INTERNAL REVENUE SERVICE DEPARTMENT OF THE TREASURY
P. 0. BOX 2508
CINCINNATI, OH 45201

Employer Identification Number:

pate: APR 24 2015 47-2654761

DLN:
COMMUNITY HIGHERED INSTITUTE 17053016313005
C/0 JENNIFER R PIERCE Contact Person:
425 W CAPITOL AVE SUITE 1800 TYRONE THOMAS ID# 95046
LITTLE ROCK, AR 72201 Contact Telephone Number:

(877) 829-5500
Accounting Period Ending:
December 31
Public Charity Status:
170 (b) (1) (&) (i1)
Form 990 Required:
Yes
Effective Date of Exemption:
October 31, 2014
Contribution Deductibility:
Yes
Addendum Applies:
No

Dear Applicant:

We are pleased to inform you that upon review of your application for tax
exempt status we have determined that you are exempt from Federal income tax
under section 501(c) (3) of the Internal Revenue Code. Contributions to you are
deductible under section 170 of the Code. You are also gqualified to receive
tax deductible bequests, devises, transfers or gifts under section 2055, 2106
or 2522 of the Code. Because this letter could help resolve any questions
regarding your exempt status, you should keep it in your permanent records.

Organizations exempt under section 501(c) (3) of the Code are further classified
as either public charities or private foundations. We determined that you are
a public charity under the Code section(s) listed in the heading of this
letter.

For important information about your responsibilities as a tax-exempt
~organization,~go to ‘www.irs.gov/charities. Enter ""4221-PC" in the 'search bar
to view Publication 4221-PC, Compliance Guide for 501 (c) (3) Public Charities,
which describes your recordkeeping, reporting, and disclosure requirements.
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COMMUNITY HIGHERED INSTITUTE

We have sent a copy of this letter to your representative as indicated in your
power of attorney.

Sincerely, ?

Director, Exempt Organizations

Letter 947



H. MAURICE MITCHELL ANTON L. JANIK, JR. 10

{1925-2011) M. SAMUEL JONES 1II
WILLIAM H.L. WOODYARD, 111 TONY JUNEAU
(1945-2014) JOHN ALAN LEWiS

D. NICOLE LOVELL
WALTER E. MAY

BRUCE MCCANDLESS 11!
LANCE R. MILLER
STUART P. MILLER

T. ARK MONROE, 1II?
JENNIFER R. PIERCE
CHRISTOPHER D. PLUMLEE
JULIE M. POMERANTZ!®
LYN P. PRUITT
CHRISTOPHER T. ROGERS
J. SCOTT SCHALLHORN
BARRY G. SKOLNICK!?
DERRICK W. SMITH?
STAN D. SMITH

JEFFREY L. SPILLYARDS
ZACHARY T. STEADMAN
CLAYBORNE S. STONE
JEFFREY THOMAS?

BRIAN A, VANDIVER
MARY CATHERINE WAY
WALTER G. WRIGHT, JR.
‘TOD YESLOW?

MICHELE ALLGOOD

JOHN K. BAKER

SHERRY P. BARTLEY
STEVE BAUMAN

TRAV BAXTER

R. T. BEARD, 111
MICHELLE L. BROWNING
C. DOUGLAS BUFORD, JR.
BURNIE BURNER!
FREDERICK K. CAMPBELL?
CHARLES B. CLIETT, JR.?
KEN COOK

COURTNEY C. CROUCH, lII
ELISABETH S. DELARGY®
JILL GRIMSLEY DREWYOR®
DOAK FOSTER?

BYRON FREELAND

KAREN P. FREEMAN!3
ALLAN GATES?

KATHLYN GRAVES
HAROLD W. HAMLIN

L. KYLE HEFFLEY®

REN D LJACKSON

1 OnLY ADMITTED IN TEXAS

2 ADMITTED IN DISTRICT OF COLUMBIA AND ARKANSAS
3 ADMITTED IN ARIZONA, TEXAS AND ARKANSAS

4 ADMITTED IN TENNESSEE AND ARKANSAS

5 ADMIPTED IN TENNESSEE AND TEXAS

6 ADMITTED IN OKLAHOMA, MISSOURI AND ARKANSAS
7 ADMITTED IN TEXAS AND ARKANSAS

8 ADMITTED IN CALIFORNIA AND ARKANSAS

9 ADMITTED IN MISSOURI AND ARKANSAS

Internal Revenue Service
201 West Rivercenter Blvd.
Attn: Extracting Stop 312
Covington, KY 41011

I'TCHELL

H

i
425 WEST CAPITOL AVENUE, SuiTE 1800
LITTLE ROCK, ARKANSAS 72201-3525
TELEPHONE 501-688-8800

Fax 501-688-8807

WRITER'S DIRECT DIAL

501-688-8859

January 14, 2015

Re: Community HigherEd Institute

EIN: 47-2654761

FORM 1023, EXPEDITE REQUEST

Ladies and Gentlemen:

TLLIAMS

SANGELA ARTHERTON
MELISSA BANDY

CORY D. CHILDS

CRAIG R. COCKRELL
'LANA L. FREEMAN

ALEX T. GRAY

MEGAN HARGRAVES
DAVID F. KOEHLER
CHRISTOPHER A. MCNULTY
KATIE M. PAPASAN
BRITTANY H. PETTINGILL
BRIAN A, PIPKIN

KENDRA PRUITT

7TKATHY SHARP
BRADFORD R. SHUMPERT
AMANDA L. STANTON
ADRIENNE L. WOODS
ASHLEY D, YOUNGER

COUNSEL

SBENJAMIN D. BRENNER
JASON T. BROWNING
JOHN 8. BRYANT

7ADRIA W. CONKLIN
JANE W, DUKE
I5GEORGE R. ERNST
TMARTHA MCKENZiE HILL
4GINGER HYNEMAN
WENDY L. JOHNSON
MARGARET A, JOHNSTON
'AMANDA L. MACLENNAN
KAREN WHATLEY

OF COUNSEL

W. CHRISTOPHER BARRIER
JOSEPH W. GELZINE
DONALD H. HENRY
MHERMANN IVESTER

ANNE 8, PARKER

'LARRY PARKS

JOHN 8. SELIG

MARCELLA J. TAYLOR
RICHARD A. WILLIAMS

10 ADMITTED 1N COLORADD AND ARKANSAS

11 AbMIPTED In DISTRICT OF COLUMBIA, NEW YORK, AND TiXxas
12 ADMITTED v NEW YORK AND PENNSYLYANIA
13 ADMITTED IN DISTRICT OF COLUMBIA, TEXAS AND ARKANSAS

14 ADMITTED IN THE U. 8., PAtENT

AND TRADEMARK OFINCE ANE ARKANSAS

15 ADMITTED IN PENNSYLVANIA AND ARKANSAS

16 ApMITTED IN GEORGIA AND TEXAS
ALL OTHERS ADMITTED ONLY IN ARKANSAS

This firm represents the above-referenced entity. A copy of Form 2848 is enclosed. We

are writing to request an expedited processing of our Form 1023, Application for Recognition of
Exemption under Section 501(c)(3) of the Internal Revenue Code.

Community HigherEd Institute (the “College”) was formed to acquire and operate three
post-secondary educational institutions which are colleges (collectively, the “Schools™) that are
currently being operated as for-profit institutions by Dental Directions, Inc. (“DDI”).

The enclosed Letter of Intent which describes the general terms of the purchase of the
Schools by the College from DDI was signed on January 13, 2015.

The transaction is scheduled to close on March 31, 2015, or as soon as practicable
thereafter.  The transaction cannot close unless the College receives a favorable IRS
Determination Letter indicating that the College is a qualified § 501(c)(3) tax-exempt
organization. The necessity of obtaining an expedited determination is magnified by the fact that
the College is required to make a change of control filing with the United States Department of

Mitchell, Williams, Selig, Gares & Woodyard, PL.L.C. | Attorneys at Law

MicchellWilliamsLaw.com



Internal Revenue Service
January 14, 2015
Page 2

Education to obtain approval of the transaction not less than 45 days prior to the closing date in
order for the students enrolled in the Schools to continue to be eligible to receive loans and
grants under the Title IV federal financial aid programs. The College must submit with the
change in control application the IRS Determination Letter on the College indicating that the
College is a § 501(c)(3) tax-exempt organization. To close by March 31, 2015, would require
that the change of control filing be made not later than February 13, 2015.

As a qualified § 501(c)(3) organization, the College will be better positioned to expand
educational opportunities to its adult students with affordable tuition, increased scholarships, and
potential grants. This financial assistance will thus lower student loan debt of the graduates,
leaving more income for the families that benefit from graduates’ new careers and the
subsequent earnings. Since the College enrolls students continuously each month, the
availability of these benefits to the students attending the College are lost each month the closing
the transaction is delayed. Furthermore; the College’s current culture fosters a social
environment committed to the fulfillment of community needs, donating countless supplies,
services, and hours to those in compromised life positions. Non-profit status will not only
change public perception of the true purpose of the organization, but will make the mission more
defined — not to increase the wealth of shareholders, but rather serve all stakeholders benefiting
from the services of the College.

Based on the information discussed above, we respectfully request an expedited
processing of our Form 1023 in order to obtain a determination letter no later than February
13, 2015. If there are any questions or if additional information is needed, please contact me at
(501) 688-8859.

Very truly yours,

MITCHELL, WILLIAMS, SELIG,

Jp
ce: Mr. Mark Lewanowski
3586630.1



Jennifer R. Pierce 425 West Capitol Avenue, Suite 1800

Direct Dial: 501-688-8859 Little Rock, Arkansas 72201-3525
Fax: 501-918-7859 Telephone: 501-688-8800
E-mail: jpierce@mwlaw.com Fax: 501-688-8807

January 14, 2015

VIA FEDERAL EXPRESS

Internal Revenue Service
201 West Rivercenter Blvd.
Attn: Extracting Stop 312
Covington, KY 41011

Re: Community HigherEd Institute
EIN: 47-2654761

Ladies and Gentlemen:
Enclosed for processing are the following documents:

Application for Recognition of Exemption (Form 1023);

Expedite request;

User fee in the amount of $850.00; and

Power of Attorney and Declaration of Representative (Form 2848).

Ll s

I have also enclosed a copy of the Application for Recognition of Exemption (Form
1023), with enclosures, for your convenience.

If you have any questions concerning this matter, please contact me.

Very truly yours,
CHELL, WILLIAMS, SEL16

O0ODY , P.L.
LT
T

[Je ifer R. Pierﬁfe
. { 7] W
Jp (N

Enclosures

cc: Mr. Mark Lewandowski (w/o encl.)
3586664.1

Mitchell, Williams, Selig, Gates & Woodyard, PL.L.C. | Artorneys at Law

MitchellWilliamsLaw.com
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ANNE 8, PARKER
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10 ADMITTED 1N COLORADD AND ARKANSAS

11 AbMIPTED In DISTRICT OF COLUMBIA, NEW YORK, AND TiXxas
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15 ADMITTED IN PENNSYLVANIA AND ARKANSAS

16 ApMITTED IN GEORGIA AND TEXAS
ALL OTHERS ADMITTED ONLY IN ARKANSAS

This firm represents the above-referenced entity. A copy of Form 2848 is enclosed. We

are writing to request an expedited processing of our Form 1023, Application for Recognition of
Exemption under Section 501(c)(3) of the Internal Revenue Code.

