing curriculum, both theory and clinical.  At the Review Course, the review
instructor gives tests in various areas of the curriculum.  

Passing the board examination (NCLEX-PN®) is ultimately the student’s goal in taking the vocational nursing
program.   However, passing the board examination requires serious review of the program.  It is highly
recommended by the Board of Vocational Nursing and Psychiatric Technicians that graduates of the Vocational
Nursing program take the board examination as soon as possible, no longer than 6 months after graduation.  In
the final analysis, passing the NCLEX-PN® is the graduate’s personal commitment and a loyal tribute to his or her
alma mater, as well as a passport to better job opportunities. 
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State and National Board Examinations

State and national licensing examinations are the student’s responsibility.  Marian College, Marian Health Careers
Center, through its Student Services Department, will provide students with information regarding test dates, test
location, and fees, if possible.  Students should be aware that all application, testing, and fingerprinting fees may
be required by specific agencies and are not part of the total tuition and fees paid to the School.  Students who
choose to participate in licensing examinations are responsible for paying the sponsoring organization.

Requirements for taking and passing the National Council Licensure Examination for Practical (Vocational) Nurses
(NCLEX-PN®) are not controlled by the School but by outside testing and licensing agencies.  Therefore, the School
cannot guarantee that graduates will be eligible to take licensing exams at all or at any specific time, regardless
of their eligibility status upon enrollment and/or graduation.

To process the initial NCLEX-PN® application, the school will certify completion of the program if the student:

1. completes all course work in no more than 150% of normal completion time;
2. achieves a minimum cumulative grade of “C” or 75% and meets the skill requirements, if any;
3. pays all tuition fees and other institutional charges; 
4. completes the graduate exit interview.

Licensing and Job Requirements

The Vocational Nursing Program of Marian College, Marian Health Careers Center, as approved by the California
Board of Vocational Nursing and Psychiatric Technicians (BVNPT), meets the minimum requirements for graduates
to be eligible to take the licensing examinations.

The California Board of Vocational Nursing and Psychiatric Technicians grants licenses to candidates who pass the
National Council Licensing Examination for Practical (Vocational) Nurses (NCLEX-PN®) or the National League for
Nursing Test Pool Practical Nursing Examination (NLN) and satisfy all other requirements detailed in their website
at www.bvnpt.ca.gov.   Note that among these requirements, candidates must submit a “Record of Conviction”
form and the required Department of Justice (DOJ) and Federal Bureau of Investigation (FBI) fingerprints.  A
license will not be issued until the board receives the background check information from the DOJ.  

Job requirements differ among the different employers, but most of them include background checks, drug and
alcohol testing, and DOJ or FBI fingerprinting requirements and employment may be denied due to adverse
findings.

The Nursing Licensure Compact (NLC) is an agreement among states that allows Registered Nurses and Licensed
Practical Nurses to practice in multiple states.  California is not a member of the NLC.  However, nurses who live
and are licensed in California can still receive nursing licenses for other states in which they wish to work by
applying with those individual state boards of nursing.
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Notice Concerning Transferability of Credits Earned

Marian College, Marian Health Careers center does not have articulation or transfer agreements with any other
college or university.  

The transferability of credits you earn at Marian College, Marian Health Careers Center is at the complete
discretion of an institution to which you may seek to transfer.  Acceptance of the diploma you earn in The
Vocational Nursing Program is also at the complete discretion of the institution to which you may seek to transfer.

If the credits or diploma that you earn at this Institution are not accepted at the institution to which you seek to
transfer, you may be required to repeat some or all of your course work at that institution.  For this reason, you
should make certain that your attendance at this Institution will meet your educational goals.  This may include
contacting an institution to which you may seek to transfer after attending Marian College, Marian Health Careers
Center to determine if your Vocational Nursing Program credits or diploma will transfer. 

Placement Services

No guarantees are made concerning professional placement as an inducement to enroll, nor can promises be
made that placement is assured upon graduation.  However, limited job assistance by providing referrals to
graduates is available.

To the extent possible, the Placement Department may provide assistance in the preparation of resumes and job
applications, interview techniques, and professional networking.

Requests for Transcript of Records, Diploma, and Other Documents

All requests for Transcript of Records, Diplomas, Certificates of Completion, Certifications, and Recommendation
Letters, including requests by authorized third parties,  will be processed within two weeks from the request date
and are subject to current processing and postage fees published in an appendix to this School Catalog, Student
Handbook.
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Tuition and Fees

The student will sign only one Enrollment Agreement for the entire Vocational Nursing Program.  If a student has
transfer credits, the cost of amount credited in the tuition and fees will also be indicated in the Enrollment
Agreement.

Tuition, registration fee, books, and supplies are charged and posted to the student tuition account on the basis
of payment period by payment period.  Subsequent charges will be posted as needed.  A payment period is 450
clock hours, or the mid-point of a period shorter than 900 hours.

Tuition and Fees for the Vocational Nursing Program are provided in an appendix to this School Catalog, Student
Handbook.

Textbook Information

Charges for textbooks and supplies are included in your Enrollment Agreement.  The School does not have a
student bookstore but obtains the textbooks and supplies from publishers and vendors.  The books and supplies
are issued to the students at designated times before the start of each term where the items will be needed. 
Textbooks issued by the School to the student are nonreturnable and non-refundable.  A list of textbooks and
supplies for the Vocational Nursing Program is provided in an appendix to this School Catalog, Student Handbook.

Student Tuition Recovery Fund (STRF)

As mandated by the Bureau for Private Postsecondary Education (BPPE), each qualifying institution shall collect
an assessment of zero dollars ($0.00) per one thousand dollars ($1,000) of institutional charges, rounded to the
nearest thousand dollars, from each student in an educational program who is a California resident or is enrolled
in a residency program. For institutional charges of one thousand dollars ($1,000) or less, the assessment is zero
dollars ($0.00).

Purpose and Operation of the Student Tuition Recovery Fund (STRF)

The State of California established the Student Tuition Recovery Fund (STRF) to relieve or mitigate economic loss
suffered by a student in an educational program at a qualifying institution, who is or was a California resident
while enrolled, or was enrolled in a residency program, if the student enrolled in the institution, prepaid tuition,
and suffered an economic loss. Unless relieved of the obligation to do so, you must pay the state-imposed
assessment for the STRF, or it must be paid on your behalf, if you are a student in an educational program, who
is a California resident, or are enrolled in a residency program, and prepay all or part of your tuition. 

You are not eligible for protection from the STRF and you are not required to pay the STRF assessment, if you are
not a California resident, or are not enrolled in a residency program.
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It is important that you keep copies of your enrollment agreement, financial aid documents, receipts, or any other
information that documents the amount paid to the school. Questions regarding the STRF may be directed to the
Bureau for Private Postsecondary Education, 1747 North Market, Suite 225 Sacramento, CA 95834, (916) 574-
8900 or (888) 370-7589. 

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

1. The institution, a location of the institution, or an educational program offered by the institution was closed
or discontinued, and you did not choose to participate in a teach-out plan approved by the Bureau or did not
complete a chosen teach-out plan approved by the Bureau. 

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

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

4. The institution has been ordered to pay a refund by the Bureau but has failed to do so. 
5. The institution has failed to pay or reimburse loan proceeds under a federal student loan program as required

by law, or has failed to pay or reimburse proceeds received by the institution in excess of tuition and other
costs. 

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

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

To qualify for STRF reimbursement, the application must be received within four (4) years from the date of the
action or event that made the student eligible for recovery from STRF.  

A student whose loan is revived by a loan holder or debt collector after a period of non-collection may, at any
time, file a written application for recovery from STRF for the debt that would have otherwise been eligible for
recovery. If it has been more than four (4) years since the action or event that made the student eligible, the
student must have filed a written application for recovery within the original four (4) year period, unless the
period has been extended by another act of law. 

However, no claim can be paid to any student without a social security number or a taxpayer identification
number.
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Tuition Payment

Tuition for the program selected is disclosed and agreed to at the time of enrollment.  Enrollment occurs at the
time the student signs the Enrollment Agreement after receipt of the School Catalog, Student Handbook.  All
terms and obligations, including when payments are due, are reflected in the Enrollment Agreement.

Payment may be made with cash, credit card, personal check or money order payable to Marian Health Careers
Center.  Credit card payments are subject to a 3% service charge.  Tuition payments should be made in person
at the Front Office during regular office hours, or mailed and postmarked prior to the payment due date as
arranged.

Returned check payments will be assessed a $25.00 service charge per item, regardless of the amount of the
check, or the reason it was returned.  A returned check, against a closed account or an account with non-sufficient
funds, is in violation of civil law, and in certain situations, criminal law.  If a student’s check payments are returned
more than once during the term of the Enrollment Agreement, he or she will be required to make all future
payments in cash or by money order.

Past-Due Accounts

Students who fail to make prompt payments or issue personal checks which are returned by banks may be subject
to College disciplinary action.  Students may be terminated because of three consecutive non-payments of
scheduled weekly or monthly obligations, as applicable.  Students who have been dismissed for non-payment of
tuition will not be readmitted until all delinquent tuition payments have been made in full, and will be subject
to the Re-entry policy in this School Catalog, Student Handbook.
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Tuition Financing Options

Students are expected to contribute from their own family resources toward the student’s cost of attendance. 
It is the policy of this Institution to request from the student whenever possible, to contribute toward their school
charges by making monthly installments according to their means.  It is also our policy to discourage students
from borrowing loan funds unless necessary.  All estimates of available funds from financial aid will be first used
to cover Institutional charges; if funds remain available, they will be disbursed directly to the student.  The entire
educational expenses need to be included in planning the student’s ability to meet those expenses.  All
Institutional charges must be paid in full before graduation.  However, the student has the option to pay tuition
and fees in full after being accepted in the program and upon signing the Enrollment Agreement.

Payment of tuition and fees at the College may be made in any of the following ways:

1. Self-Pay

Students pay a down payment (if required) and equal monthly installments directly to the College, until the
balance is paid in full at the end of the program.  Students must pay their accounts in full before they are
awarded diplomas and/or are processed to take their licensure examinations.  Self-pay students are not
charged interest or finance charges.

2. Private Loan

Students may apply for a private loan after coming up with the required down payment.  Students must apply
for their own private loan financing with any bank or lender of their choice and the transaction is between
the student and the lender.  Private loan lenders may charge interest at their current disclosed rates and fees
to process the loans.  Interest rates may be variable or fixed and may depend on the borrower’s credit rating. 
The School does not have preferred lenders.  

3. Federal Financial Aid

Financial aid helps reduce out-of-pocket costs that the students and their families must pay to obtain
secondary education.  Financial aid is money made available to help students meet the cost of college
attendance.  Financial aid includes grants and loans.  Grants do not have to be repaid.  Loans usually have low
interest rates and a student must repay them in accordance to the individual loan program terms.  Most of
the loans can be arranged to require payment after a grace period of several months upon graduation, or
upon the student’s termination from the program, or if a student’s attendance falls below half time.
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Eligible students enrolled in eligible programs may apply for federal financial aid through the Financial Aid
Office or online at www.fafsa.ed.gov/.  The College participates in the following financial aid programs:

Need-Based Programs:  
a. Federal Pell Grant
b. Federal Direct Subsidized Stafford Loan

Non-Need-Based Programs:
a. Federal Direct Unsubsidized Stafford Loan
b. Federal Direct PLUS (Parent Loan for Undergraduate Students)

Interested students must fill out the Free Application for Federal Financial Aid (FAFSA) online at
www.fafsa.ed.gov/ within the first two months of their enrollment.  All renewal FAFSAs must be submitted by
September of the subsequent year.

Federal financial aid funds may not cover all of the eligible program’s tuition and fees.  Students may be required
to pay to the College whatever balance not covered by financial aid funds.

If the student obtains a loan to pay for an educational program, the student has the responsibility to repay the
full amount of the loan, plus interest, less the amount of any refund, and if the student has received federal
student financial aid funds, the student is entitled to a refund of the moneys not paid from federal student
financial aid program funds.

Admission Disclosure on Federal Student Loan Funds

We are required by federal law to advise you that, except in the case of a loan made or originated by the
institution, your dissatisfaction with or non-receipt of the educational services being offered by this institution
does not excuse you (the borrower) from repayment of any Federal Student Loan made to you (the borrower)
for enrollment at this institution.
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Tuition Payment Requirement for Final Examinations

All monthly payments toward a student’s tuition account must be current to be able to take scheduled subject
final examinations.

1. Self-paying students must have up-to-date monthly payments.  Any missed payments up to the date of the
subject final exams must be remitted before a student is cleared to take such exam.

2. Students who have private loans through other lenders must have received their scheduled disbursements
to cover tuition up to the date of the subject final exams.  If loan funds have not been disbursed yet, students
are liable for tuition payments as if they are self-paying, and Number 1 above applies.  Besides private loan
funding, if students owe monthly payments to School, such payments must be up-to-date.  Any missed
payments up to the date of the subject final exams must be remitted before a student is cleared to take such
exams.

3. Students who receive federal financial aid funds must comply with documentation requirements for funds
to be released.  If federal financial aid funds are not payable because of non-submission of requirements,
students are liable for tuition payments as if they are self-paying, and Number 1 above applies.  Besides
federal financial aid funding, if students owe monthly payments to School, such payments must be up-to-date. 
Any missed payments up to the date of the subject final exams must be remitted before a student is cleared
to take such exams.

Tuition payments may be made with cash, credit card, personal check, or money order payable to Marian Health
Careers Center.  Credit card payments are subject to a 3% service charge.  Personal check payments are only
acceptable if made 5 days before the test or earlier, to allow for bank clearing.  

The teacher or proctor will have a list of all students who are cleared to take a test as scheduled.  Students who
are not cleared to take a test, may take a make-up test upon fulfilling their financial obligation at a later date. 
The make up test will not be the same exact test as previously scheduled, and the highest grade allowed is 75%. 
Note that final exams are part of the subject grade, and a student cannot progress to the next term nor graduate
without passing the current term.

Note that the School Catalog, Student Handbook states that a student may be terminated because of failure to
pay charges when due.

Page 76



Tuition Payment, Refund Calculation, Financial Aid

Student Eligibility for Financial Aid
 

Marian College, Marian Health Careers Center participates in the following Federal Financial Aid Programs:

• Federal Pell Grants
• Federal Direct Stafford Subsidized Loans
• Federal Direct Stafford Unsubsidized Loans
• Federal Direct Parent Loans for Undergraduate Students (PLUS)

To receive aid from any of the federal student aid programs offered at Marian College, Marian Health Careers
Center, a student must meet all of the following criteria:

• Demonstrate financial need, except for certain loan programs
• Provide proof of completing at least U.S. high school or equivalent, or General Educational Development

(GED®) or High School Equivalency Test (HiSET) or Test Assessing Secondary Completion (TASC) certificates
• Be enrolled or accepted for enrollment as a regular student in an eligible program
• Be a U.S. citizen or eligible non-citizen
• Have a valid social security number
• Meet satisfactory academic progress standards set forth by the College
• Certify that he or she will use federal student aid funds only for educational purposes
• Certify that he or she is not in default on a federal student loan and does not owe money on a federal student

grant
• Submit all documentation required throughout the enrollment period
• Comply with all other requirements indicated in the Student Aid Report (SAR) or  Institutional Student

Information Record (ISIR)

Students who are incarcerated, on probation or parole, or convicted of a sexual offense may have limited
eligibility for federal financial aid.  If you have a conviction, call 1-800-4-FED-AID (1-800-433-3243) or go to the
Studentaid.gov website to find out how, or if, this restriction applies to you. 
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Satisfactory Academic Progress and Financial Aid

The following table illustrates how a student maintains federal financial aid (Title IV) eligibility in relation of the
School’s Satisfactory Academic Progress (SAP) Policy:

SAP Measurement or
Evaluation Point

SAP Evaluation Results Eligible for Next Federal Financial Aid
(Title IV) Payment Period 

Start of Program (Zero
Hours)

Not applicable YES

End of 1st Payment
Period (450 Hours)

Passed 1st Evaluation Period; Hours Completed YES

Failed 1st Evaluation Period; Hours Completed or Not YES but warning; must pass the next
Evaluation Period

End of 2nd Payment
Period (900 Hours)

Passed 1st and 2nd Evaluation Periods; Hours Completed YES

Passed 1st Evaluation Period but Failed 2nd Evaluation
Period; Hours Completed or Not

YES but warning; must pass the next
Evaluation Period

Failed 1st and 2nd Evaluation Periods; Hours Completed
or Not

NO

End of 3rd Payment
Period (1217 Hours)

Passed 1st, 2nd, and 3rd Evaluation Periods; Hours
Completed

YES

Passed 1st Evaluation Period, Failed 2nd Evaluation
Period, and Passed 3rd Evaluation Period; Hours
Completed or Not

YES

Passed 1st and 2nd Evaluation Periods but Failed 3rd

Evaluation Period; Hours Completed or Not
YES but warning; must pass the next
Evaluation Period

Passed 1st Evaluation Period but Failed 2nd and 3rd

Evaluation Periods; Hours Completed or Not
NO

End of 4th Payment
Period (1534 Hours)

Passed 1st, 2nd, 3rd, and 4th Evaluation Periods; Hours
Completed

Not applicable; no more additional
disbursements

Passed 1st, 2nd, and 3rd Evaluation Periods, but Failed 4th

Evaluation Period; Hours Completed or Not
Not applicable; no more additional
disbursements

Passed 1st and 2nd Evaluation Periods but Failed 3rd and
4th Evaluation Period; Hours Completed or Not

Not applicable; no more additional
disbursements

If a student becomes ineligible under this policy, there will be no disbursements of federal financial aid funds, and
the student is responsible for paying for tuition and fees not covered by federal financial aid.  Funds disbursed
may not be recovered or paid in future payment periods even if the student has reestablished federal financial
aid eligibility.  A student who loses federal financial aid eligibility may continue to attend school as a self-paying
student, subject to the School’s academic requirements and Course Repeats policy.
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Procedures and Forms for Financial Aid Application

Apply for Federal Financial Aid in 3 Easy Steps:

1. Apply for an FSA ID (student and parent) at www.FSAID.ed.gov.  This FSA ID will serve as your electronic
signature.

2. Complete your FAFSA for the appropriate year online at www.fafsa.ed.gov.  Use your FSA ID to “sign your
FAFSA on the web.”  Our school code is 034404.

3. Visit www.studentloans.gov to complete both the Federal Direct Stafford Loan Entrance Counseling and
Master Promissory Note (MPN).

Additional documents may be requested to complete processing of the aid request and when an application is
selected for further verification.  Notification about these additional documents are sent to students through a
Missing Document Letter.  Disbursement of financial aid funds will only be done after submission of all required
documents or information.  Additional information may include, but is not limited to, the following:

• Proof of citizenship or permanent resident status
• Marriage Certificate or verification of marital status
• Verification Form (independent and dependent students)
• Tax Return Transcripts from the Internal Revenue Service (student and parent or spouse)
• Statement of non-tax filer (student and parent of spouse)
• Student Aid Report (SAR)
• Student Certifications and Employment Verification

The Federal Privacy Act of 1974 requires that students be notified that the disclosure of his or her social security
number is mandatory.  The social security number is used to verify students’ identities, to process the awarding
and collection of funds, and the tracing of individuals who have borrowed funds from federal, state, or private
programs.

Students receive notice of financial aid via a Financial Aid Offer letter.  Students are required to accept or decline
each award by signing on the this letter (blank responses are considered acceptances).

Financial aid funds are paid co-payable to the student and the College.  Students must sign their checks for proper
credit to their account.  Financial aid funds are awarded to pay for tuition and other institutional charges.  If all
of these charges have been paid, any excess is paid out to the student.

Page 79

http://www.FSAID.ed.gov.
http://www.fafsa.ed.gov.
http://www.studentloans.gov


Tuition Payment, Refund Calculation, Financial Aid

Loan Entrance and Exit Counseling

You are required to complete entrance counseling if you are a first time borrower and prior to receiving your first
disbursement. To complete your Direct Loan Entrance Counseling, go to www.studentloans.gov, and sign in using
your FSA ID.  Select “Complete Entrance Counseling.”  Note that you can add an email address to which
correspondence about your loans can be sent.  For additional information, go to https://studentloans.gov.

If a student withdraws or terminates and the Institution is unable to have the student complete exit counseling
prior to the student’s departure, the Institution will inform the student that an exit counseling must be completed
at www.studentloans.gov.

Paper formats of the Direct Loan Entrance and Exit Counseling are also available at the Financial Aid Office.

Citizens or Eligible Non-Citizens

To receive federal student aid, the student must have a valid Social Security Number and be either of the
following:

• U.S. citizen
• U.S. national from Puerto Rico, Guam, the Virgin Islands, the Northern Mariana Island, American Samoa, or

Swain’s Island
• A national from the Republic of the Marshall Islands, the Federated States of Micronesia, or the Republic of

Palau (the Federal Pell Grant, FSEOG, and Federal Work-Study only)
• U.S. permanent resident who has an I-151 or I-551 or I-551C (Alien Registration Receipt Card)

If the student is not in one of the above categories, he or she must have an Arrival-Departure Record (I-94) issued
by a Border and Customs Protection Officer showing one of the following designations in order to be eligible to
receive Federal Financial Aid:

• Refugee or Asylum Granted
• Indefinite Parole and/or Humanitarian Parole
• Cuban-Haitian Entrant, Status Pending
• Conditional Entrant (valid only if issued before April 1, 1980)

Students are NOT ELIGIBLE for federal student aid if:

• They are in the U.S. on an F-1, F-2, or M-1 student visa
• They are in the U.S. on a J-1 or J-2 exchange visitor visa or on a B-1 or B-2 visitor visa
• They have a G series visa (pertaining to international organizations)
• They have an H series or L series visa (allowing temporary employment in the U.S.
• They have only a Notice of Approval to Apply for Permanent Residence (I-171 or I-464)
• They have an I-94 stamped “Temporary Protected Status”
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Cost of Attendance

The components of the cost of attendance (COA) are the same for all federal financial aid  programs, as specified
in the law.  However, in the case of programs of study or enrollment periods that are less than or greater than
the School’s academic year, the cost for purposes of loans differs from the cost of the Pell Grant Program.  Pell
costs are always prorated to the costs for a full-time student for a full academic year, but the cost of attendance
for the other programs is based on the student’s actual cost for the period for which need is being analyzed.

A student’s cost of attendance, based on the annual budgets published by the California Student Aid Commission,
is generally the sum of the following:

• Tuition and Fees, Books, Supplies, Transportation, Miscellaneous Personal Expenses
• Room and Board and Cost of Dependent Care
• Expenses Related to Student’s Disability - includes special services, personal assistance, transportation,

equipment, and supplies
• Loan Fees

Expected Family Contribution

The Expected Family Contribution (EFC) is a measure of how much the student and his or her family can be
expected to contribute to the cost of the student’s education.  All data used to calculate the EFC come from the
information the student provides on the Free Application for Federal Student Aid (FAFSA).  The Central Processing
Center of the U.S. Department of Education analyzes the information from the FAFSA and calculates the EFC.  The
EFC formula also takes into account the family’s expenses relative to the number of persons in the household and
how many of them will be attending college during the award year.

Financial Need

A student must have financial need to receive all federal financial aid funds except for Unsubsidized Stafford loans 
and PLUS.  Financial need is defined as the difference between the student’s cost of attendance (COA) and the
family’s ability to pay these costs, the expected family contribution (EFC).  For the Stafford loan programs, other
aid received by the student including estimated financial assistance is also subtracted from the cost of attendance
to determine financial need.

Continuance of Aid

Students must apply for financial aid each year.  The types of aid awarded and the amount of aid eligibility will
be dependent upon the availability of institutional funds, demonstration of need as defined by filing the FAFSA,
and whether or not the student has met the minimum standard for Satisfactory Academic Progress.  Receiving
funds during one academic year is NOT a guarantee of the same award in future years.
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The Federal Verification Process

The Financial Aid Office will verify all undergraduate applicants selected by the U.S. Department of Education’s
(USDE) system edits. Other applicants may be selected for Verification by the Financial Aid Office if conflicting
information is found. 

It is the policy of the Financial Aid Office to NOT DISBURSE AID OR CERTIFY STUDENT LOANS until all required
documentation has been submitted. Therefore, the College has no procedures for referring overpayment cases
to USDE, and will not be liable for any overpayments made to students who fail to comply with Verification or
who do not submit required documentation. 

Requirements of Verification

All students, parents of dependent students, and spouses of independent students (if applicable) must submit
a copy of their IRS Tax Transcript and corresponding W2 Forms, or they must have successfully transferred their
federal tax information on the FAFSA using the IRS Data Retrieval Tool. 

We also request a completed Verification Worksheet, and the following:

Proof of high school completion status 

Proof of identity/Statement of Educational Purpose 

Notification of Verification

All students will be notified of their selection for Verification shortly after the application for aid is received. If a
student has been selected to be verified at a later date either by the Federal Government or the College, the
student will be notified as soon as the selection takes place. Students will be given reminders during the course
of their program  if they fail to provide the needed documentation in a timely manner. 

Overpayment

If an overpayment of federal funds is created, the College will work with the student to correct the situation
internally. If the student is unwilling to work with the Financial Aid Office and the Business Office, they will be
reported to the Department of Education regarding the overpayment situation. 

NSLDS Disclosure

Please note that any loan borrowed by the student or parent will be submitted to the National Student Loan
Database System (NSLDS), and will be accessible by guaranty agencies, lenders, and schools determined to be
authorized users of the data system.
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Understanding Disbursements and Credit Balances

The Financial Aid Offer is a document that illustrates the estimated cost of attendance (COA) for the course you
have chosen to enroll in, the expected family contribution (EFC) as calculated by the U.S. Department of Education
and available funds from the Title IV Federal Student Aid Program that you may be eligible for, as well as the
amount of aid offered by the institution (with aid names, amounts, expected disbursement dates, and an
opportunity for the student and/or the parent to cancel any part or all of the loan awards included in your
package within 14 calendar days from the date of the letter).

Funds from Federal Pell Grant and Direct Loan Programs will be utilized to cover institutional charges by checks
co-payable to the Institution and the student.  The student authorizes to credit his or her account for charges
including books and supplies issued by the institution.  The student authorizes the institution to credit his or her
account with funds disbursed in subsequent payment periods for charges assessed in prior payment periods
within the same academic year.  The institution will inform the student of each disbursement from aid credited
to his or her account.

All estimates of financial aid have been considered in meeting educational expenses.  Institutional charges will
be assessed to the student’s account by payment period.  The institution will observe Federal Guidelines in its
administration of Title IV Federal Student Aid Programs.

Title IV credit balances are created when the Title IV awards exceed the total of the institutional charges in the
period.  After the applicable school charges have been covered, if funds are still available: those funds will be paid
directly to the student to cover additional education-related expenses (i.e, uniforms, transportation, etc.).  If the
student needs the institution’s help in budgeting these funds, he or she may make a written request for such. 
At any time, the student may request the excess funds by rescinding the written request.  The institution may take
up to 7 business days to process the request for these funds.

The student will be required to sign a Promissory Note for any loan program received, stating his or her payment
obligations.

All funds awarded to the student are subject to his or her submission of required documentation, compliance with
the school satisfactory progress policy, and with school rules and regulations.  The availability of federal funds
in general is subject to the continuous eligibility of the student and the institution, as well as the continuous
appropriations of funds from the U.S. Department of Education.

If the institution receives Federal funds based on the reimbursement system, all funds to be used for tuition
payments and/or for student personal expenses, will be subject to monthly submission to the USDE for approval. 
The approval from the USDE may take 30 to 60 days.  The request for funds may be approved or rejected by the
USDE.  If approved, funds may be expected within 2 to 3 weeks from the date of approval.  If rejected, the request
may be resubmitted within the following month’s request for funds.  Under this process, students receive credit
in their school account for the amounts requested to cover school charges.  As of 7/1/2016, funds scheduled to
be disbursed to the student to cover personal expenses will NOT be subject to the approval and receipt of funds
from the USDE.
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By enrolling in an eligible program, and accepting Title IV funds, the student authorizes the institution to credit
his or her account with any available federal student aid funds for any current direct institutional charges for
tuition and fees, and any other institutional charges for books and supplies provided by the institution and
assessed to his or her tuition account and a maximum of $200 for direct institutional charges incurred in the prior
academic year/loan period.  This authorization includes Federal Grant funds available during the normal
enrollment period, those treated as late disbursements, and those treated as post-withdrawal disbursements. 
Late and post-withdrawal disbursements must be requested and approved by the student.  

This institution does not provide room and board accommodations.

