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WELCOME

Welcome to Zar&olde€ORT Technical Institute

You are about to enter a community filled with an active and diverse student body, outstanding faci
promising academxperiences, supportive student and career services, programs that will challenge
engage ycand withdvance youruzhtion and improve your capgErtunitie©ur programs, quality
education, hands training and professional and dethcaledand staff create a supportive and

friendt atmosphere for learning. ORT Technicalgrotitigs training for technical, medical and

business careers to preparéoy@mployment and career advancement.

This cataldg aguide tohe Instite©programs, policies and procedures. It includes information about

courses of study, services, regulations and requirements.

Please use this catalog to learn more about the Institute and the oppairtendieslaaade and
enrich yowducatica experiences at Zdfe@alde ORT Technical Institute.
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REASONS TO ATTEND THE
ZAREM/GOLDE ORT TECHNICAL INSTITUTE

Convenient location minutes from Chicago
Shorterm, intensive programs

Small class size

One computer per student

Modern equipment

Excellent laboratory facilities

Practical hang® training

Job placement assistance

Financial aid and scholarships available for qualified applicants
Individualized student services

Training by wgllalified professionals

Cultural studies/humamndied American government courses

Part of a30yearold, worldwide, highly regarded network of more than 800 nonprofit training

schools

Fully accredited by ACCET, a nationally recognized agency
Approved by the lllinois Boat@yb&Educatio(iBHE)

Approved by the lllinois State Board of EQW&BIEDN
Approved by the Veterans Adminigivat)on

Approved by the Department of Homeland Seculityddranmgrant alien students

Approved by the Workforce Investment Act (WIA)



NOTICE

NonDiscrimination Policy

The Zarem/Golde ORT Technical Institutsestadan and does not discriminate with regard to race, religion, creed, color,
national origin, age, sex, disability or sexual orientation in any of its academic pregrployactimitigmctices,

admissions policies or scholarship and loan programs.

Catalog Disclaimer

The policies and procedures described in this catalog apply equally to all students.

Catalog Revisions and Supplement

The Institute reserves the right to change this catalog when necessary without Phevictizlogticid.be revised

annually in July for the new academic year. Information on class schedules, tuition and fees is includélen a supplemel
catlog and is available in the Admissions Office.



INTRODUCTION

Mission Statement
ORTOs mission is to meet the educational and academic/vocational needs of diverse students in a suppotrtive caring e
Further, the mission is to provide technical skills and knowledge necessary for employment and career advancement.

Success imeasured by meeting or exceeding student, employer, and community expectations, and is shown by continu
referrals and recommendations, employment of our students and pride in the accomplishments of ORT among the con
and the pool of volunteers.

Philosophy and Objectives

Zarem/Golde ORT Technical Institute is committed to providing an educational environment that enhancés the student"
fulfill career goals. By encouraging the development of the total person, we provide diseséekirfoy feitder

education. The Institute strives to provide the highest caliber education to those with the desire and tiszipline to improv
lives through learning new technical and English language skills. ORT prepares deskdijts dppertumities in
technologynedicaind business fields in accordance with the following objectives:

¥ To provide the technical skills and knowledge necessary for employment and career advancement.

¥ To develop professional attitudes, work habits catimmnskills required in work and society, and confidence through
selfdiscipline.

¥ To provide English language skills necessary for employment and adjustment to life in a new country and culture.

¥ To increase student awareness and sensitivity to Jethishcatiires through a supportive environment.

Program Offerings

The Institute offers the following degteertificaprograms:
Degree Program:
Associate of Applied Science (AAS) degree in Accounting

Certificate Prograsn

Computerized Accounting

Computer Aided Design and Drafting
Computer Graphics and Desktop Publishing
Computer Support and Networking Technology
Medical Assistant

Medical Offidessistant

Pharmacy Technician

Endish as a Second Language (ESL)

Graduates are awardadssociate of Applied Science (AAS) degree or a certificate upon satisfactory completion of all
required courses.

All technical, medical and business programs taught at the school prepare gradnades focdughtions pitdven

career growth opportunities. Intensive programs are available morning, and evening. Programs have been designed wi
assistance of representativiessimess and industry. All curricula, equipment, computer software, books and materials are
reviewed on a continuing basis to ensure their relevance in todayOs job market.

About ORT

ORT, the Organization for Educational Resources and Technological Training, operétsarkvoiloved800 schools

and training centers with an enrolfnmemteothan 200,000 students in 60 countries. For over a century ORT has sought to
bring economic saifficiency to people and communities in need. To date, over two million people have participated in C
programs worldwide. US ORT Operations, ates. H@eam/Golde ORT Technical Institute in Skokieodllikoigles

ORT Collegend Bramson ORT College,-gemrocollege in New York City.



About ORT Technical Institute

Zarem/Golde ORT Technical Institute iprafitarganization offemiiegn and women the opportunity to gain an education
that will prepare them for careers in business and industry. The Institute is affiliated with ORT Amerizatiarvolunteer org
that ishe umbrella organization of ORT in the United States.

The Ingtuteoffers morning and evening-&hortintensive programs in areas of high job market demaofieasc also
comprehensipeogram in English as a Second Language. The Institute providesseahtmuténg programs in business
applications, cpater technology anetlical fields. All programs feature-tratrdéning, modern equipment and a highly
qualified faculty and staff.

History

ORT opened thes Angeles ORT Colkeiain Campus facility in October 1985 to serve both plopulatishand the
community at large in the Grezekrigeles aregarem/Golde ORT Technical Institute in Chicago was opened in March
1991, as a branch campuf6&fRTand was recognized as a main campus by ACCET in 2006.

Approvals
Zarem/Golde OR@&chnical Institute's programs, courses and instructors are applitiveis Bo#rd of Higher Education
(IBHE)lllinois State Board of Education (ISBE), the Veterans Ad(WAjstnatidayor's Office of Workforce Development,
and the lllindBmployment and Training Centers. The school is authorized under Federal lamnmayesumo binem
students.

Certificate of Approval and Authorization to Operate and to Grant the Associate of Applied

Science in Accounting Degree in the North ahuregion by the lllinois Board of Higher

Education, 431 East Adams Street, Springfield, Illinois, 62701.

Certificate of Approval to Operate Issued By the lllinois State Superintendent of Education, 100
North First Street, Springfield, lllinois 62777.

Accreditation
Zarem/Golde ORT Technical Institute is accredited by the Accrediting Council for Continuing Education and Training (#

International Students

Zarem/Golde ORT Technical Institute is authorized under Federal laviminéaranitliemstudents and is approved by
the U.S. Department of Homeland S@&id8)Applicants seeking admission asimmdgrant alien should contact the
International Stud@atordinatdor further information.

Physical Facilities

Thelnstitute is located at 5440 W. Fargo Ave., Skokie, IL 60077. The school contains labprafmiesclzsseoaims,

a learning resource center, a student lounge area, a resource center for instructors, and administrativearffices. Laborat
furnished with modern equipment representative of the industry. Zarem/Golde ORT facilities and equipmeént fully compl
federal, state, and local ordinances and regulations, including requirements pertaining to fire safety,itaiididg safety, hal
access, and health.

Learning Resource Center

The learning resource centéarain/Golde ORT Technical Institute indaoliiesstion of manuals, reference books and
periodicals designed to suiperourse offerings. In addition, the learning resource centevibaataatioals

computer software, and comasseted instructional equipment. An array of portatdea@ustioipment, including slide
and overhead projectorsMD angidelayersis available to support classroom media requirements.

Transportation andarking
Convenient free parkingtfafents, faculty estdff is available at theostbr at a nearby parking lot. School supplied
transportation available. Ingitlnehe admissions office.

Housing
The Institute does not maintain housing accommodations for students. However, the student services office may offer t
for student housing options. The school does not inspect such housing and makeationseegaundiery its desirability.



ADMISSIONS

Admissions Criteria and Procedures

To apply for admission to Zarem/Golde ORT Technical Institute, applicants must be high school graduates, possess a
equivalergnd should have reached compulsorjtegeompulsory age is 17 years old and above as defined by the lllinois
State Board of Educatiépplicants with@high school diploma or equivalent may be admitted under "Ability to Benefit"
policies and procedures.

The Admissions processdasla personal interview with an admissions represehtatoug of the Institlitee
applicant is given a copy of the catalog, catalog supplement, consumer information (including tuition and fees), and cur
schedule of program start dates.

Nonnative speakers of English are given a placement test for English language skills. For admission into a technical pr:
nonnative English speaking applicants must place itf theyéistitute's ESL Program.

All applicants must submit a cothplgpéication, together with copies of high school transcripts or any previous academic
work to the Admissions Office. An official letter of acceptance to the Institute is sent by the Registrar Coordinator

Ability to Benefit

In compliance with federal regulations governing institutional and student eligibility for Title IV funds 432RE¥FR 600.4 anc
668.7) and with Zarem/Golde ORT Technical Institute policy, the Institute may admit students who do not possess a hit
diploma or its recognized equivalent if such students, prior to admission;tpdmenafitdBili§y) test approved by the

U.S. Department of Education and administered by a third party.

Diploma types recognized by Zarem/Golde ORT TedhtedalkclnsiéA high school diploma from a US high school, a
diploma or equivalent from a high school in a foreign country, or a passing score on the general education developmen
exam.

Students who are unable to produce official high sctiptd treaSBED will be required to pass a USDE approved ATB test
to satisfy the ATB requirement. The student may take the exam twice in a 90ptkgepafriwassing a USDE approved

ATB test a student may transfer into Zarem/Golde ORT Ticimiéaldmsester credit hours or 225 clock hours that meet
the transfer of credit requirements of one of the programs currently being offeredpuiediiafyarottbsttransfeimed

The transfer credits do not have to be applicable tarhefiebgice.

Admissions Schedule

The Admissions Office is open from 8:30 a.m. to 7:00 p.m., Monday through Thursday4.-80dh&8Ma.Fridays.

Late evening appointments may be arranged in advance by calling the schbbB8t (84 Ad2<ions Representative

may be reached directly by calling the Institute. Our multilingual Admissions representatives are ready to assist people
limited English. Our staff speaks Albanian, Arabic,BessyadBulgarian, Croati&arsiGermanGreekHebrew,

Italian, KorealthuaniatMacedoniafolish, Russig®erbian, Sloveni&manish, and Ukrainian.

EntranceTesting Policy and Procedure

To be eligible to enrollTeehnical or Medisaigranstudentare required to taked pasthelnstituteOs entrance
examinatioithe exam is free of charge and offered at the convenience of the student. Prospectisestéchhical
program students who are not native English speakers are also required to take the English placieienntiexam and
score of Levebr higher. Students who do not score &tdravigher will be asked to attend ESL classes until they reach
the required proficiency.

Students entering the English as a Second Language program are regpiaeénuetatkexam. The exam is free of
charge and is offered at the convenience of the prospective student. The prospective student will take thee exam, proctc
member of the staff, and the results will be used to determine in which levéll bieepthicdent wi

Programs with Special Admissions Requirements

Medical Assista®The lllinois Department of Health requires that we have the student immunization record
displaying vaccinations and the booster doses of the HBV for a studelihicastamttezternship portions of

the program. Students are encouraged to take care of obtaining these records or the immunizations prior to th
their program.



Pharmacy Technici@sraduates of this program must apply for and receive a license from the lllinois Board of
Pharmacto be able to work as a Pharmacy Technician. All students must apply in writing to the State of Illinois
pay the appropriate fees. Once the papasvoeken submitted, a background checgesidrived. Aigh

school diploma or a GED is required in order to apply.

Transfer Credit and Advanced Standing

ZaremiGoldeORT Technical Institute may accept Transfer of Credit of a prospective bistikemétianing programs.

A course appropriate for transferring of credit is one which is equivalent to the course content offeredtatu®RT Technica
training programs. The transfer of credit may be awarded if the prospectbra athmtbet institution that is accredited

by an agency that is recognizébgitedStates DepartmeftEducation, receivedrpducational training at ORT, or

through ORTjibsficienogxaminations.

The transferred student must first see theidxdndepartment and meetAdRiissions requirements. Aksexjfor

transferring of crediist be submitted in writing to the Admissions Department accompanied by a catalog and course cor
from the originating institution. It is the studemésites$p arrange for QRTeceive an official transcript of his or her
previous college record.

The content of the transferred coursegwaiteof OCO or higher should be compatible to the content of the courses offered :
Zarem/Golde ORT Téchinnstitute. The maximum number of credits that mayréeftoamsférer institutions to GRT
30%o0f the total scheduled credits/clock hours for the program.

If the stdient is transferring the credit within trey €& from one program toemumthgram, all eligible caedit

courses withgradeofOCO or higlibich are compatible in cotdehe new program may be transferred at the studentOs
request. Studisirequesting to receive dogdikamationare required to take anssasuring their proficiency in that
course. In this case, the studaptreceive all earceedi if a gradefOCO or higher is obtained up to 20% of the total
scheduled credits/clock hours for the program.

ORT Technicastitute does not offer credit fecnedit coursework, work experience, or life experience

Studets requesting to receive dmedibther institutions, within theQR€&m or by examination shouttes®sogram
Coordinatdor evaluatiaf the records or for taking tests. The determittai®ndgram Coordinetdinal and no appeal
is accepted.

The acceptance of any credits may affect the amount of financigltaidtetfigibditraining at ORT Technical .lifstitute

the credits are granted, the tuition will be proportionally reduced based on the numbers of transferable credits to the ne'
program. Registration fee is due in full. Cost of textbooks may be reduced based on the approval of tremsferring of the |
ZarenfGolde ORT Technical Institute does not charge any fees for testing, reviewing or granting transfer of credits.

Zarem/Golde ORT Technical Institute assists students who request tharanstigntiort/e also provitleem with
thecatalogndthe official transcript and course outlines of the training program that they favbeaghgitésifor
graduation and receive a degraeertificate of completion, a student with transfegaditriatitORTsystem or by
examinatiomust meet the graduation requirements outlined in the catalog.

Articulation Agreements
Zarem Golde ORT Technical InsthiageArticulation Agreements with the following colleges:
Westwood Collegévestwood.edu)
Solex Collegdsolex.edu)
Bramson ORTollege (bramsonort.edu)
Los Angeles ORT Collefdgeort.edu)

Criteria for Admissions for Students with Mental or Physical Handicaps

The admissions requirements and procedures for students with mental or physical handicaps are the sase as the requ
and procedures for the general population. Zarem/Golde Campus facilities comply with all federal, state, and local ordit
and regulations in regards to handicapped access.
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TUITION AND FEES

Tuition and Fees Schedules

The tuition and fee schedaresssued as a supplement to this catalog and may beabtdiaeldmissions Office.

When necessary, ORT reserves the right to change tuition, fees, books, and curriculum without prior notice. Any chang
tuition or fees will not affect stumlezdsly enrolled.

Books, Supplies and Registration Fee
Total program costs include tuition, $100 registration fee, books and necessary supplies. Students makindgr payments tc
tuition charges are rexlito complete and sign a Repayment Agieaa@itibn to the Enrolimgreeinent.