Community HigherEd Institute (the “College”) was formed to acquire and operate three
post-secondary educational institutions which are colleges (collectively, the “Schools™) that are
currently being operated as for-profit institutions by Dental Directions, Inc. (“DDI”).

The enclosed Letter of Intent which describes the general terms of the purchase of the
Schools by the College from DDI was signed on January 13, 2015.

The transaction is scheduled to close on March 31, 2015, or as soon as practicable
thereafter.  The transaction cannot close unless the College receives a favorable IRS
Determination Letter indicating that the College is a qualified § 501(c)(3) tax-exempt
organization. The necessity of obtaining an expedited determination is magnified by the fact that
the College is required to make a change of control filing with the United States Department of

Mitchell, Williams, Selig, Gares & Woodyard, PL.L.C. | Attorneys at Law

MicchellWilliamsLaw.com



Internal Revenue Service
January 14, 2015
Page 2

Education to obtain approval of the transaction not less than 45 days prior to the closing date in
order for the students enrolled in the Schools to continue to be eligible to receive loans and
grants under the Title IV federal financial aid programs. The College must submit with the
change in control application the IRS Determination Letter on the College indicating that the
College is a § 501(c)(3) tax-exempt organization. To close by March 31, 2015, would require
that the change of control filing be made not later than February 13, 2015.

As a qualified § 501(c)(3) organization, the College will be better positioned to expand
educational opportunities to its adult students with affordable tuition, increased scholarships, and
potential grants. This financial assistance will thus lower student loan debt of the graduates,
leaving more income for the families that benefit from graduates’ new careers and the
subsequent earnings. Since the College enrolls students continuously each month, the
availability of these benefits to the students attending the College are lost each month the closing
the transaction is delayed. Furthermore; the College’s current culture fosters a social
environment committed to the fulfillment of community needs, donating countless supplies,
services, and hours to those in compromised life positions. Non-profit status will not only
change public perception of the true purpose of the organization, but will make the mission more
defined — not to increase the wealth of shareholders, but rather serve all stakeholders benefiting
from the services of the College.

Based on the information discussed above, we respectfully request an expedited
processing of our Form 1023 in order to obtain a determination letter no later than February
13, 2015. If there are any questions or if additional information is needed, please contact me at
(501) 688-8859.

Very truly yours,

MITCHELL, WILLIAMS, SELIG,

Jp
ce: Mr. Mark Lewanowski
3586630.1



Form 2848

OMB No, 1545-0150
Power of Attorney | s Use Orly
(Rev. March2012) and Declaration of Representative Recelved by:
Department of thie Treasury )
Interrial Revenue Service » Type or print.  » See the separate instructions. Name
Power of Attorney Telaptione
Caution: A separate Form 2848 should be completed for sach taxpayer. Form 2848 will not be hionored | Function
for any purpose other than represeniation before the IRS, Date /!
1 Taxpayer information. Taxpayer must sign and date this form onpage 2, line 7. '
Taxpayer name and address Taxpayer identification numberi(s)
Comimunity HighlerEd Institute _ 47-2654761
4242 South Sheridan Road - - -
Tulsa, OK 74145 Daytime telephone number Plan number (it applicable)
" (918) 610-0027
hereby appoints the following representative(s) as attorney(s)-in-fact:
2  Representative{s) must sign and date this form on page 2, Part |l.
Name and address CAFNo. ______ 0302:48637R
Jennifer R. Pierce . ETIN PO0962611
fa ol e st ot e — )
FaxMNe. ... (501)918.7888
Check if to be sent notices and communications || Check if new: Address [ ] Telephone No. [ " Fax No. (]
Name and address CAFNO. i e
PTIN oo,
Telephone No.
: ' FaxNo. ... e o
Check if to be sent nofices and communications [l Cheok if new: Address [ ] Telephone No. [} Fax No. []
Name and address L0 N
PTIN i
Telephone No.
FaX NO. e
Checkif new: Address [ ] Telephone No. [} Fax No. [}

torepresent the taxpayer before the Internal Revenue Service for the following matters:

3 Matters :

Dascription of Matter (Income, Emplayment, Payrell, Exclse, Estate, Gift, Whistieblowr,
Practitioner Disclphine, PLR, FO!A, Civil Penalty, ¢te.} (se2 instructlons for line 8)

{1040, 941, 720, et} (if applicable)

Tax Form Number Year(s) or Perlod(s) {if applicable)

{see Instructions far line 3}

income

7023, 980

2014, 2015

4  Spedific use not recorded on Cent}'aliz'ed Authorization File (CAF). If the power of attorney is for a specific use not recorded on CAF,
check this box. See the instructions for Line 4. Specific Uses Not Recardeédon CAF - . . . . . .. . . . . . . . W O

Acts authorized, Unless otherwise provided below, the representatives generally are authorized to recelve and inspect confidentlal tax
information and to perform any and all acts thai [ can perform with respect to the tax matters described on line 3, for exampls, the autharity to
sign any agreements, consents, or other documents. The representative(s), however, is {are) not authorized to recelve or negotiate any
amounts pald to the client in connection with this représentation (including refinds by either electronic means or paper checks), Additionally,
unless the appropriate box{es) below are checked, the representative(s) Is (are) not aytherlzed to execute a request far disclosure of tax returns
or return Infermation to'a third party, substitute another representative or add additional representallves, or sign certain tax returns.

O Disslosure to third parties; [ substitute of add representative(s); [ signing a return;

[ Other acts authorized:

_(see Instructions for more Information)

Exéeptions. An unenrolied return preparer cannot sign any document for a taxpayer and may only represent taxpayers In limited situations.
An enfoiled actuary may only represent taxpayers to the extent provided in section 10.3(d) of Treasury Department Circular No. 230 (Circular
330). An enroiled ratirement plan agsnt may oniy represent taxpayers to the extent provided in section 10.3(g) of Circutar 230, A registered tax
return preparer may only represent taxpayers to the extent provided in séction 10.3(f) of Circular 230. See the line 5 Instructions for restrictions
on tax matters partners. In most cases, the student practitioner's (iével k) authority |s limited (for example, ihey may anly practice under the
supervision of another practitioner). :

List any specific delstions to the acts otherwise authorized in this power of attorney:

For Privacy Act and Paperwork Reduction Act Notice, see the Instructions.

Cat. No. 119804 Form 2848 (Rev. 3-2012)




Form 2848 (Rev. 3-2012) Page 2

6 Retention/revocation of prior power(s} of attorney. The filing of this power of attorney automatically revokes all earlier power(s) of
attorney on file with the Internal Revenue Service for the same matters and years or periods covered by this document. If you do not want
to revoke a prior power of attorney, check here . . 2w ko5 ou P
YOU MUST ATTACH A COPY OF ANY POWER OF ATI'OHNEY YOU WANT TO REMAIN |N EFFEGT

7  Signature of taxpayer. If a tax matter concerns a year in which a joint return was filed, the husband and wife must each file a separate power
of attorney even if the same representative(s) is (are) being appointed. If signed by a corporate officer, partner, guardian, tax matters partner,
executor, receiver, admmlstrator or trustee on behalf of the taxpayer, | certify that | have the authority to execute this form on behalf of the
taxpayer.

ate Title (if applicable)

Community HigherEd Institute

___________________________________________________________________________ (I )

Print Name PIN Number Print name of taxpayer from line 1 if other than Individual

4l Declaration of Representative
Under penalties of perjury, | declare that:

+ | am not currently under suspension or disbarment from practice before the Internal Revenue Service;

* | am aware of regulations contained in Circular 230 (31 CFR, Part 10}, as amended, concerning practice before the Internal Revenue Service;
* | am authorized to represent the taxpayer identified in Part | for the matter(s) specified there; and
¢ | am one of the following:
a Attorney—a member in good standing of the bar of the highest court of the jurisdiction shown below.
b Certified Public Accountant—duly qualified to practice as a certified public accountant in the jurisdiction shown below.
¢ Enrclled Agent—enrolled as an agent under the requirements of Circular 230.
d Officer—a bona fide officer of the taxpayer's organization.
e Full-Time Employee—a full-time employee of the taxpayer.
f

Family Member—a member of the taxpayer's immediate family (for example, spouse, parent, child, grandparent, grandchild, step-parent, step-
child, brother, or sister).

g Enrolled Actuary —enrolled as an actuary by the Joint Board for the Enroliment of Actuaries under 29 U.S.C. 1242 (the authority to practice before
the Internal Revenue Service is limited by section 10.3(d) of Circular 230).

h Unenrolled Return Preparer— Your autharity to practice before the Internal Revenue Service is limited. You must have been eligible to sign the
return under examination and have signed the return. See Notice 2011-6 and Special rules for registered tax return preparers and unenrolled
return preparers in the instructions.

Registered Tax Return Preparer—registered as a tax return preparer under the requirements of section 10.4 of Circular 230. Your authority to
practice before the Internal Revenue Service is limited. You must have been eligible to sign the return under examination and have signed the
return. See Notice 2011-6 and Special rules for registered tax return preparers and unenrolled retum preparers in the instructions.

" k Student Attorney or CPA—receives permission to practice before the IRS by virtue of his/her status as a law, business, or accounting student
working in LITC or STCP under section 10.7(d) of Circular 230. See instructions for Part Il for additional information and requirements.

r Enrolled Retirement Plan Agent—enrolled as a retirement plan agent under the requirements of Circular 230 (the authority to practice before the
Internal Revenue Service is limited by section 10.3(g)).

» IF THIS DECLARATION OF REPRESENTATIVE IS NOT SIGNED AND DATED, THE POWER OF ATTORNEY WILL BE
RETURNED. REPRESENTATIVES MUST SIGN IN THE ORDER LISTED IN LINE 2 ABOVE. See the instructions for Part Il.

Note: For designations d-f, enter your title, position, or relationship to the taxpayer in the "Licensing jurisdiction" column. See the instructions for Part ||
for more information.

i Y e Bar, license, certification,
Licensing jurisdiction

-Designation— (state) or other registration, or enroliment
Insert above licehelng aiitfiaHt number (if applicable). Signature Date
letter {a-r) 9 Y See instructions for Part |l for

(if applicable)

more information, K‘ \

Aar TS ,
a AR 2001248 \\%W M@w ,Zi/%ll{ltk

Form 2848 (Rev. 3-2012)




A new interactive version of Form 1023 is available at StavyExempt.irs.gov.
It includes prerequisite questions, auto-caleulated fields, help buttons and

tinks to relevant information.
i 1 023 Application for Recognition of Exemption (00)
orm
{Rev. December 2013) Under Section 504(c)(3) of the Internal Revenue Code
Department of the Treasury N . N .
internal Revenue Service B> (Use with the June 2006 revision of the Instructions for Form 1023 and the current Notice 1382)

OMB No. 1545-0056

Note: If exempt status is
approved, this
application will be open
for public inspection.