Rights and Responsibilities of Students on Financial Aid

Students have the right to know the:

• financial aid programs available at Marian College, Marian Health Careers Center
• application process which must be followed to be considered for aid
• criteria used to select recipients and calculate need
• Marian College, Marian Health Careers Center refund and repayment policy
• Financial Aid Office policies surrounding satisfactory academic progress

Students are responsible for:

• completing all forms accurately and by the published deadlines
• submitting information requested by Financial Aid Office staff in a timely manner
• keeping the Financial Aid Office  informed of any changes in address, name, marital status, financial

situation, or any change in student status
• reporting to the Financial Aid Office any additional assistance from sources such as scholarships, loans,

fellowships, and educational benefits outside of Marian College, Marian Health Careers Center
• notifying the Financial Aid Office of a change in enrollment status
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Cancellation and Withdrawal Policies

1. The student has the right to cancel this Enrollment Agreement and obtain a refund of charges paid
through attendance at the first class session (first day of classes), or the seventh day after enrollment
(seven days from date when enrollment agreement was signed), whichever is later.

2. The notice of cancellation shall be in writing and submitted directly to the Financial Aid Office, and that
a withdrawal may be effectuated by the student’s written notice or by the student’s conduct, including,
but not necessarily limited to, a student’s lack of attendance.

3. The written Notice of Cancellation, if given by mail, is effective when deposited in the mail and properly
addressed with prepaid postage.  The written Notice of Cancellation may be sent by mail, hand delivery
or telegram.

4. The written Notice of Cancellation need not take a particular form, and, however expressed, is effective
if it indicates the student’s desire not to be bound by the Enrollment Agreement.

5. After the cancellation period, the Institution provides a pro rata refund of ALL funds paid for tuition
charges to students who have completed 60 percent or less of the period of attendance.  Once more than
60 percent of the enrollment period in the entire course has been incurred (including absences), there will
be no refund to the student.

6. The registration fee of $100.00 is a non-refundable item.
7. If the school has given you any equipment, including books or other materials, you shall return it to the

school within 30 days following the date of your notice of cancellation.  If you fail to return this
equipment, including books, or other materials, in good condition within the 30-day period, the school
may deduct its documented cost for the equipment from any refund that may be due to you.  Once you
pay for the equipment, it is yours to keep without further obligation.

8. If you cancel this Enrollment Agreement, the Institution will refund any money that you paid, less any
deduction for registration fee and equipment or services received.  If you withdraw from school after the
cancellation period, the refund policy described above will apply.  If the amount that you have paid is
more than the amount that you owe for the time you attended, then a refund will be made within 45 days
of the official withdrawal.  If the amount that you owe is more than the amount you have already paid,
then you will have to arrange to pay it.  Official withdrawal date is on the student’s notification or school’s
determination.

9. A Notice of Cancellation form is included at the back of the School Catalog, Student Handbook for your
information.  Read it for an explanation of your rights and responsibilities.

10. If you do not receive a Notice of Cancellation form before or at your first class session, or lose the Notice
of Cancellation form which was given to you, please notify the Admissions Office immediately.

Page 85



Tuition Payment, Refund Calculation, Financial Aid

Determination of Withdrawal from School

An official withdrawal is initiated by the student and is determined by the date you notify the Financial Aid Office
of your intent to withdraw; only the Financial Aid Office would be authorized to accept a notification of your
intent to withdraw

An unofficial withdrawal occurs when there is no notification or official withdrawal by the student, so the
withdrawal date would the earliest of:

1. the date the school terminates your enrollment due to academic failure or for violation of its rules and
policies stated in the School Catalog;

3. the date you fail to attend classes for a two-week period and fail to inform the School that you are
withdrawing;

4. the date you failed to return as scheduled from an approved leave of absence; the withdrawal date shall
be the last date of recorded attendance; the date of the determination of withdrawal will be the
scheduled date of return from leave of absence.

Charging for Make-Up Classes, Repeats, and Absences

Refund calculations are based on hours of attendance for clock-hour programs.  For purposes of calculating
refunds, a student will be charged tuition incurred from regular classes, absences, repeated subjects and make-up
classes for up to a total of 1,534 hours.  The subjects composing the total hours incurred, including absences,
whether taken the first time or repeated, does not affect the calculation of the refund.   If the student has
incurred more than 1,534 hours, the total number of hours used for refund calculations remain at 1,534.  To
illustrate:

A student takes Anatomy and Physiology for 54 hours and fails.
A student is allowed by the Repeat Policy to retake Anatomy and Physiology for another 54 hours.  If the
student fails at this point, the student will be terminated from the program.
For purposes of refund calculations, the total number of hours that has been incurred and should be
charged is 108 hours.

It is the Institution’s policy that a student will be charged tuition for the applicable enrollment period in the
course including absences. 
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Refund Policy

After the cancellation period, the Institution provides a pro rata refund of ALL funds paid for tuition charges to
students who have completed 60% or less of the period of attendance.  Once more than 60% of the enrollment
period in the entire course has elapsed (including absences), there will be no refund to the student.  If the student
has received federal student financial aid fund, the student is entitled to a refund of moneys not paid from federal
student financial aid program funds.  This policy applies to all terminations for any reason, by either party,
including student decision, course or program cancellation or school closure.

Treatment of Title IV Funds if the Student Withdraws from School

As of 10/07/2000, Federal regulations dictate specific formulas to determine the amount of Title IV Aid earned
by a student withdrawing from the course of study.  Simply stated, if the student withdraws before the 60% of
the payment period in the course, the student would have earned the same percentage of aid received.  For
example, if the student withdraws at 50% of the payment period, the student would have earned only 50% of the
aid received or was eligible to receive.  To determine the percentage completed, the scheduled class hours or the
actual hours attended (if less than 60% of scheduled hours) will be divided by the total hours in the payment
period.  Unearned aid will be returned to the programs in accordance with the guidance described in the
regulations.  Withdrawing students will be responsible fo institutional charges not covered by student aid. 

Return of Title IV Funds Policy (R2T4)

For students receiving Unsubsidized/Subsidized/PLUS/Perkins loans, ACG/National SMART/Pell/SEOG grants or
other aid: If you withdraw from School prior to completion of 60% of the workload in any given payment period,
a calculation using the percentage completed will be applied to the funds received or that could have been
received that will determine the amount of aid the student earned.  Unearned funds would be returned to the
program in the order stated below by the School and/or the student.  Student liability to loan funds will continue
to be paid in accordance to the original promissory note terms.  Funds owed by the student to the Grant programs
are limited to 50% of the gross award received per program.  For example, completion of 25% of the payment
period or enrollment period earns only 25% of the aid disbursed or could have been disbursed.  If applicable, this
would be the first calculation to determine the amount of aid that the student would be eligible for from the Title
IV Financial Aid programs.  A second calculation would take place to determine the amount earned by the School
during the period of enrollment.

If you have received federal financial aid funds, you are entitled to a refund of moneys not paid from federal
student financial aid program funds. 

If the R2T4 calculation results in a credit balance to the student’s account, the balance will be disbursed no later
than 14 days from the date it was calculated.
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If any refunds are due based the institutional refund policy calculation, any refunds will be made as soon as
possible but not later than 45 days from the determination of withdrawal date in the order stated in section CFR
34 section 668.22.

The following order of payment of refunds will apply in accordance to the aid programs available at this
Institution:

1. Federal Direct Unsubsidized Loan
2. Federal Direct Subsidized Loan
3. Federal Direct PLUS (Parent) Loan
4. Federal Pell Grant

If calculations show that a student owes funds to the loan programs, the repayment of those funds will be in
accordance to the terms on the promissory note of the respective loans.

If calculations show that the student owes funds to the grant programs, the liability of the student is limited to
the amount by which the original grant overpayment amount exceeds half of the total Title IV grant funds
received by the student.  A student does not have to repay a grant overpayment of $50 or less per program. 
These funds are due from the student within 45 days.  If not paid within that time, and if the student has not
made arrangements with the US Department of Education to pay that amount, the student will be referred to
NSLDS, a central system that will show the student ineligible for aid until that matter is taken care of by the
student.

If the Institution was required by this calculation to return to the programs some of the funds it has collected as
tuition payment, the student’s tuition account would be adjusted accordingly.  Therefore, if the tuition was paid
in full, but if the Institution returned funds to the programs, the tuition account will show that the student owes
that amount returned by the Institution to the programs.  Those refunds will be paid to the program funds in
accordance to the order listed above, limited to the amount of funds that came from each aid program, within
45 days from the determination of withdrawal from school.

Post Withdrawal Disbursement of Title IV Funds

If the calculation shows that the student received less aid than what was earned within the payment period or
enrollment period, then the student would be notified by the School of the amount of Grant funds used to cover
institutional charges incurred by the student, or the available amount from Grant funds for direct disbursement
to the student for other educational related expenses.  Grants will be disbursed within 45 days of the withdrawal.

If loan funds are involved in this calculation, the School will notify the student or parent of the loan amount it
wishes to utilize to cover educational charges, the financial aid program where the funds are coming from, and
the student will be reminded of the responsibilities involved in receiving loan funds.  Disbursements for loans will
be offered within 45 days of the withdrawal.  The student or parent in the case of PLUS will be given 14 days to
respond and accept or reject part or all of the loan funds available.  The School will honor late acceptances only
at its discretion.
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Deferments

Under certain conditions, students can receive a deferment on their loan as long as the loan is not on default. 
This allows students to temporarily postpone payments.  Students enrolled at least half-time can be considered
for an in-school deferment.

Direct Loan borrowers must contact the Direct Loan Servicing Center to request a deferment
(www.studentloans.gov or 1-800-848-0979).  A student who has not borrowed a Direct Loan must contact the
lender or guarantee agency that holds their loan.  The student must continue making scheduled payments until
he or she is notified that the deferment has been granted, otherwise the loan could enter into default.  All
deferment forms must be submitted to the Financial Aid Office for completion.

Third-Party Services

Marian College, Marian Health Careers Center uses a third-party servicer to administer federal financial aid funds
and reports.  R. Gonzales Management Inc., as the College’s third-party servicer, assists in communicating and
reporting to the U.S. Department of Education and its related agencies like the Federal Direct Loan Program, Pell
Grant Program, The National Student Loan Data System. 

Financial Aid Office Calendar of Activities

Being a non-traditional school, enrollment may be monthly, quarterly, or at specified dates.

The initial Free Application for Federal Student Aid (FAFSA) must filed electronically at www.fafsa.ed.gov/ on or
before the second month of each new program schedule.  Renewal FAFSAs must be completed by September of
the subsequent award year.
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Fraud

Students and parents who willfully submit fraudulent information will be investigated to the furthest extent
possible.  All cases of fraud and abuse will be reported to the proper authorities.

Intentional misrepresentation, false statements, or alteration of documents by a student, which have resulted
or could result in the awarding or disbursement of funds for which he or she is not eligible, is subject to possible
disciplinary action.  After investigating the situation, all information will be forwarded to the Office of Inspector
General of the U.S. Department of Education or the local law enforcement agency.

If the Financial Aid Director decides to pursue the possibility of denying or canceling financial aid because of fraud,
a written request to make an appointment is sent to the student (and parent, if applicable).  If the student (and
parent, if applicable) does not make an appointment, the Financial Aid Office may:

• not process a financial aid application until the situation is resolved satisfactorily
• not award financial aid
• cancel financial aid
• determine that financial aid will not be processed for future years

All processing of the application or disbursement of funds shall be suspended until the Financial Aid Director has
made a determination as to whether the student shall be required to make an appointment.
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Vocational Nursing
CIP Code: 51.3901     Diploma Program

55 Weeks - Weekdays   or  70 Weeks - Weekends
1,534 Clock Hours

(1 Clock Hour is a period of 60 minutes with a minimum of 50 minutes 
of instruction and 10 minutes for student break)

Medium of Instruction: English

Program Objectives

The objective of the Vocational Nursing Program is to provide the student with skills that will afford him or her
the opportunity to seek employment in hospitals, clinics, private physicians’ offices, and extended long-term care
facilities under the supervision of a licensed vocational nurse, a registered nurse or a physician.  Emphasis is on
nursing theory, development and application of nursing skills in the basic care of individuals throughout the life
span. 

A minimum grade of C (75%) in all Vocational Nursing course work is required to successfully complete the
program.  Upon completion of this program, the student will receive a diploma and will be eligible to take the
National Council Licensure Examination (NCLEX-PN®), and if successful, will qualify to obtain licensure from the
Board of Vocational Nursing and Psychiatric Technicians (BVNPT) to practice in the State of California.

Terminal Objectives for End of Program

Upon completion of the program, and under the direction of a registered nurse and/or licensed physician, the
vocational nurse graduate will:

• Utilize the nursing process, therapeutic communication, caring relationships, along with knowledge of
human needs and client teaching, in providing and adapting safe, competent nursing care to clients and
families of a diverse cultural and social population in varied health care settings.

• Utilize therapeutic and effective communication skills (written, verbal, haptic, kinesics) to maintain and
enhance the interaction and interpersonal relations with the client, family and health care team.

• Function within the scope of practice as stipulated in the Vocational Nursing Practice Act, adhere to ethical
and legal standards, and take responsibility and accountability for actions and behavior.

• Demonstrate self-awareness and self-confidence, valuing education as a lifelong process that enhances
the quality of life of the graduate, client and family.

A minimum grade of C (75%) in all Vocational Nursing course work is required to successfully complete the
program.  Upon completion of this program, the student will receive a diploma and will be eligible to take the
National Council Licensing Examination (NCLEX-PN®), and if successful, will qualify to obtain licensure from the
California Board of Vocational Nursing and Psychiatric Technicians (BVNPT) to practice in the State of California.
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Curriculum Objectives

The objective of the Vocational Nursing Program is to provide the student with skills that will afford him or her
the opportunity to seek employment in hospitals, clinics, private physician’s offices, and extended long-term care
facilities, under the supervision of a licensed vocational nurse, a registered nurse, or a physician.  Emphasis is on
nursing theory, and the development and application of nursing skills in the basic care of individuals throughout
the life span.

Term I

Students will learn that man is a bio-psycho-social, spiritual being with individual needs.  In anatomy and
physiology, the student will develop a solid understanding of the parts, structures, and function of the human
body, which form the basis for nursing assessment, diagnoses, and interventions.  The student will also learn, and
apply to client care, basic nursing and documentation skills (reinforced in the skills laboratory and clinical setting),
hierarchy of needs, therapeutic communication, cultural differences, the nursing process, microbiology, medical
asepsis, lifespan development and interpersonal relations, along with a caring relationship, and ethical and
professional behavior.  In helping to promote health and prevent illness, the students will act within the scope
of practice and the standards of care.

Term II

Students will learn and practice dosage calculations and apply their knowledge of the rights of drug
administration, drug actions and side or adverse effects to the safe administration of drugs to clients, as well as
to the provision of client and family teaching.  With the introduction to special areas of care in medical-surgical
nursing (the geriatric, surgical, oncology, mental health, and emergency care clients) and surgical asepsis, the
student will develop more advanced nursing knowledge and skills that translate into safe, effective, individualized,
and holistic client care.

Term III

With knowledge and understanding of the pathophysiology and nursing management of disorders of the various
body systems, students will apply the nursing process, prioritize tasks, and collaborate with the healthcare team
members to achieve positive client outcomes.  The students will help clients maximize their quality of life by
upholding their dignity, independence, and privacy, and by adhering to professional and legal standards.

Term IV

Students will utilize their knowledge of medical-surgical nursing, maternity, and pediatric nursing in developing
caring relationships and achieving positive client outcomes.  They will recognize and appreciate the different roles
that licensed vocational nurses play in various healthcare settings.  They will also exhibit improved competency
in previously learned nursing skills, as well as develop and practice leadership and supervision skills.
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Program Delivery

The Vocational Nursing Program is delivered by Residential Instruction.  

Program Overview

VN 101 - Anatomy & Physiology (54 Hours)
VN 102 - Nursing Fundamentals: Nursing Process, Growth & Development, Nutrition, Critical

Thinking, Communication, Ethics & Unethical Conduct, Culturally Congruent Care (91
Hours)

VN 103 - Nursing Fundamentals: Skills Laboratory & Clinical Rotation (239 Hours)
VN 201 - Pharmacology (54 Hours)
VN 202 - Medical-Surgical Nursing 1: Introduction (Geriatrics, Psychology, Patient Education,

Nutrition, End of Life Care) (91 Hours)
VN 203 - Medical-Surgical Nursing 1: Skills Laboratory & Clinical Rotation (239 Hours)
VN 301 - Medical-Surgical Nursing 2: Integumentary, Musculoskeletal, Gastrointestinal,

Respiratory, Cardiovascular, Immune, and Endocrine Systems (145 Hours)
VN 302 - Medical-Surgical Nursing 2: Clinical Rotation (238 Hours)
VN 401 - Medical-Surgical Nursing 3: Reproductive System, Urinary System, Communicable

Diseases, Nervous-Sensory System, and Rehabilitation Nursing (73 Hours)
VN 402 - Maternity Nursing (30 Hours)
VN 403 - Pediatric Nursing (30 Hours)
VN 404 - Leadership & Supervision (6 Hours)
VN 405 - Career Opportunities (6 Hours)
VN 406 - Medical-Surgical Nursing 3: Clinical Rotation (238)
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Philosophy of the Program 

Marian College’s Vocational Nursing Program is based on the following philosophical concepts:

Man is an individual, a unique being with physical, psychological, social, intellectual and spiritual attributes and
needs.  Man defines a system of living which reflects values, cultures, motives, lifestyle and health.

Society is a multi-cultural group of individuals who join together to achieve common goals within a surrounding
environment.

Environment is both internal and external.  The individual and society respond, constantly adapting to
environmental demands to achieve and maintain homeostasis, which is the designated goal of the system.

Health, a goal of the individual and society, is a state of well-being which is constantly in a continuum of wellness-
illness.

Education is a pattern of learning experiences designed to develop knowledge and skills.  These include the ability
to think and communicate clearly, both orally and in writing; awareness of, and sensitivity to, other cultures; use
of mathematics; insight into ethical problems and legal parameters; and capacity for self-understanding. 
Education is a lifelong process which enhances the quality of life of the individual.

Nursing is the science and art of rendering health care based on scientific knowledge and a caring relationship. 
It is dynamic and evolving.  Its purpose is to promote health, prevent illness, and assist individuals throughout the
lifespan of the wellness-illness continuum, to attain the optimal level of functioning.

Nursing education is the framework for the teaching and learning of the knowledge and competencies necessary
to assist in meeting the health needs of individuals in a variety of health care settings.

“Competency implies knowledge, understanding and skills that transcend specific tasks and is guided by a
commitment to ethical and legal principles.” (NAPNES 1997)
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Conceptual Framework

The conceptual framework of the nursing program incorporates the concept that an individual has basic physical
and psychological needs.  These needs are present within the individual, but some are more basic and pressing
than others and must be met first before other needs are considered.  The nursing model is based on Abraham
Maslow’s hierarchy of needs.

Nursing care and a caring relationship are directed towards meeting these physical and psychosocial needs.  The
hierarchy of needs, along with a caring relationship, provides a framework for assessing the individual’s condition,
understanding his level of need, and implementing appropriate nursing interventions, according to the standards
of care and scope of practice.  The five levels n the hierarchy of needs are: (1) Physiological (2) Safety and Security 
(3) Love and Belonging (4) Self-Esteem and (5) Self-Actualization.

In the application of the nursing process, the nurse recognizes that individuals prioritize their needs according
to the levels that are most important to them.  The nurse also considers that basic human needs are interrelated
and may require nursing intervention at more than one level.

The hierarchy of needs is applied to the nursing process, used across cultures and ages, in any health care setting
and throughout the wellness-illness continuum.

The nursing program is divided into four terms.

TERM I

The student begins with learning that man is a bio-psycho-social, spiritual being with individual needs.  Emphasis
is on basic nursing skills (taught in the skills laboratory and clinical setting), communication, cultural differences,
the nursing process, interpersonal relations along with a caring relationship, and ethical and professional
behavior.

Anatomy and Physiology gives a solid understanding of the parts and functions of the human body.  The course
provides the basis for beginning nursing assessment.

TERM II

With the introduction to special areas of care in medical-surgical nursing, (the surgical patient, oncology, mental
health, patient teaching, emergency care) the student develops more advanced knowledge and skills utilizing the
nursing process, the hierarchy of needs and caring relationship.

Pharmacology is an integral part of the program with the teaching of the preparation and administration of
medications, drug actions, dosage, side effects and patient teaching.
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TERM III

This course focuses on more advanced studies in medical-surgical nursing.  Emphasis is placed on diseases and
disorders of the various body systems.  In the clinical setting, the following areas are emphasized: nursing process,
advanced nursing skills, documentation, communication, medications, nutritional and psychosocial
considerations, interpersonal relations, patient teaching, a caring relationship and working with the health care
team.

TERM IV

The advanced studies in medical-surgical nursing are completed.  A course in maternal child care provides the
knowledge of the obstetrical client, the prenatal and post-natal care, and care of the newborn.  Pediatrics is an
introduction to the care of children.  Clinical is the continuation of developing caring relationships, and of
proficiency and competency in previous skills taught and learned along with leadership and supervision skills.

Course Descriptions

TERM I

• VN 101 - Anatomy and Physiology
Lecture - 54 Hours
The course is designed to give the students a solid understanding of the parts and function of the human
body.  Emphasis is placed upon how to apply the knowledge when performing physical assessment. 
Prerequisite: None

• VN 102 - Nursing Fundamentals: Nursing Process, Growth & Development, Nutrition, Critical Thinking,
Communication, Ethics & Unethical Conduct, Culturally Congruent Care
Lecture - 91 Hours
The course is designed to give the students a thorough understanding of nursing fundamentals.  This
covers the history of nursing, health care system, law, ethics and unethical conduct, and values, medical
terminology, community and environmental health, safety, fire and disaster planning, basic human needs,
health and wellness, microbiology, medical asepsis, nursing process, critical thinking communication and
culturally congruent care, nutrition, and human life span.  Emphasis is placed on how to apply the
knowledge in the performance of physical assessment.  Prerequisite: Anatomy and Physiology with a
minimum grade of 75%.

• VN 103 - Nursing Fundamentals: Skills Laboratory & Clinical Rotation
Skills Lab - 79 Hours; Clinical - 160 Hours
Term 1 clinical experience is an introduction to the practice and application of basic nursing care for
the hospitalized client in a non-acute setting.  The students apply and return-demonstrate basic
nursing skills in the laboratory.  Students also  apply basic nursing care skills in the clinical setting
utilizing Maslow’s heirarchy of needs, and demonstrate effective communication skills as well as
ethical and legal conduct.  Prerequisite: Anatomy and Physiology with a minimum grade of 75%.
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TERM II

• VN 201 - Pharmacology
Lecture - 54 Hours
The course is designed to give the students a basic knowledge on pharmacology.  Students will understand
the origin, nature, chemistry, effects and uses of medication.   Prerequisites: A minimum grade of 75% in
Term I theory subjects and “Passed” grade in Term I skills lab and clinicals.

• VN 202 - Medical-Surgical Nursing 1: Introduction  (Geriatrics, Psychology, Patient Education, Nutrition, End
of Life Care)
Lecture - 91 Hours
The course is designed to give the students a thorough understanding of the basic knowledge on medical
and surgical nursing.  It covers an introduction to gerontology and geriatrics, therapeutic diets, principle of
surgical asepsis, wound care, catheterization, peri-op care, emergency care, mental health, oncology,
hospice care, pain management, sleep, end of life care, and patient teaching.  Emphasis is placed upon
actual application of the knowledge learned.  Prerequisites: A minimum grade of 75% in Term I theory
subjects and Pharmacology, and “Passed” grade in Term I skills lab and clinicals.

• VN 203 - Medical-Surgical Nursing 1: Skills Laboratory & Clinical Rotation
Skills Lab - 63 Hours; Clinical - 176 Hours
In the skills lab and clinical setting, emphasis is placed on the administration of medication and the
application of advanced nursing care.  Students utilize Maslow’s heirarchy of needs to determine the
appropriate level of nursing care and client needs, asepsis care for the client on physical therapy, isolation
precautions, therapeutic diet, pain management, management of client with tubes, oncology,
perioperative care and oxygen therapy.  Prerequisites: A minimum grade of 75% in Term I theory subjects
and Pharmacology, and “Passed” grade in Term I skills lab and clinicals.

TERM III

• VN 301 - Medical-Surgical Nursing 2: Integumentary, Musculoskeletal, Gastrointestinal, Respiratory,
Cardiovascular, Immune, and Endocrine Systems With corresponding hours for VN 302 - Medical-Surgical
Nursing 2: Clinical Rotation
Integumentary System: Lecture - 12 Hours; Clinical - 24 Hours
Musculoskeletal System:  Lecture - 24 Hours; Clinical - 39 Hours
Gastrointestinal System:  Lecture - 30 Hours; Clinical - 48 Hours
Respiratory System:  Lecture - 24; Clinical - 39 Hours
Cardiovascular System: Lecture - 30 Hours; Clinical - 48 Hours
Immune System: Lecture - 7 Hours; Clinical - 8 Hours
Endocrine System:  Lecture - 18 Hours; Clinical - 32 Hours

The course is designed to give the students a thorough knowledge and understanding of the Integumentary,
Musculoskeletal, Gastrointestinal, Respiratory, Cardiovascular, Immune, and Endocrine Systems.  It covers an
introduction of the integumentary system, structure and functions, skin lesion, disorders of the integumentary
system, traumatic injuries, and structural disorders of the musculoskeletal system.  It also covers an
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introduction to the gastrointestinal system and accessory structure, disorders of the upper and lower
gastrointestinal tract, disorders of the liver, gallbladder and pancreas, caring for clients with ostomy, an
introduction to the respiratory system, anatomy and physiology, disorders of the lower and upper respiratory
systems, assessment of clients with respiratory disorders, nursing management of clients with respiratory
disorders, pharmacologic considerations and gerontologic considerations.  

The course also covers topics on cardiac physiology, assessment of cardiovascular disorders, infectious and
inflammatory disorders of the heart and blood vessels, caring for patients with cardiovascular disorders, an
introduction to the immune system, general nutritional considerations, etiology and pathophysiology of allergy,
allergies and autoimmune disorders, caring for clients with allergies and autoimmune disorders, and caring for
clients with AIDS, an introduction to the endocrine system, parts and functions, hormones, assessment of
clients with endocrine disorders, and nursing clients with endocrine disorders.

General nutritional and psychosocial considerations are also covered for all the body systems and disorders
covered in this subject.  Emphasis is placed upon how to apply the knowledge when performing the physical
assessment and developing the skills.  Prerequisites: A minimum grade of 75% in Terms I and II theory subjects
and “Passed” grade in Terms I and II skills lab and clinicals.

• VN 302 - Medical-Surgical Nursing 2: Clinical Rotation
Clinicals - 238 Hours, as distributed among Term III subjects
Emphasis is placed on the practice and application of advanced nursing skills in the care of complex client
needs.  Students must demonstrate competency by utilizing Maslow’s heirarchy of needs and the nursing
process in the care and management of clients in the following areas: integumentary, musculoskeletal,
gastrointestinal, respiratory, cardiovascular, immune, endocrine, and clients with AIDS.  Prerequisites: A
minimum grade of 75% in Terms I and II theory subjects and “Passed” grade in Terms I and II skills lab and
clinicals.

TERM IV

• VN 401 - Medical-Surgical Nursing 3: Reproductive System, Urinary System, Communicable Diseases, Nervous
System, Rehabilitation Nursing With corresponding hours for VN 406 - Medical-Surgical Nursing 3: Clinical
Rotation
Reproductive System:  Lecture - 18 Hours; Clinical - 30 Hours
Urinary System:  Lecture - 18 Hours; Clinical - 30 Hours
Communicable Diseases:  Lecture - 7 Hours; Clinical - 8 Hours
Nervous-Sensory System:  Lecture - 24 Hours; Clinical - 34 Hours
Rehabilitation Nursing:  Lecture - 6; Clinical - 8 Hours

This course is designed to give the students a thorough knowledge and understanding of the Reproductive
System, the Urinary System, Communicable Diseases, the Nervous System, and Rehabilitation Nursing.  It
covers an introduction to breast, female and male reproductive system, disorders of female reproductive
structures, disorders of the male reproductive system, sexually transmitted diseases, the anatomy and
physiology of the urinary system, disorders of the urinary system, as well as diagnostic and laboratory
procedures.  When studying communicable diseases, topics in infection, types of microorganisms, modes of 
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transmissions, sexually transmitted diseases, immunization schedules, and caring for clients with communicable
diseases are covered.  

The course also covers the anatomy and physiology of the nervous system, disorders of the nervous-sensory
system, and diagnostic and laboratory procedures.   The students are also given a thorough knowledge and
understanding of goals of rehabilitation, scope of services, resources and the barriers of rehabilitation,
Maslow’s heirarchy of needs, and nursing considerations in rehabilitation.  Emphasis is placed on how to apply
the knowledge learned when performing physical assessment.

General nutritional and psychosocial considerations are also covered for all the body systems and disorders
covered in this subject.  Emphasis is placed upon the application of knowledge when performing physical
assessment.  Prerequisites:  A minimum grade of 75% in Terms I, II, and III theory subjects and “Passed” grade
in Terms I, II, and III clinicals.