Payment Policy and Payment Plans

Students assume the responsibility for payment of tuition costs in full, either through direct payment aidhrough a financ
plan. Students who owe money to the school should contact the financial aid office and/or the business office to work «
payment plan. All financial arrangements must be made before the beginning of classes. Students who elect to have ¢
plan with the school are required to make payments as scheduled. Late payments are charged a $25.00 late fee for ec
in whith a late payment is made. Students who fail to meet their financial commitment to the Institute are subject to terr
suspension, withholding of grades, transcripts, diplomas, certificates, and job placement services. Deldequent account:
refared to a collection agency and the student will be dismissed after three attempts by the Institute to make payment
arrangements with the student without success.

ZarenGolde ORT Technical Institute accepts payments in the form of checkssarédéstarda(di, American Express)
financial aid, money order, and WIA or VA vouchers.

Refund Policy and BuyerOs Right to Cancel

Zarem/Golde ORT Technical Institute has adopted the following refund policy, which is in accordance vgith the State
Board of Education and with the standards set by the Accrediting Council for Continuing Education and Training. Chi
Technical Institute will comply with the policy that applies at the time of the studentOs enroliment.

BUYEROS RIGHT TO CANCEL:

The student has the right to cancel the initial enrollment agreement until midnight of the fifth business tiag after the st
been admitted. If the right to cancel is not given to any prospective student at the time the agreemestusisigned, then t
has the right to cancel the agreement at any time and receive a refund of all monies paid to date withiimohO days of ca
Notice of cancellation should be made in writing to: Department of the Registrar, Zarem/Golde ORatTebthical Institu
Fargo Avenue, Skokie, IL 60077. Phone: (5588324

When a student gives written notice of cancellation the school shall provide a refund in the amount of at least the folloy

a. When notice of cancellation is given before midnifftth biuieess day after the date of enrollment but prior
to the first day of class, all registration fees, tuition, and any other charges shall be refunded to the student

b. When notice of cancellation is given after midnight of the fifth busimesg dagepthnce but prior to the
close of business on the studentOs first day of class attendance, the school may retain no more tt
registration fee which may not exceed $150 or 50% of the cost of tuition, whichever is less.

c.  When notice of candeliats given after the studentOs completion of the first day of class attendance, but pri
the studentOs completion of 5% of the course of instruction, the school may retain the registration fee, ar
not to exceed 10% of the tuition and dituetiomal charges or $300, whichever is less, and, subject to the
limitations of paragraph 12 of this Section, the cost of any books or materials which have been provided
school.

d. When a student has completed in excess of 5% of the cowterofiasinhool may retain the registration
fee but shall refund a part of the tuition and other instructional charges in accordance with the following:
(1) After 5% of the course of instruction, but within the first 4 weeks of classes the school shall refund &

80% of the tuition;
(2) During the first 25% of the course, the school shall refund at least 55% of the tuition;
(3) During the second 25% of tleseahe school shall refund at least 30% of the tuition.
(4) In cases of withdrawal after 50% of the course, théll setainlthe remaining tuition
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Withdrawal Initiated ProRata Refund
Prior to the First Day of Class 100% of Tuition aRdgistration Fee
First Day of Class 100% of tuition except for Registration Fee
2ndDay up to 5% of the program completed | 90% of tuition. School may keep up to $30(
After 5% of the course up to'thedk 80% of tuition
During first 25% of program 55% of tuition
During second 25% of course 30% of tuition
After 50% of the course 0%

A student, who on personal initiative and without solicitation enrolls, starts, and completes a course of ins
before midnight of the fifth business day after the enroliment agreement is signed, is not subject to the can
provisions of ti8gction.

If an applicant is not accepted by the school, the school cancels the program, or the applicant is a no show/ne\
training he or she shall receive a refund of all tuition and fees paid within 30 calendar days after the determir
nan acceptance is made.

Registration fees shall be chargeable at initial enrollment and shall not exceed $150 or 50% of the cost of
whichever is less.

Deposits or down payments shall become part of the tuition.

In any case in which hardshipeyewlther circumstances beyond the control of the student exist preventing the
from completing the course, the school shall make a reasonable and fair settlement for both parties.

For enrolled students, all refunds are calculated based on ttedtiEsdalageofL DA) and will be paid within thirty days

of the documented drop date (date of determination).The documented drop date is determined according to whi
the following applies: a. by the date of written notice from the studenidenwenkesh absent for more than 14
calendar days; c. when a student fails to return from an official leave of absence (LOA), the documented drop d
date that the student was scheduled to return from the LOA.

The school shall mail a writteroatédgement of a studentOs cancellation or written withdrawal to the student wi
15 calendar days of the postmark date of notification. Such written acknowledgement is not necessary if a rel
been mailed to the student within the 15 calendar days

All student refunds shall be made by the school within 30 calendar days from the date of receipt of the si
cancellation.

A student may give notice of cancellation to the school in writing. The unexplained absence of a student from
for nore than 14 calendar days shall constitute constructive notice of cancellation to the school. For purpc
cancellation the date shall be the last day of attendance.

10. The school shall refund all monies paid to it in any of the following circumstances:

a. the school did not provide the prospective student with a copy of the studentOs valid enrollment agr
and a current catalog or bulletin;

b. the school cancels or discontinues the course of instruction in which the student has enrolled;

c. the school fails to conduct classes on days or times scheduled, detrimentally affecting the student.

The school must refund any book and materials fees when: (a) the book and materials are returned to the school unme
(b) the student has proviledchool with a notice of cancellation.

Notice of Student Rights

1.

You may cancel your contract for school, without penalty or obligation, as described in the Notice of
Cancellation form that will be given to you upon enrolimenNoReadfti@ancellation form for an

explanation of your cancellation rights and responsibilities. If you lose your Notice of Cancellation form, ask
the school for a sample copy.

You have the right to stop school at any time and you have the eéghtéturet&v the part of the

program not taken. Your refund rights are described in the Enroliment Agreement. If you lose your copy of
this contract, ask the school for a description of the refund policy.

If you have any complaints, questions,emgnalth the school, call or write to: Illinois State Board of

Education, Educator and School Development Division, Private Business and Technical Schools, 100 North
First Street, Springfield, IL 6217782948 orlllinois State Board of Educ&thrgator and School

Development Division, Private Business and Technical Schools, 100 West Ra300lp&hifuaitm,14

IL 60601, 38¥142220.
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FINANCIAL ASSISTANCE

Information on financial aid programs and all related consumeisiafaiaédetmncontacting the Financial Aid Office.
The following is a description of the types of financial aid programs currently offered by the school.

The Financial Aid Office

The Zarem/Golde ORT Technical Institute maintains a Financial Aidvifi¢eagietfeativisors. Individual tuition

financing plans are specifically tailored to meet the needs of the applicant. The Financial Aid Office a@ssists students in
completion of all documents applicable to various federal and local soufizemofaitaidient

Federal Financial Aid Program

Zarem/Golde ORT Technical Institute has been approved by the United States Department of Education for the followii
programs for financial assistance. The programs listed below are available to eligible students to help meet the cost of
education HE term OTitle IVO refers to the Federal Financial Aid programs authorized under the Higher Education Act ¢
awarded on the basis of financial need and includes the following programs:

¥ Federal Pell Grant

¥ Federal Supplemental Education Opportumi(f SE®G)

¥ Federal Work Study (FWS)

¥  SubsidizeDirect.oan

The Title IV programs that are not awarded on the basis of financial need are part of the Federal Familydgducation Loa
which includes:

¥ Unsubsidizdiirect.oan
¥ DirecParent Loan fdndergraduate StudeRtsS Program

Grantsareawards thatonOt have to be repaid. Grants are provided by goedeuteeadind are based on financial need.
When awarding policies and funds permit, a studentOs financial aid packadme fiatitnvinglgdertts:

1.

Federal Pell Grant is offered to a student in financial need who has not yet earned a bachelorOs-degree. Amot
2011-202 range from $400 &B$0and are paated based on enroliment. Eligibility is determined by the U.S.
Depatment of Education. (DOE).

Federal Supplemental Educational Opportunity Grant (FSEOG) is an additional grant for Pell eligible students \
demonstrate exceptional need. Funds in this program dekdihilitydor this grant is determined by the

ZaremBolde ORTechnical Institute and is offeraéirettome, firserve basis.

Workforce Investment Act (WIA) Training Voucher is a grant for unenripboyed stuldents. State and local
agencies determine eligibility and administendistfithetifunds. Grant amounts range fror$83000

Trade Adjustment Assistance (TAA) is a grant for workers who lost their jobs or whose work hours and wages
reduced due &job being outsourcetbetdue to increased imports. Workers velre bedly have been

unfavorably affected by foreign trade may petition the U.S. Department of Labor for a determination of eligibility
TAA grant in the amount of up to $20,000. (More information on WIA and TAA can be obtained from the Admis
Ofice.)

Scholarships ~
To assist students further, specigbmemmental Zarem/Gulsigtutionacholarshipghat donOt have to be repaid
available to eligibtedents

Institutional scholarship criteria are as follows:

1. Complete a scholargbim.

2. The studentOs earnings from work are less than $30,000/year.

3. The student must graduate from their program.

4. If an ESL student, must be enrolled in a minimum of 720 hour program.

Student loanare a form of financial aid that must be repaid. Em@®RAGEchnical Institute participates in the
following programs:

a. SubsidizeDirect. oarEneed based, independent or dependentsstadeptalify; at least half time enroliment
is required; $3,500 for the first year, $4,500 for the second yerat;Gowérednent pays the interest during
school; grace and deferment periods; repayment depends on loan amount and uspajljpetvgxran
10 and 15 yeaend starts 6 months after graduasitudent withdrawal.
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b. Unsubsidizddirect oannot need based, independent or dependers wfualsmparents are not eligible for
PLUS loan; at least half time enroliment is required; $4,000 for every yegoeéstutsntidees not pay
interest for the student during school, grdeenoemeperiods; repayrasratbove.

c. DirecPLUS (Parentars for Undergraduate Studeatshtsnusthave an acceptable credit histasy;
borrow up to the cost of attendance less pfiegeatd pay all interest; repayment starts 60 daykafter the
loan disbursement or 6 months after studentOs graduation/withdrawal.

The financial administraterill guide you through the loan process and assist you with all questions or concerns you hav
about student borrowing.

The Hope Scholarship and Lifiedanging Tax Credit are federal programs that reduce federal income tax liability. For
information séleelRS publication, Tax Benefit for Education.

Oncampus employmerdy be available and paovidesligiblestuders, (internationahd PELL eligiblelh ways
reduceheir cost of attending ORT Technical Institute.

Federal Financial Aid

A financial aid advisor assists students in completing all the necessary paperwork to determine a sfindeuwta eligibility for
aid. The student is provided with a free booklet whichlldegkaiakfinancial aid procedurelsystegp. Proper

documentation and income information must be prbeiddadeyt as part of this process. Students must nediat every

to obtain the required information from snusiés. If a student does not comply with these regfirencéadtajd may

be denied.

In order to be eligible for federal financial aid, a studemomstsate financial need, be a citizetJoitéd States an

eligible nacitizen and provide a valid Social Sesxtityhe following documents are required as prelafiide aon

citizen: an Alien Registration ("Green'§rC@dwith refugee, asylum or parolee status,-86itsganiped on the

student's passport. The student also reostitesl as a regular student in an eligible prograna persificege of
completiotihatleads to a new occupation or provides English language instruction in order toskHénatieixistary

not owe a Federal Pell or SEO@wuaed or make satisfactory arrangements to repay it; not be in default on a Federal
Stafford loan or make satisfactory arrangements to repay it; provide proof of SedgistikegiSersiatusr (hale

studergage 185); attend regularly; msstisfactory academic progress. All students are regoirgdciapies of their
Social Security Capdoof of citizens(ifapplicable), driver's license or state ID Card. Fowbnskefitshnguage is not
English, translators are availabkeler to ensure the student's understanding of the following:

Themajor student aid programs which are provided by the United States Department of Education.

Whythe student is required to fill ouativeis forms and applications.

Whyproviding supporting documentation, such as family income, household size, and number in college, is req
Whythe student is expected to provide required documentation, such as income tax returndygaymdll check stu
selective service registration, at the time of application.

¥  Whythe student has to list any previously attended schools.

K K K K

The students submit their income and other pertinent information byFteenpliapiication for Federal Student Aid
(FAFSAonline/electronically to the Federal Central Processor for. froeEas$iBdis signed by ttudentand parent
ifthe student is a dependehé sthool receiveslastitutional Student Information Record (I&HR]}ronically.

Thefollowing steps are required to apply for Federal Financial Aid:
1. Complete the free Application for Federal Student Aid (FAFSA) or the RenewalvwApititsdied atmxery
school year. The school yearde@imthe summer term but a student can begin completing the FAFSA as early a
January of the year the student wishes to apply to school. The FAFSA collects personal and financial informati
ORTOs school cofd 1484
Request a PIN number, if yootdaready have one, at the end of application.
Sign the application by choosing the Display now and Enter option.
4. Submit the application. After the FAFSA is stibaDpdrtment of Educatio®E processes the reported
information (income, assetsber of family members in the household, and number of family members enrolled i
college), determines a studentOs eligibility for aid atieepsiiitaed Family Contribution (EFC). This
informatios forwarded to the student electronicallgwithisiness days or by mail within two weeks.
5. In 5 business days contact ORTOs financial aitheftisalfoB43245588 ext3.
6. A student may be asked to provide financial or other documents for information verification. |aéxemything is acc
student will get an award letter which summarizes all the information regarding funds the student is eligible to r

wn
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Important terms are Gl@ést of Attendance, EEStimated Family Contributionisit®éestimated tuition,

fees, books, suigs, computer, loan fees, child care, and allowances for food, housing, and transportation for on
academic year. COA does not include phone expenses or car payments.

If theDirect.oans are part of a studentOs financial aid package, the studeniomustrizaree interview and
complete a Master Promissory Note (MPN) on the MPN website.

If the PLUS loan is a part of a studentOs financial aid package, truepalers thestdit record authorization

and an MPN on the MPN website.

If a stuentOs award is not sufficient to cover tuition, feethestydianis responsible for payments. #réhere
excesdunds frorfinancial assistance after all expenses are paid, those excess funds may be given to a student
meet the costattemance

Return of Title IV Funds Policy

Effective 10/07/00, all financial aid (Title 1V) recipients who withdraw and have completed 60% or less of the payment
period for which they have been charged, are subject to the new federal refunBrLfiRbens 82, 685,

published November 1, 1999.

Federal regulations state that the amount of a Title IV refund is based on the percentage of Title IV funds earned by the
student at the time of withdrawal. In order to determine whether Titl¢ ibé fetuimetyshe school must
calculate the following:

1.

To determine the percentage of the payment period completed, the number of days* attended in the payment
period is divided by the total days* in the paymemaysisccaiendar days for pespaisthis
formula, and therefore include weekends and holidays. Only scheduled breaksredrtddays or
approved leaves of absence are excluded.
The net amount of Title IV funds disbursed, and that could have been disbursed for the payment period is
multiplied by the percentage of the payment period completed. The result is the amount of earned Title IV
aid.
The earned aid is subtracted from the aid that was actually disbursed to, or on behalf of the student.
The institution will return the legbertotal unearnaidor the institutional charges for the payment
period.
Unearned aid is allocated back to the Title IV programs in the following order as specified by law:

a. Unsubsidizdiirect. oan Program

b. SubsidizeDirect.oan Program

c. DirecPLUS program
If excess funds remain after repaying all outstanding loan amounts, the remaining excess shall be credited in
the following order:

d. Federal Pell Grant Program

e. Other assistance awarded under this title for which return of funds is required.