Use the instructions to complete this application and for a definition of all bold items. For additional help, call IRS Exempt

Organizations Customer Account Services toll-free at 1-877-829-5500. Visit our website at www.irs.gov for forms and

publications. If the required information and documents are not submitted with payment of the appropriate user fee, the
application may be returned to you.
Attach additional sheets to this application if you need more space to answer fully. Put your name and EIN on each sheet and
identify each answer by Part and line number. Complete Parts | - X| of Form 1023 and submit only those Schedules (A through
H) that apply to you.

Identification of Applicant

1

Community HigherEd Institute

Full name of organization (exactly as it appears in your organizing document) 2 c/o Name (if applicable)

3

4242 South Sheridan Road

Mailing address (Number and street) (see instructions) Room/Suite | 4 Employer |dentification Number (EIN)

47-2654761

City or town, state or country, and ZIP + 4

Tulsa, OK 74145 12

5 Month the annual accounting petiod ends (01 - 12)

6

Primary contact (officer, director, trustee, or authorized representative)

a Name: Mark Lewandowski, President b Phone: (918) 610-0027

c Fax: (optional)

Are you represented by an authorized representative, such as an attorney or accountant? If “Yes,”
provide the authorized representative’s name, and the name and address of the authorized
representative’s firm. Include a completed Form 2848, Power of Attorney and Declaration of
Representative, with your application if you would like us to communicate with your representative.

/] Yes

[ No

Was a person who is not one of your officers, directors, trustees, employees, or an authorized
representative listed in line 7, paid, or promised payment, to help plan, manage, or advise you about
the structure or activities of your organization, or about your financial or tax matters? If “Yes,”
provide the person’s name, the name and address of the person’s firm, the amounts paid or
promised to be paid, and describe that person’s role.

[l Yes

[ No

9a

Organization’s website: www.CommunityCareCollege.edu

Organization's email: (optional)

10

Certain organizations are not required to file an information return (Form 990 or Form 990-EZ). If you
are granted tax-exemption, are you claiming to be excused from filing Form 990 or Form 990-EZ? If
“Yes,” explain. See the instructions for a description of organizations not required to file Form 990 or
Form 990-EZ.

[ Yes

1 No

i

Date incorporated if a corporation, or formed, if other than a corporation.  (MM/DD/YYYY) 10 / 31 /

2014

12

Were you formed under the laws of a foreign country?
If “Yes,” state the country.

[ Yes

1 No

For Paperwork Reduction Act Notice, see page 24 of the instructions. Cat. No. 17133K Form 1023 (Rev. 12-2013)



Form 1023 (Rev. 12-2013)  (00) Name: COmmunity HigherEd Institute En: 47 - 2654761 pPage 2
Organizational Structure

You must be a corporation (including a limited liability company), an unincorporated association, or a trust to be tax exempt.
{See instructions.) DO NOT file this form unless you can check “Yes” on lines 1, 2, 3, or 4.

1 Are you a corporation? If “Yes,” attach a copy of your articles of incorporation showing certification 4 Yes 1 No
of filing with the appropriate state agency. Include copies of any amendments to your articles and
be sure they also show state filing certification.

2 Are you a limited liability company (LLC)? If “Yes,” attach a copy of your articles of organization showing [ Yes ] No
certification of filing with the appropriate state agency. Also, if you adopted an operating agreement, attach
a copy. Include copies of any amendments to your articles and be sure they show state filing certification.
Refer to the instructions for circumstances when an LLC should not file its own exemption application.

3 Are you an unincorporated association? If “Yes,” attach a copy of your articles of association, (] Yes No
constitution, or other similar organizing document that is dated and includes at least two signatures.
Include signed and dated copies of any amendments.

4a Are you atrust? If “Yes,” attach a signed and dated copy of your trust agreement. Include signed O Yes No
and dated copies of any amendments.

b Have you been funded? If “No," explain how you are formed without anything of value placed in trust. 7 Yes ¥! No

5 Have you adopted bylaws? If “Yes,” attach a current copy showing date of adoption. If “No,” explain /1 Yes 7] No

how your officers, directors, or trustees are selected.
==Ted |l Required Provisions in Your Organizing Document

The following questions are designed to ensure that when you file this application, your organizing document contains the required provisions
to meet the organizational test under section 501(c)(3). Unless you can check the boxes in both lines 1 and 2, your organizing document
does not meet the organizational test. DO NOT file this application until you have amended your organizing document. Submit your
original and amended organizing documents (showing state filing certification if you are a corporation or an LLC) with your application.

1 Section 501(c)(3) requires that your organizing document state your exempt purpose(s), such as charitable, 4]
religious, educational, and/or scientific purposes. Check the box to confirm that your organizing document
meets this requirement. Describe specifically where your organizing document meets this requirement, such as
a reference to a particular article or section in your organizing document. Refer to the instructions for exempt
purpose language. Location of Purpose Clause (Page, Article, and Paragraph): Pages 1-2, Article FIFTH

2a Section 501(c)(3) requires that upon dissolution of your organization, your remaining assets must be used exclusively
for exempt purposes, such as charitable, religious, educational, and/or scientific purposes. Check the box on line 2a to
confirm that your organizing document meets this requirement by express provision for the distribution of assets upon
dissolution. If you rely on state law for your dissolution provision, do not check the box on line 2a and go to line 2¢.

2b If you checked the box on line 2a, specify the location of your dissolution clause (Page, Article, and Paragraph).
Do not complete line 2¢ if you checked box 2a. Page 4, Article EIGHTH

2¢ See the instructions for information about the operation of state law in your particular state. Check this box if |
you rely on operation of state law for your dissolution provision and indicate the state:

EZRAY  Narrative Description of Your Activities

Using an attachment, describe your past, present, and planned activities in a narrative. If you believe that you have already provided some of
this information in response to other parts of this application, you may summarize that information here and refer to the specific parts of the
application for supporting details. You may also attach representative copies of newsletters, brochures, or similar documents for supporting
details to this narrative. Remember that if this application is approved, it will be open for public inspection. Therefore, your narrative
description of activities should be thorough and accurate. Refer to the instructions for information that must be included in your description.

Compensation and Other Financial Arrangements With Your Officers, Directors, Trustees,
Employees, and Independent Contractors

1a List the names, titles, and mailing addresses of all of your officers, directors, and trustees. For each person listed, state their
total annual compensation, or proposed compensation, for all services to the organization, whether as an officer, employee, or
other position. Use actual figures, if available, Enter “none” if no compensation is or will be paid. If additional space is needed,
attach a separate sheet. Refer to the instructions for information on what to include as compensation.

Compensation amount
Name Title Mailing address (annual actual or estimated)

Seeattached | e

Form 1023 (Rev. 12-2013)
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Compensation and Other Financial Arrangements With Your Officers, Directors, Trustees,
Employees, and Independent Contractors (Continued)

b List the names, titles, and mailing addresses of each of your five highest compensated employees who receive or wil
receive compensation of more than $50,000 per year. Use the actual figure, if available. Refer to the instructions for
information on what to include as compensation. Do not include officers, directors, or trustees listed in line 1a.

Compensation amount
Name Title Mailing address (annual actual or estimated)

Seeattached | peeeeeessoeessesescessessseeceseeees

c List the names, names of businesses, and mailing addresses of your five highest compensated independent contractors
that receive or will receive compensation of more than $50,000 per year. Use the actual figure, if available. Refer to the
instructions for information on what to include as compensation.

Compensation amount
Name Title Mailing address (annual actual or estimated)

See attached | prrrmmomemmmemoememsessesensoeeneeeey

The following “Yes” or “No” questions relate to past, present, or planned relationships, transactions, or agreements with your officers,
directors, trustees, highest compensated employees, and highest compensated independent contractors listed in lines 1a, 1b, and 1c.

2a Are any of your officers, directors, or trustees related to each other through family or business O Yes No
relationships? If “Yes,” identify the individuals and explain the relationship.
b Do you have a business relationship with any of your officers, directors, or trustees other than J Yes ¥l No

through their position as an officer, director, or trustee? If “Yes,” identify the individuals and describe
the business relationship with each of your officers, directors, or trustees.

¢ Are any of your officers, directors, or trustees related to your highest compensated employees or M Yes ] No
highest compensated independent contractors listed on lines 1b or 1¢ through family or business
relationships? If “Yes,” identify the individuals and explain the relationship.

3a For each of your officers, directors, trustees, highest compensated employees, and highest
compensated independent contractors listed on lines 1a, 1b, or 1¢, attach a list showing their name,
qualifications, average hours worked, and duties.

b Do any of your officers, directors, trustees, highest compensated employees, and highest [ ves No
compensated independent contractors listed on lines 1a, 1b, or 1c receive compensation from any
other organizations, whether tax exempt or taxable, that are related to you through common
control? If “Yes,” identify the individuals, explain the relationship between you and the other
organization, and describe the compensation arrangement.

4 In establishing the compensation for your officers, directors, trustees, highest compensated
employees, and highest compensated independent contractors listed on lines 1a, 1b, and 1c, the
following practices are recommended, although they are not required to obtain exemption. Answer
“Yes" to all the practices you use.

a Do you or will the individuals that approve compensation arrangements follow a conflict of interest policy? M Yes O No
b Do you or will you approve compensation arrangements in advance of paying compensation? ¥ Yes [J No
¢ Do you or will you document in writing the date and terms of approved compensation arrangements? W Yes O No

Form 1023 (Rev. 12-2013)
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Compensation and Other Financial Arrangements With Your Officers, Directors, Trustees,
Employees, and Independent Contractors (Continued)

d Do you or will you record in writing the decision made by each individual who decided or voted on Yes ] No
compensation arrangements?

e Do you or will you approve compensation arrangements based on information about compensation paid by /] Yes 0 No
similarly situated taxable or tax-exempt organizations for similar services, current compensation surveys
compiled by independent firms, or actual written offers from similarly situated organizations? Refer to the
instructions for Part V, lines 1a, 1b, and 1c, for information on what to include as compensation.

f Do you or will you record in writing both the information on which you relied to base your decision /] Yes ] No
and its source?
g If you answered “No” to any item on lines 4a through 4f, describe how you set compensation that is

reasonable for your officers, directors, trustees, highest compensated employees, and highest
compensated independent contractors listed in Part V, lines 1a, 1b, and 1c.

Sa Have you adopted a conflict of interest policy consistent with the sample conflict of interest policy 7z
in Appendix A to the instructions? If “Yes,” provide a copy of the policy and explain how the policy
has been adopted, such as by resolution of your governing board. If “No,” answer lines 5b and 5c.

Yes ] No

b What procedures will you follow to assure that persons who have a conflict of interest will not have
influence over you for setting their own compensation?

¢ What procedures will you follow to assure that persons who have a conflict of interest will not have
influence over you regarding business deals with themselves?

Note: A conflict of interest policy is recommended though it is not required to obtain exemption.
Hospitals, see Schedule C, Section |, line 14.