• VN 402 - Maternity Nursing
Lecture - 30 Hours; Clinical - 48 Hours
The course is designed to give the students a thorough knowledge and understanding of pregnancy-associated
disorders.  It covers a review of the anatomy and physiology of the female reproductive system, prenatal and
postnatal nursing care, nursing care of women with pregnancy complications, nursing care of mothers and
infant during labor and birth, nursing considerations for specific groups of patients, the nurse’s role in women’s
health care, and general nutritional considerations.  Prerequisites:  A minimum grade of 75% in Terms I, II, and
III theory subjects and “Passed” grade in Terms I, II, and III clinicals.

• VN 403 - Pediatric Nursing
Lecture - 30 Hours; Clinical - 48 Hours
The course is designed to give the students a through knowledge and understanding of the different stages in
child growth and development and associated diseases and disorders.  It covers newborn, infancy, toddler,
preschool, school-age puberty and adolescent, different age-related diseases, disorders and injuries, and
general nutritional considerations.  Prerequisites:  A minimum grade of 75% in Terms I, II, and III theory subjects
and “Passed” grade in Terms I, II, and III clinicals.

• VN 404 - Leadership & Supervision 
Lecture - 6 Hours; Clinical - 32 Hours
The course is designed to give the students a thorough understanding of leadership in nursing and career
opportunities in nursing.  This covers topics on leadership roles available to the LVN, characteristics of a good
manager, and different leadership styles.  Prerequisites:  A minimum grade of 75% in Terms I, II, and III theory
subjects and “Passed” grade in Terms I, II, and III clinicals.

• VN 405 - Career Opportunities (6 Hours)
Lecture - 6 Hours
This course provides information on various job opportunities and further education upon completion of the
Vocational Nursing Program.  The student will be able to demonstrate skills needed when seeking employment. 
Prerequisites:  A minimum grade of 75% in Terms I, II, and III theory subjects and “Passed” grade in Terms I,
II, and III clinicals.
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• VN 406 - Medical-Surgical Nursing 3: Clinical Rotation
Clinicals - 238 Hours, as distributed among Term IV subjects
Students demonstrate competence in the application of nursing care obstetric, pediatric, acute, and complex
clients.  Students utilize Maslow’s heirarchy of needs and the application of nursing process in the care and
management of clients in the following areas: maternity, pediatric, urinary, neurology, rehabilitation and
communicable disease.  Students will demonstrate the ability to function as competent healthcare team
members.  Prerequisites:  A minimum grade of 75% in Terms I, II, and III theory subjects and “Passed” grade
in Terms I, II, and III clinicals.
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Additional Requirements for Clinical Sessions

Our affiliated clinical training facilities may require any or all of the following to be accomplished before a student
starts a clinical rotation:

• Facility Orientation
• Current CPR Card
• Current TB Test Results
• Statement of General Health
• Flu Shots for students and instructors for the current flu season
• Updated COVID-19 vaccination status

Clinical Rotation Protocol

Attendance

• Come on time.  Clinical rotation is an 8-hour period, usually from 7:00 am to 3:00 pm.  In some cases, when
the facility and the School approve, clinical rotation may be done from 6:30 am to 2:30 pm or any other 8-
hour period.

• Clinical hours for VN 402 (Maternity Nursing and VN 403 (Pediatric Nursing) may be changed to any 8-hour
period that corresponds with the facilities’ hours of operation.

• If late for up to 15 minutes at the skills lab or clinical area, the student will be allowed to stay.  If late for 16
minutes or more in the skills lab or clinical area, the student will not be admitted and marked absent.

• Absences must be made up before a student can be promoted to the next term or graduated.  

Dress Code

Corollary to the Dress Code and Uniform Policy in this School Catalog, Student Handbook, the following are
required for clinical sessions:

• White uniform tops and pants with student ID badge  provided by the School
• School-issued white jackets may be used (if the clinical facility allows) but not when giving direct patient care
• White shoes with minimal trim and made of non-absorbent material
• White crew socks; No ankle socks allowed
• Hair should be short, or pinned up above the neck; No ponytails that fall below the shoulders
• Nails trimmed short, clean and not colored
• No jewelry except wedding band and wristwatch; Females may also wear one pair of stud earrings
• Tattoos must be covered with clothing
• Undergarments should be plain white or plan beige, and not longer than the school uniform
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Supplies Required

In order to provide safe and efficient client care, all students must bring the following items every clinical day:

Supplies Issued by the School:

• Clinical Tote Bag with Supplies
• Clinical Guidelines
• Nursing Drug Reference (Drug Book) for Terms II, III, & IV

The above supplies must immediately be checked for defects and are returnable up to 1 week from issue date. 
Students are responsible to purchase any replacements for items lost or found defective after 1 week from issue
date.

Additional supplies required at student’s own expense:

• Watch with second hand
• Clipboard & Pocket Calculator
• Paper, Pens, Permanent Marker, Index Cards

Students with missing supplies will receive a verbal warning.  A second offense will result to students not allowed
to attend the scheduled clinical session for the day.

Conduct

• The clinical instructor is responsible for everything that happens in the clinical session.  Students are required
to comply with all instructions given by the clinical instructor for the whole duration of the clinical session.

• Helping one another in the clinical is commendable.  However, students are responsible for the patient(s)
specifically assigned to them.

• Students may not leave their assigned patient(s) during the clinical session without approval by the clinical
instructor.  This is a grave offense and is punishable by suspension or termination.

• Doing anything against the precise instruction of the clinical instructor is an act of insubordination and is
punishable by suspension or termination.

• Any verbal and behavioral disrespectful act against the clinical instructor, e.g., shouting at the clinical
instructor is not allowed.  No matter how provoked a student is, this unprofessional behavior will not be
condoned, and may be punishable by suspension or termination.
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• Students must promote and uphold the dignity and gravity of the hospital setting.  Any unbecoming behavior
such as loud talking, laughing, and giggling inside the facility are not permissible.  Disregarding this policy is
punishable by suspension or termination.

• Because of the rigors of the vocational nursing program, tardiness and absences are highly discouraged. 
Students may be suspended and/or terminated for excessive absences.

• No student may demand to be transferred to another clinical rotation because of differences with the clinical
instructor.  The students have the responsibility to perform within the School’s academic framework which
includes subject and instructor assignments.

Performance of Clinical Skills

In addition to clinical skills specific for each subject, students are expected to continually perform basic client care,
including hygiene, morning care, activities of daily living, and range of motion exercises, regardless of the term
they are in.

Agreement for Specific Skills Laboratory Practices

During the course of the program, you will study the procedures for checking or testing blood glucose levels and
administering intradermal, subcutaneous, and intramuscular injections.  To have a better insight on these
procedures, students may be allowed to practice among themselves.  By your enrollment in this program, you
agree to subject yourself to these practice procedures, and understand that your fingers will be punctured with
the use of proper equipment, and you will give and receive any of the aforementioned injections with sterile
unexpired saline solutions in your arms.  You further agree not to hold the School, your instructor, or any
classmate responsible for any consequence arising from any of these procedures.

Curriculum Review and Improvements

The Program Director together with the Administrative Officials and Faculty constantly reviews the curriculum
and its implementation.  Extensive discussions are conducted in faculty meetings and in-service training
throughout the year.

Any improvements and revisions are promptly implemented upon approval by the Board of Vocational Nursing
and Psychiatric Technicians.  Students and employees are advised of any curriculum changes through memoranda
and the School Catalog, Student Handbook.
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Organizational Chart
Administration and Staff

Faculty
Advisory Board

 School Calendar
Tuition and Other Fees

Textbooks and Supplies Information
Affiliated Clinical Facilities

Campus Security Act Disclosure Statement
School Performance Fact Sheet (State Required Disclosures)

Student’s Right to Cancel
Federal Disclosure Requirements (Students’ Right-to-Know)

Notice of Student Rights
Notice of Cancellation

Information Sheet on Licensed Vocational Nurse Jobs
Accrediting Bureau of Health Education Schools - Program Outcomes

 Important Links for Federal Student Aid
FAFSA and Federal Student Loan Instructions

Student Financial Aid Flow Chart
A Summary of Your Rights Under the Fair Credit Reporting Act
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Judy Jane M. Ibarra, BSC - Vice-President; Campus Administrator
Director of Finance & Human Resources

Brian F. Mutia, BBA - Assistant Campus Administrator & Grievance
Officer
Admissions Director
Distance Education Coordinator

Lynette Ferro Mutia, BSN, RN - Vocational Nursing Program Director
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Marian College
Marian Health Careers Center
Vocational Nursing Program

Faculty
June 2026

Rheyvonn T. Abueg, MSN-Ed, RN - part-time, LA Campus
RN license from the California BRN
MS Nursing Education, Capella University, Minneapolis, MN

Lawretta Bailey, MSN, RN  - part-time, Van Nuys Campus
RN license from the California BRN
MS Nursing, Herzing University, Milwaukee, WI

Cyril Andre F. Baingan, BSN, RN, PHN - part-time, LA & Van Nuys Campuses
RN license from the California BRN
BS Nursing, West Coast University, Ontario, CA

Marilou T. Barry, ASN, Dr-Ed, RN  - full-time, LA Campus
RN license from the California BRN
AD Nursing, California Career College, Canoga Park, CA
Dr of Educational Management & Leadership, University of Mindanao, Davao, Philippines

Jessica L. Bringas, BSN, LVN  - part-time, LA & Van Nuys Campuses
LVN license from the California BVNPT
BS Nursing, Butuan Doctors’ College, Philippines

Mc Lavern C. Capiendo, BSRT, LVN   - part-time, LA Campus
LVN license from the California BVNPT
Vocational Nursing Diploma, Marian College, Los Angeles, CA
BS Radiologic Technology, Central Luzon Doctor’s Hospital Educational Institute, Tarlac,
Philippines

Gerald Del Castillo, BSEE, LVN - part-time, LA & Van Nuys Campuses
LVN license from the California BVNPT
Vocational Nursing Diploma, Marian College, Los Angeles, CA
BS in Electrical Engineering, DeVry Institute of Technology, Long Beach, CA



Patricia L. Francis, BSMed, LVN  - part-time, LA & Van Nuys Campuses
LVN license from the California BVNPT
Vocational Nursing Diploma, Preferred College of Nursing, Los Angeles, CA 
Bachelor of Medicine & Bachelor of Surgery, University of Sind, Pakistan

Nene Joy B. Hernandez, BSBA, LVN -  part-time, LA Campus
LVN license from the California BVNPT
Vocational Nursing Diploma, Marian College, Los Angeles, CA 
BS Business Administration, National College of Business and Arts, Quezon City, Philippines

Catalina D. Javellana, BSN, RN part-time, Van Nuys Campus
RN license from the California BRN
BS Nursing, Riverside College, Bacolod City, Philippines 

Paule N. Kamegni, BSBA, LVN -  part-time, LA Campus
LVN license from the California BVNPT
Vocational Nursing Diploma, Marian College, Los Angeles, CA 
BS Business Administration, University of Douala, Cameroon 

Bernardino G. Leis, DDM, MSN, FNP - part-time, LA & Van Nuys Campuses
RN license from the California BRN
MS Nursing, University of Phoenix, Pasadena, CA
Doctor of Dental Medicine, University of the East, Manila, Philippines

Alma R. Lim, MSN, RN  - full-time, LA & Van Nuys Campuses
RN license from the California BRN
MS Nursing, San Pedro College, Davao City, Philippines

Fidel Jason B. Liwag, BSN, MD  - part-time, LA & Van Nuys Campuses
BS Nursing, St. Dominic Savio College, Caloocan City, Philippines
Doctor of Medicine, Perpetual Help College of Medicine, Laguna, Philippines

Fe Helen F. Manzo, MD - part-time, LA & Van Nuys Campuses
Doctor of Medicine, Matias H. Aznar Memorial College of Medicine, Cebu City, Philippines

Alan John M. Matus, MSN, RN - full-time, LA & Van Nuys Campuses;
Clinical Coordinator, LA & Van Nuys Campuses; Lead Faculty, LA campus
RN license from the California BRN
MS Nursing, California State University, Dominguez Hills, California



Edgar D. Montesa, BSN, RN, PHN  - part-time, LA Campus
RN license from the California BRN
Doctor of Business Administration in Healthcare Management and Leadership, California
Intercontinental University, Irvine, California
MS Nursing, Northeastern State University, Tahlequah, OK

Genalin Orpilla, BS, MD, LVN - full-time, LA & Van Nuys Campuses
LVN license from the California BVNPT
Vocational Nursing Diploma, Marian College, Los Angeles, CA
Doctor of Medicine, University of the City of Manila, Philippines

Rosauro Don E. Parco, BSHCA, LVN  - full-time, LA & Van Nuys Campuses
LVN license from the California BVNPT
Vocational Nursing Diploma, Marian College, Los Angeles, CA
BS Health Care Administration, West Coast University, Los Angeles, CA

Flordeliza Sortigosa, BSC, LVN - part-time, LA & Van Nuys Campuses
LVN license from the California BVNPT
Vocational Nursing Diploma, Casa Loma College, Los Angeles, CA
BS Commerce, University of Iloilo, Iloilo City, Philippines

Yee Juan (Jennifer) Yong, ASN, BA-Psych, RN  - full-time, LA & Van Nuys Campuses;
Lead Faculty, Van Nuys Campus  
RN license from the California BRN
AS Nursing, Pasadena City College, Pasadena, CA
BA Psychology, California State University, Los Angeles, CA

Yumi Youn, MS Ed Tech, RN, PHN - part-time, LA Campus
RN license from the California BRN
Vocational Nursing Diploma, College of Nursing & Technology, Reseda, CA
MS Educational Technology, California State University, Fullerton, CA
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Nerina Girasol, BSN, RN - Director of Nursing, New Vista Nursing and Rehab
Sunland, CA

Jeannette F. Montesa, BSN, RN-BC - Clinical Nurse III, Cedars-Sinai Medical Center
Los Angeles, CA

Hilda Aquino, MSN, RN, - Nurse Educator; ACLS, BLS Provider; Instructor,
Premier Career College, Irwindale, CA

Van Nuys (Non-Main) Campus

Richard Lavilla, RN - Staff RN, Olive View Medical Center
Sylmar, CA

Teresita Lopez, BSN, RN - Charge Nurse - Recovery Room, Valley Presbyterian
Hospital, Van Nuys, CA

Mark Dale Tajon, LVN - Supervisor, Clinical Documentation Improvement,
Cedars-Sinai Health System, Los Angeles, CA

Distance Delivery Specialist

Marc Roaquin, M.Ed - Adjunct Counselor, El Camino College
Torrance, CA
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Marian College
Marian Health Careers Center

Los Angeles ! Van Nuys

2026 Calendar

January 1 Thursday New Year’s Day, School Closed through January 4
2 Friday Faculty Workshop (No School)
5 Monday Classes Resume
19 Monday Martin Luther King Jr. Day, School Closed
28 Wednesday Faculty & Staff General Meeting  

February 11 Wednesday Foundation Day
16 Monday Presidents’ Day, School Closed

March 2 Monday Class Meeting with Administrators throughout the Week
18 Wednesday Faculty Meeting

April 1 Wednesday Staff Meeting
3 Friday Spring Break, School Closed Through April 5

May 4 Monday Campus Safety & Security Awareness Week; Anti-Drug Campaign
20 Wednesday Faculty Meeting
25 Monday Memorial Day, School Closed

June 3  Wednesday Staff Meeting
11 Thursday Annual Field Day
19 Friday Juneteenth, School Closed

July 3 Friday Independence Day, Observed, School Closed through July 5
22 Wednesday Faculty Meeting

August 5 Wednesday Staff Meeting
31 Monday Family Day

September 7 Monday Labor Day, School Closed
17 Thursday Constitution & Citizenship Day
23 Wednesday Faculty Meeting

October 5 Monday Class Meeting with Administrators throughout the Week
7 Wednesday Staff Meeting
12 Monday Columbus Day, School Closed

November 11 Wednesday Veterans’ Day, School Closed
18 Wednesday Faculty Meeting
25 Wednesday Thanksgiving Celebration
26 Thursday Thanksgiving Break, School Closed through November 29

December 2 Wednesday      Staff Meeting
15 Tuesday Holiday Celebration, Last Day of School
16 Wednesday Winter Break Starts, School Closed through January 4, 2027

 Classes Resume Tuesday, January 5, 2027



Marian College
Marian Health Careers Center
Vocational Nursing Program

2026 Tuition & Fees

1st Payment
Period 

(450 Hrs)

2nd Payment
Period (450

Hrs)

3rd Payment
Period (317

Hrs)

4th Payment
Period (317

Hrs)

Total
Charges for

Period of
Attendance*

Total
Charges for

Entire
Program

Tuition $ 9,000.00 $ 9,000.00 $ 6,340.00 $ 6,340.00 $ 30,680.00 $ 30,680.00

Registration, Non-refundable $ 29.34 $ 29.34 $ 20.66 $ 20.66 $ 100.00 $ 100.00

Books & Learning Materials,
Non-refundable after
cancellation period

$ 945.76 $ 945.76 $ 666.24 $ 666.24
$ 3,224.00 $ 3,224.00

Uniforms & Supplies, 
Non-refundable after
cancellation period

$ 180.70 $ 180.70 $ 127.30 $ 127.30
$ 616.00 $ 616.00

Other Fees,
Non-refundable after
cancellation period

$ 991.53 $ 991.53 $ 698.47 $ 698.47
$ 3,380.00 $ 3,380.00

Student Tuition Recovery Fund $ 0.00 $ 0.00 $ 0.00 $ 0.00 $ 0.00 $ 0.00

Total $ 11,147.33 $ 11,147.33 $ 7,852.67 $ 7,852.67 $ 38,000.00 $ 38,000.00

* The Vocational Nursing Program is a Clock-Hour Program, and according to the Bureau for Private Postsecondary Education (BPPE),
the Period of Attendance is the entire duration of the educational program.  

Optional Charges

Removal Exam Fee (including ATI or HESI subject exams) $ 110.00

Removal or Repeat Exam Fee for ATI or HESI Comprehensive Exam (Review Classes) $ 110.00

Special Class (when repeating subjects prior to the next available class; a 5-student minimum is required to
open a special class)

$ 20.00 per hour

Other Charges

Diploma First Issue - No Fee
Subsequent Issue - $ 25.00
Postage (Optional) - $ 5.00

Transcript of Records Official (Sealed) & Student Copy - $ 25.00
Unofficial Copy - $ 10.00
Postage (Optional) - $ 5.00

Certificates of Completion, Certifications,
Recommendation Letters

Per Document Fee - $10.00
Postage (Optional) - $ 5.00



Marian College
Marian Health Careers Center
Vocational Nursing Program

2026 Textbooks, Uniforms, Supplies, & Other Fees
Title Author/Editor Edition Year ISBN School

Charges

Rosdahl’s Textbook of Basic Nursing Caroline B Rosdahl 12th 2022 978-1975171339 $ 156.00

Workbook for Rosdahl’s Textbook of Basic Nursing Caroline B Rosdahl 12th 2022 978-1975172916 $ 63.00

Skill Checklists for Fundamentals of Nursing Taylor, Lynn, Bartlett 10th 2023 978-1975168193 $ 47.00

Mosby's Dictionary of Medicine, Nursing and Health Professions Mary T. O’Toole 11th 2022 978-0323639149 $ 51.00

Nursing 2025-2026 Drug Handbook Collete Bishop Hendler 2025 2025 978-1975217112 $ 51.00

LPN Notes: Nurse’s Clinical Pocket Guide Ehren Myers 6th 2025 978-1719650298 $ 43.00

Introduction to Clinical Pharmacology Visovsky, et al 10th 2022 978-0323755351 $ 79.00

Timby’s Introductory Medical-Surgical Nursing Moreno, Moseley 13th 2022 978-1975172237 $ 105.00

Introductory Maternity and Pediatric Nursing Hatfield, Kincheloe     5th 2022 978-1975163785 $ 106.00

Saunders Comprehensive Review for the NCLEX-PN® Examination Silvestri, Silvestri 9th 2025 978-0443112874 $ 74.00

HESI Comprehensive Review for the NCLEX-PN® Examination Korniewicz 7th 2024 978-0323810326 $ 74.00

Review Class Materials with HESI® or ATI® Testing Exclusively provided by School $ 900.00

Term 1 Course Material Printing and Online Access Exclusively provided by School $ 200.00

Term 2 Course Material Printing and Online Access Exclusively provided by School $ 200.00

Term 3 Course Material Printing and Online Access Exclusively provided by School $ 200.00

Term 4 Course Material Printing and Online Access Exclusively provided by School $ 200.00

 HESI® or ATI® Test Package Online account set up, usage, maintenance $ 675.00

Uniform Tops, 3 pcs Exclusively provided by School $ 99.00

Uniform Pants, 3 pcs Exclusively provided by School $ 99.00

Uniform Jacket Exclusively provided by School $ 38.00

School ID Badge Exclusively provided by School $ 20.00

Clinical Supplies Tote Exclusively provided by School $ 360.00

Term 1 Admin, Testing, Technology, Lab/Clinical, Library, & Sanitation Fees Exclusively provided by School $ 650.00

Term 2 Admin, Testing, Technology, Lab/Clinical, Library, & Sanitation Fees Exclusively provided by School $ 650.00

Term 3 Admin, Testing, Technology, Lab/Clinical, Library, & Sanitation Fees Exclusively provided by School $ 650.00

Term 4 Admin, Testing, Technology, Lab/Clinical, Library, & Sanitation Fees Exclusively provided by School $ 650.00

CPR Class (2-yr certification; subsequent class @ student expense) Exclusively provided by School $ 120.00

Background Check Exclusively provided by School $ 175.00

Initial Drug Test (subsequent tests @ student expense) Exclusively provided by School $ 175.00

Capping Fee Exclusively provided by School $ 90.00

Graduation Fee Exclusively provided by School $ 220.00

Total $ 7,220.00

Alternate books, supplies, and equipment may be issued for the same quoted price.
Books and supplies issued by the School are non-returnable & non-refundable.  If the School is unable to issue the required books, you
will be informed accordingly, and you may obtain them from online vendors or book retailers close to you.  Use the ISBN numbers
provided above to get the correct edition of the text.  Allow enough time for delivery to ensure that your books arrive before you will
need them at the start of the course or term.  Online or off-campus retailers may charge you for taxes, shipping, and handling.
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Affiliated Clinical Facilities 
Los Angeles Campus 

2026 
 

 
Clinical Facility 

 
Address 

 
Phone 

Alden Terrace Convalescent Hospital 1240 S Hoover Street 

Los Angeles CA 90006 

(213) 382-8461 

Alexandria Care Center 1515 Alexandria Avenue 

Los Angeles CA 90027 

 

(323) 660-1800 

Century Women Medical Clinic 8679 W Pico Blvd 
Los Angeles CA 90035 

(310) 553-1200 

Century Women Medical Clinic 16900 Lakewood Blvd 
Bellflower CA 90706 

(562) 991-1900 

Century Women Medical Clinic 3710 East Cesar E Chavez Ave 
Los Angeles CA 90063 

(323) 980-8404 

Country Villa Rehabilitation Center (LA Rehab) 340 S Alvarado Street  

Los Angeles CA 90057 

(213) 484-9730 

Country Villa Wilshire 855 N Fairfax Avenue  

Los Angeles, CA 90046 

(323) 556-0995 

Fatima Medical Group 820 S Alvarado Street  

Los Angeles CA 90057 

(213) 384-0604 

Fountain View Subacute and Nursing Center 5310 Fountain Avenue  

Los Angeles CA 90029 

(323) 461-9961 

Hollywood Premier Healthcare Center 5402 Fountain Avenue  

Los Angeles CA 90029 

(323) 465-2106 

Horacio G Lopez, MD Pediatric Clinic 2105 Beverly Blvd #129  

Los Angeles CA 90057 

(213) 353-3600 

Leisure Glen Post Acute Care Center 330 Mission Road 

Glendale CA 91205 

(818) 247-4476 
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Affiliated Clinical Facilities 
Los Angeles Campus 

2026 
 

 
Clinical Facility 

 
Address 

 
Phone 

Los Angeles Community Hospital 4081 E Olympic Blvd 

Los Angeles CA 90023 

(323) 267-0477 

Palazzo Post Acute 5400 Fountain Avenue  

Los Angeles, CA 90029 

(323) 461-4301 

Royal Palms Post Acute 630 W Broadway 
Glendale, CA 91204 

(818) 247-3611 

Sharon Care Center 8167 W Third Street  

Los Angeles CA 90048 

(323) 655-2023 

Sunny Village Care Center 1428 S Marengo Avenue 

Alhambra CA 91803 

(626) 576-1032 

Virgil Rehabilitation and Skilled 
Nursing Center 

975 N Virgil Avenue  

Los Angeles CA 90029 

(323) 665-5793 

Westlake Convalescent Hospital 316 S Westlake Avenue  

Los Angeles CA 90057 

(213) 484-0510 
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Affiliated Clinical Facilities 
Van Nuys Campus 

2026 
 

 
Clinical Facility 

 
Address 

 
Phone 

Canoga Park Urgent Care Family 
Medicine 

20905 Sherman Way, 
Canoga Park, CA 91303 

(818) 564-4961 

Country Villa Wilshire 855 N Fairfax Avenue 
Los Angeles, CA 90046 

(323) 556-0995 

Fatima Medical Group 820 S Alvarado Street  
Los Angeles CA 90057 

(213) 384-0604 

Hollywood Premier Healthcare 
Center 

5402 Fountain Avenue Los 
Angeles CA 90029 

(323) 465-2106 

Horacio G Lopez, MD Pediatric 
Clinic 

2105 Beverly Blvd #129  
Los Angeles CA 90057 

(213) 353-3600 

Lake Balboa Care Center (Post 
Acute Rehab) 

16955 Vanowen Street 
Van Nuys CA 91406 

(818) 343-0700 

Leisure Glen Post Acute Care 
Center 

330 Mission Road 
Glendale CA 91205 

(818) 247-4476 

Maclay Healthcare Center 12831 Maclay St, 
Sylmar, CA 91342 

(818) 361-4455 

Olympia Convalescent Hospital 1100 S Alvarado Street  
Los Angeles CA 90006 

(213) 487-3000 

Palazzo Post Acute 5400 Fountain Avenue  
Los Angeles, CA 90029 

(323) 461-4301 

Reseda Family Medical Group &  
Urgent Care Clinic 

6830 Reseda Blvd, 
Reseda, CA 

(818) 996-4888 

Royal Palms Post Acute 630 W Broadway 
Glendale, CA 91204 

(818) 247-3611 

Tarzana Health and Rehabilitation 
Center 

5650 Reseda Blvd, 
Tarzana, CA 91356 

 

(818) 881-4261 

Topanga Terrace Rehabilitation and 
Subacute 

22125 Roscoe Boulevard 
West Hills CA 91304 

(818) 883-7292 
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Affiliated Clinical Facilities 
Van Nuys Campus 

2026 

Clinical Facility Address Phone 

Valley Grace Home Congregate Sub 
Acute Facility 

16052 Chase Street 
North Hills CA 91343 

(818) 791-4182

Valley Village Care Center 13000 Victory Blvd, 
North Hollywood, CA 91606 

(818) 985-5990
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Marian College 
Marian Health Careers Center, Inc 

3333 Wilshire Blvd, Suite 820, Los Angeles CA 90010 

[10006]    CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act 
The Campus Security Act (Public Law 102-26) 34 C.F.R. Section 668.46 (c)(1) requires postsecondary institutions to disclose the number of 
instances in which certain specific types of crimes have occurred in any building or on any property owned or controlled by this institution which is 
used for activities related to the educational purpose of the institution and/or any building or property owned or controlled by student organizations 
recognized by this institution.  In compliance with that law, the following reflects this institution’s crime statistic for the period between 01/01/2022 
and 12/31/2024.  PLEASE NOTE THAT THIS INSTITUTION DOES NOT HAVE ON CAMPUS HOUSING, AND THAT THERE NO POLICE 
RECORDS THAT PERTAIN DIRECTLY TO THE PROPERTY USED BY THE INSTITUTION. THEREFORE, THE STATISTICS BELOW REPORT 
ONLY THOSE INCIDENTS REPORTED TO THE INSTITUTIONAL ADMINISTRATION AND/OR TO THE LOCAL POLICE. 
:

Report Distribution Date: October 1, 2025 
Occurrences REPORTED within the 2022, 2023 and 2024 Calendar Years 

Crimes Reported 2022 2023 2024 
Location: 
C=Campus 
N=Non-campus 
P=Public Area 

*Hate
Crime?
(see note)

(i) Criminal homicide:
(A) Murder and non-negligent manslaughter
(B) Negligent manslaughter

(ii) Sex Offenses:
(A) Rape
(B) Fondling
(C) Incest
(D) Statutory Rape

(iii) Robbery
(iv) Aggravated assault
(v) Burglary
(vi) Motor Vehicle Theft
(vii) Arson
Arrest and referrals for disciplinary actions including: 
(A) Arrests for liquor law violations, Drug law violations,
and illegal weapons possession:
(B) Persons not included in 34 CFR 668.46(c)(1)(ii)(A)
who were referred to campus disciplinary action for
liquor law violations, drug law violations, and illegal
weapons possession
Hate crimes:  As listed under 34. CFR668.46 (c)(1)(i) 
(A) Larceny-theft
(B) Simple Assault
(C) Intimidation
(D) Destruction, Damage or Vandalism of Property
(viii) Liquor law violations
New reporting as of 10/01/2025 
Incidents of sexual assault 
Domestic Violence 
Dating Violence 
Stalking 

NOTE - Crimes reported under any of the category listed in this section that show evidence of prejudice based on race, 
religion, sexual orientation, ethnicity or disability as prescribed by the Hate Crimes Statistical Act. 