This calculation may result in the student owing the school money based on the State of lllinois refund policy listed abo
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STUDENT SERVICES, RIGHTS, AND RESPONSIBILITIES

Student Services

We are here to help you succeed and make the most of your ORT Technical Institute experiStueeiberitse of

offers you a full rangses¥iicesind resources to support you from your first visit to school through graduatiod. Our offices
centers provide everything from Academic Advising, Career Development/Job Placement Services, and International S
Services.

Studen®ervices proveEleRT students with information and advisement related to course and program requirements;
curricdr offerings; Institute procedures, regulationkciasdaw personal concaBasancing the demandschboand
youmpersonal life can be challenging. The ORT Institute is here to help students handle this stress and pressure succes
and caostructively. At times, just talking can make a difference while other times, more intervention iimgesled. Our multi
staffcan assist students in overcoming personal, academic situations that could negatively impact their progress and st
the ORT Institute. We work to create a learning environment where our students feel safe, respected and valued and fa
the process of developing a balanced and healthy lifestyle, including care for oneself.

Career Services

TheOffice of CareBerviesassists students with all aspects related to attaining optimum sthtésfeaterr ichoice.

We believe thettoosing a caréera developmental process with the opportunity for growth througaartlife. The
workshops on a variety of topics that give #iedentsnation necessary to enter the job mastegrengaining

sessions, professional resume writing services and mock interviews are available for PR 1Steclemitsal Thstitute

is conmitted tmakingvery reasonable effort to prepare students to secure employment, though cannot guarantee gradu
placement.

International Student Services

The International Student Qfficédes academic support setwig@ernational students taelp with immigration

regulatory matters. Informatioassigtance in the following areas are available for students in the U.&pghyiradproad:

for temporary student status, extensions of stay, practicaldreginsgatemaritsatus DiverOs LicenSegial Security
Cardemployment in the UaBdchanging immigration stémfsrmation is also available on employment options, including
but not limited @ptionaPractical Traini(@PTJor F1 students, and informatidmasingptions.

Learning/Resource Center Services

ORT Learning/Resource Center is pleased to provide a variety of free academic support services for students. Instruct
available to provide-on@ne or small group tutoring in a variety of subjects including ESL, basic math, basic computer s}
and more. In addition to instructors, more advanced students assist their peers mastering academic success. For many
beginning students learning Erggéisteal challenge; peer tutors who are advanced in the language are devoted to helping
them make the most of language study through collaborative discussion in a relaxed and informal setting.

The Learning Center is available for independantstutyins sariety of materials for all different English levels and
skills. Materials include a collection of books for reading, a variety of newspapers and magazines, texi#bbks to support
Technical and EflogramsComputers are available f@ares and writireaqdtyping practorinternet use

OnCampus Employment Opportunities
The ORTechnicahstitute offers-oampus employment to stusdrga availablBrior experience, English or other
language proficiency, academic standiageaddnce are considered dhehgingrocess

Externship

Several ORT programs such as Medical Assistant and Pharmacy Technician require that students are engaged in prac
learning, by actively participating in a field of intereat. éx@0rship experience at a medical center, hospital, Walgreens,
CVS, or Osco drug store allows students to apply their coursework learning to a real life setting. It isssd@hance for stude
observe and ask questions. Externship prepares stiigetremgition from school to career. Fpast@RT graduates

the externship site became their firstheifield.

Onsite Job Fairs

Onsite Job Fairs are arranged by the ORT CareeD8peauitesntd provide students with an opportumégttavith

potential employers in their field obstlidgrn about available positions and the skills required for them. The students al¢
have a chance to submit their resumes and to arrange onsite interviews with the representativgsaoiesnploying co
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Student Conduct Code
Since students are training for positions in business and industry, it is expected that their conduct conform to the requir
standards. Zarem/Golde ORT Technical Institute is committed to preparing students to meet the expectations of emplo

All stdents are expected to observe standards of social conduct and courtesy and wear appropriate attire. Any behavio
disruptive to classroom activities such as interfering with other students' studies, cheating on tests or assignments,
unprofessional behavisrsonduct to other students and emplafa@esfsolde ORT Technical Ingiililte grounds

for suspension or possible termination. The use of profanity, alcoholic beverages or ilkegttubpaspenytis not
permissible. No eatingdrorking is permitted in the classrooms or offices. Smoking is not allowatemstihgddn

the convenience of students, a lounge area is provided for use during meal times and breaks. Each student is held res|
for compliance withrthles and regulations contained in this catalog. Failure to comply by invoking ignorance will not abs
the student from responsibility. Therefore, knowledge of the contents of this catalog is essential.

"#$%8&'()*+,-%&,"./.,)*0"1&2%$*3,4*0%"2.45%.6
Coypyright is legal protection of intellectual property, in whatever medium, that is provided for by the laws of the U
States to the owners of copyright.

Compliance with federal copyright law is expected of all students, facultgreandGwitlaR T Technical Institute

"Copyright" is legal protection for creative intellectual works, which is broadly interpreted to cover jushadfoar any expres
idea. Textbooks, Texts (including email and web information), graphics, art, phoimglagifsyarasice examples of

types of work protected by copyright. The creator of the work, or sometimes the person who hired the creator, is the ini
copyright owner.

Furthermore, copying, distributing, downloading, and uploading inforimtztioatonaipenfringe the copyright for that
information. Even an innocent, unintentional infringement violates the law. Violations of copyright law that occur at OR1
Technical Institutmy create liability for the student, staff or faculty. Acomytighityyiolators or infringers may face civil

and criminal liabilities and possible terminaff@anemot@olde ORT Technical Institute

Drug and Alcohol policy

The possession, usaale of drugs and/or alcistsbfictly forbidden on campus grounds at any time. Any violation of this pa
by student staforfaculty will result in appropriate legal and administrative action and possibleZdiseni¢alld®@RT
Technical Institugdl students, staffidaculty are required to sign a Statement of Commitment to remain drug and alcohc
while on campus. Information about the effect of alcohol and other drugs with referral sour¢beatmssidlablefiite.

No Smoking Policy

There is nemoking in the Zarem/Golde ORT Technical Institute facility. This includes all classrooms, the Resource Cen
laboratories, hallways, restrooms, conference and meeting rooms, entryways and areas used in common by students &
employees.

StudentComplaint and Grievance Procedures

Students with complaints, problems or difficulties should first bring the matter to the attention of tingitterssuctor. If the
unresolved, it should then be brought to the attention of the Program &tilbudirestolvdti, the matter may be referred

to the Institute's Director.

In addition, please note the following: Schools accredited by the Accrediting Council for Continuing Education and Trail
(ACCET) must have a procedure and operationabpidimfpstudent complaints. If a student does not feel that the school
has adequately addressed a complaint or concern, the student may consider contacting one of the regulatory agencies
complaints considered by the regulatory agencies mutgrb@®mmwritth permission from the complainant(s) for the
Commission to forward a copy of the complaint to the school for a response. The complainant(s) will beéept informed :
status of the complaint as well as the final resolution by it @genegit Please direct all inquiries to:

Accrediting Council for Continuing Education & Training

Complaint Administrator

1722 N. Street N.W., Washington, DC 20036

(202) 954113, Fax (202) 9BE18

or

lllinois State Board of Education

Private Busineasd Vocational School, Bditicator & School Development
100 North First Street, Springfield, lllinois 62777

(217) 782948
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or

lllinois State Board of Education

Private Business & Vocational Schools

100 West Randolph, Suit80D4 Chicago, Illin6i8601
(312) 815818

Or

lllinois Board of Higher Education

431 East Adams Strewti-bor, Springfield, lllinois 62701
(217) 782551

A formal notice of complaint procedures by ACCET ("Notice to Students: Compl@htfaratesiBEedre posted o
the student bulletin board and kept on file in the Associate DirectorOs Office.

Sexual Assault Policy and Procedure

It is the policy of Zarem/Golde ORT Technical Institute to provide an educational, employment, and business environm
from unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct or communications
constituting sgal harassment. Employees, students, or other persons acting on behalf of ORT who engage in sexual
harassment shall be subject to discipline, up to and including discharge, expulsion, or termination of contract.

Any member of the ORT community, whadsistudents, faculty, and staff, who believes, perceives, or actually experience
conduct that may constitute sexual harassment, has the right to seek the help of Zarem/Golde ORT Technical Institute.
employee has the responsibility to repaarstiett to the immediate supervisor or the InstituteOs Director when it is directe
toward students.

Student RighiToKnow and Campus Security

Zarem/Golde ORT Technical Institute publishes a Campus Security Report artiocstndenivRicfhproddstatistics

and information on reported crimes on campus, gradysdtioament rates, studmard disclosure under Family

Education Rights and Privacy Act (FERPA), and drug and alcohol policy. This report and a description of @appropriate p
in the event of any crime, security problem or general emergency are made available to students during the admission:
or at any time during their programs through the AdmissionOs office.

FERPA Policy

The following constitutes the institution's policy concerning student rights of access to personal educational records in
compliance with the Family Educational Rights and Privacy Act (FERPA) of 1974 of the Buckley Amendment.

This Act protects the priehegucational records, establishes the rights of students to inspect and review their educatione
records, and provides guidelines for the correction of inaccurate data. A student who wishes to review ¢andhis educatiol
must submit a requestriting to the Registrar. The student will be notified of a date and time to review the record.

Students Information Directory
ORT Technical Institute designates the following information as ORT Tedbinezztbhystiturteation. This information
can be disclosed and released by the school at its discretion and without the studentOs consent:

This Information is limited to name, class, field of study, dates of attendance, enroliment status, expe@gdrcompletion/g
datedegree orettificateonferred, participation in officially recognized activities, awards received, the most recent educat
institution attended, enroliment status (i.e. enrolled, continuing, reentry, alumni, etc.). Public inforaiatisn also includes

rosters listinguslents in academic cajrsech rosters may only be used for the purpose of conducting that course.

Records can be released or access given to third parties only with the written consent of the students.aybblic informati
released unless stadent files the appropriate form with the Registrar requesting that public information not be released.
can be done in person or by certified mail. Public information that cannot be restricted includes whetheethe individual !
enrolled andtife program was completed.

A person may file a written complaint with the U.S. Department of Education regarding an alleged violation of FERPA:

Family Policy Compliance Office
U.S. Department of Education

400 Maryland Avenue, SW
Washington, DC 20265
Websitewww.ed.gov/offices/OM/fpco
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ACADEMIC POLICIES AND PROCEDURES

Definition of Program of Study

A Program of Studg structured sequence of topicsttitentare required to successfully complete in order to gain an
academic award. An academic award maylegrieete azertificates of completion. Zarem/Golde ORT Technical Institute
offers Technical, Medaradl Busineggogramand English Language pragraiechnicaVledicahnd Busineggsograms
provideheeducation and training necessary for students seeking a newTdwsttpgliginas a Second Language
progranis offered to assist students to functidnniewheost country, to acquire,fthti@d down a job and to perform the
necessities of daily life.

Definition of Credit Hours

One semester credit hour is equivalent to 15 clock hours of lecture or 30 clock hours of ldbalatkhoumk of
externshipA clock hour or Instructional Hour is defined as a 50 minute academic activitySBepartimgntoof
EducatioRrogram Integrity RegulaBdn€FR 668.8 (1)(1j@2)Title IV Federal FinanciaBA&t|ock hours of
lecture, laboratory wexrternshjmnd/or work outside class/homewqtial tone semester hdar purposes of federal
financial aid eligihility

Instruction

Instruction is primarily provided on campus. Some programs provide a portion (less than 50%) of the inséruction off can
professional setting. Classroom instruction at Zarem/Golde ORT Technical Institute is delivered in a variety of formats
metlods. Academic activities include lectures, workshops, projects, laboratory-eromksiouttzorgsutorial studies and
clinical practical training. Clinical training and externships provide students with saperxpsriehaadmd takesepla

in a programelated environment sucphasmaciesnd health care facilities that have established relationships with the
school. Audigsual materials are used to enhance student learning.

In order to provide the highest quality educatistnders, the maximum class size ssu2iénts faheESL program. For
Technical and Medical programs that use clinical laboratories and practical training in a specialized envinonment, the
class size is 20 students. Independent and tutesialretadailable to the students upon school authorization.

Attendance and Participation

The academic success of each student depends on his/her attendance and classroom participation. The Institute also ¢
students to demonstrate those workathéie required in the workplace. Therefore, every student is expected and
encouraged to maintain regular, consistent attendance, participate in all academic activities and complete all assignme
order to remain in good stan&ituglents shouldeatd classes on time and should not be absent for any session of
instruction. If a student expects to be absent or late, he or she must notify the Institute by calling thigimgdisérar or by no
instructor in advance.

Tardiness is when a studeives late to class. Tardiness tends to disrupt classes which are already in progress. It is expe
that students will be at their assigned places when classes begin. An early departure is when the student leaves before
instructor dismisses thesclds student is tardy or leaves early, the length of time for tardiness and/or early departure will
recorded on the attendance roster which affects the total percentage of attendance for the purpose of graduation requi
Excessive tardiness/anéarly departure may affect the studentOs satisfactory academic progress, grades, attendance a
may be grounds for Warning, Probation and consequently Termination from the Institute.

Students must attend classes regularly and adhere to theratjeiréams=ets as stated above. Students must maintain at
least’0% attendance of the scheduled hours at each evaluatiop@ioinafichigrogram completion for certificate
programs and the end of each semester for degree programs), extérh309% bburs. Absenteeism of 30% or greater
will result in failure for the course. It is the studentOs responsibility to follow the attendance aAdstuadimgdaicies.
has missed fourteen (14) consecutive calendar days will be somisiteada

Any student can get a mgkassignment to prevent a course failure. A student is responsible for arranging with the instru
a makeaip midterm or final exam. Only oneuymakam per student per course is permitted. There isca §ablfee
makeup exam.

MakeUp Work

Makeup hours must be prearranged with the instructor, and must be completed outside of normally scheduled class ho
time spent on instruetoproved activities on campus will count aprhales. A studecan make up no more than 15%

of the course hours.
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Maximum Time Frame
The student must complete all course work in no more than 1.5 times the published program length.

Full Time Student
The minimum course load for a full time studentsisrhestee hours.

Attendance Warning

Each student will be evaluated at the evaluation points. A student who has not maintained the required attendance per
according to the attendance policy, will be placed on attendance warning and shmolboleoriacttik end of the

following evaluation period. Failure to correct the problem by the end of the warning period will resulpladid student beil
on probation.

Attendance Probation

Under maximum time frame, a student who has notleenpeckdeim of his or her attendance warning will be placed on
attendance probation for the following evaluation period. Under maximum time frame, two attendance probationary per
allowed during the studentOs period of enroliment. The stretanvadlftom probation if he or she has successfully
corrected the problem. Failure to correct the problem by the end of the second probationary period will result in the lost
eligibility for any additional financial aid and termination framthe progr

Attendance Termination

Under maximum time frame, a student will be terminated if, while on attendance probation status, he or she fails to me:
attendance requirements at the end of the second probationary period. A student will bay¢iménbédrishedas

missed more than 30% of the maximum time frame hours for the program. Students who are terminated due to failure t
attendance requirements are responsible for meeting their financial obligations to the Institute.