6a Do you or will you compensate any of your officers, directors, trustees, highest compensated employees, Yes ] No
and highest compensated independent contractors listed in lines 1a, 1b, or 1¢ through non-fixed
payments, such as discretionary bonuses or revenue-based payments? If “Yes,” describe all non-fixed
compensation arrangements, including how the amounts are determined, who is eligible for such
arrangements, whether you place a limitation on total compensation, and how you determine or will
determine that you pay no more than reasonable compensation for services. Refer to the instructions for
Part V, lines 1a, 1b, and 1c, for information on what to include as compensation.

b Do you or will you compensate any of your employees, other than your officers, directors, trustees, 7] Yes ] No
or your five highest compensated employees who receive or will receive compensation of more than
$50,000 per year, through non-fixed payments, such as discretionary bonuses or revenue-based
payments? If “Yes,” describe all non-fixed compensation arrangements, including how the amounts
are or will be determined, who is or will be eligible for such arrangements, whether you place or will
place a limitation on total compensation, and how you determine or will determine that you pay no
more than reasonable compensation for services, Refer to the instructions for Part V, lines 1a, 1b,
and 1c, for information on what to include as compensation.

7a Do you or will you purchase any goods, services, or assets from any of your officers, directors, V] Yes 1 No
trustees, highest compensated employees, or highest compensated independent contractors listed in
lines 1a, 1b, or 1¢? If “Yes,” describe any such purchase that you made or intend to make, from
whom you make or will make such purchases, how the terms are or will be negotiated at arm’s
length, and explain how you determine or will determine that you pay no more than fair market
value. Attach copies of any written contracts or other agreements relating to such purchases.

b Do you or will you sell any goods, services, or assets to any of your officers, directors, trustees, [ Yes V1 No
highest compensated employees, or highest compensated independent contractors listed in lines 1a,
1b, or 1¢? If “Yes,” describe any such sales that you made or intend to make, to whom you-make or
will make such sales, how the terms are or will be negotiated at arm’s length, and explain how you
determine or will determine you are or will be paid at least fair market value. Attach copies of any
written contracts or other agreements relating to such sales.

8a Do you or will you have any leases, contracts, loans, or other agreements with your officers, directors, ! Yes ] No
trustees, highest compensated employees, or highest compensated independent contractors listed in

lines 1a, 1b, or 1c? If “Yes,” provide the information requested in lines 8b through 8f.

Describe any written or oral arrangements that you made or intend to make.

Identify with whom you have or will have such arrangements.

Explain how the terms are or will be negotiated at arm’s length.

Explain how you determine you pay no more than fair market value or you are paid at least fair market value.

Attach copies of any signed leases, contracts, loans, or other agreements relating to such arrangements.

-“ ® 2 O T

9%a Do you or will you have any leases, contracts, loans, or other agreements with any organization in /] Yes ] No
which any of your officers, directors, or trustees are also officers, directors, or trustees, or in which
any individual officer, director, or trustee owns more than a 35% interest? If “Yes,” provide the
information requested in lines 9b through 9f.

Form 1023 (Rev. 12-2013)
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Compensation and Other Financial Arrangements With Your Officers, Directors, Trustees,
Employees, and Independent Contractors (Continued)

b Describe any written or oral arrangements you made or intend to make.

¢ ldentify with whom you have or will have such arrangements.

d Explain how the terms are or will be negotiated at arm’s length.

e Explain how you determine or will determine you pay no more than fair market value or that you are
paid at least fair market value.

f Attach a copy of any signed leases, contracts, loans, or other agreements relating to such arrangements.

sclgd’l]  Your Members and Other Individuals and Organizations That Receive Benefits From You

The following “Yes” or “No” questions relate to goods, services, and funds you provide to individuals and organizations as part
of your activities. Your answers should pertain to past, present, and planned activities. (See instructions.)

1a In carrying out your exempt purposes, do you provide goods, services, or funds to individuals? If V] Yes [J No
“Yes,” describe each program that provides goods, services, or funds to individuals.

b In carrying out your exempt purposes, do you provide goods, services, or funds to organizations? If [ Yes 1 No
“Yes,” describe each program that provides goods, services, or funds to organizations.

2 Do any of your programs limit the provision of goods, services, or funds to a specific individual or [ Yes No
group of specific individuals? For example, answer “Yes,” if goods, services, or funds are provided
only for a particular individual, your members, individuals who work for a particular employer, or
graduates of a particular school. If “Yes,” explain the limitation and how recipients are selected for
each program.

3 Do any individuals who receive goods, services, or funds through your programs have a family or [J Yes M No
business relationship with any officer, director, trustee, or with any of your highest compensated
employees or highest compensated independent contractors listed in Part V, lines 1a, 1b, and 1c? If
“Yes,” explain how these related individuals are eligible for goods, services, or funds.

rETa@E Your History

The following “Yes” or “No” questions relate to your history. (See instructions.)

1 Are you a successor to another organization? Answer “Yes,” if you have taken or will take over the Yes [0 No
activities of another organization; you took over 25% or more of the fair market value of the net
assets of another organization; or you were established upon the conversion of an organization from
for-profit to non-profit status. If “Yes,” complete Schedule G.

2 Are you submitting this application more than 27 months after the end of the month in which you [J Yes No
were legally formed? If “Yes,” complete Schedule E.

x:lad 1] Your Specific Activities

The following “Yes” or “No” questions relate to specific activities that you may conduct. Check the appropriate box. Your
answers should pertain to past, present, and planned activities. (See instructions.)

1 Do you support or oppose candidates in political campaigns in any way? If “Yes,” explain. [ Yes ¥l No

2a Do you attempt to influence legislation? If “Yes,” explain how you attempt to influence legislation [J Yes ¥ No
and complete line 2b. If “No,” go to line 3a.

b Have you made or are you making an election to have your legislative activities measured by [ Yes 1 No

expenditures by filing Form 57687 If “Yes,” attach a copy of the Form 5768 that was already filed or
attach a completed Form 5768 that you are filing with this application. If “No,” describe whether your
attempts to influence legislation are a substantial part of your activities. Include the time and money
spent on your attempts to influence legislation as compared to your total activities.

3a Do you or will you operate bingo or gaming activities? If “Yes,” describe who conducts them, and [ Yes ¥l No
list all revenue received or expected to be received and expenses paid or expected to be paid in
operating these activities. Revenue and expenses should be provided for the time periods specified
in Part IX, Financial Data.

b Do you or will you enter into contracts or other agreements with individuals or organizations to (] Yes ¥l No
conduct bingo or gaming for you? If “Yes,” describe any written or oral arrangements that you made
or intend to make, identify with whom you have or will have such arrangements, explain how the
terms are or will be negotiated at arm’s length, and explain how you determine or will determine you
pay no more than fair market value or you will be paid at least fair market value. Attach copies or
any written contracts or other agreements relating to such arrangements.

¢ List the states and local jurisdictions, inciuding Indian Reservations, in which you conduct or will
conduct gaming or_bingo.

Form 1023 (Rev. 12-2013)
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4a Do you or will you undertake fundraising? If “Yes,” check all the fundraising programs you do or will

Page 6

conduct. (See instructions.)

1 mail solicitations [ phone solicitations
Il email solicitations [0 accept donations on your website

W Yes

personal solicitations [0 receive donations from another organization’s website

[ vehicle, boat, plane, or similar donations 1 government grant solicitations
[ foundation grant solicitations ] other

Attach a description of each fundraising program.

Do you or will you have written or oral contracts with any individuals or organizations to raise funds
for you? If “Yes,” describe these activities. Include all revenue and expenses from these activities
and state who conducts them. Revenue and expenses should be provided for the time periods
specified in Part IX, Financial Data. Also, attach a copy of any contracts or agreements.

Do you or will you engage in fundraising activities for other organizations? If “Yes,” describe these

arrangements. Include a description of the organizations for which you raise funds and attach copies

of all contracts or agreements.

List all states and local jurisdictions in which you conduct fundraising. For each state or local

jurisdiction listed, specify whether you fundraise for your own organization, you fundraise for another

organization, or another organization fundraises for you.

Do you or will you maintain separate accounts for any contributor under which the contributor has

the right to advise on the use or distribution of funds? Answer “Yes” if the donor may provide advice

on the types of investments, distributions from the types of investments, or the distribution from the
donor’s contribution account, If “Yes,” describe this program, including the type of advice that may
be provided and submit copies of any written materials provided to donors.

[J Yes

[0 Yes

[J Yes

O No

5

Are you affiliated with a governmental unit? If “Yes,” explain.

[ Yes

No

6a
b

Do you or will you engage in economic development? If “Yes,” describe your program.

Describe in full who benefits from your economic development activities and how the activities
promote exempt purposes.

[ Yes

NI

No

7a

Do or will persons other than your employees or volunteers develop your facilities? If “Yes,” describe

each facility, the role of the developer, and any business or family relationship(s) between the
developer and your officers, directors, or trustees.

Do or will persons other than your employees or volunteers manage your activities or facilities? If
“Yes,” describe each activity and facility, the role of the manager, and any business or family
relationship(s) between the manager and your officers, directors, or trustees.

If there is a business or family relationship between any manager or developer and your officers,
directors, or trustees, identify the individuals, explain the relationship, describe how contracts are

negotiated at arm’s length so that you pay no more than fair market value, and submit a copy of any

contracts or other agreements.

1 vYes

O Yes

V] No

Do you or will you enter into joint ventures, including partnerships or limited liability companies
treated as partnerships, in which you share profits and losses with partners other than section
501(c)(3) organizations? If “Yes,” describe the activities of these joint ventures in which you
participate.

] Yes

9a

Are you applying for exemption as a childcare organization under section 501(k)? If “Yes,” answer
lines 9b through 9d. If “No,” go to line 10.

Do you provide child care so that parents or caretakers of children you care for can be gainfully
employed (see instructions)? If “No,” explain how you qualify as a childcare organization described
in section 501(k).

Of the children for whom you provide child care, are 85% or more of them cared for by you to
enable their parents or caretakers to be gainfully employed (see instructions)? If “No,” explain how
you qualify as a childcare organization described in section 501(k).

Are your services available to the general public? If “No,” describe the specific group of people for
whom your activities are available. Also, see the instructions and explain how you qualify as a
childcare organization described in section 501(k).

[ Yes

7 Yes

[ Yes

[J Yes

¥l No

10

Do you or will you publish, own, or have rights in music, literature, tapes, artworks, choreography,
scientific discoveries, or other intellectual property? If “Yes,” explain. Describe who owns or will
own any copyrights, patents, or trademarks, whether fees are or will be charged, how the fees are
determined, and how any items are or will be produced, distributed, and marketed.

Yes

Form 1023 (Rev. 12-2013)
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eETadll] Your Specific Activities (Continued)

11 Do you or will you accept contributions of: real property; conservation easements; closely held [ Yes No
securitles; intellectual property such as patents, trademarks, and copyrights; works of music or art;
licenses; royalties; automobiles, boats, planes, or other vehicles; or collectibles of any type? If “Yes,”
describe each type of contribution, any conditions imposed by the donor on the contribution, and
any agreements with the donor regarding the contribution.

12a Do you or will you operate in a foreign couniry or countries? If “Yes,” answer lines 12b through [ Yes No
12d. If “No,” go to line 13a.

Name the foreign countries and regions within the countries in which you operate.