1. This institution does not employ campus security personnel but encourages both its employees and students to immediately report
suspected criminal activity or other emergencies to the nearest available institutional official and/or in the event of emergency to directly
contact local law enforcement or other emergency response agencies by dialing 911
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act—(continued)
2. (I) All students and employees are required to report any crime or emergency to their institutional official promptly.

(II) Preparation for the Annual Disclosure of Crime Statistics report is obtained by the institution’s directors who contact the correct police
department District for statistics and the institution’s Daily Incident Log and then records those statistics.

(III) If a student or employee wishes to report a crime on a voluntary or confidential basis, the institutional official will be prepared to
record and report the crime, but not the name of the informant.  The student or employee may, in order to maintain confidentiality, submit
the information in writing to his/her institutional official without signature.  If the student wishes not to maintain confidentiality, the
student will contact his/her teacher or school official who in turn will contact the nearest supervisor to report criminal actions or
emergencies to the appropriate agency by calling (911).

3. Only students, employees and other parties having business with this institution should be on institutional property.  Staff, faculty,
students, and prospective students or any person entering the premises must have and CARRY on them at all times a security
identification badge.  Those without an identification badge must sign in at the entrance and identify their purpose of visit, the person to
be visited and register their time in and out of the building.  The visitor must also wear a visitor’s badge while on campus. All rear access
doors leading to the campus are closed and locked during evening hours staring at 5 PM.  When the school closes for the night, the
school’s official or supervisor will inspect each floor to see that it is empty and then set the alarms on each floor and then lock down the
campus.  Other individuals present on institutional property at any time without the express permission of the appropriate institutional
official(s) shall be viewed as trespassing and may as such be subject to a fine and/or arrest.  In addition, students and employees
present on institutional property during periods of non-operation without the express permission of the appropriate institutional official(s)
shall also be viewed as trespassing and may also be subject to a fine and/or arrest.

4. Current policies concerning campus law enforcement are as follows:
a. Institution’s officials have no powers of arrest other than the Citizens Arrest Law, and are required in the event of a crime or

emergency to call the correct agency or dial (911) for the police and emergency services.  The Citizens Arrest Law will be
invoked only as a last resort, and after all other possibilities have been explored.

b. Employees shall contact their immediate or nearest ranking supervisor to report any criminal action or emergency to the
appropriate agency by calling (911).  If possible, in the interim, the security guard(s) and or institutional official shall attempt to
non-violently deal with the crime or emergency with the appropriate agency on campus.  Individual discretion must be used; as
undue risk should not be taken.

c. The institution currently has no procedures for encouraging or facilitating pastoral or professional counseling (mental health or
otherwise), other than the student or employee is encouraged to seek such aid.

5. Though this institution does not offer regularly scheduled crime awareness or prevention programs, students are encouraged to exercise
proper care in seeing to their personal safety and the safety of others.  The following is a description of policies, rules and programs
designed to inform students and employees about the prevention of crimes on campus.

a. Do not leave personal property in classrooms.
b. Report any suspicious persons to your institutional official.
c. Always try to walk in groups outside the school premises.
d. If you are waiting for a ride, wait within sight of other people.
e. Employees (staff and faculty) will close and lock all doors, windows and blinds and turn off lights when leaving a room
f. The Crime Awareness and Campus Security Act is available upon request to students, employees (staff and faculty) and

prospective students.
g. The school has no formal program, other than orientation, that disseminates this information.  All information is available on

request.
h. Information regarding any crimes committed on the campus or leased/attached properties (parking lot) will be available and

posted in a conspicuous place within two (2) business days after the reporting of the crime and be available for sixty (60)
business days during normal business hours, unless the disclosure is prohibited by law, would jeopardize the confidentiality of
the victim or an ongoing criminal investigation, would jeopardize the safety of an individual, would cause a suspect to flee or
evade detection, or would result in the destruction of evidence.  Once the reason for the lack of disclosure is no longer in force,
the institution must disclose the information.  If there is a request for information that is older than sixty 60 days, that
information must be made available within two (2) business days of the request.

6 The institution does not offer regularly scheduled crime awareness or prevention programs other than orientation where all the 
institution’s policies and regulations are properly disclosed to prospective students. 

7. All incidents shall be recorded in the Daily Incident Log at the institutional official’s station.  The log includes the date, time, location,
incident reported, and disposition of incident and the name of the person who took the report.  The report must be entered in the log
within two (2) business days after it is reported to the school’s official, unless that disclosure is prohibited by law or would endanger the
confidentiality of the victim.

8. This institution does not permit the sale, possession or consumption of alcoholic beverages on school property and adheres to and
enforces all state underage-drinking laws.

9. The institution does not permit the possession, use or sale of illegal drugs by its employees and students and adheres to and enforces all
state and Federal drug laws.  The violation of these policies by students or employees may result in expulsion, termination and/or arrest

Page 2 
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act—(continued) 
10. Information concerning drug and alcohol abuse education programs is posted at the campus and is distributed annually to students and

staff.  (Institutions are advised to make available to students and staff members information on an agency that provides counseling and
help on drug and alcohol abuse education).

11. It is the policy of this institution to have any sexual assaults (criminal offenses) on campus to be reported immediately to the institution’s
official, who will report it to (911) emergency and police units.  The institution during the orientation of given to newly admitted students
emphasizes the prevention of sexual crimes by insisting students to work, study and walk outside of the premises in as much as possible,
accompanied by other students or in view of other persons, generally, avoiding as much as possible to be alone by themselves at any
time.  During the daily functioning of the school operations, staff and administrators focus in observing that students are not in any
circumstance by themselves.

I. The institutional program to prevent sexual crimes consists in maintaining a continuous lookout for each other to protect and
prevent any sexual assaults.  The entire staff takes part of this program to protect the students and the staff among themselves.

II. A person who was victimized will be encouraged to seek counseling at a rape crisis center and to maintain all physical evidence
until such a time when that person can be properly transported to a hospital or rape crisis center for proper treatment.

III. A victim of a sexual crime has the option of reporting this crime to the institutional authorities or to report it directly to (911) and
search for professional assistance from the emergency agencies.  If requested, the institutional personnel will be prepared to
request assistance calling (911).  When the crime is reported, the school will provide the victim with a written explanation of his
or her rights and options.

IV. The institution does not have accessibility to professional counseling, mental health or otherwise, students and employees are
encouraged to seek such professional assistance at the nearest hospital or health care services.

V. The institution will offer the victim of a sexual crime, any available options to change the academic schedule in as much as
possible to the benefit of the victimized person.

VI. The institutional disciplinary actions in reference to an alleged sex offence are as follows:
a. The accuser and the accused are entitled to the same opportunities to have others present during a

disciplinary proceeding: and

b. Both the accuser and the accused must be informed of the outcome of any institutional proceeding brought alleging
a sex offense

VII. This institution has zero tolerance of violation of this policy.  Once the offense is confirmed the institutional disciplinary action
against students or employees may result in expulsion from school, or termination of employment and in accordance to local
laws, to an arrest of the offender by the authorities.

12. The institution provides the following website to obtain information concerning the registration of sex offenders arrest.
https://www.meganslaw.ca.gov/

13 Description of school’s emergency response and evacuation procedures. 
Required elements: 
-Procedures to immediately notify the campus community upon the confirmation of a significant emergency or dangerous situation
involving an immediate threat to the health or safety of students or employees occurring on campus
-Statement that institution will, without delay, and taking into account the safety of the community, determine content of the notification
Must initiate notification system, unless issuing notification will compromise efforts to assist a victim or to contain, respond to, or
otherwise mitigate the emergency
-A description institution’s process to confirm there is a significant emergency
-Determine whom to notify
-Determine content of the notification
-Initiate the notification system
-List of titles of persons/organizations responsible for carrying out these actions
-Procedures for disseminating emergency information to the larger community
-The institution’s procedures to test the emergency response and evacuation procedures on at least an annual basis
-Tests Announced or unannounced
-Publicized in conjunction with at least one test per calendar year
-Documented (description of the exercise, the date, time, and whether it was announced or unannounced)

14 Revised Crime Classification:  Burglary vs. Larceny:  An incident must meet three conditions to be classified as a Burglary. 
• There must be evidence of unlawful entry (trespass).  Both forcible entry and unlawful entry – no force are counted.
• The unlawful entry must occur within a structure, which is defined as having four walls, a roof, and a door.
• The unlawful entry into a structure must show evidence that the entry was made in order to commit a felony or theft.  If the intent

was not to commit a felony or theft, or if the intent cannot be determined, the proper classification is Larceny.

15 Definition of On-Campus Student Housing Facility:  For the purposes of the Clery Act regulations, as well as the HEA fire safety and 
missing student notifications regulations, any student housing facility that is owned or controlled by the institution, or is located on 
property that is owned of controlled by the institution, and is within the reasonably contiguous geographic area that makes up the campus 
is considered an on-campus student housing facility.  This definition clarifies that any building located on campus on land owned or 
controlled by the institution that is used for student housing must be counted as an on-campus student housing facility, even if the 
building itself is owned or controlled by a third party.    Page 3 
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act—(continued) 
16 Campus Law Enforcement Policies:  All institutions must include a statement of policy regarding campus law enforcement in their 

Annual Security Report.  This statement must contain the following elements: 
• A description of the law enforcement authority of the campus security personnel.
• A description of the working relationship of campus security personnel with State and local law enforcement agencies, including

whether the institution has agreements with such agencies, such written memoranda of understanding (MOU), for the investigation
of alleged criminal offenses.

• A statement of policies which encourage accurate and prompt reporting of all crimes to the campus police and the appropriate law
enforcement agencies.

• Students and employees should refer to the person or agency listed at the end of this report when reporting or seeking help on a
criminal incident.  Please note that any emergency that requires immediate attention should not wait to report to the school’s officer
but rather should contact the appropriate agency by calling (911).

The institution does not maintain any special relationship with State and local police and does not have an agreement with those 
police agencies (such as written memoranda of understanding) to investigate alleged crimes. 

This Institution encourages students to complete a timely reporting of all crimes to the campus administrators, police and 
appropriate law enforcement agencies 

This institution encourages students to immediately report an incident where an emergency evacuation will be needed.  All 
students should be familiar with the evacuation procedures posted in several key places around the campus. 

This institution does not provide on-campus housing.  Therefore, the following disclosures do not apply to this institution: 

Fire safety (668.49) 
Missing students (668.46(h)) 

Peer to Peer file sharing:  Students authorized to utilize the institutional electronic equipment for purposes of conducting 
research, practical work, writing essays, doing homework assignments or in any general use of the equipment for course related 
work, are strictly unauthorized to copy or distribute any copyrighted material and any violations will subject the individual 
violator (staff member, non-staff member or student) to civil and criminal liabilities.  The first violation will be punished by 
removing any authorized privilege use of any institutional equipment, if the violation includes the use of individually owned 
equipment, the individual will not be allowed to bring in his/her personal equipment into the school premises.  Second violation 
the staff member may be terminated or the student may be expelled from school.  This decision will be taken by the school 
administration.  The institution conducts annual evaluations of the procedures in place to prevent any violations of copyrighted 
materials observing the need of the students to have access to the institutional network.  The institution will keep a log 
summarizing violations reported and disciplinary actions taken. 

Students and employees should refer to the following person or agency when reporting or seeking help on a criminal incidents.  
Please note that any emergency that requires immediate attention should not wait to report to the school’s officer but rather 
should contact the appropriate agency by calling (911). 

Name of institution’s 
Officer 

Brian F. Mutia

Title Assistant Administrator

School Name MARIAN HEALTH CAREERS CENTER  262001 

Street address 3325 WILSHIRE BLVD. SUITE 1010 

City, State Zip LOS ANGELES CA 90010-0000 

Phone No. 
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Marian College 
Marian Health Careers Center, Inc 

5900 Sepulveda Blvd, Suite 101, Van Nuys CA 91411

[10006]    CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act 
The Campus Security Act (Public Law 102-26) 34 C.F.R. Section 668.46 (c)(1) requires postsecondary institutions to disclose the number of 
instances in which certain specific types of crimes have occurred in any building or on any property owned or controlled by this institution which is 
used for activities related to the educational purpose of the institution and/or any building or property owned or controlled by student organizations 
recognized by this institution.  In compliance with that law, the following reflects this institution’s crime statistic for the period between 01/01/2022 
and 12/31/2024.  PLEASE NOTE THAT THIS INSTITUTION DOES NOT HAVE ON CAMPUS HOUSING, AND THAT THERE NO POLICE 
RECORDS THAT PERTAIN DIRECTLY TO THE PROPERTY USED BY THE INSTITUTION. THEREFORE, THE STATISTICS BELOW REPORT 
ONLY THOSE INCIDENTS REPORTED TO THE INSTITUTIONAL ADMINISTRATION AND/OR TO THE LOCAL POLICE. 
:

Report Distribution Date: October 1, 2025 
Occurrences REPORTED within the 2022, 2023 and 2024 Calendar Years 

Crimes Reported 2022 2023 2024 
Location: 
C=Campus 
N=Non-campus 
P=Public Area 

*Hate
Crime?
(see note)

(i) Criminal homicide:
(A) Murder and non-negligent manslaughter
(B) Negligent manslaughter

(ii) Sex Offenses:
(A) Rape
(B) Fondling
(C) Incest
(D) Statutory Rape

(iii) Robbery
(iv) Aggravated assault
(v) Burglary
(vi) Motor Vehicle Theft
(vii) Arson
Arrest and referrals for disciplinary actions including: 
(A) Arrests for liquor law violations, Drug law violations,
and illegal weapons possession:
(B) Persons not included in 34 CFR 668.46(c)(1)(ii)(A)
who were referred to campus disciplinary action for
liquor law violations, drug law violations, and illegal
weapons possession
Hate crimes:  As listed under 34. CFR668.46 (c)(1)(i) 
(A) Larceny-theft
(B) Simple Assault
(C) Intimidation
(D) Destruction, Damage or Vandalism of Property
(viii) Liquor law violations
New reporting as of 10/01/2025 
Incidents of sexual assault 
Domestic Violence 
Dating Violence 
Stalking 

NOTE - Crimes reported under any of the category listed in this section that show evidence of prejudice based on race, 
religion, sexual orientation, ethnicity or disability as prescribed by the Hate Crimes Statistical Act. 

1. This institution does not employ campus security personnel but encourages both its employees and students to immediately report
suspected criminal activity or other emergencies to the nearest available institutional official and/or in the event of emergency to directly
contact local law enforcement or other emergency response agencies by dialing 911
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act—(continued)
2. (I) All students and employees are required to report any crime or emergency to their institutional official promptly.

(II) Preparation for the Annual Disclosure of Crime Statistics report is obtained by the institution’s directors who contact the correct police
department District for statistics and the institution’s Daily Incident Log and then records those statistics.

(III) If a student or employee wishes to report a crime on a voluntary or confidential basis, the institutional official will be prepared to
record and report the crime, but not the name of the informant.  The student or employee may, in order to maintain confidentiality, submit
the information in writing to his/her institutional official without signature.  If the student wishes not to maintain confidentiality, the
student will contact his/her teacher or school official who in turn will contact the nearest supervisor to report criminal actions or
emergencies to the appropriate agency by calling (911).

3. Only students, employees and other parties having business with this institution should be on institutional property.  Staff, faculty,
students, and prospective students or any person entering the premises must have and CARRY on them at all times a security
identification badge.  Those without an identification badge must sign in at the entrance and identify their purpose of visit, the person to
be visited and register their time in and out of the building.  The visitor must also wear a visitor’s badge while on campus. All rear access
doors leading to the campus are closed and locked during evening hours staring at 5 PM.  When the school closes for the night, the
school’s official or supervisor will inspect each floor to see that it is empty and then set the alarms on each floor and then lock down the
campus.  Other individuals present on institutional property at any time without the express permission of the appropriate institutional
official(s) shall be viewed as trespassing and may as such be subject to a fine and/or arrest.  In addition, students and employees
present on institutional property during periods of non-operation without the express permission of the appropriate institutional official(s)
shall also be viewed as trespassing and may also be subject to a fine and/or arrest.

4. Current policies concerning campus law enforcement are as follows:
a. Institution’s officials have no powers of arrest other than the Citizens Arrest Law, and are required in the event of a crime or

emergency to call the correct agency or dial (911) for the police and emergency services.  The Citizens Arrest Law will be
invoked only as a last resort, and after all other possibilities have been explored.

b. Employees shall contact their immediate or nearest ranking supervisor to report any criminal action or emergency to the
appropriate agency by calling (911).  If possible, in the interim, the security guard(s) and or institutional official shall attempt to
non-violently deal with the crime or emergency with the appropriate agency on campus.  Individual discretion must be used; as
undue risk should not be taken.

c. The institution currently has no procedures for encouraging or facilitating pastoral or professional counseling (mental health or
otherwise), other than the student or employee is encouraged to seek such aid.

5. Though this institution does not offer regularly scheduled crime awareness or prevention programs, students are encouraged to exercise
proper care in seeing to their personal safety and the safety of others.  The following is a description of policies, rules and programs
designed to inform students and employees about the prevention of crimes on campus.

a. Do not leave personal property in classrooms.
b. Report any suspicious persons to your institutional official.
c. Always try to walk in groups outside the school premises.
d. If you are waiting for a ride, wait within sight of other people.
e. Employees (staff and faculty) will close and lock all doors, windows and blinds and turn off lights when leaving a room
f. The Crime Awareness and Campus Security Act is available upon request to students, employees (staff and faculty) and

prospective students.
g. The school has no formal program, other than orientation, that disseminates this information.  All information is available on

request.
h. Information regarding any crimes committed on the campus or leased/attached properties (parking lot) will be available and

posted in a conspicuous place within two (2) business days after the reporting of the crime and be available for sixty (60)
business days during normal business hours, unless the disclosure is prohibited by law, would jeopardize the confidentiality of
the victim or an ongoing criminal investigation, would jeopardize the safety of an individual, would cause a suspect to flee or
evade detection, or would result in the destruction of evidence.  Once the reason for the lack of disclosure is no longer in force,
the institution must disclose the information.  If there is a request for information that is older than sixty 60 days, that
information must be made available within two (2) business days of the request.

6 The institution does not offer regularly scheduled crime awareness or prevention programs other than orientation where all the 
institution’s policies and regulations are properly disclosed to prospective students. 

7. All incidents shall be recorded in the Daily Incident Log at the institutional official’s station.  The log includes the date, time, location,
incident reported, and disposition of incident and the name of the person who took the report.  The report must be entered in the log
within two (2) business days after it is reported to the school’s official, unless that disclosure is prohibited by law or would endanger the
confidentiality of the victim.

8. This institution does not permit the sale, possession or consumption of alcoholic beverages on school property and adheres to and
enforces all state underage-drinking laws.

9. The institution does not permit the possession, use or sale of illegal drugs by its employees and students and adheres to and enforces all
state and Federal drug laws.  The violation of these policies by students or employees may result in expulsion, termination and/or arrest
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act—(continued) 
10. Information concerning drug and alcohol abuse education programs is posted at the campus and is distributed annually to students and

staff.  (Institutions are advised to make available to students and staff members information on an agency that provides counseling and
help on drug and alcohol abuse education).

11. It is the policy of this institution to have any sexual assaults (criminal offenses) on campus to be reported immediately to the institution’s
official, who will report it to (911) emergency and police units.  The institution during the orientation of given to newly admitted students
emphasizes the prevention of sexual crimes by insisting students to work, study and walk outside of the premises in as much as possible,
accompanied by other students or in view of other persons, generally, avoiding as much as possible to be alone by themselves at any
time.  During the daily functioning of the school operations, staff and administrators focus in observing that students are not in any
circumstance by themselves.

I. The institutional program to prevent sexual crimes consists in maintaining a continuous lookout for each other to protect and
prevent any sexual assaults.  The entire staff takes part of this program to protect the students and the staff among themselves.

II. A person who was victimized will be encouraged to seek counseling at a rape crisis center and to maintain all physical evidence
until such a time when that person can be properly transported to a hospital or rape crisis center for proper treatment.

III. A victim of a sexual crime has the option of reporting this crime to the institutional authorities or to report it directly to (911) and
search for professional assistance from the emergency agencies.  If requested, the institutional personnel will be prepared to
request assistance calling (911).  When the crime is reported, the school will provide the victim with a written explanation of his
or her rights and options.

IV. The institution does not have accessibility to professional counseling, mental health or otherwise, students and employees are
encouraged to seek such professional assistance at the nearest hospital or health care services.

V. The institution will offer the victim of a sexual crime, any available options to change the academic schedule in as much as
possible to the benefit of the victimized person.

VI. The institutional disciplinary actions in reference to an alleged sex offence are as follows:
a. The accuser and the accused are entitled to the same opportunities to have others present during a

disciplinary proceeding: and

b. Both the accuser and the accused must be informed of the outcome of any institutional proceeding brought alleging
a sex offense

VII. This institution has zero tolerance of violation of this policy.  Once the offense is confirmed the institutional disciplinary action
against students or employees may result in expulsion from school, or termination of employment and in accordance to local
laws, to an arrest of the offender by the authorities.

12. The institution provides the following website to obtain information concerning the registration of sex offenders arrest.
https://www.meganslaw.ca.gov/

13 Description of school’s emergency response and evacuation procedures. 
Required elements: 
-Procedures to immediately notify the campus community upon the confirmation of a significant emergency or dangerous situation
involving an immediate threat to the health or safety of students or employees occurring on campus
-Statement that institution will, without delay, and taking into account the safety of the community, determine content of the notification
Must initiate notification system, unless issuing notification will compromise efforts to assist a victim or to contain, respond to, or
otherwise mitigate the emergency
-A description institution’s process to confirm there is a significant emergency
-Determine whom to notify
-Determine content of the notification
-Initiate the notification system
-List of titles of persons/organizations responsible for carrying out these actions
-Procedures for disseminating emergency information to the larger community
-The institution’s procedures to test the emergency response and evacuation procedures on at least an annual basis
-Tests Announced or unannounced
-Publicized in conjunction with at least one test per calendar year
-Documented (description of the exercise, the date, time, and whether it was announced or unannounced)

14 Revised Crime Classification:  Burglary vs. Larceny:  An incident must meet three conditions to be classified as a Burglary. 
• There must be evidence of unlawful entry (trespass).  Both forcible entry and unlawful entry – no force are counted.
• The unlawful entry must occur within a structure, which is defined as having four walls, a roof, and a door.
• The unlawful entry into a structure must show evidence that the entry was made in order to commit a felony or theft.  If the intent

was not to commit a felony or theft, or if the intent cannot be determined, the proper classification is Larceny.

15 Definition of On-Campus Student Housing Facility:  For the purposes of the Clery Act regulations, as well as the HEA fire safety and 
missing student notifications regulations, any student housing facility that is owned or controlled by the institution, or is located on 
property that is owned of controlled by the institution, and is within the reasonably contiguous geographic area that makes up the campus 
is considered an on-campus student housing facility.  This definition clarifies that any building located on campus on land owned or 
controlled by the institution that is used for student housing must be counted as an on-campus student housing facility, even if the 
building itself is owned or controlled by a third party.    Page 3 
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act—(continued) 
16 Campus Law Enforcement Policies:  All institutions must include a statement of policy regarding campus law enforcement in their 

Annual Security Report.  This statement must contain the following elements: 
• A description of the law enforcement authority of the campus security personnel.
• A description of the working relationship of campus security personnel with State and local law enforcement agencies, including

whether the institution has agreements with such agencies, such written memoranda of understanding (MOU), for the investigation
of alleged criminal offenses.

• A statement of policies which encourage accurate and prompt reporting of all crimes to the campus police and the appropriate law
enforcement agencies.

• Students and employees should refer to the person or agency listed at the end of this report when reporting or seeking help on a
criminal incident.  Please note that any emergency that requires immediate attention should not wait to report to the school’s officer
but rather should contact the appropriate agency by calling (911).

The institution does not maintain any special relationship with State and local police and does not have an agreement with those 
police agencies (such as written memoranda of understanding) to investigate alleged crimes. 

This Institution encourages students to complete a timely reporting of all crimes to the campus administrators, police and 
appropriate law enforcement agencies 

This institution encourages students to immediately report an incident where an emergency evacuation will be needed.  All 
students should be familiar with the evacuation procedures posted in several key places around the campus. 

This institution does not provide on-campus housing.  Therefore, the following disclosures do not apply to this institution: 

Fire safety (668.49) 
Missing students (668.46(h)) 

Peer to Peer file sharing:  Students authorized to utilize the institutional electronic equipment for purposes of conducting 
research, practical work, writing essays, doing homework assignments or in any general use of the equipment for course related 
work, are strictly unauthorized to copy or distribute any copyrighted material and any violations will subject the individual 
violator (staff member, non-staff member or student) to civil and criminal liabilities.  The first violation will be punished by 
removing any authorized privilege use of any institutional equipment, if the violation includes the use of individually owned 
equipment, the individual will not be allowed to bring in his/her personal equipment into the school premises.  Second violation 
the staff member may be terminated or the student may be expelled from school.  This decision will be taken by the school 
administration.  The institution conducts annual evaluations of the procedures in place to prevent any violations of copyrighted 
materials observing the need of the students to have access to the institutional network.  The institution will keep a log 
summarizing violations reported and disciplinary actions taken. 

Students and employees should refer to the following person or agency when reporting or seeking help on a criminal incidents.  
Please note that any emergency that requires immediate attention should not wait to report to the school’s officer but rather 
should contact the appropriate agency by calling (911). 

Name of institution’s  
Officer 

Alvin M. Mutia

Title President

School Name MARIAN HEALTH CAREERS CENTER  262001 

Street address 5900 Sepulveda Blvd, Suite 101

City, State Zip Van Nuys CA 91411

Phone No. 

PAGE 4 



MARIAN HEALTH CAREERS CENTER INC.
3333 Wilshire Blvd Suite 820 LOS ANGELES, CA. 90010

213-388-3566

SCHOOL PERFORMANCE FACT SHEET
CALENDAR YEARS: 2023 & 2024

VOCATIONAL NURSING-1534 Units

On-Time Completion Rates (Graduation Rates)
(Includes data for the two calendar years prior to reporting)

Calendar
Year

Number of Students
Who Began the

Program

Students
Available for
Graduation

Number of On-
Time Graduates

On-Time
Completion

Rate
2023 69 69 28 41%
2024 91 91 41 45%

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.

Students Completing Within 150% of the Published Program Length

Calendar
Year

Number of Students
Who Began the

Program

Students
Available for
Graduation

150% Graduates
150%

Completion
Rate

2021 78 78 48 62%
2022 102 102 75 74%
2023 69 69 49 71%
2024 91 91 52 57%

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.



MARIAN HEALTH CAREERS CENTER INC.
3333 Wilshire Blvd Suite 820 LOS ANGELES, CA. 90010

213-388-3566

Job Placement Rates
(Includes data for the two calendar years prior to reporting)

Calendar
Year

Number of
Students Who

Began the
Program

Number of
Graduates

Graduates
Available for
Employment

Graduates
Employed in

the Field

Placement Rate
% Employed in

the Field

2023 69 49 49 26 53%
2024 91 52 52 38 73%

You may obtain from the institution a list of the employment positions determined to be in the field for which a student
received education and training from the School Catalog or Admissions Office.

Gainfully Employed Categories
(Includes data for the two calendar years prior to reporting)

Part-Time vs. Full-Time Employment

Calendar
Year

Graduates Employed in the
Field 20-29 Hours Per week

Graduates Employed in the Field
at Least 30 Hours Per Week

Total Graduates
Employed in the

Field
2023 0 26 26
2024 0 38 38

Single Position vs. Concurrent Aggregated Position

Calendar
Year

Graduates Employed in the
Field in a Single position

Graduates Employed in the Field
in Concurrent Aggregated

Positions

Total Graduates
Employed in the

Field
2023 26 0 26
2024 38 0 38



MARIAN HEALTH CAREERS CENTER INC.
3333 Wilshire Blvd Suite 820 LOS ANGELES, CA. 90010

213-388-3566

Self-Employed / Freelance Positions
Calendar

Year
Graduates Employed Who are self-employed or

working Freelance
Total Graduates

Employed in the Field
2023 0 26
2024 0 38

Institutional Employment

Calendar
Year

Graduates Employed in the Field who are
Employed by the Institution, or an employer who

shares ownership with the Institution

Total Graduates
Employed in the Field

2023 0 26
2024 0 38

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.