Attendance Rpiirement Financial Aideligibility

To be eligible for financial aid a student must be at 90% attendanrgeiat tfi¢h@igrogram and program compietion.
student is not at 90% cumulative attendance the financial aid disbursemeertnayhsestietant may become not
eligible until 90% cumulative attendance is obtained.

Grading System

Based othestudentOs academic performance the instructor assigns a letter grade at the end of each course in accorda
the letter grading system. ORT Technical Institute is operating on a 4.00 grading scale. Grade Point Avéealge (GPA) is
after the gdes are issued.

Grade Grade Point Numerical Value Description

Excellent level of subject matter
A 4.00 > or =90 proficiency

Consistently very good level of su
B 3.00 8089.9 matter proficiency

Satisfactory level of subject matte
C 2.00 7079.9 proficiency

Acceptable level of subject matter
D 1.00 6069.9 proficiency

Failure to demonstrate an acceptg
level of subject matter proficiency
F 0.00 <or=59.9 complete required work

Indicates that a substantial portior
work in a module has been of
acceptable quality but is not entirg
completed as of the end of the grg
periodincompletes are not counte

I 0.00 Incomplete toward the GPA.
Successful completion of a course
P 0.00 Passing which only issues P/F grades.

Indicates that a student has withd
from a course. W grades are not
W 0.00 Withdrawn counted toward the GPA.
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Students who receive an OFO as a final grade for a course/lewelamadpiaiegrobation must repeat the course
successfully. The new grade will replace the original grade for the purpose of calculating GPA. Soelsigibaded course
successfully repeated within the 1.5 maximum time frame. If the student fails the repeated course/level again, he/she w
terminatedin indicator OWO will be issued to a course/level if the student does not complete and witatraws from the pi
OWO will not be calculated into thenGiicator O1O will be issued to a course/level if the student does not complete the
course requirementdtiecourse/level. A grade of "I" may be removed only by satisfactory completiod efak.unfinishe

An incomplete grade OIO must be made ugfallithvinthé weettsa grade of "F" will be issued for the bmmsglete

gradesre not counted toward the @Hatter grade of "P" or "F" is given for courses taken on a Passi¢tahbdasis, s

Cultural Studies/ Humanities, American Government, Employment Preparation and Exionshéglicounszsedial
coursework is not calculated into the GPA.

Satisfactory Academic Progress Policy (SAP) for Certificate and Degree Programs
Tomaintain academic progress, students should meet the following standards:

¥ Maintain required grade point average

¥  Achieve progress toward graduation

¥ Comijetea certificate or degpeegram within a maxirtioma frame allowed

The lengths of certificabgrams are divided tmtoevaluation pointhe lengths of degree programs are divided into four
evaluation point&n evaluation period is the period between two consecutive evaluation points. To be considered as mal
Satisfactory Academic Progsasients must complete a minimum number of semester credits hours and achieve a minim
grade point average (GPA) at the end of each evaluation period according to the following tables. The students are exg
graduate at the 100% evaluation ploiatminimum of 2.0 GPA, complete all the required credits with passing grades and
meet the graduation requirements outlined in this catalog.

Degree Programs Satisfactory Academic Progress Policy (SAP)

Degree Programs 25% 50% 75% 100%

Evaluation Points

Minimum GPA 1.0 1.25 1.5 2.0

Minimum Credits Completior 10 25 40 Completion of
Program

Certificate Technical Programs Satisfactory Academic Progress Policy (SAP)

Certificate Technical Progra 50% 100%

Evaluation Points

Minimum GPA 1.25 2.0

Minimum Credits Completior 9 Completion of
Program

ESL Program Satisfactory Academic Progress Policy (SAP)

Certificate ESL Program 50% 100%
Evaluation Points

Minimum GPA 1.25 2.0
Minimum Credits Completior 12/10/8 Completion of
36/30/24 semester credits hq Program
programs

GradePoint Average (GPA)
A student is considemezkting the GPA criterion by maintaining the program GPA of 2.00 (C avenagé)Qfr better
scale. GPs recalculatexvery time a grade is issued.

Progress Towar@raduation
To make progress toward graduation a student must successfully complete at least 66.66% of all attempted credits at ¢
evaluation point.

Maximum CreditewardGraduation

According to Federal regulations a student who has attempted credits in excess of 150% of the programOs required cr:
ineligible for Title IV financial aid. This 150% of the program credits is called MaxvandBr&thedtiisn.
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Academidrotation

Each student will be evaluated at the evaluation points. A student who has not achieved théoreminietu@PA and
semester credit hours, under maximum time frame, will be placedpplzatémiemdishould correct the problem by the

end othe following evaluation period. The student will be notified in writing by the prglsataoatbtheirhe student

will be removed from probation when he or she has successfully corrected the problem. During probation, a student mi
additional help to overcome specific difficulties. In such cases a remediation plan should be developed by the program
coordinator. Such plan should clearly specify the goals and include the methods and ways the situation can be improve
Enroliments imnedial courses, emeone tutoring or reduced course load are among possible recommendations. Failure 1
correct the problem by the end of the probationary period will result in the loss of eligibility for anypiddatitibnal financial
termination frothe program.

Academic Termination

Under maximum time frame, a student will be terminated if he or she fails to meet satisfactory academic progress requ
at the end of the probationary period and/or fails a repeated course/level. Students who are terminatedyfor lack of satis!
progress are responsible for meeting their financial obligations to the Institute.

Students may be charged for repeating a course or courses in order to satisBRAgradoatiomrequirement

Appeal and Reinstatement Process

A studethmayappeal in writing to tlegiBtrar a determination of unsatisfactory progress and termination of financial aid witt
threg(3) months. In such cases duésRar, if there are Wetdumented mitigating circumstances, with the advice and
consent of thedhnical Coordinator or E&brdinatpmay determine that the student is making satisfactory progress
tovards a certificate/degree. HugsRar, with the Technical CoordinatorGuwdE@ibhatavill make a decision in the matter

within two weeks fribm date the studentOs appeal is received. Students are not allowed to continue their program beyor
maximum time frame.

Reinstatement will be approwedeaftience is provided to #uystrar and either the Tech@isatdinator or ESL Lead

Teacher #t the reason(s) that caused unsatisfactory pesipesss eliminated. If a studentOs withdrawal was due to failed
probation and the student is reinstated, the student will be readmitted on probation. Reinstatementld finéincial aid eligi
beprovided upon meeting the terms of probation.

Transfer and Readmitted Students

Transfer students from outsidadtieitevill be evaluated qualitatively only on the work compleZdramil&alte
ORT, therefore transfer credit will not coundt ttosv& PAStudents transferring from one program to anothe within
Institutevill have their GPA calculated on a cumulative basis, inclusévgoall aiempted while dhgigute

The quantitative requirement remains 70% for all students, but the maximum time frame is based on the number of cre
student must complete in the current program.

Transfer to Other Educatiotratitutions

ORT Technical Institute students and graduates should note that other educational institutions have faldiscretion as tc
credits are transferable. However, ORT Technical Inatttotdstiaagreementsith the following institutivviestwood
Collegéwestwood.ed®plex Colledsolex.eduliramson ORJollegébramsonort.edahd Los Angeles ORT College
(laort.edu).

Leave of Absence Policy

A Leave of Absence (LOA) may be granted to students who have legitimate reasbAfsEhed eamited to 180
calendar daysard 2month period onehalf of thpublishegrogram lengtiwhichever is shartdultiple LOAs may be
permitted provided the total of the LOAs does nthisxiceid

The request of LOA should be in writing, in advance of the start date of the LOA unless unforeseen circumstances pre\
student from doing so. Students should see the Registrar to complete the ORequest for Leave of AbsenceO form. The
requesng LOA must be specified in order for Zarem/Golde ORT Technical Institute to have a reasonable expectation o
studentOs return date within the time frame of the leave of absence as requested. The LOA form should be signed and
the student.

Prior to being granted @A, Title IV loan recipients should see the Financial Aid Office to be advised on the effects of fai

to return from LOA on repayment of the studentOs loan and learn about the grace period (6 months from the Last Date
Attedance.)
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If the student does not return from LOA on the scheduled return date, Zarem/Golde ORT Technical Institute considers
student as having withdrawn from the Institute. In this case, the Last Date of Attendance will be considéded in the Finar
department for applicable refunds due, if any, according to the Ré&dtaaiiR dlieycatalog and oerihalment

agreement.

Makeup Work

Students who are absent from class are expected to make up required class work. It isofhtbeetpdesibititgonsult

with the instructor to determine what was missed. Arrangements for missed examinations should be madehweith the inst
first day of the studentOs return to class. Students must complete the makeup workaxithimiheriso%mma to avoid
receiving an Incomplete or failing grade.

Graduation Requirements

Under normal program length or maximum time frame, a student is considered to be a graduate if he/she achieves a ct
grade point average (GPA) of Bifhar, passes every course/level with a passing grade, completes all required semester
credits with minimum attendant&0% of the total hours for the program and meets his/her financial oblisttiotes to the

All graduates receive a Certificate or AAS degree confirming that all educational and administrative requeements have

Finished/ NoGraduate

Within maximum time frame, a student who fails to achieve a minimum cumulative grade point average (GPA) of 2.0, a
does not meet his/her financial oblig@ZéwartdGolde ORT Technical Inbtitutempletes every course/level with a

passing gradand meets 70% attendance of the total hours for the program will be considered #3rédein&ked/Non

student. In this case, the student will not receive a Certificate or AAS degree of graduation for the program.

Withdrawal from School

Astudent whe enrolled and decides not to attend must officially withdraw from school. The notice of withdrawal has to t
submitted to the Registravritingefore the start of a class. After the beginning of their study each student is responsible fi
any and all payment arrangements. Students are encouraged to discuss the academic and financial impact of withdraw
the Financial Aid ardgram Coordines.

Policy Regarding Cheating

ORT Technical Institute has zero tolerance for cheating. Cheatkiggnkeahinig at other stis@otk, or looking in

books or notes during exams or tests unless permitted by instructors during opstutteokwéstecaive one written

warning for cheating. If the behavior persists, the student will receive a O00 for that test and will beadiserisged for the r
the class session. Repeated offense will result in dismissal from the Institute.

Enrdiment Verification

Enrollment verification is primarily used for bank loan deferments, employment, insurance renewal (including good stuc
discount), and for Department of Human Services benefits, etc. Astueshnneayaliment verificatitiariérom the

Registrar in perspnesenting a photo ID), by mail, fax, email or on the phone. The third party can verify studentOs enroll
a variety of reasons. The following information is verified on all requests:

¥ Enrollment statastive, inaige, former

¥  Academic LoBdull time, half time, etc.

¥ Beginning and end dates of the current term
¥  Program of Study

¥ Certificates Conferred

Information such@®A, financial standing, date ofibittigdress is verifiable with the studentOs consent.

Student Honors
Special awards may be presented at graduation exercises to those students demonstrating attendance and high acade
standing in their programs of study.

Retention of Educational Records

Zarem/Golde ORT Technical Instairtains all records requirsthbs and federal regulatise primary administrative
location for a minimum period of five years, and retains all student transcript records for fifty years.
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PROGRAM DESCRIPTIONS

Associate of Applied ScienoeAccounting

Objective
The AAS in Accounting program is designed to provide students with a foundation in key conceptual, practical and proc
aspects of accounting and an understanding of their relevance to the functioning of various organizations.

Students will receive fundamental knowledge of accounting principles, tax and payroll basics along witim practical instru
computerized accounting software. They will take general education courses to meet the requirements for an Associate
Applid Science Degree. Students will be introduced to general business concepts and develop required business skills
they relate to management, marketing, finance, human resources, and the economies within the American marketplace

Graduates of the accognprogram are employable inlemfypositions in the private business sector as well as in
federal, state, and local governmental agencies. Graduates are also qualified to perform basic auditing and accounting
functions in public accounting firms.

Athough the AAS in Accounting degree program is designed for students with immediate career goals upon graduation
business and general education courses equip the graduates for a variety of additional opportunities. The program pro
the students wilttetprospect for career growth and success in general accounting positions within the community or for
continuing education by transferring to four year colleges and universities.

Program Outcomes

Graduates of the AAS Degree in Accounting program will:

¥  Acquire the skills needed to obtain and mairdawvetemployment in a variety of business settings, including such
positions as junior accountants, junior auditors, accounting clerks, cost clerks, accounts receivable/accounts payak
payroltlerks, bookkeepers, and income tax examiner trainees.

¥ Possess the skills to continue their education at four year colleges or universities.

¥ Understand and practice professional work ethics and confidentiality expected in the accounting field.

¥ Demonstte proficiency in using computer software, including MS Word, MS Excel, MS Access and QuickBooks;
demonstrate ability of integrating QuickBooks with Excel, Word and online services.

¥ Be able to correctly complete accounting processes and prepaecfitkansiag computerized accounting software.

¥ Be able to retrieve information from the accounting system and prepare reports that will contribute to good busines
decisiomaking.

¥ Be familiar with a broad array of business and financial terminology.

¥ Peform those office tasks and procedures that are typidavél aotgunting positions.

¥ Demonstrate the ability to communicate orally and in writing at a level necessary for successful employment in the
accounting field.

¥ Demonstrate mathematictd skential to employment in the accounting field.

¥ Demonstrate critical thinking skills needed to prioritize, anticipate and analyze problems, and to evaluate and imple
solutions.

¥ Demonstrate competency in preparing personal income tax rentifyspemsiddal financial issues of individuals.

Entrance Requirement & Class Size

Students must be high school graduates or the equivalent, obtain passing scores on the school's eimichrtirgexaminatior
an English and Math competency Exatinose who are not able to demonstrate the required level of competency, we offet
remedial courses in Math and English reading and composition. Prospective studietetyisilleddoyttbe Admissions
Department. Class size is limited to onemudentputeAwerage class size is 12 students but no more than 15.

Equipment

Zarem/Golde ORT Technical Institute students train on the appropriate equipment, including computers, consistent witl
demands of the job market. One computer is toradlatiestudent.
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Program Length

This program is approximately two years in length and may be offered in the morning or evening sessions. The mornini
is taught 5 days per week for approximately 60 weeks of instruction, exclusivesoT belm@tirepkession is taught 4

days per week for approximately 90 weeks of instructiorQ Jémsdstareredit hour program

ASSOCIATE OF APPLIED SCIENCE IN ACCOUNTING

Course Course Title Externship| TotalHours
Number Hours

Credit
Hours
Introduction to Computers 3
Basic Keyboarding

Word Processing Concepts
Spreadsheet Fundamentals
Advanced Spreadsheet
Principles of Accounting 1
Principles of Accounting 2
Computer Applications for
Accounting 1

Computer Applications for
Accounting 2

Income Tax Preparation
Cost Accounting

Internal Auditing

Business Law

American History
Economics

Communication Skills
Advanced Business
Communication Skills
Business Math

Introduction to Business
Anthropology

TOTAL

OO0 0|0|0|0|Oo
WWWWwwww
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Disclosures

Program Name

Associate of Applied Science in Accounting

Standard Occupatiddialssification (SOC)
Occupational Information Network (O*NET)

433031www.bls.gov/soc/2010/s0c433031.htm

Cost of Program Total

17,300

Tuition

16,000

Books and Supplies (estimated)

1,200

Registration Fee

100

Room and Board

Not available

Median Loan Debt

Title IV

n/a

Private and Institutional Loans

n/a

Net Price Calculator

http://zeprt.edu/nedricecalculator.php

Length of Program

90 weeks

Semester Credit Hours

60

Clock Hours

n/a

Award

Associate of Applied Science Degree in Accounting

Program Completion 2010 ACCET

n/a

On Time Graduation Rate

n/a

Program Placeme@10 ACCET

n/a

Program Placement RERE

n/a
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Computerized Accountin@ertificate Program

Objective

The Institute's Computerized Accounting curriculum is designed to prepare students for entry level computer support rc
business accountg@itings and financial services industries. Emphasis is placed on the use of the personal computer to
increase productivity in financial eippBcasing applications such as spreadsheets, accounting packages, and database
management systems

Opporturties

The past decade has seen unprecedented growth in the use of computers in business. Originally used initlgg service ¢
computers are now used in every area of business. Today there is a demand for trained personnel whoutan apply tt
skills to accomplish essential business tasks in such positions as Accounting Clerk, Bookkeeper, Data Prgoassing Clel
Clerk. In addition, there is a strong demand for trained computer accounting assistants by corporatiengcand tempc
agencies. Graduates are qualified to secure jobs in industries sughirsutamde and real estate as well as address the
bookkeeping responsibilities in any company.