Describe your operations in each country and region in which you operate.

Describe how your operations in each country and region further your exempt purposes.

o 00U

13a Do you or will you make grants, loans, or other distributions to organization(s)? If “Yes,” answer lines [J ves No
13b through 13g. If “No,” go to line 14a. i

Describe how your grants, loans, or other distributions to organizations further your exempt purposes.

Do you have written contracts with each of these organizations? If “Yes,” attach a copy of each contract. [J Yes [J No
Identify each recipient organization and any relationship between you and the recipient organization.
Describe the records you keep with respect to the grants, loans, or other distributions you make.
Describe your selection process, including whether you do any of the following:

(i) Do you require an application form? If “Yes,” attach a copy of the form.

(i) Do you require a grant proposal? If “Yes,” describe whether the grant proposal specifies your
responsibilities and those of the grantee, obligates the grantee to use the grant funds only for the
purposes for which the grant was made, provides for periodic written reports concerning the use
of grant funds, requires a final written report and an accounting of how grant funds were used,
and acknowledges your authority to withhold and/or recover grant funds in case such funds are,
or appear to be, misused.

g Describe your procedures for oversight of distributions that assure you the resources are used to
further your exempt purposes, including whether you require periodic and final reports on the use of
resources.

-0 Q00U

No
No

Yes
Yes

og
N

14a Do you or will you make grants, loans, or other distributions to foreign organizations? If “Yes,” (7 Yes No
answer lines 14b through 14f. If “No,” go to line 15.

b Provide the name of each foreign organization, the country and regions within a country in which
each foreign organization operates, and describe any relationship you have with each foreign
organization.

¢ Does any foreign organization listed in line 14b accept contributions earmarked for a specific country [ Yes [J No
or specific organization? If “Yes,” list all earmarked organizations or countries.

d Do your contributors know that you have ultimate authority to use contributions made to you at your [J Yes [J No
discretion for purposes consistent with your exempt purposes? If “Yes,” describe how you relay this
information to contributors.

e Do you or will you make pre-grant inquiries about the recipient organization? If “Yes,” describe these [ Yes 7 No
ingquiries, including whether you inquire about the recipient’s financial status, its tax-exempt status
under the Internal Revenue Code, its ability to accomplish the purpose for which the resources are
provided, and other relevant information.

f Do you or will you use any additional procedures to ensure that your distributions to foreign (] ves ] No
organizations are used in furtherance of your exempt purposes? If “Yes,” describe these procedures,
including site visits by your employees or compliance checks by impartial experts, to verify that grant
funds are being used appropriately.

Form 1023 (Rev. 12-2013)
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==1ed'lll Your Specific Activities (Continued)

16 Do you have a close cennection with any organizations? If “Yes,” explain. [] Yes ] No

16 Are you applying for exemption as a cooperative hospital service organizatlon under section O Yes No
501(e)? Iif “Yes,” explain.

17 Are you applying for exemption as a cooperative service organization of operating educational [ Yes ] No
organizations under section 501(f)? If “Yes,” explain.

18 Are you applying for exemption as a charitable risk pool under section 501(n)? If “Yes,” explain. (] Yes No

19 Do you or will you operate a school? If “Yes,” complete Schedule B. Answer “Yes,” whether you Yes [ No
operate a school as your main function or as a secondary activity.

20 Is your main function to provide hospital or medical care? If “Yes,” complete Schedule C. [] Yes V] Neo

21 Do you or will you provide low-income housing or housing for the elderly or handicapped? If [0 Yes No
“Yes,” complete Schedule F.

22 Do you or will you provide scholarships, fellowships, educational loans, or other educational grants to /] Yes [ No

individuals, including grants for travel, study, or other similar purposes? If “Yes,” complete
Schedule H.

Note: Private foundations may use Schedule H to request advance approval of individual grant
procedures.

Form 1023 (Rev. 12-2013)
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Financial Data

For purposes of this schedule, years in existence refer to completed tax years. If in existence 4 or more years, complete the
schedule for the most recent 4 tax years. If in existence more than 1 year but less than 4 years, complete the statements for
each year in existence and provide projections of your likely revenues and expenses based on a reasonable and good faith
estimate of your future finances for a total of 3 years of financial information. If in existence less than 1 year, provide projections
of your likely revenues and expenses for the current year and the 2 following years, based on a reasonable and good faith
estimate of your future finances for a total of 3 years of financial information. (See instructions.)

A. Statement of Revenues and Expenses

Type of revenue or expense Current fax year 3 prior tax years or 2 succeeding tax years
(@) From .......... (b) From ..._.._... {c) From . ......... {d) From .......... {e) Provide Total for
To .. &Y 14 To ..£Y 15 . To ..£Y 16 To ..&Y 7. a) through (d)
1 Gifts, grants, and
contributions received (do not
include unusual grants) 0 0 0 0 0
2 Membership fees received 0 0 0 0 0
3 Gross investment income 0 0 0 0 0
4 Net unrelated business
income 0 0 0 0 0
5 Taxes levied for your benefit 0 0 0 0 0
6 Value of services or facilities
furnished by a governmental
unit without charge (not
@ including the value of services
3 generally furnished to the
§ public without charge) 0 0 0 0 0
€| 7 Any revenue not otherwise
listed above or in lines 9-12
below (attach an itemized list) 0 138,589 144,132 149,898 432,619
8 Total of lines 1 through 7 0 138,589 144,132 149,898 432,619
9 Gross receipts from admissions,
merchandise sold or services
performed, or furnishing of
facilities in any activity that is
related to your exempt
purposes (attach itemized list) 0 22,379,621 26,058,575 29,805,172 78,243,368
10 Total of lines 8 and 9 0 22,518,210 26,202,707 29,955,070 78,675,987
11 Net gain or loss on sale of
capital assets (attach
schedule and see instructions) 0 0 0 0 0
12 _Unusual grants 0 0 0 0| 0
13 Total Revenue
Add lines 10 through 12 0 22,518,210 26,202,707 29,955,070
14 Fundraising expenses 0 0 0 0
15 Contributions, gifts, grants,
and similar amounts paid out
(attach an itemized list) 0 0 0 0
16 Disbursements to or for the
benefit of members (attach an
itemized list) 0 0 0 0
» |17 Compensation of officers,
e directors, and trustees 0 843,058 876,780 911,852
§_ 18 Other salaries and wages 0 7,287,864 8,555,090 10,029,117
5119 Interest expense 0 1,869,642 1,820,038 1,767,187
20 Occupancy (rent, utilities, etc.) 0 3,829,942 4,416,394 5,123,017
21 Depreciation and depletion 0 816,133 946,714 1,098,189
22 Professional fees 0 252,407 292,792 351,350
23 Any expense not otherwise
classified, such as program
services (attach itemized list) 0 5,322,186 6,181,078 7,130,444
24 Total Expenses
Add lines 14 through 23 0 20,221,231 23,088,886 26,411,156

Form 1023 (Rev. 12-2013)
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2lge Ve  Financial Data (Continued)

B. Balance Sheet {for your most recently completed tax year) Year End: 2015

Assets (Whole dollars)

i1 Cash . . 1 1,000,000

2  Accounts recelvable, net 2 2,000,000
3 Inventories . : 3
4 Bonds and notes receivable (attach an ltemtzed hst) . 4
5 Corporate stocks (attach an itemized list) 5
6 Loans receivable (attach an itemized list) , 6
7 Other investments (attach an itemized list) . 7

8 Depreciable and depletable assets (attach an itemized hst) 8 2,000,000
9 Land . : 9

10 Other assets (attach an :temlzed hst) . 10 24,000,000
11 Total Assets (add lines 1 through 10) . T

Liabilities 29,000,000
12 Accounts payable . . . O
13 Contributions, gifts, grants, etc payable e e e e e e 13

14 Mortgages and notes payable (attach an itemized hst) P L 29,000,000
15  Other liabilities (attach an itemized list) . . . e e e 15

16 Total Liabilities (add fines 12 through 15) O A L. 29,000,000

Fund Balances or Net Assets

17 Total fund balances or net assets , ., T O V4 0

18 Total Liabilities and Fund Ba!ances or Net Assets (add Imes 16 and 17) s 18 29,000,000

19 Have there been any substantial changes in your assets or liabilities since the end of the period [ Yes No

shown above? If “Yes,” explain.
Public Charity Status
Part X is designed to classify you as an organization that is either a private foundation or a public charity. Public chanty status

is a more favorable tax status than private foundation status. If you are a private foundation, Part X is designed to further
determine whether you are a private operating foundation. (See instructions.)

1a Are you a private foundation? If “Yes,” go to line 1b. If “No,” go to line 5 and proceed as instructed. [ Yes No
If you are unsure, see the instructions. .

b As a private foundation, section 508(e) requires special provisions in your organizing document in - O
addition to those that apply to all organizations described in section 501(c)(3). Check the box to
confirm that your organizing document meets this requirement, whether by express provision or by
reliance on operation of state law. Attach a statement that describes specifically where your
organizing document meets this requirement, such as a reference to a particular article or section in
your organizing document or by operation of state law. See the instructions, including Appendix B,
for information about the special provisions that need to be contained in your organizing document.
Go to line 2.

2 Are you a private operating foundation? To be a private operating foundation you must engage O Yes [ No
directly in the active conduct of charitable, religious, educational, and similar activities, as opposed
to indirectly carrying out these activities by providing grants to individuals or other organizations. If
“Yes,” go to line 3. If “No,” go to the signature section of Part XI.

3 Have you existed for one or more years? If “Yes,” attach financial information showing that you are a private 7] Yes ] No
operating foundation; go to the signature section of Part XI. If “No,” continue to line 4. .

4 Have you attached either (1) an affidavit or opinion of counsel, (including a written affidavit or opinion [0 Yes ] No
from a certified public accountant or accounting firm with expertise regarding this tax law matter),
that sets forth facts concerning your operations and support to demonstrate that you are likely to
satisfy the requirements to be classified as a private operating foundation; or (2) a statement
describing your proposed operations as a private operating foundation?

5 If you answered “No” to line 1a, indicate the type of public charity status you are requesting by checking one of the choices below.
You may check only one box.
The organization is not a private foundation because it is:
a 509(a)(1) and 170(b)(1){A)i)}—a church or a convention or association of churches. Complete and attach Schedule A. []
509(a)(1) and 170(b)(1)(A)ii)—a school. Complete and attach Schedule B. V4|
]

¢ 509(a)(1) and 170(b)(1)(A)ii)—a hospital, a cooperative hospital service organization, or a medical research
organization operated in conjunction with a hospital. Complete and attach Schedule C.

o

d 509(a)(3)—an organization supporting either one or more organizations described in line 5a through ¢, f, g, or h O
or a publicly supported section 501(c)(4), (5), or (6) organization. Complete and attach Schedule D.

Form 1023 (Rev. 12-2013)
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Public Charity Status (Continued)

e 509(a)(4)—an organization organized and operated exclusively for testing for public safety. |

f 509(a)(1) and 170(b)(1){A)iv)—an organization operated for the benefit of a college or university that is owned or
operated by a governmental unit.