License Examination Passage Rates
(Includes data for the two calendar years prior to reporting)

Calendar
Year

Number of
Graduates

Number of
Graduates Taking

Exam
Number Who Passed
First Available Exam

Number Who
Failed First

Available Exam
Passage

Rate

2023 49 36 33 3 92%
2024 52 43 37 6 86%

Licensure examination passage data is not available from the state agency administering the examination. We are unable
to collect data from 0 graduates.

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.



MARIAN HEALTH CAREERS CENTER INC.
3333 Wilshire Blvd Suite 820 LOS ANGELES, CA. 90010

213-388-3566

Salary and Wage Information
(Includes data for the two calendar years prior to reporting)

Annual salary and wages reported for graduates employed in the field.

Calendar
Year

Graduates
Available for
Employment

Graduates
Employed

in Field
$1

-$5,000
$5,001

-$10,000
$10,001
-$15,000

$15,001
-$20,000

$20,001
-$25,000

$25,001
-$30,000

$30,001
-$35,000

2023 49 26 0 0 0 0 0 0 0
2024 52 38 0 0 0 0 0 0 0

Calendar
Year

Graduates
Available for
Employment

Graduates
Employed

in Field
$35,001
-$40,000

$40,001
-$45,000

$45,001
-$50,000

$50,001
-$55,000

$55,001
-$60,000

$60,001
-$65,000

$65,001
-$70,000

2023 49 26 0 0 0 0 0 6 0
2024 52 38 0 0 0 0 0 0 1

Calendar
Year

Graduates
Available for
Employment

Graduates
Employed

in Field
$70,001
-$75,000

$75,001
-$80,000

$80,001
-$85,000

$85,001
-$90,000

$90,001
-$95,000

$95,001
-$100,000

$100,000
over

2023 49 26 17 3 0 0 0 0 0
2024 52 38 33 4 0 0 0 0 0

Calendar
Year

Graduates
Available for
Employment

Graduates
Employed

in Field
No Salary Information Reported

2023 49 26 0
2024 52 38 0

A list of sources used to substantiate salary disclosures is available from the school's Placement office

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.



MARIAN HEALTH CAREERS CENTER INC.
3333 Wilshire Blvd Suite 820 LOS ANGELES, CA. 90010

213-388-3566
 

Cost of Educational Program
Total charges for the program for students completing on-time in  2023:  $34,350.00. Total charges may be higher for
students that do not complete on-time.
Total charges for the program for students completing on-time in  2024:  $34,350.00. Total charges may be higher for
students that do not complete on-time.
 

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.
 

Federal Student Loan Debt

Calendar
Year

Most Recent Three-Year
Cohort Default Rate, As
Reported by the United
State Department of
Education1

The Percentage of
Enrolled Students
Receiving Federal
Student Loans to Pay
for This Program.

The Percentage of
Graduates Who Took
Out Federal Student
Loans to Pay for This
Program.

The Average Amount of
Federal Student Loan Debt
of Graduates who Took
Out Federal Student Loans
at This Institution

2023  0.00 89% 96% $13,889.87
2024  0.00 85% 93% $15,548.49

1The percentage of students who defaulted on their federal student loans is called the Cohort Default Rate (CDR). It
shows the percentage of this school's students who were more than 270 days (9 months) behind on their federal student
loans within three years of when the first payment was due. This is the most recent CDR reported by the U.S. Department
of Education.
 

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.
 
This fact sheet is filed with the Bureau for Private Postsecondary Education. Regardless of any information you may have
relating to completion rates, placement rates, starting salaries, or license exam passage rates, this fact sheet contains the
information as calculated pursuant to state law.
Any questions a student may have regarding this fact sheet that have not been satisfactorily answered by the institution
may be directed to the Bureau for Private Postsecondary Education at 1747 N. Market Blvd, Suite 225, Sacramento, CA
95834, www.bppe.ca.gov, toll-free telephone number (888) 370-7589 or by fax (916) 263-1897.
 
_______________________

Student Name - Print
 

_________________________ __________________
Student Signature Date

 
_______________________ __________________

School Official Date



MARIAN HEALTH CAREERS CENTER INC.
3333 Wilshire Blvd Suite 820 LOS ANGELES, CA. 90010

213-388-3566

Definitions

1. "Number of Students Who Began the Program" means the number of students who began a program who were
scheduled to complete the program within 100% of the published program length within the reporting calendar year and
excludes all students who cancelled during the cancellation period.
2. "Students Available for Graduation" is the number of students who began the program minus the number of students
who have died, been incarcerated, or been called to active military duty.
3. "Number of On-time Graduates" is the number of students who completed the program within 100% of the published
program length within the reporting calendar year.
4. "On-time Completion Rate" is the number of on-time graduates divided by the number of students available for
graduation.
5. "150% Graduates" is the number of students who completed the program within 150% of the program length (includes
on-time graduates).
6."150% Completion Rate" is the number of students who completed the program in the reported calendar year within
150% of the published program length, including on-time graduates, divided by the number of students available for
graduation.
7. "Graduates Available for Employment" means the number of graduates minus the number of graduates unavailable for
employment.
8. "Graduates Unavailable for Employment" means the graduates who, after graduation, die, become incarcerated, are
called to active military duty, are international students that leave the United States or do not have a visa allowing
employment in the United States, or are continuing their education in an accredited or bureau-approved postsecondary
institution.
9. "Graduates Employed in the Field" means graduates who beginning within six months after a student completes the
applicable educational program are gainfully employed, whose employment has been reported, and for whom the
institution has documented verification of employment. For occupations for which the state requires passing an
examination, the six months period begins after the announcement of the examination results for the first examination
available after a student completes an applicable educational program.
10. "Placement Rate Employed in the Field" is calculated by dividing the number of graduates gainfully employed in the
field by the number of graduates available for employment.
11. "Number of Graduates Taking Exam" is the number of graduates who took the first available exam in the reported
calendar year.
12. "First Available Exam Date" is the date for the first available exam after a student completed a program.
13. "Passage Rate" is calculated by dividing the number of graduates who passed the exam by the number of graduates
who took the reported licensing exam.
14. "Number Who Passed First Available Exam" is the number of graduates who took and passed the first available
licensing exam after completing the program.
15. "Salary" is as reported by graduate or graduate's employer.
16. "No Salary Information Reported" is the number of graduates for whom, after making reasonable attempts, the school
was not able to obtain salary information.



MARIAN HEALTH CAREERS CENTER INC.
3333 Wilshire Blvd Suite 820 LOS ANGELES, CA. 90010

213-388-3566

STUDENT'S RIGHT TO CANCEL

Cancellation, withdrawal, and refund policies, include an explanation that the student has the right to cancel the
enrollment agreement and obtain a refund of charges paid through attendance at the first class session, or the seventh
day after enrollment, whichever is later.
CEC 94919. Institution Participating in Federal Student Financial Aid Programs

a) An institution that participates in the federal student financial aid programs complies with this article by complying
with applicable regulations of the federal student financial aid programs under Title IV of the federal Higher Education Act
of 1965.

b) The institution shall advise each student that a notice of cancellation shall be in writing, and that a withdrawal may be
effectuated by the student's written notice or by the student's conduct, including, but not necessarily limited to, a student's
lack of attendance.

c) The institution shall also provide a pro rata refund of nonfederal student financial aid program moneys paid for
institutional charges to students who have completed 60 percent or less of the period of attendance.

d) Institutions shall refund 100 percent of the amount paid for institutional charges, less a reasonable deposit or
application fee not to exceed two hundred fifty dollars ($250), if notice of cancellation is made through attendance at the
first class session, or the seventh day after enrollment, whichever is later.
Refund Policy: After the cancellation period, the institution provides a pro rata refund of ALL funds paid for tuition charges
to students who have completed 60 percent or less of the period of attendance. Once more than 60 percent of the period
of attendance has elapsed (including absences), there will be no refund to the student. If the student has received federal
student financial aid funds, the student may be entitled to a refund of monies not paid from federal student financial aid
program funds. This policy applies to all terminations for any reason, by either party, including student decision, course or
program cancellation or school closure.
A registration fee of $100.00 is a non- refundable item. Equipment, books, supplies, tools, uniforms, kits and any other
items issued and received by the student would not be returnable. Once received by the student it will belong to the
student and will represent a liability to the student.
If you cancel the agreement, the school will refund any money that you paid, less any deduction for registration fee and
equipment received. If you withdraw from school after the cancellation period, the refund policy described above will
apply. If the amount that you have paid is more than the amount that you owe for the time you attended, then a refund will
be made within 45 days of the official withdrawal date. See Refunds section below. If the amount that you owe is more
than the amount that you have already paid, then you will have to arrange with the institution to pay that balance. Official
withdrawal date is on the student's notification or school's determination.
Determination of withdrawal from school: The withdrawal date shall be the last date of recorded attendance. The student
would be determined to have withdrawn from school on the earliest of:
The date you notify the Financial Aid Office of your intent to withdraw. Only the Financial Aid Office would be authorized to
accept a notification of your intent to withdraw.
The date the school terminates your enrollment due to academic failure or for violation of its rules and policies stated in
the catalog.
The date you fail to attend classes for a two-week period and fail to inform the school that you are not withdrawing.
The date you failed to return as scheduled from an approved leave of absence. The withdrawal date shall be the last date
of recorded attendance. The date of the determination of withdrawal will be the scheduled date of return from LOA.

MARIAN HEALTH CAREERS CENTER INC.



MARIAN HEALTH CAREERS CENTER INC.
5900 N. SEPULVEDA BLVD. STE. 101 VAN NUYS, CA. 91411

818-782-6163

SCHOOL PERFORMANCE FACT SHEET
CALENDAR YEARS: 2023 & 2024

VOCATIONAL NURSING-1534 Units

On-Time Completion Rates (Graduation Rates)
(Includes data for the two calendar years prior to reporting)

Calendar
Year

Number of Students
Who Began the

Program

Students
Available for
Graduation

Number of On-
Time Graduates

On-Time
Completion

Rate
2023 69 69 0 0%
2024 45 45 0 0%

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.

Students Completing Within 150% of the Published Program Length

Calendar
Year

Number of Students
Who Began the

Program

Students
Available for
Graduation

150% Graduates
150%

Completion
Rate

2021 63 63 34 54%
2022 62 62 44 71%
2023 69 69 46 67%
2024 45 45 31 69%

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.



MARIAN HEALTH CAREERS CENTER INC.
5900 N. SEPULVEDA BLVD. STE. 101 VAN NUYS, CA. 91411

818-782-6163

Job Placement Rates
(Includes data for the two calendar years prior to reporting)

Calendar
Year

Number of
Students Who

Began the
Program

Number of
Graduates

Graduates
Available for
Employment

Graduates
Employed in

the Field

Placement Rate
% Employed in

the Field

2023 69 46 46 33 72%
2024 45 31 31 27 87%

You may obtain from the institution a list of the employment positions determined to be in the field for which a student
received education and training from the School Catalog or Admissions Office.

Gainfully Employed Categories
(Includes data for the two calendar years prior to reporting)

Part-Time vs. Full-Time Employment

Calendar
Year

Graduates Employed in the
Field 20-29 Hours Per week

Graduates Employed in the Field
at Least 30 Hours Per Week

Total Graduates
Employed in the

Field
2023 0 33 33
2024 0 27 27

Single Position vs. Concurrent Aggregated Position

Calendar
Year

Graduates Employed in the
Field in a Single position

Graduates Employed in the Field
in Concurrent Aggregated

Positions

Total Graduates
Employed in the

Field
2023 33 0 33
2024 27 0 27



MARIAN HEALTH CAREERS CENTER INC.
5900 N. SEPULVEDA BLVD. STE. 101 VAN NUYS, CA. 91411

818-782-6163

Self-Employed / Freelance Positions
Calendar

Year
Graduates Employed Who are self-employed or

working Freelance
Total Graduates

Employed in the Field
2023 0 33
2024 0 27

Institutional Employment

Calendar
Year

Graduates Employed in the Field who are
Employed by the Institution, or an employer who

shares ownership with the Institution

Total Graduates
Employed in the Field

2023 0 33
2024 0 27

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.

License Examination Passage Rates
(Includes data for the two calendar years prior to reporting)

Calendar
Year

Number of
Graduates

Number of
Graduates Taking

Exam
Number Who Passed
First Available Exam

Number Who
Failed First

Available Exam
Passage

Rate

2023 46 41 40 1 98%
2024 31 29 28 1 97%

Licensure examination passage data is not available from the state agency administering the examination. We are unable
to collect data from 0 graduates.

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.



MARIAN HEALTH CAREERS CENTER INC.
5900 N. SEPULVEDA BLVD. STE. 101 VAN NUYS, CA. 91411

818-782-6163
 

Salary and Wage Information
(Includes data for the two calendar years prior to reporting)

 
Annual salary and wages reported for graduates employed in the field.

Calendar
Year

Graduates
Available for
Employment

Graduates
Employed

in Field
$1

-$5,000
$5,001

-$10,000
$10,001
-$15,000

$15,001
-$20,000

$20,001
-$25,000

$25,001
-$30,000

$30,001
-$35,000

2023 46 33 0 0 0 0 0 0 0
2024 31 27 0 0 0 0 0 0 0

Calendar
Year

Graduates
Available for
Employment

Graduates
Employed

in Field
$35,001
-$40,000

$40,001
-$45,000

$45,001
-$50,000

$50,001
-$55,000

$55,001
-$60,000

$60,001
-$65,000

$65,001
-$70,000

2023 46 33 0 0 0 1 1 7 0
2024 31 27 0 2 0 0 0 2 2

Calendar
Year

Graduates
Available for
Employment

Graduates
Employed

in Field
$70,001
-$75,000

$75,001
-$80,000

$80,001
-$85,000

$85,001
-$90,000

$90,001
-$95,000

$95,001
-$100,000

$100,000
over

2023 46 33 19 4 0 0 0 0 1
2024 31 27 19 1 1 0 0 0 0

Calendar
Year

Graduates
Available for
Employment

Graduates
Employed

in Field
No Salary Information Reported

2023 46 33 0
2024 31 27 0

A list of sources used to substantiate salary disclosures is available from the school's Placement office
 

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.



MARIAN HEALTH CAREERS CENTER INC.
5900 N. SEPULVEDA BLVD. STE. 101 VAN NUYS, CA. 91411

818-782-6163
 

Cost of Educational Program
Total charges for the program for students completing on-time in  2023:  $34,350.00. Total charges may be higher for
students that do not complete on-time.
Total charges for the program for students completing on-time in  2024:  $34,350.00. Total charges may be higher for
students that do not complete on-time.
 

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.
 

Federal Student Loan Debt

Calendar
Year

Most Recent Three-Year
Cohort Default Rate, As
Reported by the United
State Department of
Education1

The Percentage of
Enrolled Students
Receiving Federal
Student Loans to Pay
for This Program.

The Percentage of
Graduates Who Took
Out Federal Student
Loans to Pay for This
Program.

The Average Amount of
Federal Student Loan Debt
of Graduates who Took
Out Federal Student Loans
at This Institution

2023  0.00 80% 75% $15,127.49
2024  0.00 81% 89% $14,991.59

1The percentage of students who defaulted on their federal student loans is called the Cohort Default Rate (CDR). It
shows the percentage of this school's students who were more than 270 days (9 months) behind on their federal student
loans within three years of when the first payment was due. This is the most recent CDR reported by the U.S. Department
of Education.
 

Student's Initials:____________ Date:_______________
Initial only after you have had sufficient time to read and understand the information.
 
This fact sheet is filed with the Bureau for Private Postsecondary Education. Regardless of any information you may have
relating to completion rates, placement rates, starting salaries, or license exam passage rates, this fact sheet contains the
information as calculated pursuant to state law.
Any questions a student may have regarding this fact sheet that have not been satisfactorily answered by the institution
may be directed to the Bureau for Private Postsecondary Education at 1747 N. Market Blvd, Suite 225, Sacramento, CA
95834, www.bppe.ca.gov, toll-free telephone number (888) 370-7589 or by fax (916) 263-1897.
 
_______________________

Student Name - Print
 

_________________________ __________________
Student Signature Date

 
_______________________ __________________

School Official Date



MARIAN HEALTH CAREERS CENTER INC.
5900 N. SEPULVEDA BLVD. STE. 101 VAN NUYS, CA. 91411

818-782-6163
 

Definitions
 
1. "Number of Students Who Began the Program" means the number of students who began a program who were
scheduled to complete the program within 100% of the published program length within the reporting calendar year and
excludes all students who cancelled during the cancellation period.
2. "Students Available for Graduation" is the number of students who began the program minus the number of students
who have died, been incarcerated, or been called to active military duty.
3. "Number of On-time Graduates" is the number of students who completed the program within 100% of the published
program length within the reporting calendar year.
4. "On-time Completion Rate" is the number of on-time graduates divided by the number of students available for
graduation.
5. "150% Graduates" is the number of students who completed the program within 150% of the program length (includes
on-time graduates).
6."150% Completion Rate" is the number of students who completed the program in the reported calendar year within
150% of the published program length, including on-time graduates, divided by the number of students available for
graduation.
7. "Graduates Available for Employment" means the number of graduates minus the number of graduates unavailable for
employment.
8. "Graduates Unavailable for Employment" means the graduates who, after graduation, die, become incarcerated, are
called to active military duty, are international students that leave the United States or do not have a visa allowing
employment in the United States, or are continuing their education in an accredited or bureau-approved postsecondary
institution.
9. "Graduates Employed in the Field" means graduates who beginning within six months after a student completes the
applicable educational program are gainfully employed, whose employment has been reported, and for whom the
institution has documented verification of employment. For occupations for which the state requires passing an
examination, the six months period begins after the announcement of the examination results for the first examination
available after a student completes an applicable educational program.
10. "Placement Rate Employed in the Field" is calculated by dividing the number of graduates gainfully employed in the
field by the number of graduates available for employment.
11. "Number of Graduates Taking Exam" is the number of graduates who took the first available exam in the reported
calendar year.
12. "First Available Exam Date" is the date for the first available exam after a student completed a program.
13. "Passage Rate" is calculated by dividing the number of graduates who passed the exam by the number of graduates
who took the reported licensing exam.
14. "Number Who Passed First Available Exam" is the number of graduates who took and passed the first available
licensing exam after completing the program.
15. "Salary" is as reported by graduate or graduate's employer.
16. "No Salary Information Reported" is the number of graduates for whom, after making reasonable attempts, the school
was not able to obtain salary information.
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STUDENT'S RIGHT TO CANCEL
 
Cancellation, withdrawal, and refund policies, include an explanation that the student has the right to cancel the
enrollment agreement and obtain a refund of charges paid through attendance at the first class session, or the seventh
day after enrollment, whichever is later.
CEC 94919. Institution Participating in Federal Student Financial Aid Programs
    a) An institution that participates in the federal student financial aid programs complies with this article by complying
with applicable regulations of the federal student financial aid programs under Title IV of the federal Higher Education Act
of 1965.
   b) The institution shall advise each student that a notice of cancellation shall be in writing, and that a withdrawal may be
effectuated by the student's written notice or by the student's conduct, including, but not necessarily limited to, a student's
lack of attendance.
     c) The institution shall also provide a pro rata refund of nonfederal student financial aid program moneys paid for
institutional charges to students who have completed 60 percent or less of the period of attendance.
     d) Institutions shall refund 100 percent of the amount paid for institutional charges, less a reasonable deposit or
application fee not to exceed two hundred fifty dollars ($250), if notice of cancellation is made through attendance at the
first class session, or the seventh day after enrollment, whichever is later.
Refund Policy: After the cancellation period, the institution provides a pro rata refund of ALL funds paid for tuition charges
to students who have completed 60 percent or less of the period of attendance. Once more than 60 percent of the period
of attendance has elapsed (including absences), there will be no refund to the student. If the student has received federal
student financial aid funds, the student may be entitled to a refund of monies not paid from federal student financial aid
program funds. This policy applies to all terminations for any reason, by either party, including student decision, course or
program cancellation or school closure.
A registration fee of $100.00 is a non- refundable item. Equipment, books, supplies, tools, uniforms, kits and any other
items issued and received by the student would not be returnable. Once received by the student it will belong to the
student and will represent a liability to the student.
If you cancel the agreement, the school will refund any money that you paid, less any deduction for registration fee and
equipment received. If you withdraw from school after the cancellation period, the refund policy described above will
apply. If the amount that you have paid is more than the amount that you owe for the time you attended, then a refund will
be made within 45 days of the official withdrawal date. See Refunds section below. If the amount that you owe is more
than the amount that you have already paid, then you will have to arrange with the institution to pay that balance. Official
withdrawal date is on the student's notification or school's determination.
Determination of withdrawal from school: The withdrawal date shall be the last date of recorded attendance. The student
would be determined to have withdrawn from school on the earliest of:
The date you notify the Financial Aid Office of your intent to withdraw. Only the Financial Aid Office would be authorized to
accept a notification of your intent to withdraw.
The date the school terminates your enrollment due to academic failure or for violation of its rules and policies stated in
the catalog.
The date you fail to attend classes for a two-week period and fail to inform the school that you are not withdrawing.
The date you failed to return as scheduled from an approved leave of absence. The withdrawal date shall be the last date
of recorded attendance. The date of the determination of withdrawal will be the scheduled date of return from LOA.
 
 
 
 
 
 
 
 
 



MARIAN COLLEGE 
MARIAN HEALTH CAREERS CENTER, INC 

3333 Wilshire Blvd, Suite 820, Los Angeles CA 90010 
 
 

[10005]     FEDERAL DISCLOSURE REQUIREMENTS 
 

 
To help you make a good decision about whether to enroll in this institution 
 
Our institution wants you to know that, according to its latest information: 
 

Disclosure date 07-01-2026 
Data for cohort year 9/1/22-8/31/23 (the date may vary in accordance to program) 

 
How Are Our Students Doing: (Based on First Time, Full Time Students) 
0B0BStudent Right-to-Know Rates: Men Women Total Rates 

1a Initial cohort ___________ _____________ _____________   

1c Allowable exclusions ___________ _____________ _____________  

1e Final cohort ___________ _____________ _____________   

2a Completers of < 2-yr programs ___________ _____________ _____________  

3a Transfer-out- students ___________ _____________ _____________  

4 Completion or graduation rate    ________  

5 Transfer-out rate     ________ 

6 Retention rate (Based on IPEDS Fall Enrollment Report- Part E)  ________ 

7 Placement rate (report any placement rate calculated)   ________ 

 
Line 2a above (full time, first time undergraduates) breaks down into this: 

 Number of 
students in 
cohort 

Total exclusions Number of Students that 
completed in 150% 

Recipients of a Pell Grant    
Recipients of a 
Subsidized Stafford Loan 
that did not receive a Pell 
Grant 

   

Did not receive either a 
Pell Grant or Subsidized 
Stafford Loan 

   

 
The data once reported in the catalog needs no student signature 
  

Judy Ibarra
Typewritten Text
4		7		11
0		0		0
4		7		11
3		6		9
0		0		0
						82
						0
					data not available
					data not available
						

Judy Ibarra
Typewritten Text
9		0		8

1		0		1

1		0		0



MARIAN COLLEGE 
MARIAN HEALTH CAREERS CENTER, INC 

5900 Sepulveda Blvd, Suite 101, Van Nuys CA 91411 
 
 

[10005]     FEDERAL DISCLOSURE REQUIREMENTS 
 
 

To help you make a good decision about whether to enroll in this institution 
 
Our institution wants you to know that, according to its latest information: 
 

Disclosure date 07-01-2026 
Data for cohort year 9/1/22-8/31/23 (the date may vary in accordance to program) 

 
How Are Our Students Doing: (Based on First Time, Full Time Students) 
0B0BStudent Right-to-Know Rates: Men Women Total Rates 

1a Initial cohort ___________ _____________ _____________   

1c Allowable exclusions ___________ _____________ _____________  

1e Final cohort ___________ _____________ _____________   

2a Completers of < 2-yr programs ___________ _____________ _____________  

3a Transfer-out- students ___________ _____________ _____________  

4 Completion or graduation rate    ________  

5 Transfer-out rate     ________ 

6 Retention rate (Based on IPEDS Fall Enrollment Report- Part E)  ________ 

7 Placement rate (report any placement rate calculated)   ________ 

 
Line 2a above (full time, first time undergraduates) breaks down into this: 

 Number of 
students in 
cohort 

Total exclusions Number of Students that 
completed in 150% 

Recipients of a Pell Grant    
Recipients of a 
Subsidized Stafford Loan 
that did not receive a Pell 
Grant 

   

Did not receive either a 
Pell Grant or Subsidized 
Stafford Loan 

   

 
The data once reported in the catalog needs no student signature 
  

Judy Ibarra
Typewritten Text
4		0		3

0		0		0

1		0		0		

Judy Ibarra
Typewritten Text
3		2		5	
0		0		0
3		2		5
2		1		3
0		0		0	
						60	
						0
					data not available
					data not available	



Marian College
Marian Health Careers Center
Vocational Nursing Program

Notice of Student Rights

1. You have the right to cancel your enrollment and obtain a refund of charges paid through
attendance at the first class session (first day of classes), or the seventh day after enrollment (seven
days from date when enrollment agreement was signed), whichever is later.

Read the Notice of Cancellation form for an explanation of your cancellation rights and
responsibilities.  If you have lost your Notice of Cancellation form, ask the School for a sample copy.

2. After the end of the cancellation period, you also have the right to stop school at any time, and you
have the right to receive a refund for part of the course not taken.  Your refund rights are described
in the Enrollment Agreement and the School Catalog, Student Handbook.  If you have lost your
Enrollment Agreement, ask the School for a description of the refund policy.

3. If the School closes before you graduate, you may be entitled to a refund.  Contact the Bureau for
Private Postsecondary Education at the address and telephone number provided below.

4. If you have any complaints, questions, or problems which you cannot work out with the School,
write or call:

State of California Department of Consumer Affairs
Bureau for Private Postsecondary Education
P.O. Box 980818
West Sacramento, CA 95798-0818

Phone: (916) 431-6959
Toll Free; (888) 370-7589

Website: www.bppe.ca.gov
Email: bppe@dca.ca.gov

http://www.bppe.ca.gov


Signature in this area represents cancellation of contract.

I cancel my contract with the School.   

Name: _______________________________  Signature: ________________________  Date: _________

Marian College
Marian Health Careers Center

NOTICE OF CANCELLATION

First Day of Class: _______________________

The student has the right to cancel their Enrollment Agreement and obtain a refund of charges paid through
attendance at the first class session (first day of classes), or the seventh day after enrollment (seven days from date
when enrollment agreement was signed), whichever is later.  

The notice of cancellation shall be in writing and submitted directly to the Financial Aid Office, and that a
withdrawal may be initiated by the student’s written notice or by the Institution due to student’s academics or
conduct, including, but not necessarily limited to, a student’s lack of attendance.

REMEMBER, YOU MUST CANCEL IN WRITING.  You do not have the right to cancel by just telephoning
the School or by not coming to class.  If you have complaints, questions, or problems which you cannot work out
with the School, contact or call:

State of California Department of Consumer Affairs 
Bureau for Private Postsecondary Education
1747 N Market Blvd, Ste 225, Sacramento CA 95834
P.O. Box 980818, West Sacramento CA 95798-0818

Website: www.bppe.ca.gov 
Phone: (888) 370-7589 
Phone: (916) 574-8900 

Fax: (916) 263-1897

Form Date: April 2023

http://www.bppe.ca.gov
mailto:bppe@dca.ca.gov


Marian College
Marian Health Careers Center

Information Sheet on Licensed Vocational Nurse Jobs
Standard Occupational Classification (SOC) Code: 29-2061.00

Physical Demands of the Job

Standing and occasional lifting
Some exposure to virus, bacteria, and communicable diseases

Employment Opportunities

Acute Medical/Surgical Hospitals
Convalescent Hospitals (Long Term Care, Skilled Nursing)
Home Care Agencies
Outpatient Clinics
Doctor's Offices
Ambulatory Surgery Centers
Dialysis Centers
Blood Banks
Psychiatric Hospitals
Correctional Facilities
Vocational Nursing Programs

Salary Range

$14 - $24 per hour or $26,880 - $46,080 per year (https://www.bvnpt.ca.gov)

2019 Median pay:  $22.83 per hour or $47,480 per year (https://www.bls.gov)

2020 Median Pay: $29.08 per hour or $60,480 per year (https://www.labormarketinfo.edd.ca.gov)

Working Conditions

Generally in health care settings

Safety Hazards

Standard and Universal Precautions

Licensing Requirements

License issued by the California Board of Vocational Nursing and Psychiatric Technicians (BVNPT) upon passing
the NCLEX-PN® examinations.