Entrance Requirements and Class Size
Students must be high school deadwrathe equivalent, obtain passing scores on the school's entrance examination test :
interviewed by the Admissions Department. Class size is limited to one student per computer. Average t$ass size is 12

Equipment
ORT Technical Institstudents train on the appropriate equipment, including computers, consistent with the demands of
job market. One computer is available for each student.

Program Length

This program is taught 5 hours per day, 4 days per week, or 20 hourge peeniegkclasses are taught 4.5 hours per each
session four times a week or 18 hours per week. Students are required to attend an Employment Preparation Course &
elective seminar in Cultural Studies/Humanities or American Government, ¢ramgds ldregpii@b8emester credit

hours or 720 classroom hours for approximately 35 & 40 weéks ddirdisuand evening program respectively.

Course Title Lab Hours| Externship Academic
Hours Semester
Credit

Hours

Introduction to Computers

Basic Keyboarding

Word Processing Concepts

Business Math/ Electronic Calci

Principles Of Accounting

Spreadsheet Fundamentals

Advanced Spreadsheet

Tax Preparation Employment

Employment Preparation

Advanced Communication Skill:

American Government

O|lO|O0O|O0O|0|O0O|0O|0O|O0|O|O|O

TOTAL

*Note: In accordance with the Federal Department of Education guideties]i§imlityiédr this program is based on a total of 24.0
semester credit hours.
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Disclosures

ProgranName

Computerized Accounting

Standard Occupational Classification (SOC)
Occupational Information Network (O*NET)

433031www.bls.gov/soc/2010/s0c433031.htm

Cost of Program Total

10,350

Tuition

9,600

Books and Supplies (estimated)

650

Registration Fee

100

Room and Board

Not available

Median Loan Debt

Title IV

2,813

Private and Institutional Loans

0

Net Price Calculator

http://zeprt.edu/nedricecalculator.php

Length of Program

35 weeks day / 40 weeks evening

Semester Credit Hours

33.5

Clock Hours

720

Award

Certificate in Computerized Accounting

ProgranCompletion 2010 ACCET

77% day / 87% evening

On Time Graduation Rate

73%

Program Placement 2010 ACCET

73% day / 83% evening

Program Placement R&EH

83%
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Computer Graphics and Desktop Publisheytificate Program

Objective
This program will prepare a student for employment as an entry level Graphic Designer. Throughout the plfogram, the ¢

gain skills in industtgndard software such as Photoshop, lllustrator, InDesign and Dreamweaver. The student will devel
skils in single and mp#ge layout, image editing and alteration, computer illustration and basic web design. The student
also develop an understanding of aesthetics, color theory, typography, branding and identity. The program will conclud
Portfolio Development course where the student will create a portfolio and resume. The successful studene in this progt
able to apply what they learned to both print and web media.

Opportunities
A student who successfully completes this igsrqgedified for an eténel position in the Graphic and Web Design industry.

The successful graduate of this program may be hired by a business in the creative field (design, adveirisssg), or by an
that employs their ownh@iseO) desigrteative team. The student can also use what they legriréelpuacse work
opportunities.

Entrance Requirements & Class Size 3
Students must be high school graduates or the equivalent, obtain passing scores on the schoolOs entearnte examinatic

be interviewed by the Admissions Department. Class size is limited to one student per one computer. Average class si
students.

Equipment

S?ud%nts will use industaydard software when working on their projects and assignmentsmEharelagsiipped with
computers and f@teen monitors. Each student will be assigned their own computer within the classroom. Students will
access to image scanners, paper, black and white printers and color printers.[Bgitdé¢ Gsaipisi@ertification Program

are provided with server space to publish their class work online.

Program Length

This program is taught 5 hours per day, 4 days per week, or 20 hours per week. The evening classes aredaabght 4.5 ha
session four timesveek or 18 hours per week. Students are requiredheBtgrhayment Preparation course and an

elective seminar in Cultural Studies/Humanities or American Government, bringing the pradisensektagtiredi8

hours or 720 classroonrhiar approximately 35 & 40 weeks ofiorsfaraday and evening program respectively

Course Course Title Lab Hours| Externship Academic
Number Hours Semester
Credit
Hours

CP100 | Introduction to Computers 2

0S101 | Basic Keyboarding & Typing 2

DR103 | Desktop Publishing and Page Layqg 5.5

8.5

DR104 | Digital Image Editing and Manipula|

DR105 | Graphic Design & Vector lllustratio

DR107 | Web Graphics a8ie Design

ER390 | Employment Preparation

AG360 | American Government

CM201 | Advanced Communication Skills

O|0O|0|0|O0O|0|0|0(0o|o

TOTALS

*Note: In accordance with the Federal Department ofgtitielatzs) finanaal eligibility for this program is based on a
total of 24.0 semester credit hours
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Disclosures

Program Name

Computer Graphics and Desktop Publishing

Standard Occupational Classification (SOC)
Occupational Information Nef@OKET)

27-1024www.bls.gov/soc/2010/s0c271024.htm
151134www.bls.gov/soc/2010/soc151134.htm

Cost of Program Total

10,150

Tuition

9600

Books and Supplies (estimated)

450

Registration Fee

100

Room and Board

Not available

Median Loan Debt

Title IV

2,888

Private and Institutional Loans

0

Net Price Calculator

http://zeprt.edu/nedricecalculator.php

Length of Program

35 weeks day / 40 weeks evening

Semester Credit Hours

31.5

Clock Hours

720

Award

Certificate in Computer Graphics and BresMisiping

Program Completion 2010 ACCET

81%

On Time Graduation Rate

73%

Program Placement 2010 ACCET

7%

Program Placement R&EE|

56%
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Computer Support & Networking Technol@gytificate Program

Objective

This program will help studgiitsboth the knowledge and skills needed to be confident and ready to work as a Computer
Technician/Help D&slpporin the IT industry with enhanced knowledge of System and Server Administration. In addition,
graduates will have haor&nowledge ofeer configuration, client connectivity, security, networking, Active Directory, DN<
DHCP, troubleshooting, optimization and backup/recovery of critical data.

Opportunities

The U.S. Bureau of Labor Statistics (BLS) forecasts that computer dLipgoebEdbdwi8 to 26 percent faster than

the average for all jobs through 2014. Due to the business necessity of networking computers, there is a demand for
qualified computer technicians with an advanced knowledge of operating systemsiasilhardafayers service,

maintain, troubleshoot, operate and modify hardware and software applications. Opportunities will exis in such diverse
as financial, manufacturing, engineering, technical sales, medical and computer industries.

Entrance Requirements and Class Size 3

Students must be high school graduates or the equivalent, obtain passing scores on the schoolOs entrance examinatic
and be interviewed by the Admissions Department. Class size is limited to one studeAvpeageitipagesize is

12 students.

Equipment

Students train on the latest equipment as well as the most commonly used software programs in the industry. The com
systenincludes a higlerformance processor and the latest display devicesolrtput devices include scanners and

laser printers. Each student is assigned a computer.

Program Length

This program is taught 5 hours per day, 4 days per week, or 20 hours per week. The evening classes are taught 4.5 ha
per session four times a weé&l hours per week. Students are required to attend an Employment Preparation Course an
an elective seminar in Cultural Studies/Humanities or American Government, bringing the pGgsemiedesrgth to 3

credit hours or 720 classroom hougproximately 3518 weeks of instruction for day and evening program

respectively.

Course Course Title Lab Hours| Externship
Number Hours

Credit
Hours

CP100 | Introduction @mputers 2

ET305 | PCHardware Repair and Maintenan, 8.5

ET306 | PC Operating Systems 4.5

ET307 | Business Software Applications

ET308 | Maintaining PC Netwdrk
Administration

EP390 | Employment Ryaration

CS350 | Cultural Studies/ American Governn

CM201 | Advanced Communication Skills

Total

Note: In accordance with the Federal Department of Education guidetieg|ifjitzlipathiprogram is based on a
total of 24.0 semester credit hours.
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Disclosures

Program Name

Computer Support and Networking Technology

Standard Occupational Classification (SOC)
Occupational Information Network (O*NET)

151152www.bls.gov/soc/2010/soc151152.htm
151142www.bls.gov/soc/2010/soc151142.htm

Cost of Program Total

10,100

Tuition

9,600

Books and Supplies (estimated)

400

Registration Fee

100

Room and Board

Not available

Median Loan Debt

Title IV

2,537

Private and Institutional Loans

0

Net Price Calculator

http://zeprt.edu/nedricecalculator.php

Length of Program

35 weeks day / 40 weeks evening

Semester Credit Hours

36.5

Clock Hours

720

Award

Certificate in Computer Support and Networkingghec

Program Completion 2010 ACCET

7%

On Time Graduation Rate

72%

Program Placement 2010 ACCET

71%

Program Placement R&EE

n/a
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Medical AssistantCertificate Program

Objective

The Institute's Medical Assistant program has ambjeetira|to prepare the student for an entry level position in the medical
field with an emphasis on back office clinical pr&tadergs will learn to perform routine administrative and clinical tasks
to keep health care delivery settings rurootigysrBtudents will be exposed to many administrative duties as well as clinic:
duties. They will receive instruction on how to greet patients, update and file patient medical records, schedule appointi
and arrange for hospital admission antblgtxeevices. Clinical duties may vary and include taking medical histories and
recording vital signs, blood work, injections, explaining treatment procedures to patients, preparing patiants for examini
assisting the physician during the examiAatexternship at the end of the studentOs study puts into practice what the stu
has learned in a real world setting that often leads to employment

Opportunities

Students who successfully complete the Medical Assistant Program can seek employment in hospitals, public or privat
offices, home health agencies, or insurance companies (claimt)&dpesparsinent of Labor statistics prgjeetth rate

of over 36% in this field over the next 8 years.

Entrance Requirements & Class Size
Students must be high school graduates or the equivalent, obtain passing scores on the school's entrancébexaminatior
interviewed by the Admissions Departimensize is limited to one student per computer. Average class size.is 12 studen

Equipment
ORT Technical Institute students train on the appropriate equipment, including computers consistent witblihe demands
market. One computer is alafiabeach student.

Program Length

This program is taught 5 hours per day, 4 days per week, or 20 hours per week. The evening classes aredaabght 4.5 ha
session four times a week or 18 hours per week. Students are requardgnplatyerdl Preparation course and an

elective seminar in Cultural Studies/Humanities or American Government, bringing the prageaméstengtadiv Bours

or 720 classroom hours for approximately 35 & 40 weekisnfindaycand evening pnogeapectively

Course Course Title Lab Hours| Externship
Number Hours

Credit
Hours

CP100 | Introduction to Computers

0S101 | Basic Keyboard & Typing

0S240 | Word Processing Concepts

MS340 | Medical Terminology

MS341 | Medical Clinical Procedures

MA150 | Anatomy Physiology

MA100 | Medical Assistant 1

MA200 | Medical Assistant 2

EX100 | Medical Assistdnatternship

CM201 | Advanced Communication Skills

EP30 | Employment Preparation

AG360 | American Government

© ©
Slolo|o|8|o|o|o|o|o|o|o|o
N Gl G L L R R R R LN,

TOTAL

Note:In accordance with the Federal Department of Education guideliaés efiginilialfor this program is based on a
total of 24.0 semester credit hours.
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Disclosures

Program Name

Medical Assistant

Standard Occupational Classification (SOC)
Occupational Information Network (O*NET)

31-:9092www.bls.gov/soc/2010/s0¢319092.htm
31-:9097www.bls.gov/soc/2010/s0c319097.htm

Cost of Pgram Total

10,300

Tuition

9,600

Books and Supplies (estimated)

600

Registration Fee

100

Room and Board

Not available

Median Loan Debt

Title IV

2,808

Private and Institutional Loans

0

Net Price Calculator

http://zeprt.edu/nedricecalculator.php

Length of Program

35 weeks day / 40 weeks evening

Semester Credit Hours

32

Clock Hours

720

Award

Medical Assistant Certificate

Program Completion 28GCET

95% day / 85% evening

On Time Graduation Rate

78%

Program Placement 2010 ACCET

75% day / 73% evening

Program Placement R&GREE

69%
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Medical Office AssistanCertificate Program

Objective

The Institute's Medical Office Assistant program is designed to prepare stdelesitsnfedieatryffice support roles.

Emphasis is placed on general secretarial skills and medical office knowledge and procedures. Computeo skills are d¢
enhance office productivity as it applies to medical office word processing, transcription, data entry, medical record filin
insurance billing, accounting and/or medical office management.

Opportunities

Students who successfully complétedieal Office Assistant program can expect to obtain employment in health care
institutions, clinics, medical offices or health maintenance organizations. Job titles for the medicatel®&iedicabrker inclu
Administrative Assistant, Front OéfiieaMClerk, Medical Secretary, Medical Records Clerk, Medical Receptionist, and
Medical Insurance/Billing Clerk.

Entrance Requirement & Class Size
Students must be high school graduates or the equivalent, obtain passing scores on theesc@moiatienttastand be
interviewed by the Admissions Department. Class size is limited to one student per computer. Average t$ass size is 12

Equipment
Students train on appropriate equipment, including computers, network hardwarguigmdent|ai@sistent with the
demands of the job market. One computer is available for each student.

Program Length

This program is taught 5 hours per day, 4 days per week, or 20 hours per week. The evening classes are taught 4.5 ha
each session four times a week or 18 hours per week. Students are reqaiEcfiatteedt Preparation course and

an electasseminar in Cultural Studies/Humanities or American Government, bringing the progsemis déergthetdit3

hours or 720 classroom hours for approximately 35 & 40 wedks ddirdisuand evening program respectively.