O
g 509(a)(1) and 170(b)(1)(A)(vi—an organization that receives a substantial part of its financial support in the form |
O

of contributions from publicly supported organizations, from a governmental unit, or from the general public.

h 509(a)(2)—an organization that normally receives not more than one-third of its financial support from gross
investment income and receives more than one-third of its financial support from contributions, membership
fees, and gross receipts from activities related to its exempt functions (subject to certain exceptions).

i A publicly supported organization, but unsure if it is described in 5g or 5h. The organization would like the IRS to  []
decide the correct status.

6 If you checked box g, h, or i in question 5 above, you must request either an advance or a definitive ruling by
selecting one of the boxes below. Refer to the instructions to determine which type of ruling you are eligible to receive.

a Request for Advance Ruling: By checking this box and signing the consent, pursuant to section 6501(c)(4) of
the Code you request an advance ruling and agree to extend the statute of limitations on the assessment of
excise tax under section 4940 of the Code. The tax will apply only if you do not establish public support status
at the end of the 5-year advance ruling period. The assessment period will be extended for the 5 advance ruling
years to 8 years, 4 months, and 15 days beyond the end of the first year. You have the right to refuse or limit
the extension to a mutually agreed-upon period of time or issue(s). Publication 1035, Extending the Tax
Assessment Period, provides a more detailed explanation of your rights and the consequences of the choices
you make. You may obtain Publication 1035 free of charge from the IRS web site at www.irs.gov or by calling
toll-free 1-800-829-3676. Signing this consent will not deprive you of any appeal rights to which you would
otherwise be entitled. If you decide not to extend the statute of limitations, you are not eligible for an advance
ruling.

nen

(Signature of Officer, Director, Trustee, or other (Type or print name of signer) (Date)
authorized official)

(Type or print title or authority of signer)

For IRS Use Only

IRS Director, Exempt Organizations (Date)

b Request for Definitive Ruling: Check this box if you have completed one tax year of at least 8 full months and O
you are requesting a definitive ruling. To confirm your public support status, answer line 8b(i) if you checked box
g in line 5 above. Answer line 6b(ii) if you checked box h in line 5 above. If you checked box i in line 5 above,
answer both lines 6b(i) and ().

(i) (a) Enter 2% of line 8, column (g) on Part IX-A. Statement of Revenues and Expenses.

(b) Attach a list showing the name and amount contributed by each person, company, or organization whose O
gifts totaled more than the 2% amount. If the answer is “None,” check this box.

(i) (a) For each year amounts are included on lines 1, 2, and 9 of Part IX-A. Statement of Revenues and
Expenses, attach a list showing the name of and amount received from each disqualified person. If the
answer is “None,” check this box.

(b) For each year amounts are included on line 9 of Part IX-A. Statement of Revenues and Expenses, attach
a list showing the name of and amount received from each payer, other than a disqualified person, whose
payments were more than the larger of (1) 1% of line 10, Part IX-A. Statement of Revenues and

Expenses, or (2) $5,000. If the answer is “None,” check this box. |
7 Did you receive any unusual grants during any of the years shown on Part IX-A. Statement of O Yes No

Revenues and Expenses? If “Yes,” attach a list including the name of the contributor, the date and
amount of the grant, a brief description of the grant, and explain why it is unusual.

Form 1023 (Rev. 12-2013)
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(il 4] User Fee Information , , -

You must inchide a user fee payment with this application. It will not -be processed without your paid user fee. If your average
annual gross receipts have exceeded or will exceed $10,000 annually over a 4-year period, you must submit payment of $850. If
your gross receipts have not exceeded or will not exceed $10,000 annually over a 4-year period, the required user fee paymenit
is $400. See instructions for Part X, for a definition of gross receipts over a 4-year period. Your check of money order -must be.

made payable to the United States Treasury. User fees are subject fo change. Check our website at www.irs.gov and type *User
Fee” in the keyword box, or call Customer Account Services at 1-877-829-5500 for curfent information,

1 - Have your arinuaj gross receipts averaged or are they expected o average not more than $10,000? [ Yes No
I “Yes,” check the box on line 2 and enclose a user fee payment of $400 (Subject to change—see above).
If *No,” check the box on line 3 and enclose a user fee payment of $850 (Subject to change—see above).

2 Check the box if you have enclosed gﬁ? reduced user fee payment of $400 (Subject to change). RN
3__ Check the box if you have enclosgd the user fee payment of $850 (Subject to change). , , ,
i declare under the penalii@sbf vy tha¥] any/atithiofized to sigh this application en behalf of the above organization and that | have examined this

application, including i i16s and attachments, and to the best of my knowledge it is true, correct, and complete.
b

gggise } /, < Mark Lewandowski 18432 ) 1€
Here (Sfgnature of O ‘Dirsctor, Trustee, of other (Type or print name of signer) (Dats -

Authorized official} President

] (Type-or print title or authority of signer)
Reminder: Send the completed Form 1023 Checklist with your filled-in-application. Form 1023 (Rev. 12-2013)
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Schedule B. Schools, Colleges, and Universities

If you operate a school as an activity, complete Schedule B

m Operational Information

ia

Do you normally have a regularly scheduled curriculum, a regular faculty of qualified teachers, a
regularly enrolled student body, and facilities where your educational activities are regularly carried
on? If “No,” do not complete the remainder of Schedule B.

Is the primary function of your school the presentation of formal instruction? If “Yes,” describe your
school in terms of whether it is an elementary, secondary, college, technical, or other type of school.
If “No,” do not complete the remainder of Schedule B.

] Yes

Yes

No

No

2a

Are you a public school because you are operated by a state or subdivision of a state? If “Yes,”
explain how you are operated by a state or subdivision of a state. Do not complete the remainder of
Schedule B.

Are you a public school because you are operated wholly or predominantly from government funds
or property? If “Yes,” explain how you are operated wholly or predominantly from government funds
or property. Submit a copy of your funding agreement regarding government funding. Do not
complete the remainder of Schedule B.

[ Yes

[ Yes

No

No

in what public school district, county, and state are you located?
See attached

Were you formed or substantially expanded at the time of public school desegregation in the above
school district or county?

[ Yes

No

Has a state or federal administrative agency or judicial body ever determined that you are racially
discriminatory? If “Yes,” explain.

[J Yes

No

Has your right to receive financial aid or assistance from a governmental agency ever been revoked
or suspended? If “Yes,” explain.

[ Yes

No

Do you or will you contract with another organization to develop, build, market, or finance your
facilities? If “Yes,” explain how that entity is selected, explain how the terms of any contracts or
other agreements are negotiated at arm’'s length, and explain how you determine that you will pay no
more than fair market value for services.

Note. Make sure your answer is consistent with the information provided in Part VI, line 7a.

[ Yes

N H B H

No

Do you or will you manage your activities or facilities through your own employees or volunteers? If
“No,” attach a statement describing the activities that will be managed by others, the names of the
persons or organizations that manage or will manage your activities or facilities, and how these
managers were or will be selected. Also, submit copies of any contracts, proposed contracts, or
other agreements regarding the provision of management services for your activities or facilities.
Explain how the terms of any contracts or other agreements were or will be negotiated, and explain
how you determine you will pay no more than fair market value for services.

Note. Answer “Yes” if you manage or intend to manage your programs through your own employees
or by using volunteers. Answer “No” if you engage or intend to engage a separate organization or
independent contractor. Make sure your answer is consistent with the information provided in Part
Vill, line 7b.

] Yes

No

Sieifolf]]  Establishment of Racially Nondiscriminatory Policy

Information required by Revenue Procedure 75-50.

Have you adopted a racially nondiscriminatory policy as to students in your organizing document,
bylaws, or by resolution of your governing body? If “Yes,” state where the policy can be found or
supply a copy of the policy. If “No,” you must adopt a nondiscriminatory policy as to students
before submitting this application. See Publication 557.

/] Yes

No

Do your brochures, application forms, advertisements, and catalogues dealing with student
admissions, programs, and scholarships contain a statement of your racially nondiscriminatory
policy?

If “Yes,” attach a representative sample of each document.

If “No,” by checking the box to the right you agree that all future printed materials, including website
content, will contain the required nondiscriminatory policy statement.

] Yes

B

No

Have you published a notice of your nondiscriminatory policy in a newspaper of general circulation
that serves all racial segments of the community? (See the instructions for specific requirements.) If
“No,” explain.

] Yes

No

Does or will the organization (or any department or division within it) discriminate in any way on the
basis of race with respect to admissions; use of facilities or exercise of student privileges; faculty or
administrative staff; or scholarship or loan programs? If “Yes,” for any of the above, explain fully.

[ Yes

No

Form 1023 (Rev. 12-2013)
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Schedule B. Schools, Colleges, and Universities (Continued)

5 Complete the table below to show the racial composition for the current academic year and projected for the next
academic year, of: (a) the student body, (b) the faculty, and (¢) the administrative staff. Provide actual numbers rather than
percentages for each racial category.

If you are not operational, submit an estimate based on the best information available (such as the racial composition of
the community served).

Racial Category (a) Student Body (b) Faculty (c) Administrative Staff

Current Year Next Year Current Year Next Year Current Year Next Year

White 666 739 56 58 68 71
Black 239 265 5 5 1 ‘ 1
Hispanic 74 82 3 3 5 5
Asian 18 20 2 2 4 4
Other 250 278 7 7 15 15
Total 1,247 1,384 73 76 93 97

6 In the table below, provide the number and amount of loans and scholarships awarded to students enrolled by racial
categories.

Racial Category Number of Loans Amount of Loans Number of Scholarships| Amount of Scholarships
Current Year | Next Year | Current Year | Next Year | Current Year | Next Year | Current Year | Next Year
White 712 790 $1,500,165 |$1,665,183 101 112 $77,111 $85,593
Black 294 326 $553,194 | $614,045 22 24 $11,539 $12,809
Hispanic 71 79 $135,129 | $149,993 10 11 $10,000 $11,100
Asian 22 24 $40,716 $45,195 4 4 $4,000 $4,440
Other 279 310 $583,423 | $647,600 20 22 $15,430 $17,127
Total 1,378 1,530 $2,812,627 1$3,122,016 157 174 $118,080 | $131,069
7a Attach a list of your incorporators, founders, board members, and donors of land or buildings,
whether individuals or organizations.
b Do any of these individuals or organizations have an objective to maintain segregated public or ] Yes ¥ No
private school education? If “Yes,” explain.
8 Will you maintain records according to the non-discrimination provisions contained in Revenue Yes 7 Ne

Procedure 75-507 If “No,” explain. (See instructions.)

Form 1023 (Rev. 12-2013)
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Schedule G. Successors to Other Organizations

1a

b

Are you a successor to a for-profit organization? If “Yes,” explain the relationship with the M Yes O No
predecessor organization that resulted in your creation and complete line 1b.

Explain why you took over the activities or assets of a for-profit organization or converted from
for-profit to nonprofit status.

2a

Are you a successor to an organization other than a for-profit organization? Answer “Yes" if you have [] Yes ¥l No
taken or will take over the activities of another organization; or you have taken or will take over 25%

or more of the fair market value of the net assets of another organization. If “Yes,” explain the

relationship with the other organzation that resulted in your creation.