Program Outcomes
Data from ABHES Annual Report 2024-2025

Marian College, Marian Health Careers Center
Los Angeles Campus

I-143

Program Name:Vocational Nursing
Credential Awarded:Diploma

CIP Code:51.3901

Retention Statistics
Beginning Enrollment: 112

New Starts:  88 
Re-entries:  5
Graduates: 39

Withdrawals: 15
Ending Enrollment:  151

Retention Rate:  93%

Placement Statistics
Graduates:  39 

Placed Graduates:  28
Not Placed: 11
Unavailable: 0

Placement Rate:  72%

Credentialing/Licensure Statistics
Graduates: 39

Took Examination: 33
Passed Examination: 29 

Failed Examination: 4
Results Pending:  0

Exam Participation Rate: 85%
Exam Pass Rate:  88%



Program Outcomes
Data from ABHES Annual Report 2024-2025

Marian College, Marian Health Careers Center
Van Nuys Campus

I-143-01

Program Name:Vocational Nursing
Credential Awarded:Diploma

CIP Code:51.3901

Retention Statistics
Beginning Enrollment: 67

New Starts: 58
Re-entries:  1
Graduates: 39

Withdrawals: 10
Ending Enrollment: 77
Retention Rate:  92%

Placement Statistics
Graduates: 39

Placed Graduates:  29
Not Placed: 22
Unavailable: 0

Placement Rate:  74%

Credentialing/Licensure Statistics
Graduates: 39

Took Examination: 34
Passed Examination: 29
Failed Examination: 5

Results Pending: 0
Exam Participation Rate: 87%

Exam Pass Rate:  85%
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Important links for 2026 

Student Guide 
Institutions are required to provide basic information on financial aid programs to all prospective students 
and current students.  The use of these USDE annual publications by the institution would comply. 
 

English: https://studentaid.ed.gov/sa/resources 
Spanish: https://studentaid.ed.gov/sa/es/resources 
 

Direct Loan Basics for Students PDF [includes correction to print version]  
Explains subsidized and unsubsidized Direct Stafford loans for students.  
https://studentaid.ed.gov/sa/sites/default/files/direct-loan-basics-students.pdf 
 

Direct Loan Basics for Parents PDF Explains Direct PLUS loans for parents. 
https://studentaid.ed.gov/sa/sites/default/files/direct-loan-basics-parents.pdf 
 

FAFSA: Free Application for Federal Student Aid 
FAFSA 2025-2026 

This is a required form for ALL students participating in ANY Title IV Federal Student Aid Program 
(Except PLUS only applicants) 

This form is the only official application for free Federal student aid (FAFSA).  If the form is 
completed on the FAFSA website by the student and parents, or if the student mails the form in, 
the institution will not have a copy of the FAFSA in the file.  HOWEVER, if the FAFSA is 
completed at the school and is submitted by the school to CPS on behalf of the student, the 
FAFSA with original signatures MUST be retained in the student’s file. 

FAFSA on the Web 
https://studentaid.gov/h/apply-for-aid/fafsa 
 

2025-2026 FAFSA English PDF  
https://studentaid.gov/sites/default/files/2025-26-fafsa.pdf 
 
2025-2026 FAFSA Spanish PDF 

      https://studentaid.gov/sites/default/files/2025-26-fafsa-spanish.pdf 
  

2025-2026 Federal Pell Grant and Disbursement schedules  
 https://fsapartners.ed.gov/knowledge-center/library/dear-colleague-letters/2025-01-31/2025-2026-federal-pell-grant-      
maximum-and-minimum-award-amounts-updated-may-29-2025 
 
 
 

 
 

     Direct Loan Links 

General information 
General and important information to the student about the Federal Direct Loan can be found at the following URL 
 https://studentaid.ed.gov/sa/ 
 https://studentaid.gov/understand-aid/types/loans 

  
Federal Direct Loan Promissory Note 
Information about the Federal Direct Loan promissory note may be located at the following URL 
 

 https://studentloans.gov/myDirectLoan/whatYouNeed.action 
 

Federal Direct Loan Entrance and Exit Interviews 
All student borrowers are required to complete an entrance interview before a first loan disbursement is made and an 
exit interview prior to leaving the school. 
 https://studentloans.gov/myDirectLoan/index.action 
 
For More Information on Direct Loans 

  https://studentloans.gov/myDirectLoan/index.action   available in English and Spanish 

 
 
 
 
 

https://studentaid.ed.gov/sa/resources
https://studentaid.ed.gov/sa/es/resources
http://www2.ed.gov/offices/OSFAP/DirectLoan/pubs/studentbasics.pdf
https://studentaid.ed.gov/sa/sites/default/files/direct-loan-basics-students.pdf
http://www2.ed.gov/offices/OSFAP/DirectLoan/pubs/parentbasics.pdf
https://studentaid.ed.gov/sa/sites/default/files/direct-loan-basics-parents.pdf
https://studentaid.gov/h/apply-for-aid/fafsa
https://studentaid.gov/sites/default/files/2025-26-fafsa.pdf
https://studentaid.gov/sites/default/files/2025-26-fafsa-spanish.pdf
https://fsapartners.ed.gov/knowledge-center/library/dear-colleague-letters/2025-01-31/2025-2026-federal-pell-grant-%20%20%20%20%20%20maximum-and-minimum-award-amounts-updated-may-29-2025
https://fsapartners.ed.gov/knowledge-center/library/dear-colleague-letters/2025-01-31/2025-2026-federal-pell-grant-%20%20%20%20%20%20maximum-and-minimum-award-amounts-updated-may-29-2025
https://studentaid.ed.gov/sa/
https://studentaid.gov/understand-aid/types/loans
https://studentloans.gov/myDirectLoan/whatYouNeed.action
https://studentloans.gov/myDirectLoan/index.action
https://studentloans.gov/myDirectLoan/index.action


Marian College
Marian Health Careers Center

Filing your FAFSA (Free Application for Federal Student Aid)

Create an FSA ID, a username and password combination that allows you to sign your FAFSA electronically.
You can get your FSA ID as you fill out the FAFSA, but you also have the option to get it ahead of time at
www.fsaid.ed.gov.

Apply for a FAFSA at www.fafsa.gov     

Use School Code: 034404
Housing Plans: Off-Campus if Independent; With Parent if Dependent
Grade Level:  1  year undergraduate; either never attended college before or attended college beforest

Degree or Certificate you will be working on: Certificate or Diploma....Less than 2 years
Enrollment Status: Full-Time
Make sure you use the IRS Data Retrieval Tool (DRT) for accurate reporting of your tax information

TO USE THE IRS DATA RETRIEVAL TOOL:

Log into www.fafsa.gov to complete or correct your FAFSA.
Click on the “Financial Information” tab.
Select “Already Completed” for the tax return filing status and answer the eligibility questions.

1. Did you file a Puerto Rican or foreign tax return?
° If YES, you’re not eligible to transfer taxes.  If NO, move on.

Click "LINK TO IRS" to transfer your income information to your FAFSA.

You cannot use the FAFSA/IRS data retrieval tool if: 
Your marital status changes after December 31 of the same tax year 
Your tax return filing status is: 

Married, filing separately 
Head of household 
You filed an amended return 
You filed a Puerto Rican or foreign tax return 
You were not required to file a tax return

If you are not eligible to use the IRS tool, you may be required to submit a Federal Tax Transcript
or signed copies of your tax return as part of FAFSA Verification.



Steps to Completing the Loan Entrance Counseling for ALL Loans

1. Go to www.studentloans.gov
2. Click on Sign In (must have FSA ID)
3. Verify Personal Information
4. Under Counseling, select Complete Entrance Counseling
5. Select School State from drop down menu
6. Select School Name from drop down menu
7. Select Student Type - I am completing counseling to receive Direct Loans as UNDERGRADUATE student
8. Complete Counseling Session/Quiz

Master Promissory Note (MPN) Instructions

For Stafford Subsidized/Unsubsidized Loans (STUDENT LOAN)

1. Go to www.studentloans.gov
2. Click on Sign In (must have FSA ID)
3. Verify Personal Information
4. Under Master Promissory Note, select Complete MPN
5. Select Which Type of MPN to complete (Subsidized/Unsubsidized)
6. Enter Personal Information
7. Enter Personal References

- List two persons with different U.S. addresses who do not live with you, and who have known you for
at least three years. If you are a parent borrower, do not list the student.

- List two persons with different U.S. addresses who have known you for at least three years.
- The first reference should be a parent or legal guardian.
- References must have different addresses and telephone numbers.

8. Review Terms and Conditions
9. Review and Sign

For Federal PLUS Loans - PLUS loans are taken by the parent for the student. 

The parent, NOT the student, completes the application. 

1. Go to www.studentloans.gov
2. Click on Sign In (Parent must have FSA ID)
3. Complete PLUS Counseling Session
4. Under Master Promissory Note, select Complete MPN
5. Select Which Type of MPN to complete (Federal Plus)
6. Enter Personal Information & 2 References
7. Review Terms and Conditions
8. Review and Sign
9. Click “Request a PLUS” on the center of the page. Completing this portion will allow the

Department of Education to perform a credit check to determine your eligibility for the loan.
10. Once the PLUS request is submitted, the parent will be notified if the credit has been approved.

· If the credit was denied, the parent may apply with an endorser.
· If the parent chooses not to apply with an endorser, the school will be notified of the denial.



Student Financial Aid Flowchart 
Apply for a FSA ID from the 
Department of Education at 
https://fsaid.ed.gov for you 
and your parent if needed. 
The FSA ID confirms your 
identity when you access 

your financial aid 
information and allows you 
to electronically sign your 

Federal Student Aid 
documents.  

Fill out the FAFSA on 
or 

 at 
www.fafsa.gov.

Provide student and 
parent information if 

required. 

The Federal 
Processor will 

receive your FAFSA 
via the web. The U.S. 

Department of 
Education will 
process your 

application within 3-
5 days. 

Once processed you 
will receive a Student 
Aid Report (SAR) and 

should review it for any 
needed corrections. 
The SAR is for your 

record.  

Financial Aid 
will send an email 

 
requesting additional 
information from you 

(& your parent if 
required).  

Is any additional 
information needed? 

YES receives 
your SAR data from the 

processor.  

NO

File is complete and 
processed. 

(approximately 2 to 3 
weeks) 

You submit all required 
documents to the 

Financial Aid Office. 

You will receive an email
 notification with 

instructions indicating steps 
necessary to ensure you 

receive your awards. 

 

. 
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Para información en español, visite www.consumerfinance.gov/learnmore o escribe a la Consumer 
Financial Protection Bureau, 1700 G Street N.W., Washington, DC 20552. 

A Summary of Your Rights Under the Fair Credit Reporting Act 

The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of 
information in the files of consumer reporting agencies.  There are many types of consumer reporting 
agencies, including credit bureaus and specialty agencies (such as agencies that sell information about check 
writing histories, medical records, and rental history records).  Here is a summary of your major rights under 
FCRA.  For more information, including information about additional rights, go to 
www.consumerfinance.gov/learnmore or write to: Consumer Financial Protection Bureau, 1700 G 
Street N.W., Washington, DC 20552. 

 You must be told if information in your file has been used against you.  Anyone who uses a
credit report or another type of consumer report to deny your application for credit, insurance, or
employment – or to take another adverse action against you – must tell you, and must give you the
name, address, and phone number of the agency that provided the information.

 You have the right to know what is in your file.  You may request and obtain all the information
about you in the files of a consumer reporting agency (your “file disclosure”).  You will be required
to provide proper identification, which may include your Social Security number.  In many cases, the
disclosure will be free.  You are entitled to a free file disclosure if:

o a person has taken adverse action against you because of information in your credit report;
o you are the victim of identity theft and place a fraud alert in your file;
o your file contains inaccurate information as a result of fraud;
o you are on public assistance;
o you are unemployed but expect to apply for employment within 60 days.

In addition, all consumers are entitled to one free disclosure every 12 months upon request from each 
nationwide credit bureau and from nationwide specialty consumer reporting agencies.  See 
www.consumerfinance.gov/learnmore for additional information. 

 You have the right to ask for a credit score.  Credit scores are numerical summaries of your credit-
worthiness based on information from credit bureaus.  You may request a credit score from consumer
reporting agencies that create scores or distribute scores used in residential real property loans, but
you will have to pay for it.  In some mortgage transactions, you will receive credit score information
for free from the mortgage lender.

 You have the right to dispute incomplete or inaccurate information.  If you identify information
in your file that is incomplete or inaccurate, and report it to the consumer reporting agency, the
agency must investigate unless your dispute is frivolous.  See www.consumerfinance.gov/learnmore
for an explanation of dispute procedures.

 Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable
information.  Inaccurate, incomplete, or unverifiable information must be removed or corrected,
usually within 30 days.  However, a consumer reporting agency may continue to report information it
has verified as accurate.

 Consumer reporting agencies may not report outdated negative information.  In most cases, a
consumer reporting agency may not report negative information that is more than seven years old, or
bankruptcies that are more than 10 years old.
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 Access to your file is limited.  A consumer reporting agency may provide information about you
only to people with a valid need – usually to consider an application with a creditor, insurer,
employer, landlord, or other business.  The FCRA specifies those with a valid need for access.

 You must give your consent for reports to be provided to employers.  A consumer reporting
agency may not give out information about you to your employer, or a potential employer, without
your written consent given to the employer.  Written consent generally is not required in the trucking
industry.  For more information, go to www.consumerfinance.gov/learnmore.

 You may limit “prescreened” offers of credit and insurance you get based on information in
your credit report.  Unsolicited “prescreened” offers for credit and insurance must include a toll-
free phone number you can call if you choose to remove your name and address form the lists these
offers are based on.  You may opt out with the nationwide credit bureaus at 1-888-5-OPTOUT (1-
888-567-8688).

 The following FCRA right applies with respect to nationwide consumer reporting agencies:

CONSUMERS HAVE THE RIGHT TO OBTAIN A SECURITY FREEZE

You have a right to place a “security freeze” on your credit report, which will prohibit a
consumer reporting agency from releasing information in your credit report without your
express authorization.  The security freeze is designed to prevent credit, loans, and services from
being approved in your name without your consent.  However, you should be aware that using a
security freeze to take control over who gets access to the personal and financial information in your
credit report may delay, interfere with, or prohibit the timely approval of any subsequent request or
application you make regarding a new loan, credit, mortgage, or any other account involving the
extension of credit.

As an alternative to a security freeze, you have the right to place an initial or extended fraud alert on
your credit file at no cost.  An initial fraud alert is a 1-year alert that is placed on a consumer’s credit
file.  Upon seeing a fraud alert display on a consumer’s credit file, a business is required to take steps
to verify the consumer’s identity before extending new credit.  If you are a victim of identity theft,
you are entitled to an extended fraud alert, which is a fraud alert lasting 7 years.

A security freeze does not apply to a person or entity, or its affiliates, or collection agencies acting on
behalf of the person or entity, with which you have an existing account that requests information in
your credit report for the purposes of reviewing or collecting the account.  Reviewing the account
includes activities related to account maintenance, monitoring, credit line increases, and account
upgrades and enhancements.

 You may seek damages from violators.  If a consumer reporting agency, or, in some cases, a user
of consumer reports or a furnisher of information to a consumer reporting agency violates the FCRA,
you may be able to sue in state or federal court.

 Identity theft victims and active duty military personnel have additional rights.  For more
information, visit www.consumerfinance.gov/learnmore.

States may enforce the FCRA, and many states have their own consumer reporting laws.  In some 
cases, you may have more rights under state law.  For more information, contact your state or local 
consumer protection agency or your state Attorney General.  For information about your federal 
rights, contact:  
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TYPE OF BUSINESS: CONTACT: 

1.a. Banks, savings associations, and credit unions with total
assets of over $10 billion and their affiliates

b. Such affiliates that are not banks, savings associations, or
credit unions also should list, in addition to the CFPB:

a. Consumer Financial Protection Bureau
1700 G Street, N.W.
Washington, DC 20552

b. Federal Trade Commission
Consumer Response Center
600 Pennsylvania Avenue, N.W.
Washington, DC 20580
(877) 382-4357

2. To the extent not included in item 1 above:
a. National banks, federal savings associations, and federal
branches and federal agencies of foreign banks

b. State member banks, branches and agencies of foreign banks
(other than federal branches, federal agencies, and Insured State
Branches of Foreign Banks), commercial lending companies
owned or controlled by foreign banks, and organizations
operating under section 25 or 25A of the Federal Reserve Act.

c. Nonmember Insured Banks, Insured State Branches of
Foreign Banks, and insured state savings associations

d. Federal Credit Unions

a. Office of the Comptroller of the Currency
Customer Assistance Group
1301 McKinney Street, Suite 3450
Houston, TX 77010-9050

b. Federal Reserve Consumer Help Center
P.O. Box 1200
Minneapolis, MN 55480

c. FDIC Consumer Response Center
1100 Walnut Street, Box #11
Kansas City, MO 64106

d. National Credit Union Administration
Office of Consumer Financial Protection (OCFP)
Division of Consumer Compliance Policy and Outreach
1775 Duke Street
Alexandria, VA 22314

3. Air carriers Asst. General Counsel for Aviation Enforcement & Proceedings 
Aviation Consumer Protection Division 
Department of Transportation 
1200 New Jersey Avenue, S.E. 
Washington, DC 20590 

4. Creditors Subject to the Surface Transportation Board Office of Proceedings, Surface Transportation Board 
Department of Transportation 
395 E Street, S.W. 
Washington, DC 20423 

5. Creditors Subject to the Packers and Stockyards Act, 1921 Nearest Packers and Stockyards Administration area supervisor 

6. Small Business Investment Companies Associate Deputy Administrator for Capital Access 
United States Small Business Administration 
409 Third Street, S.W., Suite 8200 
Washington, DC 20416 

7. Brokers and Dealers Securities and Exchange Commission 
100 F Street, N.E. 
Washington, DC 20549 

8. Federal Land Banks, Federal Land Bank Associations,
Federal Intermediate Credit Banks, and Production Credit
Associations

Farm Credit Administration 
1501 Farm Credit Drive 
McLean, VA 22102-5090 

9. Retailers, Finance Companies, and All Other Creditors Not
Listed Above

Federal Trade Commission 
Consumer Response Center 
600 Pennsylvania Avenue, N.W. 
Washington, DC 20580 
(877) 382-4357
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	2018-2019 School Performance Fact Sheet.pdf
	10010 SCHOOL PERFOMANCE FACT SHEET
	This is a required form for all schools operating in California under the State Approval of BPPE
	This is to be given to the students prior to the signing of the enrollment agreement.
	To complete this form, you can print the report from the RGM Web System under Administration: Campus Master Setup: Annual Reports: [1071] BPPE Fact Sheet. Select from the options on the drop down then click generate report:
	/
	/
	This is a form that BPPE requires institutions to distribute to prospective students before the student executes (signs) an enrollment agreement and to retain with all Initials and signatures required in the form, The institutions are required to be r...
	This report, as many other reports generated by the RGM system, allows the user to click on the blue hyperlinks (numbers) to display and print the students listed on each field of the report.  Schools MUST generate the report, check the students liste...
	/
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.