Course Cours Title Lab Hours| Externship
Number Hours

Credit
Hours

CP100 | Introduction to Computers

0S101 | Basic Keyboarding & Typing

0S240 | Word Processing Concepts

0S110 | BusinesMath/Electronic Calculator

MS341 | Medical Clinical Procedure

MS342 | Medical Office Procedure

MS340 | Medical Terminology

MS343 | Medical Insurance &odling

MS344 | Medical Billing afddcounting Systems

MS345 | Medical Law & Ethics

CM201 | Advanced Communication Skills

EP 39 | EmpoymenPreparation

AG 360 | American Government

o|o|o|o|o|o|o|o|o|o|o|o|o|o
N Gl G DY R Y S R LS BN

TOTAL

* Note: In accordance with the Federal Department of Education guidediedidiiindityofathis program is based on a
total of 24.0 semester credit.hours
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Program Name

Medical Office Assistant

Standard Occupatiddialssification (SOC)
Occupational Information Network (O*NET)

436013www.bls.gov/soc/2010/s0c436013.htm
292070www.bls.gov/soc/2010/s0c292070.htm

Cost of Program Total

10,300

Tuition

9,600

Books and Supplies (estimated)

600

Registration Fee

100

Room and Board

Not available

Median Loan Debt

Title IV

n/a

Private and Institutional Loans

0

Net Price Calculator

http://zeprt.edu/nedricecalculator.php

Length of Program

35 weeks day / 40 weeks evening

Semester Credit Hours

32

Clock Hours

720

Award

Medical Office Assistant Certificate

Program Completion 2010 ACCET

n/a

On Time Graduation Rate

n/a

Program Placement 2010 ACCET

n/a

Program Placement R&GEE

n/a
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Pharmacy Techniciaertificate Program

Objective

The Pharmacy Technician program is designed and built on actual pharmacy technician performance expectations. Aft
orientation of pharmacy practice, students learn the computerOs role in both institutional and retail peatmacy settings.

learn pescription receipt and screening for completeness and accuracy, medication preparation in sterile and nonsterile
environments, supply distribution, purchasing pharmaceuticals, inventory control methods, insurance billing and payme
collection, pharmaejcalations, federal and state regulations, pharmacy equipment and maintenance, pharmacy ethics ¢
communicating effectively.

Opportunities

Career opportunities for trained pharmacy technicians range from positions in chain drug tosgstadsoatjpetignt

londgterm care, home infusion, managed care, nuclear pharmacies and on line pharmacies. The U.S. Labor Departmen
have estimated a growth in need for pharmacy technicians between 21% and 35% until the year 2016.

EntranceRequirements & Class Size
Students must be high school graduates or the equivalent, obtain passing scores on the school's entrancébexaminatior
interviewed by the Admissions Department. Class size is limited to one student per cartgageizeAgetdgtudents.

Equipment
ORT Technical Institute students train on the appropriate equipment, including computers consistent witblihe demands
market. One computer is available for each student.

Program Length

This program is thu§ hours per day, 4 days per week, or 20 hours per week. The evening classes are taught 4.5 hours
session four times a week or 18 hours per week. Students are required to attend the Employment Preparation course ¢
elective seminar in Calt8tudies/Humanities or American Government, bringing the progragseieagtértorddit hours

or 720 classroom hours for approximately 35 & 40 weekisofdrgdaycand evening program respectively.

Course Course Title Externship
Number Hours

Credit
Hours

CP100 | Introduction to Computers

0S101 | Basic Keyboarding & Typing

0S240 | Word Processing Concepts

MS140 | Medical Terminology

PT100 | Orientation to Pharmacy Practice

PT103 | Pharmacology

PT104 | Pharmacy Calculations

PT105 | Pharmacy Administration

EX300 | Pharmacy Externship

CM101 | Communication Skills

EP390 | Employment Preparation

AG360 | American Government

© ©
Blolo|o|8|o|o|o|o|o|o|o|o
%rékAwrou>wc»u>Ac»u>w

TOTAL

* Notein accordance with the Federal Department of Education guideliaés gfigdnilifaifor this program is based on a
total of 24.0 semester credit hours.

37



|
Disclosures

Program Name

Pharmacy Technician

Standard Occupational Classification (SOC)
Occupational Information Network (O*NET)

292052www.bls.gov/soc/2010/s0c292052.htm
31-:9095www.bls.gov/soc/2010/s0c319095.htm

Cost oProgram Total

10,300

Tuition

9,600

Books and Supplies (estimated)

600

Registration Fee

100

Room and Board

Not available

Median Loan Debt

Title IV

2,418

Private and Institutional Loans

0

Net Price Calculator

http://zeprt.edu/nedricecalculator.php

Length of Program

35 weeks day / 40 weeks evening

Semester Credit Hours

32

Clock Hours

720

Award

Pharmacy Technician Certificate

Program Completi?010 ACCET

60% day / 70% evening

On Time Graduation Rate

62%

Program Placement 2010 ACCET

80% day / 83% evening

Program Placement R&EE

50%
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Basic Nursing Assistant Traini@ertificate Program

Objective

The Institute's Basic Nurggistant Training program has an overall objective to prepare the student for an entry level pa
the medical field with an emphasis on providing care for disabled and Shieidyiesiltdearn and understand the roles

and responsibilities required of a nursing assistant working in the healthcare setting and perform basidlend personal ca
according to the individual needs of the patients, residents, and ledietitearahsetting. Students will develop a basic
understanding of body structure and functions so that abnormal changes can be easily observed and reported. Studer
engaged in discussion of how knowledge of the stages of growth anchdpsfdpmkalistic care and recognize each
personOs individual needs. Students will be exposed to many of the administrative duties as well as clinical duties.

Opportunities

Students who successfully complete the Basic Nursing Assistant Traiaimdygasgjthe CNA certification exam can expect
to obtain enthkyvel employment in health care institutions such as: hospitals, nursing homes, private care, medical tran
home health agency, etc.  Statistics project a growth rate of thisrfid&bover the next 8 years.

Entrance Requirements & Class Size
Students must have a high school diploma or GED equivalent; pass the UCIA background check; and fulfill ir
requirements. Class size is limited to 5 students per hosfétahtien class size is 10 students.

Equipment
ORT Technical Institute students train on the appropriate equipment as recommended by the lllinois Depditment of |
and the lllinois State Board of Education.

Program Length
This program is taug)ist hours per day or per evening 4 times per week Monday through Thursday for 84 class hours. Cl
rotation will be scheduled from Monday through Sunday for 5 hours per session until 45 clinical hours have been satisfi

Course Course Title Lab Hours| Externship Academic
Number Hours Semester

Credit

Hours

BN 202 | Basic Nursing Assistant Trainin 5

TOTAL 5
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Program Name

Basic Nursing Assistant Training

Standard Occupational Classification (SOC)
Occupational Information Network (O*NET)

31-1014www.bls.gov/soc/2010/s0c311014.htm

Cost of Program Total

1,100

Tuition

765

Books and Suppl{estimated)

335

Registration Fee

100

Room and Board

Not available

Median Loan Debt

Title IV

n/a

Private and Institutional Loans

n/a

Net Price Calculator

http://zeprt.edu/nedricecalculator.php

Length of Program

6 weeks

Semester Credit Hours

5

Clock Hours

129

Award

Basic Nursing Assistant Traenificate

Program Completion 2010 ACCET

n/a

On Time Graduation Rate

n/a

Program Placement 20I0CET

n/a

Program Placement R&EE

n/a
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Englishas a Second Language

Objective

The InstituteOs major goal in the creation of its ESL program is to provide students an opportunity tdgain the language
necessary to become successful members of the global workforce. To be an active member of the global workforce, sti
shouldearn how to communicate successfully through the acquisition of strong speaking and listening abilities and the :
read and write. These skills are important in order for the student to get and exchange information in a variety of conte»
primaity for work and career. All this involves an approach to teaching that emphasizes that listening, speaking, reading
writing skills be integrated to make the process of acquiring the language interestidg anos¢ffeudivequire

computer gls, at every level computer lab time is introduced so that students gain the vocabulary and hands on experie
needed to use computers for work and life requirements.

Language is most effectively learned through a curriculum reflecting atgh@héseaoatetexts should reflect the world

in which the learner is expected to communicate in English: in the workplace, in the supermarket, withtarandlord, with
ItOs very important that language be presented, not as isolated sentemaessomeanitsgful discourse. In addition,

students should be provided with an opportunity to express what they feel their language learning needs are and in wh
contexts they most need to improve their English skills. A teacher should previekdappkoandtcorrection, thereby
facilitating a personalized learning environment based on student need.

At each of the Instituté@evels, new language skills are presented while the skills learned in prior levels are reinforced |
increasingly sophisticated applications of interpersonal communication. Issues of living aneculari@hgaoiatynarg
also covered in iniegly greater depth at each level.

Entrance Requirements & Class Size

To be admitted, applicants must be high school graduates or equivalent. An oral and written placerimétieltest determine
student placement within the program. Incoming stystepisrly placed at a level consistent with their language skills.
Class size is limited to 27 students.

Program Length
The ESL program is divided into two tracks. THerekid_evel One for beginning students thro@folaseanced
studers.

The Daytime track is the equivalent of 36 semester credit hours (72@rmickdralus)es days per webk 5 hours

a day for a total of 25 hours per Westkaytime Program runs for approximately 30 weeks. There are two evening tracks.
One Evening track is the equivalent of 30 semester credit hours (600 clock hours) and the other is the eguivalent of 36
credit hours (720 clock hoursp0thhouEvening Program is conduttdenings per wdek4.5 hours for a total of 18

hours per weeklhe 720 hour evening prograets 5 times per wielkd.5 houraaking the weekly hours 22.5EShe

Evening Program runs for approximately 36 weeks.

Upon the successful completion of 36 semester credit hours (Daytime/Eeleiogrsj20 8@ semester hours (Evening
600 clock hours), and satisfaction of all acadedhicinistrative requirements, the student will graduate and receive a
certificate.

ESL 720

Course Course Title Externship
Number Hours

ESL 196

ESL 296

ESL 396
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ESL 600

Course
Number

Course Title

Externship
Hours

ESL 196

ESL 296

ESL 396
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Program Name

English as a Second Language

Standard Occupational Classification (SOC)
Occupational Information Network (O*NET)

439199www.bls.gov/soc/2010/s0c439199.htm
435058 www.bls.gov/soc/2010/s0c435058.htm
51-2090www.bls.gov/soc/2010/s0c512090.htm
41-9099www.bls.gov/soc/2010/s0c419099.htm
533041www.bls.gov/soc/2010/s0c533041.htm

Cost of Program Total

5,550

Tuition

5,300

Books and Supplies (estimated)

150

Registration Fee

100

Room and Board

Not available

Median Loan Debt

Title IV

n/a

Private and Institutional Loans

n/a

Net Price Calculator

Length of Program

30 weeks day / 36 weeks evening

Semester Credit Hours

42

Clock Hours

720

Award

English as a Second Language Certificate

Program Completion 2010 ACCET

75% day / 67é%ening

On Time Graduation Rate

49% day / 50% evening

Program Placement 2010 ACCET

71% day / 72% evening

Program Placement R&GEE

44%
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COURSE DESCRIPTIONS

AC 111 Principles of Accountin@Nb prerequisiteS8mester Credit Hours)

This courgerovides the student with an understanding of the fundamental principles, methods cprotetyessiof ac

the accounting cycle. Topics will include: general and subsidiary ledgers, preparation of financial statements, reports al
analysis of datatlbé general ledger, accounts receivable/payable, inventory, payroll, accounting for merchandise transac
and asset managent. Journalizing, posting, preparing a trial balance and worksheet, adjusting and closing entries, and
preparing a pedbsingdrial balance are also discussed.

AC 112 Principles of AccountingAIC111 prerequisB&emester Credit Hours)

The accounting cycle will be reviewed includinghgaeoeounting and accounting for corporationdeheifitgain an
understading of computerized accounting topics that include: stockholderteemuiphileadbonds, investments),

cash flow, inventory valuation, accounting for property, plant and equipment, preparation and analysis of partnership ai
corporate finaial stateents. Managerial aspects of accounting, such asimanefatements and job order and process

cost systems, will be introduced.

AC 113 Introduction to Financial ManagemA&11(1 prerequisite, 3 Semester Credit Hours)

This course prosgdstudents with a study of the basic principles, methods, and procedures of computerized finance
encompassing financial markets, sources, and uses of funds. Emphasis will be placed on the determinasion of specific
firm should acquire, and tmt ostly methods for financing these assets. Topics to be investigated; include the manager
of cash, inventories and receivables, selection of alternative investments, short and long term sources aff financing, the
capital, and capital stmgctrhis course will include element of real estate, consumer finance, and principles of foreign tra

AC 210 Federal Income Taxathm prerequisite, 3 Semester Credit Hours)

An introduction to the theory and practice of computerized Fed@aitsetadide calculation of taxable income,

standard and itemized deductions, exemptions, credits, capital gain and loss, depreciation, adjusted gross income, sol¢
proprietorship, retirement income, pensions, social security and IRAOs. Bopbpsisitoaratal tax planning for the
individual.

AC 220 Cost Accountilgd112 prerequisite, 3 Semester Credit Hours)

This course provides the student with an understanding of the principles, methods, and procedures of computerized co
accounting. Topipresented included accounting for materials, labor, factory overhead, job order, cost analysis for
management decision making, cost accumulaimuretecduch as job order and process cost systems, control through
budgets and standard cost sysaechslecision making aspects of cost accounting.

AC 230 AuditinfAC112 prerequisite, 3 Semester Credit Hours)
The basic principles and procedures of computenmgdraadial controls, evidence, developing andngaintktin
working papers, and verification procedures will be studied. Computerized accounting applications will be presented.

AC 260 Computer Applications for Accoun{i@g100, AC112 prerequisite, 3 Semester Credit Hours)

This course provides andniction to accounting with QuickBooks software. Students will learn how the double entry syst
of bookkeeping is implemented by QuickBooks through its system of document preparation. Students will enter sales,
receivables, payables and purchasesefoica business. Students will become proficient at using QuickBooks Navigators,
Menus and Registers.

AC 261 Computer Applications for Accounti{AgC260 prerequisite, 3 Semester Credit Hours)

Additional practice and proficiency in QuickBoakaiiseélids goal. .Students will apply QuickBooks skills to a merchandisin
company. Other topics covered include preparing payroll, reconciling bank accounts and working with the numerous R
QuickBooks offers. Integrating QuickBooks with Exeel,afard aervices will be presented.

AG 360 American Government SenfiN@prerequisiteSémester Credit Hour)
This seminar covers basic factual information regarding the American Government, governmental theory, national polit
institutions, theegidency, Congress, judiciary, political parties, Constitution and civil rights.

BM 100 Introduction to Businessl EthicgNo prerequisite, 3 Semester Credit Hours)

This Course is an introduction to business administration and management, marketing, finance, human resources and
economics in the America market place. Aspects of business, including the relationship of business to the social, econc
political waid will be covered. The history of the American economy and a comparison of the free enterprise system to ¢
economic systems will be discussed.
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BN202 Basic Nursing Assistant Trair(iNg prerequisite, 5 Semester Credit Hours)

Students learn patiegate skills in the classroom, lab, and at clinical sites within the community. Students will have the
opportunity to assist with actual patient care under the direct supervision of a registered nurse in a #&nbeur clinical expe
Students will learrsizanursing and communication skills, anatomy and physiology, and medical terminology. American t
Healthcare Provider CPR and First Aid certification will be available. Completion of the program prepares students to w
healthcare while pursumatgecondary education. Completion of this course will provide eligibility to sit for the Illinois Nur:
Assistant/Home Health Aide Competency Exam, and enhance opportunities for admission to advanced healthcare care
programs.