Provide the tax status of the predecessor organization.

Did you or did an organization to which you are a successor previously apply for tax exemption [J Yes ¥l No
under section 501(c)(3) or any other section of the Code? If “Yes,” explain how the application was

resolved.

Was your prior tax exemption or the tax exemption of an organization to which you are a successor [ vYes /) No
revoked or suspended? If “Yes,” explain. Include a description of the corrections you made to
re-establish tax exemption.

Explain why you took over the activities or assets of another organization.

Provide the name, last address, and EIN of the predecessor organization and describe its activities.
Name: Dental Directions, Inc. EIN: _73- 1480285
Address: 4242 S. Sheridan Road, Tulsa, OK 74145

List the owners, partners, principal stockholders, officers, and govermning board members of the predecessor organization.
Attach a separate sheet if additional space is needed.
Name Address Share/Interest (If a for-profit)

Teresa L. Knox JAUUR RN SRR 100%

Do or will any of the persons listed in line 4, maintain a working relationship with you? If “Yes,” ¥ Yes J No
describe the relationship in detail and include copies of any agreements with any of these persons or
with any for-profit organizations in which these persons own more than a 35% interest.

6a

Were any assets transferred, whether by gift or sale, from the predecessor organization to you? i Yes J No

If “Yes,” provide a list of assets, indicate the value of each asset, explain how the value was
determined, and attach an appraisal, if available. For each asset listed, also explain if the transfer
was by gift, sale, or combination thereof.

Were any restrictions placed on the use or sale of the assets? If “Yes,” explain the restrictions. [J Yes /] No

Provide a copy of the agreement(s) of sale or transfer.

Were any debts or liabilities transferred from the predecessor for-profit organization to you? V] Yes O nNo
If “Yes,” provide a list of the debts or liabilities that were transferred to you, indicating the amount of

each, how the amount was determined, and the name of the person to whom the debt or liability is

owed.

Will you lease or rent any property or equipment previously owned or used by the predecessor & Yes J No
for-profit organization, or from persons listed in line 4, or from for-profit organizations in which these

persons own more than a 35% interest? If “Yes,” submit a copy of the lease or rental agreement(s).

Indicate how the lease or rental value of the property or equipment was determined.

Will you lease or rent property or equipment to persons listed in line 4, or to for-profit organizations [ Yes Y| No
in which these persons own more than a 35% interest? If “Yes,” attach a list of the property or

equipment, provide a copy of the lease or rental agreement(s), and indicate how the lease or rental

value of the property or equipment was determined.
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Schedule H. Organizations Providing Scholarships, Fellowships, Educational Loans, or Other Educational
Grants to Individuals and Private Foundations Requesting Advance Approval of Individual Grant Procedures
Names of individual recipients are not required to be listed in Schedule H.
Public charities and private foundations complete lines 1a through 7 of this section. See the
instructions to Part X if you are not sure whether you are a public charity or a private
foundation.

1a Describe the types of educational grants you provide to individuals, such as scholarships, fellowships, loans, etc.
Describe the purpose and amount of your scholarships, fellowships, and other educational grants and loans that you
award.

If you award educational loans, explain the terms of the loans (interest rate, length, forgiveness, etc.).

Specify how your program is publicized.

Provide copies of any solicitation or announcement materials.

Provide a sample copy of the application used.

o

=0 Q0

2 Do you maintain case histories showing recipients of your scholarships, fellowships, educational [ Yes No
loans, or other educational grants, including names, addresses, purposes of awards, amount of each
grant, manner of selection, and relationship (if any) to officers, trustees, or donors of funds to you? if
“No,” refer to the instructions. !

3 Describe the specific criteria you use to determine who is eligible for your program. (For example, eligibility selection
criteria could consist of graduating high school students from a particular high school who will attend college, writers of
scholarly works about American history, etc.)

4a Describe the specific criteria you use to select recipients. (For example, specific selection criteria could consist of prior
academic performance, financial need, etc.)
b Describe how you determine the number of grants that will be made annually.
Describe how you determine the amount of each of your grants.

d Describe any requirement or condition that you impose on recipients to obtain, maintain, or qualify for renewal of a grant.
(For example, specific requirements or conditions could consist of attendance at a four-year college, maintaining a certain
grade point average, teaching in public school after graduation from college, etc.)

L]

5 Describe your procedures for supervising the scholarships, fellowships, educational loans, or other educational grants.
Describe whether you obtain reports and grade transcripts from recipients, or you pay grants directly to a school under
an arrangement whereby the school will apply the grant funds only for enrolled students who are in good standing. Also,
describe your procedures for taking action if the terms of the award are violated.

6 Who is on the selection committee for the awards made under your program, including names of current committee
members, criteria for committee membership, and the method of replacing committee members?

7 Are relatives of members of the selection committee, or of your officers, directors, or substantial ] Yes O No
contributors eligible for awards made under your program? If “Yes,” what measures are taken to
ensure unbiased selections?

Note. If you are a private foundation, you are not permitted to provide educational grants to disqualified
persons. Disqualified persons include your substantial contributors and foundation managers and
certain family members of disqualified persons.

Gileitoitll | Private foundations complete lines 1a through 4f of this section. Public charities do not
complete this section.

1a If we determine that you are a private foundation, do you want this application to be [JYes [1No - [JNA
considered as a request for advance approval of grant making procedures?

b For which section(s) do you wish to be considered?
e 4945(g)(1)—Scholarship or fellowship grant to an individual for study at an educational institution

O
® 4945(g)(3)—Other grants, including loans, to an individual for travel, study, or other similar 0
purposes, 1o enhance a particular skill of the grantee or to produce a specific product

2 Do you represent that you will (1) arrange to receive and review grantee reports annually [J Yes [ No
and upon completion of the purpose for which the grant was awarded, (2) investigate
diversions of funds from their intended purposes, and (3) take all reasonable and
appropriate steps to recover diverted funds, ensure other grant funds held by a grantee
are used for their intended purposes, and withhold further payments to grantees until you
obtain grantees’ assurances that future diversions will not occur and that grantees will
take extraordinary precautions to prevent future diversions from occurring?

3 Do you represent that you will maintain all records relating to individual grants, including [J Yes ] No
information obtained to evaluate grantees, identify whether a grantee is a disqualified
person, establish the amount and purpose of each grant, and establish that you
undertook the supervision and investigation of grants described in line 27
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Schedule H. Organizations Providing Scholarships, Fellowships, Educational Loans, or Other Educational

Grants to Individuals and Private Foundations Requesting Advance Approval of Individual Grant Procedures

(Continued)

e Il Private foundations complete lines 1a through 4f of this section. Public charities do not
complete this section. (Continued)

4a Do you or will you award scholarships, fellowships, and educational loans to attend an [0 ves [ No
educational institution based on the status of an individual being an employee of a
particular employer? If “Yes,” complete lines 4b through 4f.

b Will you comply with the seven conditions and either the percentage tests or facts and [J Yes 0 No
circumstances test for scholarships, fellowships, and educational loans to attend an
educational institution as set forth in Revenue Procedures 76-47, 1976-2 C.B. 670, and
80-39, 1980-2 C.B. 772, which apply to inducement, selection committee, eligibility
requirements, objective basis of selection, employment, course of study, and other
objectives? (See lines 4c, 4d, and 4e, regarding the percentage tests.)

¢ Do you or will you provide scholarships, fellowships, or educational loans to attend an [ Yes [J No 1 NA
educational institution to employees of a particular employer?
If “Yes,” will you award grants to 10% or fewer of the eligible applicants who were [1ves [ No

actually considered by the selection committee in selecting recipients of grants in that
year as provided by Revenue Procedures 76-47 and 80-397

d Do you provide scholarships, fellowships, or educational loans to attend an educational [ ] Yes  [] No 1 Na
institution to children of employees of a particular employer?
If “Yes,” will you award grants to 25% or fewer of the eligible applicants who were [ Yes ] No

actually considered by the selection committee in selecting recipients of grants in that
year as provided by Revenue Procedures 76-47 and 80-397? If “No,” go to line 4e.

e If you provide scholarships, fellowships, or educational loans to attend an educational [ Yes ] No L] wa
institution to children of employees of a particular employer, will you award grants to 10%
or fewer of the number of employees’ children who can be shown to be eligible for grants
(whether or not they submitted an application) in that year, as provided by Revenue
Procedures 76-47 and 80-397?

If “Yes,” describe how you will determine who can be shown to be eligible for grants
without submitting an application, such as by obtaining written statements or other
information about the expectations of employees’ children to attend an educational
institution. If “No,” go to line 41,

Note. Statistical or sampling techniques are not acceptable. See Revenue Procedure
85-51, 1985-2 C.B. 717, for additional information.

f If you provide scholarships, fellowships, or educational loans to attend an educational ] Yes ] No
institution to children of employees of a particular employer without regard to either the
25% limitation described in line 4d, or the 10% limitation described in line 4e, will you
award grants based on facts and circumstances that demonstrate that the grants will not
be considered compensation for past, present, or future services or otherwise provide a
significant benefit to the particular employer? If “Yes,” describe the facts and
circumstances that you believe will demonstrate that the grants are neither compensatory
nor a significant benefit to the particular employer. In your explanation, describe why you
cannot satisfy either the 25% test described in line 4d or the 10% test described in line 4e,
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FILED - Oklahoma Secretary of State #2112477387 10/31/2014
OKLAHOMA Secretary of State Electronic Filing

CERTIFICATE OF INCORPORATION
DOMESTIC NOT FOR PROFIT CORPORATION
Document Number: 25653740002 Submit Date: 10/31/2014

CORPORATION NAME

The name of the corporation is:
COMMUNITY HIGHERED INSTITUTE

PURPOSE

See Atrticle Fifth of attached Certificate of Incorporation.
This corporation does not have authority to issue capital stock.
This corporation is not for profit, and as such the corporation does not afford pecuniary gain, incidentally

or otherwise, to its members.

EFFECTIVE DATE

Effective Date:
Same as filing date.

DURATION
Perpetual
REGISTERED AGENT AND REGISTERED OFFICE ADDRESS
Agent Name
THE CORPORATION COMPANY
Address

1833 SOUTH MORGAN ROAD
OKLAHOMA CITY, OK 73128 USA

INCORPORATOR INFORMATION

Name Title
ROSE WASHINGTON Incorporator
Address

2813 W. LANSING STREET
BROKEN ARROW, OK 74012 USA

Name Title
JACK H. ALLEN Jr Incorporator
Address

5314 S. YALE AVE., SUITE 900
TULSA, OK 74135 USA

Name Title
MARK LEWANDOWSKI Incorporator
Address

8408 S. CANTON AVE.
TULSA, OK 74137 USA

DIRECTOR INFORMATION

Name Title
ROSE WASHINGTON Director




Address
2813 W. LANSING STREET
BROKEN ARROW, OK 74012 USA

Name Title
JACK H. ALLEN Jr Director
Address

5314 S. YALE AVE., SUITE 900
TULSA, OK 74135 USA

Name Title
MARK LEWANDOWSKI Director
Address

8408 S. CANTON AVE.
TULSA, OK 74137 USA

The Number of Directors to be Elected at the First Meeting: 3

ATTACHMENTS

File Label File Name and Path
Certificate of Incorporation of Community Highered Certificate of Incorporation of Community Highered

SIGNATURE

| hereby certify that the information provided on this form is true and correct to the best of my knowledge
and by attaching the signature | agree and understand that the typed electronic signature shall have the
same legal effect as an original signature and is being accepted as my original signature pursuant to the
Oklahoma Uniform Electronic Transactions Act, Title 12A Okla. Statutes Section 15-101, et seq.