	17-18 ABHES outcomes.pdf
	17-18 ABHES Annual Report LA

	18-19 FA links.pdf
	2018-19 Student Forms Only
	NOTE: Delete any forms or those Items in the forms packet not applicable to your institutional student files.
	all forms included in this set are provided to your school annually.  the most recent revision date appears in the footer of each page.  all forms are prepared for your school usage using word.doc.  In addition, the forms are included with a set of in...
	The following document is diveded into two sections; first, it offers a description of each form provided by rgm, followed by the forms in a respective order.
	Important links for 2018
	Student Guide
	Institutions are required to provide basic information on financial aid programs to all prospective students and current students.  The use of these USDE annual publications by the institution would be in compliance.
	English: https://studentaid.ed.gov/sa/resources
	Spanish: https://studentaid.ed.gov/sa/es/resources
	FAFSA: Free Application for Federal Student Aid
	FAFSA 2018-2019
	This is a required form for ALL students participating in ANY Title IV Federal Student Aid Program (Except PLUS only applicants)
	This form is the only official application for free Federal student aid (FAFSA).  If the form is completed on the FAFSA website by the student and parents, or if the student mails the form in, the institution will not have a copy of the FAFSA in the f...
	FAFSA on the Web
	http://www.fafsa.ed.gov/
	2018-2019 FAFSA English PDF
	https://fafsa.ed.gov/fotw1819/pdf/PdfFafsa18-19.pdf
	2018-2019 FAFSA Spanish PDF
	https://fafsa.ed.gov/es_ES/fotw1819/pdf/PdfFafsa18-19.pdf
	2018-2019 Student Aid Eligibility Drug Conviction worksheet for question 23 English
	https://ifap.ed.gov/eannouncements/attachments/20182019StudentAidEligibilityWorksheetforQuestion23EN.pdf
	2018-2019 Student aid eligibility Drug Conviction worksheet for question 23 Spanish
	https://ifap.ed.gov/eannouncements/attachments/20182019StudentAidEligibilityWorksheetforQuestion23ES.pdf
	2018-2019 Federal Pell Grant and Disbursement schedules
	https://ifap.ed.gov/dpcletters/attachments/20182019PellPaymentSchedule.pdf
	Direct Loan Links
	General information
	General and important information to the student about the Federal Direct Loan can be found at the following URL
	https://studentaid.ed.gov/sa/
	https://ifap.ed.gov/ifap/processing/directLoans.jsp
	Federal Direct Loan Promissory Note
	Information about the Federal Direct Loan promissory note may be located at the following URL
	https://studentloans.gov/myDirectLoan/whatYouNeed.action
	Federal Direct Loan Entrance and Exit Interviews
	All student borrowers are required to complete an entrance interview before a first loan disbursement is made and an exit interview prior to leaving the school.
	https://studentloans.gov/myDirectLoan/index.action
	For More Information on Direct Loans
	https://studentloans.gov/myDirectLoan/index.action   available in English and Spanish
	10001 Documentation checklist
	This is not a required form in the student file
	The form is used to track forms required and/or applicable by/to the institutional procedures
	Status of this form:  The form is provided in the RGM system under Admission: Student Admission Transactions: Student Admission Forms Transaction #3019.  The form is created based on the Title IV Aid programs available at each school. Once it takes yo...
	/
	/
	/
	10003 APPLICATION FOR ADMISSION
	This is not a required form
	The form serves to obtain student information at the time of enrollment, which has been proven to be the best time to get information to track the student later during the placement and default prevention procedures.  Have students completely fill out...
	The form contains helpful information for the FAO such as dependency status, if the student must register with the selective service, if student qualifies for VA benefits, the student’s educational level, employment history and parental and other refe...
	Status of this form: Provided by RGM in Word.doc format for your use, this form will not be generated as a form in the RGM Web System since it is a form to be completed by prospective students up front at the start of the enrollment process.  The appl...
	Please review the RGM Memo sent to our clients on 11/02/2013 and was updated on 02/01/2017, about an extensive explanation of form 10003.
	10010 SCHOOL PERFOMANCE FACT SHEET
	This is a required form for all schools operating in California under the State Approval of BPPE
	This is to be given to the students prior to the signing of the enrollment agreement.
	To complete this form, you can print the report from the RGM Web System under Administration: Campus Master Setup: Annual Reports: [1071] BPPE Fact Sheet. Select from the options on the drop down then click generate report:
	/
	/
	This is a form that BPPE requires institutions to distribute to prospective students before the student executes (signs) an enrollment agreement and to retain with all Initials and signatures required in the form, The institutions are required to be r...
	This report, as many other reports generated by the RGM system, allows the user to click on the blue hyperlinks (numbers) to display and print the students listed on each field of the report.  Schools MUST generate the report, check the students liste...
	/
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.
	10012 Enrollment agreement
	This is a required document
	The form was designed to provide guidance to copy and paste to your own contract.  Some of the wording applies specifically to the requirements from the new BPPE in California.  This allows a registration fee up to $250.00 and prorates tuition up to 6...
	There are three documents related to the student enrollment agreement:
	First, there is a sample of the agreement that can be copied and pasted for your school use.  Please make sure that the wording is adjusted to meet your needs.
	Second, there is an identical copy with (added-inserted) numerical code that corresponds to the BPPE code from the checklist provided by BPPE during compliance school visits.  This is provided to identify where and at what location each of the BPPE’s ...
	Third document provides the checklist of required items in the enrollment agreement as originated from compliance visits by BPPE.
	Every student enrolled must have an enrollment agreement executed by the student (and parent if under 18 years of age) and the institutional representative and his/her file.  In most cases, the state agency and the accrediting agency will dictate the ...
	The enrollment agreement must be executed after the following transactions have been completed:
	A copy of the school catalog (via the school website or on paper) has been provided to the prospective student,
	The institutional Performance Fact Sheet (Form 10010) has been provided and explained to the prospective student.  The Performance Fact Sheet must have the student’s initials and signature required.
	The enrollment agreement must be signed before the start date.  The student should not earn academic hours or credits for completing admission or financial aid documentation.
	Students that have withdrawn from school AND return to school within 180 days do not need a new enrollment agreement, but new expected end date must be recorded on same document.
	The Performance Fact Sheet and the Enrollment Agreement cannot be destroyed after the five year record retention requirement.  These two documents must be accessible at any time in the future.
	Status of this form:  Provided in Word.doc format for your use, this form is generated in the RGM system.  Please go to Admission: Student Admission Transactions: Student Admission Forms Transaction # 3019. Once you get to the transaction, you will se...
	/
	/
	Graduation Requirements:
	[10012] ENROLLMENT AGREEMENT (California BPPE) Page 3
	(9)  Student Tuition Recovery Fund:  (STRF): 5, CCR §76215 (a)You must pay the state-imposed assessment for the Student Tuition Recovery Fund (STRF) if all of the following applies to you: 1) You are a student, in an educational program, who is a Cali...
	10013 ACKNOWLEDGMENT OF DISCLOSURES RECEIVED
	This is not a required form
	The form serves to retain a single record of the actions conducted by the institution prior to signing an enrollment agreement, at the time of signing the enrollment agreement and possibly in accordance to your institutional procedures, on the first d...
	Status of this form:  Provided Word.doc format for your use, this form is available to generate as a form by the RGM system. Go to Admission: Student Admission Transactions: Student Admission Forms transaction #3019. You click on Add/View Other Forms,...
	/
	10015 PROFESSIONAL JUDGMENT (PJ) AND/OR DEPENDeNCY OVERRIDE (DO) WORKSHEET
	This is NOT a required form, however, during program reviews, schools have been cited for not providing correct documentation as to WHERE THE STUDENT MAKES THE REQUEST AND, THE FAO DOCUMENTS in the student’s file the FAOs REASONS TO SUPPORT a PJ or D/O.
	This form is a tool for the student and FAO to document the student special circumstances that merit the actions to be accepted and taken by the FAO.
	REMEMBER:  A STUDENT SELECTED FOR THE VERIFICATION PROCESS, MUST COMPLETE THE VERIFICATION PROCESS BEFORE A PROFESSIONAL JUDGMENT MAY BE CONSIDERED BY THE INSTITUTION FOR APPROVAL.
	Status of this form:  Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. It is under Financial Aid: Student Financial Aid Transactions: Student’s Financial Aid Forms transaction [5007]. When you select a ...
	/
	/
	/
	SPECIAL NOTE: The RGM system is been updated, as of March 1, 2016, the current manner to record the fact that the Verification process has been completed will be modified.  FAOs must use the new format in the system that follows the student verificati...
	10016 Understanding disbursement of federal funds and credit balance
	This is NOT a required form.  However, some of the actions stated on the form require the student’s acknowledgement and school documentation.
	This form is a tool for the student and FAO to document the students’ acknowledgement of the authorization given by the student to credit his/her school account for tuition, fees and books and supplies with proceeds from SFA funds from grant and stude...
	Status of this form:  Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. It is under Financial Aid: Student Financial Aid Transactions: Student’s Financial Aid Forms transaction [5007]. When you select a ...
	/
	/
	This is NOT a required form.  This only applies if the award is NOT made within the schools’ written policy.
	This form is a tool for the FAO to document the decision to grant an SEOG award outside of the institutional guidelines.  SEOG is a grant designed to assist students with EXCEPTIONAL NEED, this student may be defined as students with an EFC of 0 (Zero...
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system.
	10018 AdVISING AND/OR COUNSELING report
	This is NOT a required form.
	Most agencies, who oversee the school approvals, require that the institution retain records of any advising and/or counseling interviews with the student.  This form could be used for documentation purposes.
	Status of this form: Provided in Word.doc format for your use, this form will not be generated as a form by the RGM system.
	10019 FINANCIAL AID OFFICE REVIEW AND DISBURSEMENT APPROVAL CREDIT/CLOCK HOUR NON-TERM PROGRAMS
	This is NOT a required form
	All financial aid disbursements must be checked on a regular basis by the FAO for continuous eligibility.  This form serves as a control of such activity by the FAO.
	Institutions could use the RGM system under the Financial Aid Module: Financial Aid Reports: [5034] Financial Aid Reports, on the drop down select (5520) SAP notifications then you must enter a range of dates, then Generate Report, for any student not...
	/
	/
	/
	/
	/
	/
	Status of this form: Provided in Word.doc format for your use, this form will not be generated as a form by the RGM system.
	10020 CREDIT BALANCES FORM
	This is NOT a required form
	Accurate packaging of aid would eliminate the need of a credit balance; however, there are circumstances which may arise where there will be a credit balance.  If the student is to receive funds for personal expenses, they should coincide with school ...
	• the first day of classes of the payment period if the credit balance occurred on or before the first day of class of that payment period.
	Because FSA credit balance funds are funds that have already been disbursed, a school must pay an FSA credit balance to a student on a leave of absence
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form by the RGM system. Under Fiscal: [6033] Student Fiscal Forms. After you enter the student, you click on Add/View Other Forms, the list of forms will sh...
	/
	Additional comments on this form:
	Credit balances is the number 7 finding in audits and number 3 in program reviews.  Institutions must avoid and eliminate any possibility of credit balances by following this procedure.
	1 Determine the institutional charges (tuition, fees, books and supplies charges for each academic year.
	2 Determine how much living expenses the student will need during the same academic year.
	3 Package the student with all sources of aid for the combined total.
	4 As funds are disbursed for school expenses the student living allowance must also be disbursed at the same time WITHIN 14 calendar days from the date the funds are received from G5.
	5 Understand that the total of the tuition assessed to the first payment period will be fully covered during the disbursement of the second payment period in the academic year.
	7 Maintain clear audit trail of all transactions
	Credit balance form may not be used to obtain authorization to hold credit balance funds, for schools in Reimbursement, HCM1 or HCM2.
	10021 LEAVE OF ABSENCE (LOA) request form
	This is a required form
	The institution is required to retain a written request for a LOA from the student and a written approval of the request by the institution.  The use of this form helps in meeting the LOA written request requirement.
	Please read the form for specific requirements.
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. Under Registrar, Student Registrar Transactions: Student Registrar Forms. After selecting a student, you will click on Add/View Form...
	/
	10022 INTERNAL NOTICE OF TERMINATION/graduation
	This is NOT a required form
	Most agencies, who oversee the school approvals, require that the institution maintain records of graduates and withdrawals.  For withdrawals, each agency has its own accounting procedures for the withdrawal reasons.  Internally, the staff needs to re...
	Status of this form: Provided in Word.doc format or your use, this form can be generated as a form in the RGM system. Under Fiscal: [6033] Student Fiscal Forms, after selecting the student, you will click on the Add/View Other Forms button, the list o...
	/
	10023 EMPLOYMENT WAIVER
	This is NOT a required form
	/
	This is NOT a required form
	This form is used to obtain references from the student that will assist in your default prevention procedures at a later date.  It has been recommended by loan collection agencies to get this data before the student enters school.  Additionally, the ...
	Status of this form: Provided in Word.doc format for your use, this form will not be generated as a form by the RGM system.
	10025 RELEASE OF INFORMATION AUTHORIZATION FORM (FERPA)
	This is a required form for ALL schools participating in ANY Title IV Federal Student Aid Program
	This form is to protect the school against releasing information contained in the student file to any individual, or any out of state agency, accreditation agency, or federal agencies.  Before data can be released to outside individuals, the school mu...
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. Under the Registrar, Financial Aid and Fiscal menu. Under the Registrar: Student Registrar Transactions: Student Registrar Forms, tr...
	/
	/
	/
	/
	/
	10027 CONTRACT ADDENDUM
	This is NOT a required form
	This form tracks the changes made to the original enrollment agreement when student changes programs or weekly schedules.
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. Under the Registrar and Financial aid menu. Under the Registrar: Student Registrar Transactions: Student Registrar Forms, transactio...
	/
	/
	10028 INSTITUTIONAL RECORD OF ADMISSION APPLICATIONS
	This is NOT a required form
	This form is used to assist the financial aid staff in determining the student admission status.  RGM recommends the implementation of this form, as required by some accrediting agencies, to indicate whether the student was admitted or rejected for en...
	Status of this form: Provided in Word.doc format for your use, this form will not be generated as a form by the RGM system
	Student Name: _______________________________________ Student Key No. ______________
	Graduation Requirements:  See page 2 of this document or school Catalog for graduation requirements.
	[10012] ENROLLMENT AGREEMENT (California BPPE) Page 3
	Student Tuition Recovery Fund (STRF): 5, CCR § 76215 (a) You must pay the state-imposed assessment for the Student Tuition Recovery Fund (STRF) if all of the following applies to you: 1) You are a student in an educational program, who is a California...
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Credit balance form, may not be used to obtain authorization to hold credit balance funds for schools in Reimbursement, HCM1 or HCM2.
	Student Name: ____________________________________________________   Student Key No:  _______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	[10025] Authorization form to release information (FERPA) (Page 1)
	Student Name: _______________________________________ Student Key No. ______________
	[10025] Authorization form to release information (FERPA)(Page 2)
	Student Name: _______________________________________  Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
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	10010 SCHOOL PERFOMANCE FACT SHEET
	This is a required form for all schools operating in California under the State Approval of BPPE
	This is to be given to the students prior to the signing of the enrollment agreement.
	To complete this form, you can print the report from the RGM Web System under Administration: Campus Master Setup: Annual Reports: [1071] BPPE Fact Sheet. Select from the options on the drop down then click generate report:
	/
	/
	This is a form that BPPE requires institutions to distribute to prospective students before the student executes (signs) an enrollment agreement and to retain with all Initials and signatures required in the form, The institutions are required to be r...
	This report, as many other reports generated by the RGM system, allows the user to click on the blue hyperlinks (numbers) to display and print the students listed on each field of the report.  Schools MUST generate the report, check the students liste...
	/
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.
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	2020-2021Student Forms Only
	4TNOTE: Delete any forms or those Items in the forms packet not applicable to your institutional student files.
	Uall forms included in this set are provided to your school annually.  the most recent revision date appears in the footer of each page.  all forms are prepared for your school usage using word.doc.  In addition, the forms are included with a set of i...
	UThe following document is divided into two sections; first, it offers a description of each form provided by rgm, followed by the forms in a respective order.
	4TUImportant links for 2021
	4TUStudent Guide
	4TInstitutions are required to provide basic information on financial aid programs to all prospective students and current students.  The use of these USDE annual publications by the institution would comply.
	4TEnglish: 4T8TUhttps://studentaid.ed.gov/sa/resourcesU8T
	4TSpanish: 4T8TUhttps://studentaid.ed.gov/sa/es/resourcesU8T
	4TUFAFSA: Free Application for Federal Student Aid
	UFAFSA 2020-2021
	4TUThis is a required form for ALL students participating in ANY Title IV Federal Student Aid Program (Except PLUS only applicants)
	4TThis form is the only official application for free Federal student aid(FAFSA).  UIfU the form is completed on the FAFSA website by the student and parents, or if the student mails the form in, the institution will not have a copy of the FAFSA in th...
	4TUFAFSA on the Web
	8TUhttp://www.fafsa.ed.gov/U8T
	4TU2020-2021 FAFSA English PDF
	8TUhttps://ifap.ed.gov/eannouncements/attachments/20202021FAFSAen.pdfU8T
	4TU2020-2021 FAFSA Spanish PDF
	8TUhttps://ifap.ed.gov/eannouncements/attachments/20202021FAFSAes.pdfU8T
	4TU2020-2021 Student Aid Eligibility Drug Conviction worksheet for question 23 English
	8TUhttps://ifap.ed.gov/eannouncements/attachments/20202021StudentAidEligibilityWorkshtforQuestion23EN.pdfU8T
	4TU2020-2021 Student aid eligibility Drug Conviction worksheet for question 23 Spanish
	8TUhttps://ifap.ed.gov/eannouncements/attachments/20202021StudentAidEligibilityWorkshtforQuestion23ES.pdfU8T
	4TU2020-2021 Federal Pell Grant and Disbursement schedules
	8Tpending8T
	4TUDirect Loan Links
	4TUGeneral information
	4TGeneral and important information to the student about the Federal Direct Loan can be found at the following URL
	8TUhttps://studentaid.ed.gov/sa/U8T
	8TUhttps://ifap.ed.gov/ifap/processing/directLoans.jspU8T
	4TUFederal Direct Loan Promissory Note
	4TInformation about the Federal Direct Loan promissory note may be located at the following URL
	8TUhttps://studentloans.gov/myDirectLoan/whatYouNeed.actionU8T
	4TUFederal Direct Loan Entrance and Exit Interviews
	4TAll student borrowers are required to complete an entrance interview before a first loan disbursement is made and an exit interview prior to leaving the school.
	8TUhttps://studentloans.gov/myDirectLoan/index.actionU8T
	4TUFor More Information on Direct Loans
	8TUhttps://studentloans.gov/myDirectLoan/index.actionU8T4T  available in English and Spanish
	U10001 Documentation CHECKLIST
	4TUThis is not a required form in the student file
	4TThe form is used to track forms required and/or applicable by/to the institutional procedures
	4TStatus of this form:  The form is provided in the RGM system under Admission: Student Admission Transactions: Student Admission Forms Transaction #3019.  The form is created based on the Title IV Aid programs available at each school. Once it takes ...
	/
	/
	U10003 APPLICATION FOR ADMISSION
	4TUThis is not a required form
	4TThe form serves to obtain student information at the time of enrollment, which has been proven to be the best time to get information to track the student later during the placement and default prevention procedures.  UHave students completely fill ...
	4TThe form contains helpful information for the FAO such as dependency status, if the student must register with the selective service, if student qualifies for VA benefits, the student’s educational level, employment history and parental and other re...
	4TStatus of this form: Provided by RGM in Word.doc format for your use, this form will not be generated as a form in the RGM Web System since it is a form to be completed by prospective students up front at the start of the enrollment process.The appl...
	4TPlease review the RGM Memo sent to our clients on 11/02/2013about an extensive explanation of form 10003.
	U10010 SCHOOL PERFOMANCE FACT SHEET
	4TUThis is a required form for all schools operating in California under the State Approval of BPPE
	4TUThis is to be given to the students prior tothe signing of the enrollment agreement.
	4TTo complete this form, you can print the report from the RGMWeb System under Administration: Annual Reports: [1071] BPPE Fact Sheet.Select from the options on the drop down then click generate report:
	/
	/
	4TUThis is a form that BPPE requires institutions to distribute to prospective students before the student executes (signs) an enrollment agreement and to retain with all Initials and signatures required in the form, The institutions are required to r...
	4TUThis report, as many other reports generated by the RGM system, allows the user to click on the blue hyperlinks (numbers) to display and print the students listed on each field of the report.  Schools MUST generate the report, check the students li...
	/
	/
	4TStatus of this form:  Provided by RGM in Word.doc format for your use, this form will generate as a form by the RGM Web System.
	U10012 Enrollment agreement
	4TThis Uis a required document
	The form was designed to provide guidance to copy and paste to your own contract.  Some of the wording applies specifically to the requirements from the new BPPE in California.  This allows a registration fee up to $250.00 and prorates tuition up to 6...
	There are UthreeU documents related to the student enrollment agreement:
	UFirst,U there is a sample of the agreement that can be copied and pasted for your school use.  Please make sure that the wording is adjusted to meet your needs.
	USecond,U there is an identical copy Uwith (added-inserted) numerical code that corresponds to the BPPE code from the checklistprovided by BPPE during compliance school visits.U  This is provided to identify where and at what location each of the BPPE...
	UThirdUdocument provides the checklistof required items in the enrollment agreement asoriginated from compliance visits by BPPE.
	UEvery student enrolled must have an enrollment agreement executed by the student (and parent if under 18 years of age) and the institutional representative and his/her file.  In most cases, the state agency and the accrediting agency will dictate the...
	UThe enrollment agreement must be executed after the following transactions have been completed:
	UA copy of the school catalog (via the school website or on paper) has beenprovided to the prospective student,
	UThe institutional Performance Fact Sheet (Form 10010) has been provided and explained to the prospective student. The Performance Fact Sheet must have the student’s initials and signature required.
	UThe enrollment agreement must be signed before the start date.  The student should not earn academic hours or credits for completing admission or financial aid documentation.
	UStudents that have withdrawn from school AND return to school within 180 days do not need a new enrollment agreement, but new expected end date must be recorded on same document and on a contract addendum.
	UThe Performance Fact Sheet and the Enrollment Agreement cannot be destroyed after the five year record retention requirement.  These two documents must be accessible at any time in the future.
	4TStatus of this form:  Provided in Word.doc format for your use, this form is also generated in the RGM system.  Please go to Admission: Student Admission Transactions: Student Admission Forms Transaction # 3019. Once you get to the transaction, you ...
	/
	/
	/
	/
	Graduation Requirements:
	[10012] ENROLLMENT AGREEMENT Page 3
	(9)  Student Tuition Recovery Fund:  (STRF):5, CCR §76215 (a)
	Refunds:  If any refunds are due based on the Return of Title IV calculation or based on the institutional refund policy calculation, any refunds will be made as soon as possible but not later than 45 days from the determination of withdrawal date in ...
	10013 ACKNOWLEDGMENT OF DISCLOSURES RECEIVED
	4TThis is not a required form
	4TThe form serves to retain a single record of the actions conducted by the institution prior to signing an enrollment agreement, at the time of signing the enrollment agreement and possibly in accordance to your institutional procedures, on the first...
	4TStatus of this form:  Provided Word.doc format for your use, this form is available to generate as a form by the RGM system. Go to Admission: Student Admission Transactions: Student Admission Forms transaction #3019. You click on Add/View Other Form...
	/
	/
	10015 PROFESSIONAL JUDGMENT (PJ) AND/OR DEPENDeNCY OVERRIDE (DO) WORKSHEET
	4TThis is NOT a required form, however, during program reviews, schools have been cited for not providing correct documentation as to WHERE THE STUDENT MAKES THE REQUEST AND, THE FAO DOCUMENTS in the student’s file the FAOs REASONS TO SUPPORT a PJ or ...
	4TThis form is a tool for the student and FAO to document the student special circumstances that merit the actions to be accepted and taken by the FAO.
	4TREMEMBER:  A STUDENT SELECTED FOR THE VERIFICATION PROCESS, FAO MUST COMPLETE THE VERIFICATION PROCESS BEFORE A PROFESSIONAL JUDGMENT MAY BE CONSIDERED BY THE INSTITUTION FOR APPROVAL.
	4TStatus of this form:  Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. It is under Financial Aid: Student Financial Aid Transactions: Student’s Financial Aid Forms transaction [5007]. When you select ...
	/
	/
	/
	4TSPECIAL NOTE:The RGM system is been updated, as of March 1, 2016, the current manner to record the fact that the Verification process has been completed will be modified.  FAOs must use the new format in the system that follows the student verificat...
	10016 Understanding disbursement of federal funds and credit balance
	4TThis is NOT a required form.  However, some of the actions stated on the form require the student’s acknowledgement and school documentation.
	4TThis form is a tool for the student and FAO to document the students’ acknowledgement of the authorization given by the student to credit his/her school account for tuition, fees and books and supplies with proceeds from SFA funds fromgrant and stud...
	4TStatus of this form:  Provided in Word.doc formatfor your use, this form can be generated as a form in the RGM system. It is under Financial Aid: Student Financial Aid Transactions: Student’s Financial Aid Forms transaction [5007]. When you select a...
	/
	/
	/
	4TThis is NOT a required form.  This only applies if the award is NOT made within the schools’ written policy.
	4TThis form is a tool for the FAO to document the decision to grant an SEOG award outside of the institutional guidelines.  SEOG is a grant designed to assist students with EXCEPTIONAL NEED, this student may be defined as students with an EFC of 0 (Ze...
	4TStatus of this form: Provided in Word.doc formatfor your use, this form can be generated as a form in the RGM system.
	10018 AdVISING AND/OR COUNSELING report
	4TThis is NOT a required form.
	4TMost agencies, whooversee the school approvals, require that the institution retain records of any advising and/or counseling interviews with the student. This form could be used for documentation purposes.
	4TStatus of this form: Provided in Word.doc formatfor your use, this form will be generated as a form by the RGM system.
	4T10019 FINANCIAL AID OFFICE REVIEW AND DISBURSEMENT APPROVAL CREDIT/CLOCK HOUR NON-TERM PROGRAMS
	4TThis is NOT a required form
	4TAll financial aid disbursements must be checked on a regular basis by the FAO for continuous eligibility.  This form serves as a control of such activity by the FAO.
	4TInstitutions could use the RGM system under the Financial Aid Module: Financial Aid Reports: [5034] Financial Aid Reports, on the drop down select(5520) SAP notifications then you must enter a range of dates, then Generate Report, for any student no...
	/
	/
	/
	/
	/
	4TStatus of this form: Provided in Word.doc format for your use, this form will be generated as a form by the RGM system.
	10020 CREDIT BALANCES FORM
	4TThis is NOT a required form
	4TAccurate packaging of aid would eliminate the need of a credit balance; however, there are circumstances which may arise where there will be a credit balance.  If the student is to receive funds for personal expenses, they should coincide with schoo...
	0T• 0Tthe first day of classes of the payment period if the credit balance occurred on or before the first day of class of that payment period.
	Because FSA credit balance funds are funds that have already been disbursed, a school must pay an FSA credit balance to a student on a leave of absence
	4TStatus of this form: Provided in Word.doc format for your use, this form can be generated as a form by the RGM system. Under Fiscal: [6033] Student Fiscal Forms. After you enter the student, you click on Add/View Other Forms, the list of forms will ...
	/
	/
	/
	4TAdditional comments on this form:
	4TCredit balances is the number 7 finding in audits and number 3 in program reviews.  Institutions must avoid and eliminate any possibility of credit balances by following this procedure.
	4T1 Determine the institutional charges (tuition, fees, books and supplies charges for each academic year.
	4T2 Determine how much living expenses the student will need during the same academic year(if any).
	4T3 Package the student with all sources of aid for the combined total.
	4T4 As funds are disbursed for school expenses the student living allowance must also be disbursed at the same time WITHIN 14 calendar days from the date the funds are received from G5.
	4T5 Understand that the total of the tuition assessed to the first payment period will be fully covered during the disbursement of the second payment period in the academic year.
	4T7 Maintain clear audit trail of all transactions
	Credit balance form may not be used to obtain authorization to hold credit balance funds, for schools in Reimbursement, HCM1 or HCM2.  You must pay the student out of own institutional funds, prior to requesting funds from G5 if on HCM1, or from Regio...
	10021 LEAVE OF ABSENCE (LOA) request form
	4TThis is a required form
	4TThe institution is required to retain a written request for a LOA from the student and a written approval of the request by the institution.  The use of this form helps in meeting the LOA written request requirement.
	4TPlease read the form for specific requirements that makes an LOA an approved process.  This information will be transmitted electronically to NSLDS, in the required monthly enrollment reporting.  It is critical that the new expected graduation date ...
	4TStatus of this form: Provided in Word.doc formatfor your use, this form can be generated as a form in the RGM system. Under Registrar, Student Registrar Transactions: Student Registrar Forms. After selecting a student, you will click on Add/View For...
	/
	/
	/
	10022 INTERNAL NOTICE OF TERMINATION/graduation
	4TThis is NOT a required form
	4TMost agencies, whooversee the school approvals, require that the institution maintain records of graduates and withdrawals.  For withdrawals, each agency has its own accountingprocedures for the withdrawal reasons.  Internally, the staff needs to re...
	4TStatus of this form: Provided in Word.doc formator your use, this form can be generated as a form in the RGM system. Under Fiscal: [6033] Student Fiscal Forms, after selecting the student, you will click on the Add/View Other Forms button, the list ...
	/
	/
	10023 EMPLOYMENT WAIVER
	4TThis is NOT a required form
	/
	4TThis is NOT a required form
	4TThis form is used to obtain references from the student that will assist later in your default prevention procedures.  It has been recommended by loan collection agencies to get this data before the student enters school.  Additionally, the data on ...
	4TStatus of this form: Provided in Word.doc formatfor your use, this form will not be generated as a form by the RGM system.
	10025 RELEASE OF INFORMATION AUTHORIZATION FORM (FERPA)
	4TThis is a required form for ALL schools participating in ANY Title IV Federal Student Aid Program
	4TThis form is to protect the school against releasing information contained in the student file to any individual, or any out of state agency, accreditation agency, or federal agencies.  Before data can be released to outside individuals, the school ...
	4TStatus of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. Under the Registrar, Financial Aid and Fiscal menu. Under the Registrar: Student Registrar Transactions: Student Registrar Forms, ...
	/
	/
	/
	/
	/
	10027 CONTRACT ADDENDUM
	4TThis is NOT a required form
	4TThis form tracks the changes made to the original enrollment agreement when student changes programs or weekly/attendance schedules.
	4TStatus of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. Under the Registrar and Financial aid menu. Under the Registrar: Student Registrar Transactions: Student Registrar Forms, transact...
	/
	/
	10028 INSTITUTIONAL RECORD OF ADMISSION APPLICATIONS
	4TThis is NOT a required form
	4TThis form is used to assist the financial aidstaff in determining the student admission status.  RGM recommends the implementation of this form, as required by some accrediting agencies, to indicate whether the student was admitted or rejected for e...
	Student Name: _______________________________________ Student Key No. ______________
	Graduation Requirements:  See page 2 of this document or school Catalog for graduation requirements.
	[10012] ENROLLMENT AGREEMENT
	Student Tuition Recovery Fund (STRF):5, CCR§ 76215 (a)
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Credit balance form, may not be used to obtain authorization to hold credit balance funds for schools in Reimbursement, HCM1 or HCM2.
	Student Name: _______________________________________   Student Key No:  _______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	[10025] Authorization form to release information (FERPA) (Page 1)
	Student Name: _______________________________________ Student Key No. ______________
	[10025] Authorization form to release information (FERPA)(Page 2)
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
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	Important links for 2022
	Student Guide
	Institutions are required to provide basic information on financial aid programs to all prospective students and current students.
	English: https://studentaid.ed.gov/sa/resources
	Spanish: https://studentaid.ed.gov/sa/es/resources
	FAFSA: Free Application for Federal Student Aid
	FAFSA 2021-2022
	This is a required form for ALL students participating in ANY Title IV Federal Student Aid Program
	FAFSA on the Web
	http://www.fafsa.ed.gov/
	2021-2022 FAFSA English PDF
	https://ifap.ed.gov/sites/default/files/attachments/2020-09/20212022FOTWWkshtEN.pdf
	2021-2022FAFSA Spanish PDF
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	General information
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	Federal Direct Loan Promissory Note
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	Federal Direct Loan Entrance and Exit Interviews
	All student borrowers are required to complete an entrance interview before a first loan disbursement is made and an exit interview prior to leaving the school.
	https://studentloans.gov/myDirectLoan/index.action
	For More Information on Direct Loans
	https://studentloans.gov/myDirectLoan/index.action  available in English and Spanish
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	2018-2019 School Performance Fact Sheet.pdf
	10010 SCHOOL PERFOMANCE FACT SHEET
	This is a required form for all schools operating in California under the State Approval of BPPE
	This is to be given to the students prior to the signing of the enrollment agreement.
	To complete this form, you can print the report from the RGM Web System under Administration: Campus Master Setup: Annual Reports: [1071] BPPE Fact Sheet. Select from the options on the drop down then click generate report:
	/
	/
	This is a form that BPPE requires institutions to distribute to prospective students before the student executes (signs) an enrollment agreement and to retain with all Initials and signatures required in the form, The institutions are required to be r...
	This report, as many other reports generated by the RGM system, allows the user to click on the blue hyperlinks (numbers) to display and print the students listed on each field of the report.  Schools MUST generate the report, check the students liste...
	/
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.