CM 101 Communication BKiNo prerequisiteS8mester Credit Hours)

This course presents the basic principles of communication, including public speaking skills, writing 8ldlEgresentation
interpersonal communication skills. Topics covered include e yroskitisires needed to create a professional
presentation, successfully work in a team setting as well as effective oral and written communication @eetices in the wi

CM 201 Advanced Business Communication (BldllprerequisiteS8mester Gite Hours)

This course presents the principles and practites ahdwrerbal business communication. Emphasis is on the mastery of
professional language and the application of logic to syntactic structures. Research and analysissitiregiongs business
will provide students with the opportunity to practice effective business communication techniques. Students will prepail
business correspondence and oral presentations.

CN 105 PC Hardwa(€P100 prerequisit§etnester Credit Hours)

This carse provides a basic level introduction to PC components andiliembusse.concentrates on the major

components of the PC that arenOt operating system specific. Emphasis is on hardware identification and concepts. Stt
identify componentgmally found inside a PC. Students will learn how motherboards work, how to identify various kinds
motherboards, the importance of chipsets, and how to install and troubleshoot motherboards. Students identify various
supplies and install arst pewer supplies. By the end of the course students will understand the basics of electricity and \
also learn how to install and upgrade Hard Drives. CRT monitors and LCD technology will also be covered. Installation
troubleshooting will be dssmlisHands on practice will be provided to clarify key concepts and ideas.

CN 115 Hardwarg@N105 prerequisit&emester Credit Hours)

This course will complete students® understanding of PC Hardware and prepare them for the CompWidlA+ exam. Stud
gain knowledge which will enable them to provide support within a networked environment. Students will learn how to r
and configure common service items on portables and laptops. How to install, use, and troubleshoot priaters will be an
part of this course and students will be able to explain the laser printing process. Since PC support occurs in a network
environment, students will learn the basics of installation and configuration of networking componentsohagas related to
service will also be covered as they are included in the new A+ exam.

CN 130 PC Operating Systé@R100 prerequisit&§ednester Credit Hours)

This course will provide an Introduction to PC operating systems. A review will be provioiesicegsmnditigrttod the

PC in order to see the connections between hardware and software. Students will learn all of the elementary operation:
Windows operating system including all menus, shortcuts and options. The command line ip@raceithilthe com
graphical user interface. A complete understanding of electronic file management will be learned. Topicsngill include: P
Hard Drives, PC File systems (FAT32 & NTFS), troubleshooting aspects and the use of third at@3dols such as
Students will install & upgrade Windows systems and learn about optimizing within the context of the NT Family: 2000

CN 140 Business Software Applicati¢@$1L00 prerequisit&ednester Credit Hours)

This is an introductory course usthof basic office software applications. Training will be provided so that students will be
able to apply a wide range of each applications uses. The course will focus on the basics of word processing and spre:
The Microsoft Office suite dicafipns will be used. The course is designed to cover basic functions and operations and tc
prepare students for the Microsoft Office User Specialist exams.

CN 141 Business Software Applicatiof@NL40 prerequisit&e3nester Credit Hours)

This i continuation course in the use of more specialized office software applications. Training will be provided so that
students will be able to apply a wide range of each applicationOs uses. The course will focus on the basics of database
management softwanel communication and networked software such as Outlook. The Microsoft Office suite of applicati
will be used. The topicsafremerce and social networking may also be covered.
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CN 208 Networking@P100 prerequisit&etnester Credit Hours)

Stuebnts will get a basic and complete overall knowledge of PC LAN networks. Topics will include: Network media, arct
protocols and the Internet as it connects with local area networks. Managing a local area network will I discussed as
wide aea networks. The history of computer networks will be covered. The development of computer networking and its
with the public telephone system will be covered. Servers and clients and their use of data elements suchsas frames ar
will bdearned. Cabling standards, Ethernet and the OSI model will be important aspects of this course.

CN 218 Networking@N208 prerequisit&etmester Credit Hours)

This is a continuation course building upon basic concepts learned in Networking I.

Cablig aspects of networking such as cable types and diagnostics & repair of cabling will be covered. Other topics will i
TCP/IP, Network operating systems, sharing resources, DNS, DHCP and remote access services. Since the Internet is
integrated into stametworks, students will learn about routers, proxyrsail/ars] eslated web software. Server

maintenance and user management will also be discussed. The Network+ and other IT certifications, andathe job marki
be discussed.

CP 100 Innduction to Compute(dlo prerequisite, 3 Semester Credit Hours)

This course introduces students to the field of information systems and serves as an orientation to computer concepts :
terminology. It includes the history of computers and thécsticiasiofphidespread use of computers. The development of
computers as well as their current design is described. The concepts of data acquisition, internal represiegtation, and pi
into useful information are discussed. Additional topicseiniciigifaces, programming languages, and communication
systems. Students will also gain experience with Web search engines and learn techniques to collect data and do rese

CP 210 Spreadsheet Fundament@R100 prerequisite, 3 Semester Cresdjt Hour

This course introduces the basic tool of computerized accounting, the electronic spreadsheet, through Migrosoft Excel.
become familiar with concepts of formatting the contents of a worksheet, sorting data, using multiple watikgheets, and t
of worksheets. Skills are developed through exercises that require students to create and manipulate worksheets using
business data.

CP 220 Advanced Spreadsheet Applicaf{@Gfi210 prerequisite, 3 Semester Credit Hours)

Students build upgbeir Microsoft Excel knowledge by developing skills in the use of formulas and functions to solve com
business problems. Data analysis exercises cover various data formats including numbers, percentages, currency, dat
and text. Skills are alsweloped in the use of charts to convey financial information graphically.

CP 230 Database Applicatiq@P210 Prerequisite 3 Semester Credits Hours)

This course provides the student with an understanding of the fundamental prinpiplesdunethofiBatabase creation

and maintenance using Microsoft Access 2007. Topics will include: creating and running a query, entemng criteria into
sorting data in a query, joining tables, using calculations in a query, and desjgeingscidasiabts will be able to

update records, filter records, change the structure of a database table, change the appearance of a datasheet, add va
rules to a table, enforce referential integrity in a database, order records, cdmtesancdasetm create and open
switchboards, modify a switchboard page, use pivot tables, and create and run macros.

DP 110 Desktop PublishibBrogram Basics and Desi@@P100 prerequisit&e3nester Credit Hours)

This course provides student&waitiiedge and practical experience with page layout and design using Adobe InDesign.
Participants will learn how to create advertisements, brochures, flyers, logos, business identitigasgas well as multi
publications in blasidwhite, process andtspalors. Participants will be exposed to design theory and terminology.

DP 111 Desktop PublishidBrint Production and PrepregfP110 prerequisit&e3nester Credit Hours)

This course continues page design and layout and provides particgzthaipadeane with Adobe InDesign. Participants

will learn production and printing techniques for advertisements, brochures, flyers, logos, and businesgsdettitities. Partic
be exposed to production and printing theory and terminology arfith@lrpdefessional portfolio.

DP 120 Digital Image Basics and Enhancé€@emh00 Prerequisit§emester Credit Hours)
This course provides students with knowledge and practical experience with raster image creation and editing using Ac
Photoshop articipants will learn all aspects of image editing and manipulation for professional print and web production.

DP 121 Digital Image Alteration and Compo@ith?20 Prerequisit&e3nester Credit Hours)

This course provides students with lgeafedpractical experience with image manipulation and composition. Participants
will learn advanced techniques for image editing and manipulation for professional print and web prodsction. Students
learn how to use a scanner and digital taprediuce optimum quality digital images for any purpose.
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DP 130 Graphic Design and Vector lllustrg@®h00, DP101 & DPd02quivalent Prerequisiggr@ester Credit Hours)
Introduction to the use and application of Adobe lllustrator for graphic design professionals will be taughth&dobe Illustri
standard program for electronic design and production in the Graphic Arts industry today. This clags will provide a stror
understanding of all aspects of vector illustration and its application in various areas of design and production.

DP 131 Advanced lllustration and Logo DéBigth30 Prerequisit€radit Hours)

Advanced topics on the use and application oli8nlatur ftbr the graphic design professional will be taught. We use Adobe
lllustrator to create Logos, lllustrations, Advertisements and Graphics. This class will provide a more aodchplete descript
application of vector graphics in the variou$ éesamand production.

DP 140 Web Graphics Site DefRi100 prerequisit&ednester Credit Hours)

This course is an introduction to the concepts and theory of web design and web graphic production. Paidipants will b
to concepts and themfryveb graphic production, web design theory and terminology and practice the creation and optimi:
of these graphics using Adobe Dreamweaver, Fireworks Radi€ilaahts will create a fully functional personal website
utilizing studerrteatedveb graphics and navigation components.

DP 141 Web Graphics Site Dedi#140 Prerequisjt3Semester Credit Hours)

This course is a continuation of the concepts and theory of web design and web graphic production. Students will creat
graphicand navigation components using Fireworks. Students will learn how to create and manage fully functional web
employing active media such as Flash and Java applets, navigation systems, and templates to create Flash interfaces
animation. Training iwclude a basic understanding dfa&®e graphic production, interface design and practical

application of these concepts within the Flash environment. Participants will be exposed to web design theory and tern
learn how to use images fagation and special effects and explore more advanced features of these programs.

EN 101 Introduction to Composi{iio prerequisite, 3 Semester Credits Hours)

Drawing on their own, unique backgrounds, as well as on discussions of contemgirang nséutieistd will explore a
number of different writing styles, including: Analylizajrapltcal, Biographical, Debate, Descriptive, Dramatic, Editorial,
Expository, Haw; Narrative, Persuasive, and Poetic. Emphasis will be platee oBy&taxg and Word Choice as the

keys to clear, coherent writing.

EN 200 SpeecNd prerequisite Semester Credits Hours)

This course emphasizes the organization, content and presentation of the major forms of public speaking. The fundam:
oral communication, including clarity, impact, and audience retention, are discussed. Critical evaluatiso and analysis at
inroduced.

EP 390Employment Preparatiq Semester Credit Hours)
In this seminar students are taught how to seek employment including locating sources of employment, writing letters c
application, preparing a resume, interviewing for a jobugngrimiedures.

ESL 196No prerequisite, 10 oBéthester Credit Hours)

This course teachmeginning level reading, writing, listening and speaking skills using a communic&iaenapguroach.

topics include the vBEhStatements with Otherbésel areQ, Simple Present and Present Praidésing Simple

Past. Reading/Writing topics include skills such as the alphabet, common words and phrases, and readiraf/writing shor
text. Also, students will be introduced to basic LigteatinggSkills, especially understanding basic greetings, commands,
and phrases related to personal information and survival situations.

ESL 296ESL 16 proficiency prerequisit®r i2Semester Credit Hours)

This course teaches Highinning leveading, writing, listening and spesdddisgusing a communicative approach.

Students will focus on improving overall reading anddisieneingnsion especially context and main ideas. High

beginning level grammar will be taught, including a reviewBtf tesgedsive Adjectives, Articles, Simple Past, Future,

and some Modals. Reading/Writing topics include using interpspsonkdmomte express opinions and emotion.
Listening/Speaking practice will focus on communication with strangers, telephone dialogues and radio advertisements
as pronunciation.

ESL 396ESL 96 proficiency prerequisiter l2Semester Cre#iours)

This course teaches dat@rmediate level reading, writing, listening and speaking skills and strategies using a communic:
approachStudents will focus on techniques to improve overall language comprehension, produtiieown, and speed.
Intemediate level grammar will be taught, including a review of Present and Past Tense, different forms of Future and F
Possibility, Adjective Comparisons, Pronouns, Modals, and Gerunds & Infinitives. Reading/Writing topicstinclude authe
ads foemployment, goods, services and real estate and printed advertisements as well as areitiphasis on pre
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techniques and the form and functions of paragraphs and essays. Listening/Speaking practice will focusran recall, unde
meaning from caxttfocusing attention, and understanding social language and idioms.

ESL 496ESL 39froficiency prerequisiterlf2Semester Credit Hours)

This course teaches Intermediate level reading, writing, listening and speaking skills and strategies using a communice
approachStudents will focus on accurate pronunciation and intonation, use of reference resources, identifying and
understandindioms and pwriting and editing skills. Intermediate level grammar will be taught, including Present and Pas
Perfect, Tag Questions, Passive Voice, Adjective Clauses, Reported/Quoted Speech, Gerunds & Infinitives, and Condi
Reading/Writing tegitclude pariting, outlining, peer feedback and revising. Listening/Speaking practice will focus on
identifying the main idea, listening for detail, factual recall, determining context and identifying and understanding idiorr

ESL 596ESL 46 profiency prerequisitedt@L2Semester Credit Hours)

This course teaches Higérmediate level reading, writing, listening andsiilésaking strategies usingramunicative

approach. Students will focus on the consolidation of grammexskiltsothef vocabulary and learning how to interpret
tone, attitude and point of wtghintermediate level grammar will be taught, including Past forms of Gerunds & Infinitives
Perfect Progressive Tenses, Quantifiers, Conjunctions, CompiatisosifieasidReading/Writing topics include making
predictions, paraphrasing main ideas and reading &srwlelizéls writing paragraphs, summaries, and formal letters
Listening/Speaking practice will fomisrpmeting the speakerOs tondeaititl point of view as well as drilling

pronunciation, intonation and rhythm.

ESL 696ESL 96 proficiency prerequisiter i2Semester Credit Hours)

This course teaches Advanced level reading, writing, listening and spehkinatelidsing a communicative

approach. Students will focus on comparing and contrasting multiple texts and dialogues on a similar theme, interpretir
imageryircumlocution, and dictation. Advanced level grammar will be taught, including Statived/erbs, Subjuncti
Conditionals, Transitions, Passive Voice, and Phrasal Verbs. Reading/Writing topics wéVvénth)gre sonant

experience and contemporary fiction didioonvritings with an emphasis on comparing and contrasting multiple texts on
simlar thementerpreting imagery and information, restating maiitime@sragraphs and multiple paragraph essays with
advanced punctuation, grammar and vocalstiemng/Speaking practice will focus on dictation, comparing information frot
mutiple speakers, and listening for details.

ESL 796ESL 86 proficiency prerequisiter i2Semester Credit Hours)

This course teaches Hidlanced level reading, writing, listening and speaking skills and strategies using a communicati
approach wita focus on Business Communication. Students will focus on communicating in the workplace and in profes
situations. Advanced grammar concepts will be reviewed and practiced in conjunction with writing exercikes, especially
Verbs, Passive ¢ Reported/Quoted Speech, and Idioms. Reading/Writing topics will include resume and cover letter v
interoffice memos, letters of concern/complaint to consumers/manufacturers, etc. Listening/Speaking practice will focus
dictation, circumloontiinterviewing skills and short speeches.

ESL 796ESL 86 proficiency prerequisiter i2Semester Credit Hours)

This course teaches Hidlanced level reading, writing, listening and speaking skills and strategies using a communicati
approach with a focus on Business Communication. Students will focus on communicating in the workplace and in prof
situatins. Advanced grammar concepts will be reviewed and practiced in conjunction with writing exercises, especially |
Verbs, Passive Voice, Reported/Quoted Speech, and Idioms. Reading/Writing topics will include resume and cover lett
interoffte memos, letters of concern/complaint to consumers/manufacturers, etc. Listening/Speaking practice will focus
dictation, circumlocution, interviewing skills and short speeches.

ESL 896ESL 96 proficiency prerequisiter I’Semester Credit Hours)

This course teaches Hidlanced level reading, writing, listening and speaking skills and strategies using a communicati
approach with a focus on American Culture. Advanced level of writing: Focus on reading, developing ideas, and writing
expositoryssays.Advanced grammar concepts will be reviewed and practiced in conjunction with writing exercises, esp¢
sentence structure.

ESL 996ESL 86 proficiency prerequisiter i2Semester Credit Hours)

This course teaches Hidghanced levelading, writing, listening and speaking skills and strategies using a communicative
approach with a focus on the development of academic skills.

High advanced level of reading and writing: Focus on developing critical thinking skills, ssting, exgbsitory e
introduction to writing a research papéntroduction to #malytical and critical reading of delefenaterials.
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EX 100 Externship Medical Assistgl8140, 141, MA1BA150, MA200 prerequisenfester Credit Hours)
Thestudent externship is designed to provide the student with supervised, pra@itdlotsedsational experiences in
the authentic healthcare professional work environment. Students will experience and aesiténidieicatstient
careand medical office procedure services

EX 300 Pharmacy Externgiifs140 PT10003, 104,105 PrerequisiBerester Credit Hours)

All core classes must be completed before students begin their externship. The student externship ighdesigned to provi
student with supervised, practicattvaatsl observational experiences in the authentic work environments. Students will
gain exposure tothejob experiences and practice skills acquired during the didactic portion of their training program.

GE150 EconomicgNo prerequisite, 3 Semester Credit Hours)

A study of the nature and methods of economics, topics will include the economizing problemmimetimaal capital

goals, and the basic principles of money and banking. A detadédwupmjyaisd demand, the mechanics of market
structures, national income, inflation, employment theory, and monetary and fiscal policy will be presented and discuss
scope and methodology of macroeconomics as to choice, scarcity, and @etpredwilrbintroduction to

microeconomics will be presented.

GE 204 American HistdNo prerequisiteS8mester Credit Hours)

This course is a survey of American history from the Age of Discovery to the end of Reconstruction. @opics to be discu:
include the transplantation of European culture to America, the rise of American society, the institution of slavery, and t
emergence of an industrial society.

GE 281 AnthropologiNo prerequisite, 3 Semester Credit Hours)

Students will learn almuliture and ethnographic research and writing. By combining study in the classroom and fieldwork
within the multicultural city of Chicago, students will choose a cultural scene to investigate, identify informants, conduct
interviews and write and ethrtagrsgoady. In class, students will discuss the logistical and ethical problems and concerns t
arise while conducting fieldwork. Students will refine their communication, problem solving, reasoning rind collaborative
skills while discovering th@iv understanding of culture can enhance their personal and professional lives.

HI 104 American Histofo prerequisite, 3 Semester Credit Hours)

This course is a survey of American history from the Age of Discovery to the end of Resciostrel cliecuSiauic

include the transplantation of European culture to America, the rise of American society, the institution of slavery, and t
emergence of an industrial society.

HI 205 American Governm@ prerequisite, 3 Semester Credit Hours)

Thisintroductory course will explore how the American federalist system of government works on the national, state anc
levels. Using the United States Constitution as the basis of law in this country, students will understatal/gte varying role
bythe congressional, judicial, and executive branches of the federal government in enacting and interpreting laws and |
lobbyists, the media, the federal bureaucracy and public opinion influence these institutions. Studentsdeithilso learn ho
state, and local governments interact with each other.

MA 100 Medical Assista@lIS140 prerequisit&e3nester Credit Hours)

Instruction presented in this course is directly related to the duties that are performed in the medicailiffidfe setting. A nu
subjects are covered extensively including: Medical Law and Ethics, Business Communication, Patient Teaching, Qua
Assurance, Problem Solving Techniques, and Time and Stress Management. Additional material includes interpersoni
needed ihé medical office; telephone communications, and professionalism in the interviewing process and on the job

MA 150 Anatomy and Physiol@d$140 prerequisite, 4.0 Semester Credit Hours)

This course covers the fundamental principles of the stricty@ndunianization of the human body through the study of
several major body systems including the respiratory, reproductive, circulatory, cardiovascular, hemopdietic, endocrine
digestive, muscular, skeletal, integumentary, lymphatioyspecialdsaervous systems

MA 200 Medical Assist&it (MA100, MA150 prerequisBen3ester Credit Hours)

This clinical procedures course is designed to provide both theory and practical application for studentrgttainment of the
Level Competersier the Medical Assistant. Course content includes: the Clinical Laboratory, Microbiology, Immunolog
Phlebotomy, Surgical Instruments, Supplies and Procedures. Assisting in Specialty Examinations, Specimen Collectio
Diagnostic Imaging are irdludtudents will receive CPR training during this course.
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MS 140 Medical Terminoloyp prerequisieSemester Credit Hours)

The Medical Terminology course is designed to instruct students in basic knowledge of the human baay®s parts, funct
diseases. Diagnosis, treatment, and pathology; as well as, developing a beginnerOs medical vocabulary consisting of
pronunciation, spelling, and meaning of root words, word parts, prefixes and suffixes

MS 141 Medical Clinical Proced(xS140, MAQprerequisite Semester Credit Hours)

This course provides an overview of the clinical component of working in the medical office. In additigh, both the theol
practical application for student attainment of-tinee€ntmnpetencies for Medgsistant are taught. Course content

includes Fundamental Procedures, Universal Precautions, Nutrition, Vital Signs, Patient Education Skifis, Patient Ass
New and Established, Assisting in Primary and Specialty Examinations, SjmecinkCatlddharmacology, Patient

Care and Operational Functions.

MS 142 Medical Office ProceduesRrerequisiteS&mester Credit Hours,)

This course is an introduction to Medical Office Assistant duties in connection with operatiomiie rinanagéioent

of the medical facility. Emphasis is placed on telephone procedure and etiquette, patient reception andlimnigge, proper s
and documentation, computerized scheduling, medical filing, records management, mail prasgssingraind freven
importance of good attitude, work ethic and human relations are emphasized using simulation and case studies to deve
and proficiency in scheduling, patient contact and reception.

MS 143 Medical Insurance and Codit®1140 prereigite, Semester Credit Hours)

This course delivers the basic understanding to various types of medical insurances and their due process of coverage
governing them. Lectures in concepts of physician treatment plans, metrics of @ittingremdapplonputdrased

exercises and case studies will be the focus for students taking this course

MS 144 Medical Billing & Accounting Sys{ef§40; and MS143 PrerequisBendester Credit Hours) The theory of

health insurance and descugptibtine various types of health insurance coverage and their eligibility terms will be introduc
this course. Processing insurance claims aig fatidmsurance claims will be reviewed and practiced. Students will learn
to apply fees to procedwand to obtain credit and personal information about the patient. Recording professional service
computing charges and inputting payment transactionsO appropriate codes. Collections, refunds, credits and payment
will be practiced and disediss

MS 145 Medical Law and Ethi¢S140 prerequisit&§enester Credit Hours)

This course will teach students to analyze and define the ethics, etiquettes, and origins of medical lihbilities. Students
discuss the principles of medical ethiey apply to physician/patient and medical staff relationships. By examining medic
laws and how they relate to general requirements for licensing of a physician, students will learn abouédhe meaning of
informed, and written consent goveedinginfacilities and hospitals. Students will also learn to determine appropriate
behavior and respond to requested information about a patient.

MT 110 Business MafNo prerequisite, 3 Semester Credit Hours)
A review of basic math functions tepranth emphasis on practical problems including interest, discounts, percentages, a
payroll.Proficiency is developed in performing business mathematical operations using the electronic calculator.

MT 140 Business Calcul(&lgebra or passjplgcement exam, 3 Semester Credit Hours)

This course includes such topics as functions, limits and continuity, rates of change, slope, differentatioanihe derivative
derivatives, maxima and minima techniques, integration, definite anidgratéimitechniques, introduction to separable
differential equations, functions of two variables, exponentials and logarithmic, and integral calculus with area and busi
application. The overall objective is to teach the student to fornentatdesglmbthe approach to address the condition,
define variables, collect data, apply the solutions approach, and validate the conclusion.

MT 150 StatisticfAlgebra or passing placement exam, 3 Semester Credit Hours)

Course is geared towards studéhttittle or no knowledge in probability and statistical methods. The course will introduce
students to basic concepts in probability and statistical analysis and their applicatianml thsStragares(finance,

economics, psychology, and timaykdt will draw upon theory and the use of software to learn and apply the techniques of
statistics.

OS 101 Basic Keyboarding and TyftigprerequisiteS8mester Credit Hours)

Keyboarding skills are developed on the alphabetical keylimandicsingrhputdihe student learns the fundamentals
of centering text, tabulation, and letter placement. A minimum speed of 45 words per minute is achieved.
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OS 110 Business Mathema(s prerequisiteS8mester Credit Hours)
A review of basic nfattctions is provided with emphasis on practical problems including interest, discounts, percentage:
payroll.Proficiency is developed in performing business mathematical operations using the electronic calculator.

OS 240 Word Processifigerequisi CP100, Semester Credit Hours)

Students develop the skills to create a variety of business documents including business letters and memos, reports, re
desktop publishing documents, and brochures. The students become proficient iMitrede&tuvesdbthrough

extensive laboratory exercises where word processing concepts are emphasized. Students learn the basics of formattii
paragraphs, and tables, creating headers and footers, setting up documents for printing,i@arting of informat

OS 260 Income Tax Preparatidm prerequisiteS8mester Credit Hours)

An introduction to the theory and practice of computerized Federal taxation. Topics include calculation of taxable incon
standard and itemized deductions, exemptions;apiditgain and loss, depreciation, adjusted gross income, sole
proprietorship, retirement income, pensions, Social Security and IRAs. Emphasis is on Tax preparation and tax plannin
individual.

PS 110 Introduction to Psycholg@do prerequisj 3 Semester Credit Hours)

This course is designed to assist the individual in developing a growing understanding of basic psychological concepts.
increased awareness of oneQs self, a continuing interest in human behavior, and an ingsdagethtfigdtvetter

people. The course presents the fundamental issues of Psychology, including research in psychology, biological influer
development and behavior, learning and memory, motivation, personality, psychological didogiea$, and psycho
interventions.

PT 100 Orientation to Pharm@nserequisitdS140, Semester Credit Hours)

In the Pharmacy Orientation course, students learn about pharmacy administration, drug actions and interactions,
extemporaneous compounding, anétiiasledge of regulatory standards in pharmacy practice. They also learn difference
between statutes, rules, regulations, adeégplagandards of the Federal Food and Drug Administration (FDA) and the Dru
Enforcement Agency (DEA). Also, the inepairtancin the pharmacy setting, recognizing Controlled Substance Act drugs,
and OSHA regulations are covered.

PT 103 PharmacolofiS140 PrerequisB&emester Credit Hours)

This is a general course in clinical pharmacology designed tehrdeidenttie the fundamental understanding of the
rationale of the pharmacological intervention for selected drugs; the use of drug information sources;tptbper interaction
patient and prescriber; recognition of adverse drug reactions aedadrigheboasic principles of pharmacology and
toxicology in humans. Course outline material will be covered through a general lecture format including classroom
presentations, discussions, and case studies.

PT 104 Pharmacy CalculatiMS140 PrereqtésiBSemester Credit Hours)

The pharmacy calculation course instructs students in basic knowledge pharmacy calculations, measurement system ¢
between measurements. Thermometry, Abbreviations used on prescription, Units doses, @ondenization, Perc
Recognizing Acid and Bases, Calculation used when compounding medid&ajmesfie Biieats, Parenteral Nutrition
Calculations. The student will have hands on experience in IV and sterile ascetic techniques

PT 105 Pharmacy Admirasion(MS140 Prerequisit&enester Credit Hours)

Students will demonstrate knowledge of standards in pharmacy organization, managing budgets, interacting with peopl
performing supply inventdhey will be introduced to estimate cost psoaeduheig control tracking and inventory.

Students will gain haodsxperience in calculating gross profits, maintaining a safe work environment, utilizing safety da
sheets and OSHA standards of handling hazardous sukdditiaesly, studewil engage in activities to master

electronic patient information input, as well as, automatic information on retail prescription filling, hepoets, and nursing
assessments.
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Morning

8:30D10:15 Class
10:1910:45 Break
10:4P12:15 Class
12:19912:30 Break

12:3@®1:30 Class

ACADEMIC CALENDAR

Daily Schedule

Evening

5:30D7:10 Class
7:10D7:30 Break
7:30D8:15 Class
8:15b8:30 Break

8:30D10:00 Class
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EveningAssociate Degree

6:00P 6:50 Class
6:50D7:00 Break
7:00D7:50 Class
7:50D8:10 Break

8:10D9:00 Class



CALENDAR
201

December 31, 2010

January 3, 2011
January 17

February 21

April 186
April 1920
April 2526
April 27

May 30

June 7
June &

July 4

September 5
September 28
September 23D

October 12
October 134
October 19
October 20
October 21

November 11
November 226

December 2Bn 2d
December 26

January 2t 2012
January 9, 2012

Friday
Monday
Monday

Monday

MonTue
TueWed
MonTue
Wednesday

Monday

Tuesday
WedThur

Monday

Monday
Wednesday
ThuFriday

Wednesday
ThuFriday
Wednesday
Thursday
Friday

Friday
ThusFri

FriMon
Monday

Monday
Tuesday
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New Year's Dayschool Closed
Classes Resume
Martin Luther King Jr. £2ghool Closed

President's Dagchool Closed

Spring Recess (No classes)
Pesach (Passove®chool Closed
Pesach (Passov®School Closed
Clases Resume

Memorial Dayschool Closed

Erev Shavudtio afternoon/evening Classes
ShavuetSchool Closed

Independence De&chool Closed

Labor DaySchool Closed
Erev Rosh HaShan#&lo evening Classes
Rosh HaShan&ischool Closed

Erev Sukk&No afternoon/evening Classes
SukkobSchool Closed

Erev Shemini Atzéddto evening Classes
Shemini Atzer&chool Closed

Simchat Tor&tchool Closed

Veterans Dayschool Closed
Thanksgivingchool Closed

Winter Recess (No classes)
Christmas Day (Observ&thool Closed

New YearOs Day (Obser@dhool Closed
Classes Resume



CALENDAR
20p

January 2, 2012
January 3
January 16

February 20

April 913
April 13
April 16

May 28
July 4

September 3

September 118
September 25
September 26

October-2
October 8
October 9

November 6
November 12
November 2283

December 2¥an.1st
December 25

January ¥, 2013
January &, 2013

Monday
Tuesday
Monday

Monday

MonFri
Friday
Monday

Monday
Wednesday

Monday
MonTue
Tuesday
Wednesday

MonTue
Monday
Tuesday

Tuesday
Monday
Thu-Fri

MonTue
Tuesday

Tuesday
Wednesday

New Year's Day (Observesghool Closed
Classes Resume
Martin Luther King Jr. £2ghool Closed

PresidentBay- School Closed

Spring Recess (No classes)
Pesach (Passove®chool Closed
Classes Resume

Memorial Day / Sbatv School Closed
Independenday- School Closed

Labor DaySchool Closed

Rosh HaShan&tschool Closed
Erev Yom Kippiloevening Classes
Yom KippuBchool Closed

SukkobSchool Closed
Shemini Atzer&chool Closed
Simchat Tor&chool Closed

Election D&ySchool Closed
Veterans Dayschool Closed
Thanksgivingchool Closed

Winter Recess (No classes)
Christmas D&agchool Closed

New YearOs B&ghool Closed
Classes Resume
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