	17-18 ABHES outcomes.pdf
	17-18 ABHES Annual Report LA

	18-19 FA links.pdf
	2018-19 Student Forms Only
	NOTE: Delete any forms or those Items in the forms packet not applicable to your institutional student files.
	all forms included in this set are provided to your school annually.  the most recent revision date appears in the footer of each page.  all forms are prepared for your school usage using word.doc.  In addition, the forms are included with a set of in...
	The following document is diveded into two sections; first, it offers a description of each form provided by rgm, followed by the forms in a respective order.
	Important links for 2018
	Student Guide
	Institutions are required to provide basic information on financial aid programs to all prospective students and current students.  The use of these USDE annual publications by the institution would be in compliance.
	English: https://studentaid.ed.gov/sa/resources
	Spanish: https://studentaid.ed.gov/sa/es/resources
	FAFSA: Free Application for Federal Student Aid
	FAFSA 2018-2019
	This is a required form for ALL students participating in ANY Title IV Federal Student Aid Program (Except PLUS only applicants)
	This form is the only official application for free Federal student aid (FAFSA).  If the form is completed on the FAFSA website by the student and parents, or if the student mails the form in, the institution will not have a copy of the FAFSA in the f...
	FAFSA on the Web
	http://www.fafsa.ed.gov/
	2018-2019 FAFSA English PDF
	https://fafsa.ed.gov/fotw1819/pdf/PdfFafsa18-19.pdf
	2018-2019 FAFSA Spanish PDF
	https://fafsa.ed.gov/es_ES/fotw1819/pdf/PdfFafsa18-19.pdf
	2018-2019 Student Aid Eligibility Drug Conviction worksheet for question 23 English
	https://ifap.ed.gov/eannouncements/attachments/20182019StudentAidEligibilityWorksheetforQuestion23EN.pdf
	2018-2019 Student aid eligibility Drug Conviction worksheet for question 23 Spanish
	https://ifap.ed.gov/eannouncements/attachments/20182019StudentAidEligibilityWorksheetforQuestion23ES.pdf
	2018-2019 Federal Pell Grant and Disbursement schedules
	https://ifap.ed.gov/dpcletters/attachments/20182019PellPaymentSchedule.pdf
	Direct Loan Links
	General information
	General and important information to the student about the Federal Direct Loan can be found at the following URL
	https://studentaid.ed.gov/sa/
	https://ifap.ed.gov/ifap/processing/directLoans.jsp
	Federal Direct Loan Promissory Note
	Information about the Federal Direct Loan promissory note may be located at the following URL
	https://studentloans.gov/myDirectLoan/whatYouNeed.action
	Federal Direct Loan Entrance and Exit Interviews
	All student borrowers are required to complete an entrance interview before a first loan disbursement is made and an exit interview prior to leaving the school.
	https://studentloans.gov/myDirectLoan/index.action
	For More Information on Direct Loans
	https://studentloans.gov/myDirectLoan/index.action   available in English and Spanish
	10001 Documentation checklist
	This is not a required form in the student file
	The form is used to track forms required and/or applicable by/to the institutional procedures
	Status of this form:  The form is provided in the RGM system under Admission: Student Admission Transactions: Student Admission Forms Transaction #3019.  The form is created based on the Title IV Aid programs available at each school. Once it takes yo...
	/
	/
	/
	10003 APPLICATION FOR ADMISSION
	This is not a required form
	The form serves to obtain student information at the time of enrollment, which has been proven to be the best time to get information to track the student later during the placement and default prevention procedures.  Have students completely fill out...
	The form contains helpful information for the FAO such as dependency status, if the student must register with the selective service, if student qualifies for VA benefits, the student’s educational level, employment history and parental and other refe...
	Status of this form: Provided by RGM in Word.doc format for your use, this form will not be generated as a form in the RGM Web System since it is a form to be completed by prospective students up front at the start of the enrollment process.  The appl...
	Please review the RGM Memo sent to our clients on 11/02/2013 and was updated on 02/01/2017, about an extensive explanation of form 10003.
	10010 SCHOOL PERFOMANCE FACT SHEET
	This is a required form for all schools operating in California under the State Approval of BPPE
	This is to be given to the students prior to the signing of the enrollment agreement.
	To complete this form, you can print the report from the RGM Web System under Administration: Campus Master Setup: Annual Reports: [1071] BPPE Fact Sheet. Select from the options on the drop down then click generate report:
	/
	/
	This is a form that BPPE requires institutions to distribute to prospective students before the student executes (signs) an enrollment agreement and to retain with all Initials and signatures required in the form, The institutions are required to be r...
	This report, as many other reports generated by the RGM system, allows the user to click on the blue hyperlinks (numbers) to display and print the students listed on each field of the report.  Schools MUST generate the report, check the students liste...
	/
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.
	10012 Enrollment agreement
	This is a required document
	The form was designed to provide guidance to copy and paste to your own contract.  Some of the wording applies specifically to the requirements from the new BPPE in California.  This allows a registration fee up to $250.00 and prorates tuition up to 6...
	There are three documents related to the student enrollment agreement:
	First, there is a sample of the agreement that can be copied and pasted for your school use.  Please make sure that the wording is adjusted to meet your needs.
	Second, there is an identical copy with (added-inserted) numerical code that corresponds to the BPPE code from the checklist provided by BPPE during compliance school visits.  This is provided to identify where and at what location each of the BPPE’s ...
	Third document provides the checklist of required items in the enrollment agreement as originated from compliance visits by BPPE.
	Every student enrolled must have an enrollment agreement executed by the student (and parent if under 18 years of age) and the institutional representative and his/her file.  In most cases, the state agency and the accrediting agency will dictate the ...
	The enrollment agreement must be executed after the following transactions have been completed:
	A copy of the school catalog (via the school website or on paper) has been provided to the prospective student,
	The institutional Performance Fact Sheet (Form 10010) has been provided and explained to the prospective student.  The Performance Fact Sheet must have the student’s initials and signature required.
	The enrollment agreement must be signed before the start date.  The student should not earn academic hours or credits for completing admission or financial aid documentation.
	Students that have withdrawn from school AND return to school within 180 days do not need a new enrollment agreement, but new expected end date must be recorded on same document.
	The Performance Fact Sheet and the Enrollment Agreement cannot be destroyed after the five year record retention requirement.  These two documents must be accessible at any time in the future.
	Status of this form:  Provided in Word.doc format for your use, this form is generated in the RGM system.  Please go to Admission: Student Admission Transactions: Student Admission Forms Transaction # 3019. Once you get to the transaction, you will se...
	/
	/
	Graduation Requirements:
	[10012] ENROLLMENT AGREEMENT (California BPPE) Page 3
	(9)  Student Tuition Recovery Fund:  (STRF): 5, CCR §76215 (a)You must pay the state-imposed assessment for the Student Tuition Recovery Fund (STRF) if all of the following applies to you: 1) You are a student, in an educational program, who is a Cali...
	10013 ACKNOWLEDGMENT OF DISCLOSURES RECEIVED
	This is not a required form
	The form serves to retain a single record of the actions conducted by the institution prior to signing an enrollment agreement, at the time of signing the enrollment agreement and possibly in accordance to your institutional procedures, on the first d...
	Status of this form:  Provided Word.doc format for your use, this form is available to generate as a form by the RGM system. Go to Admission: Student Admission Transactions: Student Admission Forms transaction #3019. You click on Add/View Other Forms,...
	/
	10015 PROFESSIONAL JUDGMENT (PJ) AND/OR DEPENDeNCY OVERRIDE (DO) WORKSHEET
	This is NOT a required form, however, during program reviews, schools have been cited for not providing correct documentation as to WHERE THE STUDENT MAKES THE REQUEST AND, THE FAO DOCUMENTS in the student’s file the FAOs REASONS TO SUPPORT a PJ or D/O.
	This form is a tool for the student and FAO to document the student special circumstances that merit the actions to be accepted and taken by the FAO.
	REMEMBER:  A STUDENT SELECTED FOR THE VERIFICATION PROCESS, MUST COMPLETE THE VERIFICATION PROCESS BEFORE A PROFESSIONAL JUDGMENT MAY BE CONSIDERED BY THE INSTITUTION FOR APPROVAL.
	Status of this form:  Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. It is under Financial Aid: Student Financial Aid Transactions: Student’s Financial Aid Forms transaction [5007]. When you select a ...
	/
	/
	/
	SPECIAL NOTE: The RGM system is been updated, as of March 1, 2016, the current manner to record the fact that the Verification process has been completed will be modified.  FAOs must use the new format in the system that follows the student verificati...
	10016 Understanding disbursement of federal funds and credit balance
	This is NOT a required form.  However, some of the actions stated on the form require the student’s acknowledgement and school documentation.
	This form is a tool for the student and FAO to document the students’ acknowledgement of the authorization given by the student to credit his/her school account for tuition, fees and books and supplies with proceeds from SFA funds from grant and stude...
	Status of this form:  Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. It is under Financial Aid: Student Financial Aid Transactions: Student’s Financial Aid Forms transaction [5007]. When you select a ...
	/
	/
	This is NOT a required form.  This only applies if the award is NOT made within the schools’ written policy.
	This form is a tool for the FAO to document the decision to grant an SEOG award outside of the institutional guidelines.  SEOG is a grant designed to assist students with EXCEPTIONAL NEED, this student may be defined as students with an EFC of 0 (Zero...
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system.
	10018 AdVISING AND/OR COUNSELING report
	This is NOT a required form.
	Most agencies, who oversee the school approvals, require that the institution retain records of any advising and/or counseling interviews with the student.  This form could be used for documentation purposes.
	Status of this form: Provided in Word.doc format for your use, this form will not be generated as a form by the RGM system.
	10019 FINANCIAL AID OFFICE REVIEW AND DISBURSEMENT APPROVAL CREDIT/CLOCK HOUR NON-TERM PROGRAMS
	This is NOT a required form
	All financial aid disbursements must be checked on a regular basis by the FAO for continuous eligibility.  This form serves as a control of such activity by the FAO.
	Institutions could use the RGM system under the Financial Aid Module: Financial Aid Reports: [5034] Financial Aid Reports, on the drop down select (5520) SAP notifications then you must enter a range of dates, then Generate Report, for any student not...
	/
	/
	/
	/
	/
	/
	Status of this form: Provided in Word.doc format for your use, this form will not be generated as a form by the RGM system.
	10020 CREDIT BALANCES FORM
	This is NOT a required form
	Accurate packaging of aid would eliminate the need of a credit balance; however, there are circumstances which may arise where there will be a credit balance.  If the student is to receive funds for personal expenses, they should coincide with school ...
	• the first day of classes of the payment period if the credit balance occurred on or before the first day of class of that payment period.
	Because FSA credit balance funds are funds that have already been disbursed, a school must pay an FSA credit balance to a student on a leave of absence
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form by the RGM system. Under Fiscal: [6033] Student Fiscal Forms. After you enter the student, you click on Add/View Other Forms, the list of forms will sh...
	/
	Additional comments on this form:
	Credit balances is the number 7 finding in audits and number 3 in program reviews.  Institutions must avoid and eliminate any possibility of credit balances by following this procedure.
	1 Determine the institutional charges (tuition, fees, books and supplies charges for each academic year.
	2 Determine how much living expenses the student will need during the same academic year.
	3 Package the student with all sources of aid for the combined total.
	4 As funds are disbursed for school expenses the student living allowance must also be disbursed at the same time WITHIN 14 calendar days from the date the funds are received from G5.
	5 Understand that the total of the tuition assessed to the first payment period will be fully covered during the disbursement of the second payment period in the academic year.
	7 Maintain clear audit trail of all transactions
	Credit balance form may not be used to obtain authorization to hold credit balance funds, for schools in Reimbursement, HCM1 or HCM2.
	10021 LEAVE OF ABSENCE (LOA) request form
	This is a required form
	The institution is required to retain a written request for a LOA from the student and a written approval of the request by the institution.  The use of this form helps in meeting the LOA written request requirement.
	Please read the form for specific requirements.
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. Under Registrar, Student Registrar Transactions: Student Registrar Forms. After selecting a student, you will click on Add/View Form...
	/
	10022 INTERNAL NOTICE OF TERMINATION/graduation
	This is NOT a required form
	Most agencies, who oversee the school approvals, require that the institution maintain records of graduates and withdrawals.  For withdrawals, each agency has its own accounting procedures for the withdrawal reasons.  Internally, the staff needs to re...
	Status of this form: Provided in Word.doc format or your use, this form can be generated as a form in the RGM system. Under Fiscal: [6033] Student Fiscal Forms, after selecting the student, you will click on the Add/View Other Forms button, the list o...
	/
	10023 EMPLOYMENT WAIVER
	This is NOT a required form
	/
	This is NOT a required form
	This form is used to obtain references from the student that will assist in your default prevention procedures at a later date.  It has been recommended by loan collection agencies to get this data before the student enters school.  Additionally, the ...
	Status of this form: Provided in Word.doc format for your use, this form will not be generated as a form by the RGM system.
	10025 RELEASE OF INFORMATION AUTHORIZATION FORM (FERPA)
	This is a required form for ALL schools participating in ANY Title IV Federal Student Aid Program
	This form is to protect the school against releasing information contained in the student file to any individual, or any out of state agency, accreditation agency, or federal agencies.  Before data can be released to outside individuals, the school mu...
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. Under the Registrar, Financial Aid and Fiscal menu. Under the Registrar: Student Registrar Transactions: Student Registrar Forms, tr...
	/
	/
	/
	/
	/
	10027 CONTRACT ADDENDUM
	This is NOT a required form
	This form tracks the changes made to the original enrollment agreement when student changes programs or weekly schedules.
	Status of this form: Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. Under the Registrar and Financial aid menu. Under the Registrar: Student Registrar Transactions: Student Registrar Forms, transactio...
	/
	/
	10028 INSTITUTIONAL RECORD OF ADMISSION APPLICATIONS
	This is NOT a required form
	This form is used to assist the financial aid staff in determining the student admission status.  RGM recommends the implementation of this form, as required by some accrediting agencies, to indicate whether the student was admitted or rejected for en...
	Status of this form: Provided in Word.doc format for your use, this form will not be generated as a form by the RGM system
	Student Name: _______________________________________ Student Key No. ______________
	Graduation Requirements:  See page 2 of this document or school Catalog for graduation requirements.
	[10012] ENROLLMENT AGREEMENT (California BPPE) Page 3
	Student Tuition Recovery Fund (STRF): 5, CCR § 76215 (a) You must pay the state-imposed assessment for the Student Tuition Recovery Fund (STRF) if all of the following applies to you: 1) You are a student in an educational program, who is a California...
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	Credit balance form, may not be used to obtain authorization to hold credit balance funds for schools in Reimbursement, HCM1 or HCM2.
	Student Name: ____________________________________________________   Student Key No:  _______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________   Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
	[10025] Authorization form to release information (FERPA) (Page 1)
	Student Name: _______________________________________ Student Key No. ______________
	[10025] Authorization form to release information (FERPA)(Page 2)
	Student Name: _______________________________________  Student Key No. ______________
	Student Name: _______________________________________ Student Key No. ______________
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	10010 SCHOOL PERFOMANCE FACT SHEET
	This is a required form for all schools operating in California under the State Approval of BPPE
	This is to be given to the students prior to the signing of the enrollment agreement.
	To complete this form, you can print the report from the RGM Web System under Administration: Campus Master Setup: Annual Reports: [1071] BPPE Fact Sheet. Select from the options on the drop down then click generate report:
	/
	/
	This is a form that BPPE requires institutions to distribute to prospective students before the student executes (signs) an enrollment agreement and to retain with all Initials and signatures required in the form, The institutions are required to be r...
	This report, as many other reports generated by the RGM system, allows the user to click on the blue hyperlinks (numbers) to display and print the students listed on each field of the report.  Schools MUST generate the report, check the students liste...
	/
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.
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	Important Links 2020-2021.pdf
	2020-2021Student Forms Only
	4TNOTE: Delete any forms or those Items in the forms packet not applicable to your institutional student files.
	Uall forms included in this set are provided to your school annually.  the most recent revision date appears in the footer of each page.  all forms are prepared for your school usage using word.doc.  In addition, the forms are included with a set of i...
	UThe following document is divided into two sections; first, it offers a description of each form provided by rgm, followed by the forms in a respective order.
	4TUImportant links for 2021
	4TUStudent Guide
	4TInstitutions are required to provide basic information on financial aid programs to all prospective students and current students.  The use of these USDE annual publications by the institution would comply.
	4TEnglish: 4T8TUhttps://studentaid.ed.gov/sa/resourcesU8T
	4TSpanish: 4T8TUhttps://studentaid.ed.gov/sa/es/resourcesU8T
	4TUFAFSA: Free Application for Federal Student Aid
	UFAFSA 2020-2021
	4TUThis is a required form for ALL students participating in ANY Title IV Federal Student Aid Program (Except PLUS only applicants)
	4TThis form is the only official application for free Federal student aid(FAFSA).  UIfU the form is completed on the FAFSA website by the student and parents, or if the student mails the form in, the institution will not have a copy of the FAFSA in th...
	4TUFAFSA on the Web
	8TUhttp://www.fafsa.ed.gov/U8T
	4TU2020-2021 FAFSA English PDF
	8TUhttps://ifap.ed.gov/eannouncements/attachments/20202021FAFSAen.pdfU8T
	4TU2020-2021 FAFSA Spanish PDF
	8TUhttps://ifap.ed.gov/eannouncements/attachments/20202021FAFSAes.pdfU8T
	4TU2020-2021 Student Aid Eligibility Drug Conviction worksheet for question 23 English
	8TUhttps://ifap.ed.gov/eannouncements/attachments/20202021StudentAidEligibilityWorkshtforQuestion23EN.pdfU8T
	4TU2020-2021 Student aid eligibility Drug Conviction worksheet for question 23 Spanish
	8TUhttps://ifap.ed.gov/eannouncements/attachments/20202021StudentAidEligibilityWorkshtforQuestion23ES.pdfU8T
	4TU2020-2021 Federal Pell Grant and Disbursement schedules
	8Tpending8T
	4TUDirect Loan Links
	4TUGeneral information
	4TGeneral and important information to the student about the Federal Direct Loan can be found at the following URL
	8TUhttps://studentaid.ed.gov/sa/U8T
	8TUhttps://ifap.ed.gov/ifap/processing/directLoans.jspU8T
	4TUFederal Direct Loan Promissory Note
	4TInformation about the Federal Direct Loan promissory note may be located at the following URL
	8TUhttps://studentloans.gov/myDirectLoan/whatYouNeed.actionU8T
	4TUFederal Direct Loan Entrance and Exit Interviews
	4TAll student borrowers are required to complete an entrance interview before a first loan disbursement is made and an exit interview prior to leaving the school.
	8TUhttps://studentloans.gov/myDirectLoan/index.actionU8T
	4TUFor More Information on Direct Loans
	8TUhttps://studentloans.gov/myDirectLoan/index.actionU8T4T  available in English and Spanish
	U10001 Documentation CHECKLIST
	4TUThis is not a required form in the student file
	4TThe form is used to track forms required and/or applicable by/to the institutional procedures
	4TStatus of this form:  The form is provided in the RGM system under Admission: Student Admission Transactions: Student Admission Forms Transaction #3019.  The form is created based on the Title IV Aid programs available at each school. Once it takes ...
	/
	/
	U10003 APPLICATION FOR ADMISSION
	4TUThis is not a required form
	4TThe form serves to obtain student information at the time of enrollment, which has been proven to be the best time to get information to track the student later during the placement and default prevention procedures.  UHave students completely fill ...
	4TThe form contains helpful information for the FAO such as dependency status, if the student must register with the selective service, if student qualifies for VA benefits, the student’s educational level, employment history and parental and other re...
	4TStatus of this form: Provided by RGM in Word.doc format for your use, this form will not be generated as a form in the RGM Web System since it is a form to be completed by prospective students up front at the start of the enrollment process.The appl...
	4TPlease review the RGM Memo sent to our clients on 11/02/2013about an extensive explanation of form 10003.
	U10010 SCHOOL PERFOMANCE FACT SHEET
	4TUThis is a required form for all schools operating in California under the State Approval of BPPE
	4TUThis is to be given to the students prior tothe signing of the enrollment agreement.
	4TTo complete this form, you can print the report from the RGMWeb System under Administration: Annual Reports: [1071] BPPE Fact Sheet.Select from the options on the drop down then click generate report:
	/
	/
	4TUThis is a form that BPPE requires institutions to distribute to prospective students before the student executes (signs) an enrollment agreement and to retain with all Initials and signatures required in the form, The institutions are required to r...
	4TUThis report, as many other reports generated by the RGM system, allows the user to click on the blue hyperlinks (numbers) to display and print the students listed on each field of the report.  Schools MUST generate the report, check the students li...
	/
	/
	4TStatus of this form:  Provided by RGM in Word.doc format for your use, this form will generate as a form by the RGM Web System.
	U10012 Enrollment agreement
	4TThis Uis a required document
	The form was designed to provide guidance to copy and paste to your own contract.  Some of the wording applies specifically to the requirements from the new BPPE in California.  This allows a registration fee up to $250.00 and prorates tuition up to 6...
	There are UthreeU documents related to the student enrollment agreement:
	UFirst,U there is a sample of the agreement that can be copied and pasted for your school use.  Please make sure that the wording is adjusted to meet your needs.
	USecond,U there is an identical copy Uwith (added-inserted) numerical code that corresponds to the BPPE code from the checklistprovided by BPPE during compliance school visits.U  This is provided to identify where and at what location each of the BPPE...
	UThirdUdocument provides the checklistof required items in the enrollment agreement asoriginated from compliance visits by BPPE.
	UEvery student enrolled must have an enrollment agreement executed by the student (and parent if under 18 years of age) and the institutional representative and his/her file.  In most cases, the state agency and the accrediting agency will dictate the...
	UThe enrollment agreement must be executed after the following transactions have been completed:
	UA copy of the school catalog (via the school website or on paper) has beenprovided to the prospective student,
	UThe institutional Performance Fact Sheet (Form 10010) has been provided and explained to the prospective student. The Performance Fact Sheet must have the student’s initials and signature required.
	UThe enrollment agreement must be signed before the start date.  The student should not earn academic hours or credits for completing admission or financial aid documentation.
	UStudents that have withdrawn from school AND return to school within 180 days do not need a new enrollment agreement, but new expected end date must be recorded on same document and on a contract addendum.
	UThe Performance Fact Sheet and the Enrollment Agreement cannot be destroyed after the five year record retention requirement.  These two documents must be accessible at any time in the future.
	4TStatus of this form:  Provided in Word.doc format for your use, this form is also generated in the RGM system.  Please go to Admission: Student Admission Transactions: Student Admission Forms Transaction # 3019. Once you get to the transaction, you ...
	/
	/
	/
	/
	Graduation Requirements:
	[10012] ENROLLMENT AGREEMENT Page 3
	(9)  Student Tuition Recovery Fund:  (STRF):5, CCR §76215 (a)
	Refunds:  If any refunds are due based on the Return of Title IV calculation or based on the institutional refund policy calculation, any refunds will be made as soon as possible but not later than 45 days from the determination of withdrawal date in ...
	10013 ACKNOWLEDGMENT OF DISCLOSURES RECEIVED
	4TThis is not a required form
	4TThe form serves to retain a single record of the actions conducted by the institution prior to signing an enrollment agreement, at the time of signing the enrollment agreement and possibly in accordance to your institutional procedures, on the first...
	4TStatus of this form:  Provided Word.doc format for your use, this form is available to generate as a form by the RGM system. Go to Admission: Student Admission Transactions: Student Admission Forms transaction #3019. You click on Add/View Other Form...
	/
	/
	10015 PROFESSIONAL JUDGMENT (PJ) AND/OR DEPENDeNCY OVERRIDE (DO) WORKSHEET
	4TThis is NOT a required form, however, during program reviews, schools have been cited for not providing correct documentation as to WHERE THE STUDENT MAKES THE REQUEST AND, THE FAO DOCUMENTS in the student’s file the FAOs REASONS TO SUPPORT a PJ or ...
	4TThis form is a tool for the student and FAO to document the student special circumstances that merit the actions to be accepted and taken by the FAO.
	4TREMEMBER:  A STUDENT SELECTED FOR THE VERIFICATION PROCESS, FAO MUST COMPLETE THE VERIFICATION PROCESS BEFORE A PROFESSIONAL JUDGMENT MAY BE CONSIDERED BY THE INSTITUTION FOR APPROVAL.
	4TStatus of this form:  Provided in Word.doc format for your use, this form can be generated as a form in the RGM system. It is under Financial Aid: Student Financial Aid Transactions: Student’s Financial Aid Forms transaction [5007]. When you select ...
	/
	/
	/
	4TSPECIAL NOTE:The RGM system is been updated, as of March 1, 2016, the current manner to record the fact that the Verification process has been completed will be modified.  FAOs must use the new format in the system that follows the student verificat...
	10016 Understanding disbursement of federal funds and credit balance
	4TThis is NOT a required form.  However, some of the actions stated on the form require the student’s acknowledgement and school documentation.
	4TThis form is a tool for the student and FAO to document the students’ acknowledgement of the authorization given by the student to credit his/her school account for tuition, fees and books and supplies with proceeds from SFA funds fromgrant and stud...
	4TStatus of this form:  Provided in Word.doc formatfor your use, this form can be generated as a form in the RGM system. It is under Financial Aid: Student Financial Aid Transactions: Student’s Financial Aid Forms transaction [5007]. When you select a...
	/
	/
	/
	4TThis is NOT a required form.  This only applies if the award is NOT made within the schools’ written policy.
	4TThis form is a tool for the FAO to document the decision to grant an SEOG award outside of the institutional guidelines.  SEOG is a grant designed to assist students with EXCEPTIONAL NEED, this student may be defined as students with an EFC of 0 (Ze...
	4TStatus of this form: Provided in Word.doc formatfor your use, this form can be generated as a form in the RGM system.
	10018 AdVISING AND/OR COUNSELING report
	4TThis is NOT a required form.
	4TMost agencies, whooversee the school approvals, require that the institution retain records of any advising and/or counseling interviews with the student. This form could be used for documentation purposes.
	4TStatus of this form: Provided in Word.doc formatfor your use, this form will be generated as a form by the RGM system.
	4T10019 FINANCIAL AID OFFICE REVIEW AND DISBURSEMENT APPROVAL CREDIT/CLOCK HOUR NON-TERM PROGRAMS
	4TThis is NOT a required form
	4TAll financial aid disbursements must be checked on a regular basis by the FAO for continuous eligibility.  This form serves as a control of such activity by the FAO.
	4TInstitutions could use the RGM system under the Financial Aid Module: Financial Aid Reports: [5034] Financial Aid Reports, on the drop down select(5520) SAP notifications then you must enter a range of dates, then Generate Report, for any student no...
	/
	/
	/
	/
	/
	4TStatus of this form: Provided in Word.doc format for your use, this form will be generated as a form by the RGM system.
	10020 CREDIT BALANCES FORM
	4TThis is NOT a required form
	4TAccurate packaging of aid would eliminate the need of a credit balance; however, there are circumstances which may arise where there will be a credit balance.  If the student is to receive funds for personal expenses, they should coincide with schoo...
	0T• 0Tthe first day of classes of the payment period if the credit balance occurred on or before the first day of class of that payment period.
	Because FSA credit balance funds are funds that have already been disbursed, a school must pay an FSA credit balance to a student on a leave of absence
	4TStatus of this form: Provided in Word.doc format for your use, this form can be generated as a form by the RGM system. Under Fiscal: [6033] Student Fiscal Forms. After you enter the student, you click on Add/View Other Forms, the list of forms will ...
	/
	/
	/
	4TAdditional comments on this form:
	4TCredit balances is the number 7 finding in audits and number 3 in program reviews.  Institutions must avoid and eliminate any possibility of credit balances by following this procedure.
	4T1 Determine the institutional charges (tuition, fees, books and supplies charges for each academic year.
	4T2 Determine how much living expenses the student will need during the same academic year(if any).
	4T3 Package the student with all sources of aid for the combined total.
	4T4 As funds are disbursed for school expenses the student living allowance must also be disbursed at the same time WITHIN 14 calendar days from the date the funds are received from G5.
	4T5 Understand that the total of the tuition assessed to the first payment period will be fully covered during the disbursement of the second payment period in the academic year.
	4T7 Maintain clear audit trail of all transactions
	Credit balance form may not be used to obtain authorization to hold credit balance funds, for schools in Reimbursement, HCM1 or HCM2.  You must pay the student out of own institutional funds, prior to requesting funds from G5 if on HCM1, or from Regio...
	10021 LEAVE OF ABSENCE (LOA) request form
	4TThis is a required form
	4TThe institution is required to retain a written request for a LOA from the student and a written approval of the request by the institution.  The use of this form helps in meeting the LOA written request requirement.
	4TPlease read the form for specific requirements that makes an LOA an approved process.  This information will be transmitted electronically to NSLDS, in the required monthly enrollment reporting.  It is critical that the new expected graduation date ...
	4TStatus of this form: Provided in Word.doc formatfor your use, this form can be generated as a form in the RGM system. Under Registrar, Student Registrar Transactions: Student Registrar Forms. After selecting a student, you will click on Add/View For...
	/
	/
	/
	10022 INTERNAL NOTICE OF TERMINATION/graduation
	4TThis is NOT a required form
	4TMost agencies, whooversee the school approvals, require that the institution maintain records of graduates and withdrawals.  For withdrawals, each agency has its own accountingprocedures for the withdrawal reasons.  Internally, the staff needs to re...
	4TStatus of this form: Provided in Word.doc formator your use, this form can be generated as a form in the RGM system. Under Fiscal: [6033] Student Fiscal Forms, after selecting the student, you will click on the Add/View Other Forms button, the list ...
	/
	/
	10023 EMPLOYMENT WAIVER
	4TThis is NOT a required form
	/
	4TThis is NOT a required form
	4TThis form is used to obtain references from the student that will assist later in your default prevention procedures.  It has been recommended by loan collection agencies to get this data before the student enters school.  Additionally, the data on ...
	4TStatus of this form: Provided in Word.doc formatfor your use, this form will not be generated as a form by the RGM system.
	10025 RELEASE OF INFORMATION AUTHORIZATION FORM (FERPA)
	4TThis is a required form for ALL schools participating in ANY Title IV Federal Student Aid Program
	4TThis form is to protect the school against releasing information contained in the student file to any individual, or any out of state agency, accreditation agency, or federal agencies.  Before data can be released to outside individuals, the school ...
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	NOTE: Delete any forms or those Items in the forms packet not applicable to your institution.
	Please read our comments related to each form.  Take advantage by adding all possible disclosures/forms in the school catalog and place a copy of the catalog in the school website.  By following this procedure, you will eliminate many forms that would...
	all forms included in this set are provided to your school annually.  the revision date appears in the footer of each page.
	As of July 1, 2012, Ability to Benefit Procedures (ATB) have been modified. Therefore, students without a U.S. High School Diploma, its equivalent GED, or a Home Schooled equivalent diploma from a State Approved Home School program, an Associate Degre...
	WARNING: As of 7/1/2015, the ATB eligibility rules have drastically changed (again), please refer to our memos regarding the Pathway requirement that your ATB students must be enrolled for the entire length of the course of study meeting the requireme...
	Please check your accrediting commission to determine if you will still be able to enroll students under the Ability to Benefit Procedures (ATB) as non-Title IV recipients.  Some accrediting agencies enforce the rule that an admitted student must have...
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.
	10005    FEDERAL DISCLOSURE REQUIREMENTS – “Student Right to Know” " How are our students doing"
	This is a required form for ALL schools participating in ANY Title IV Federal Student Aid Program
	To complete this form from the RGM Web System, first, go to 1)Administration: 2)Annual Reports: 3) [1061] IPEDS Graduation Rate Report –4) for the campus being reported or select the report for all campuses if the data is to include all campuses, then...
	Important: The back-up data/student lists supporting this GRS report is required by your auditor during the annual audit. Archive the report under batch and copy/paste the expanded lists into excel and save for future reference.
	10006    CAMPUS SECURITY ACT DISCLOSURE STATEMENT - Clery Act
	This is a required form for ALL schools participating in ANY Title IV Federal Student Aid Program
	The Data needed to complete this form may be obtained through your local police department.  However, remember that the Campus Security Act (Public Law 102-26) requires postsecondary institutions to disclose the number of instances in which certain sp...
	PLEASE REFER TO OUR EMAIL SENT TO YOU ON JUNE 14, 2013
	UPDATE:
	On the form due to be disclosed on 10/01/2025, institutions must include crime statistical data for the calendar year 2022 for the new crime classifications, those are:
	Incidents of sexual assault, Dating violence
	Domestic violence, and Stalking.
	Additionally, institutions will be required to include certain policies, procedures, and programs pertaining to these crimes in their Annual Security Reports.
	Institutions MUST review the policies and procedures listed in the form to ensure that the stated policies and procedures match those implemented by the individual institution.
	Note: All crimes reported must also be recorded by the institution on an institutional crime log.  The institutional log must for this purpose identify the category of bias including the victim’s actual or perceived:
	Gender Sexual orientation National origin
	Religion Ethnicity Disability
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.  There is no information available in the RGM system that can be of assistance on this report.  All of the informat...
	10007     DRUG & ALCOHOL ABUSE POLICY STATEMENT
	This is a required form for ALL schools participating in ANY Title IV Federal Student Aid Program
	This form is used to inform your staff and students of the institutional policy on drug and alcohol abuse and the nearby location (hospital) or an agency where free help can be obtained.  Once the report is completed, the information can be added to t...
	Your institutional procedures must include a biennial (every other year) review of these procedures to test them and evaluate the effectiveness of the procedures as implemented.
	The institutional procedures must be evaluated at least biennially (every other year) to ensure that they are satisfactory to the school’s needs.  Evidence of this review will be requested from schools
	All incidents of violations must be keep on an institutional log.
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.
	10008     ADMISSIONS DISCLOSURE FORM
	This is a required form for ALL schools participating in ANY Title IV Federal Student LOAN Program
	This form is used to inform your students of the responsibility of accepting a loan and the obligation to pay for the loan even if they are dissatisfied with the institutional services.  The information from this form can be added to the “Financial Ai...
	Status of this form:  Provided by RGM in Word.doc format for your use, this form will not be generated as a form by the RGM Web System.
	2025-2026 Family Educational Rights and Privacy Act (FERPA)
	2025-2026 Copyright Infringement
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