Dated - 10/31/2014

Corporation Name Signature Name Title
ROSE WASHINGTON

JACKH. ALLEN, JR.
MARK LEWANDOWSKI

[End Of Image]




CERTIFICATE OF INCORPORATION
OF

COMMUNITY HIGHERED INSTITUTE

We hereby execute the following articles for the purposes of forming an Oklahoma not
for profit corporation pursuant to the provisions of Title 18, Section 1006.

FIRST: The name of the corporation shall be Community HigherEd Institute.

SECOND: This Certificate of Incorporation establishes Community HigherEd Institute
by name as an educational institution authorized to operate educational programs beyond
secondary education including degree and non-degree educational programs.

THIRD: The name and address of the registered agent for service of process are as
follows: The Corporation Company, 1833 South Morgan Road, Oklahoma City, OK, 73128.

FOURTH: The duration of this corporation is perpetual.

FIFTH: The corporation is organized:

(a) To establish or acquire and maintain one or more colleges or
post-secondary educational institutions for study and education and to award degrees and
diplomas; to regularly enroll students; to provide and maintain courses of instruction in each and
all of degree and diploma programs offered by the educational institutions; to prescribe the
courses of study, employ and maintain a regular faculty of professors, instructors or teachers; to
obtain all accreditations and licenses required to parﬁcipate in any United States Department of
Education student loan and grant programs; and the corporation and all its agencies shall be open
to both sexes and to those of any race or religion;

(b) To operate, as an established educational institution under the names

Community Care College, Clary Sage College and Oklahoma Technical Collegein the city of



Tulsa Oklahoma as post-secondary educational institutions for study and education which shall
award degrees and diplomas; to regularly enroll students; to provide and maintain courses of
instruction in each and all of degree and diploma programs offered by these educational
institutions; to prescribe the courses of study, employ and maintain a regular faculty of
professors, instructors or teachers; to obtain all accreditations and licenses required to participate
in any United States Department of Education student loan and grant programs; and the
corporation shall be open to both sexes and to those of any race or religion;

(c) Exclusively for charitable, scientific and educational purposes within the
meaning of § 501(c)(3) of the Internal Revenue Code of 1986 (the “Code”) (or the corresponding
provision of any future United States Revenue law), including the making of distributions to
organizations that qualify as exempt organizations under § 501(c)(3) of the Code;

(d) To purchase, take, receive, lease, take by gift, devise or bequest, or
otherwise acquire, own, hold, improve, use and otherwise deal in and with real or personal
property, or any interest therein, wherever situated; to sell, convey, mortgage, pledge, lease,
exchange, transfer and otherwise dispose of all or any part of its property and assets; to make
contracts and incur liabilities; to borrow money; to issue its notes, bonds and other obligations; to
secure any of its obligations by mortgage or pledge of all of any of its property, franchises and
income; to dedicate its property to the repayment of indebtedness, whether with or without
recourse or otherwise encumber any or all of its proper whether or not in usual and regular
course of its activities; to manage its internal affairs in any desired manner so long as the
provisions of the Oklahoma General Corporation Act or other law are not violated; and to do any
and all things necessary, convenient, useful or incidental to the attainment of its purposes as fully

and to the same extent as natural persons lawfully might or could do as long as consistent with



the provisions of the Oklahoma General Corporation Act and the restrictions set forth in
paragraph (c) of this Article FIFTH.

SIXTH: This corporation does not have the authority to issue capital stock.

SEVENTH: This corporation is not for profit, and as such the corporation does not afford
pecuniary gain incidentally or otherwise, to its members. Notwithstanding any other provision in
these articles:

(a) No part of the net earnings of the corporation shall inure to the benefit of,
or be distributable to, its directors, officers, or other private individuals, except that the
corporation shall be authorized and empowered to pay reasonable compensation for services
rendered and to make payment and distribution in furtherance of the purposes set forth in Article
FIFTH hereof.

(b)  No substantial part of the activities of the corporation shall be the carrying
on of propaganda, or otherwise attempting to influence legislation, and the corporation shall not
participate in, or intervene in (including the publishing or distribution of statements) any political
campaign on behalf of any candidate for public office; and

(©) The corporation shall not carry on any other activities not permitted to be
carried on (i) by a corporation exempt from federal income tax under § 501(c)(3) of the Internal
Revenue Code (the “Code”) (or the corresponding provision of any future United States Internal
Revenue Law) or (ii) by a corporation, contributions to which are deductible under § 170(c)(2) of
the Code (or the corresponding provision of any future United States Internal Revenue Law).

(d) In the event the corporation is in any one (1) year a “Private Foundation”
as defined in § 509(a) of the Code (or the corresponding provisions of any future United States

Internal Revenue Law):



() The corporation shall make distributions at such time and in such
manner as not to become subject to the tax on undistributed income imposed by § 4942 of the
Code; and the corporation shall not engage in any act of self-dealing (as defined in § 4941(d) of
the Code) which would subject it to tax under § 4941 of the Code;

(ii) The corporation shall not retain any excess business holdings (as
defined in § 4943(c) of the Code) which would subject it to tax under § 4943 of the Code;

(i11))  The corporation shall not make any investments in such manner as
to subject it to tax under § 4944 of the Code; and

(iv)  The corporation shall not make any taxable expenditures (as
defined in § 4945(d) of the Code) which would subject it to tax under § 4945 of the Code.

EIGHTH: Upon the dissolution of the corporation, the Board of Directors shall, after
paying or making provisions for the payment of all the liabilities of the corporation, dispose of
all of the assets of the corporation exclusively for the purposes of the corporation in such
manner, or to such charitable, educational, religious, literary, or scientific organization as shall at
the time qualify as an exempt organization or organizations under § 501(c)(3) of the Code (or the
corresponding provision of any future United States Internal Revenue Law), as the Board of
Directors shall determine. Any such assets not so disposed of shall be disposed of by the Circuit
Court of the county in which the principal office of the corporation is then located, exclusively
for such purposes or to such organization or organizations, as said court shall determine, which
are organized and operated exclusively for such purposes.

NINTH: The number of directors to be elected at the first meeting shall be three (3).



TENTH: The names and mailing address of each person who will serve as a director are
as follows:
(a) Rose Washington 2813 W Lansing Street, Broken Arrow, Oklahoma 74012
(b) Jack H. Allen Jr 5314 S. Yale Ave., Ste. 900 Tulsa, Oklahoma 74135
(c) Mark Lewandowski 8408 S. Canton Ave., Tulsa, Oklahoma 74137
ELEVENTH: The names and mailing addresses of the undersigned incorporators are:
(a) Rose Washington 2813 W Lansing Street, Broken Arrow, Oklahoma 74012
(b) Jack H. Allen Jr. 5314 S Yale Ave., Ste. 900 Tulsa, Oklahoma 74135
(c) Mark Lewandowski 8408 S. Canton Ave., Tulsa, Oklahoma 74137
TWELFTH: E-MAIL address of the primary contact for the registered business:

mark@pdcrx.com

Signed this 28" day of October, 2014.

e
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Rose?Wﬁ“s’hin&éton,\Q\orporator

/Marlz Iéévi}?dowski, Incorporator



BYLAWS
OF

COMMUNITY HIGHERED INSTITUTE

ARTICLE 1.
PURPOSE AND POWERS

1.1. Purpose. The Corporation shall have such purposes as are now or may hereafter be
set forth in its Certificate of Incorporation. The Corporation shall be a not for profit corporation
which will own and operate post-secondary educational institutions.

1.2, Powers. The Corporation shall have such powers as are now or may hereafter be
granted by the Oklahoma General Corporation Act, except as such powers may be otherwise

modified hereby or by the Certificate of Incorpora-tion of this Corporation.

ARTICLE 2,
BOARD OF DIRECTORS

2.1. General Powers. All of ;he business and affairs of the Corporation shall be
managed and controlled by the Board of Directors.

2.2. Number. The number of members of the Board of Directors (“Directors”) shall be
three (3).

2.3. Election and Tenure. The initial Directors shall be the individuals named in the
Certificate of Incorpora-tion of this Corporation who shall serve until the first annual meeting
of the Board of Directors. Directors shall be elected by a majority vote of the existing Directors

at the annual meeting of the Board of Directors or at a special meeting called for that purpose.
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A director shall serve a one (1) year term or until a successor has been qualified, or until death,
resignation or removal. In the event of a vacancy of a director the membership shall elect
the replacement director at the next regular meeting of the Board of Directors or at a special
membership meeting called for that purpose. The Board of Directors by majority vote shall elect
a Director to serve as the Chairman of the Board of Directors who shall serve in such capacity
until a new chairman is elect by the Board of Directors at an annual or special meeting.

2.4. Regular Meeting. A regular annual meeting of the Board of Directors shall be held
each year on such date, time and place as shall be designated by the Chairman of the Board of
Directors in the notice of the meeting for the purpose of electing officers and for the transaction
of such other business as may come before the meeting, The Board of Directors may provide by
resolution for the holding of additional regular meetings.

2.5. Special Meetings. Special meetings of fhe Board of Directors may be called by, or
at the direction of the Chairman, President or a majority of the voting Directors then in office,
to be held at such time and place, either within or without the State of Oklahoma, as shall be
designated in the notice of the meeting.

2.6. Notice. Notice of the time and place of any meeting of the Board of Directors shall
be given at least two (2) days prior thereto by written notice delivered per-sonally or sent by
mail, facsimile or other electronic transmission to each Director at his or her address as shown
on the records of the Corporation. If mailed, such notice shall be deemed to be delivered when
deposited in the United States mail in a sealed envelope so addressed, with postage thereon
prepaid. If notice be given by facsimile or other electronic transmission, such notice shall be

deemed to be delivered when the facsimile or other electronic transmission is transmitted by the
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“sender tb the Director’s facsimile number or electronic address. Any Director may waive notice
of any meeting. The attendance of a Director at any meeting shall constitute a waiver of notice
of such meeting, except where a Director attends a meeting for the express purpose of objecting
to the transaction of any business because the meeting is not lawfully called or convened.
Neither the business to be transacted at, nor the purpose of, any regular or special meeting of
the Board needs be specified in the notice or waiver of notice of such meeting, unless otherwise
required by law.

2.7. Quorum. A majority of Directors, present in person shall constitute a quorum for
the transac-tion of business at any meeting of the Board.
2.8. Manner of Acting,

(a) Formal Action By Directors. Except for the removal of a Director pursuant
to Article 2.10 hereof, the act of a majority of Directors in person or by proxy present at a
meeting at which a quorum is present shall be the act of the Board of Directors. A Director
who participates in a meeting via a telephone cor;ference call, or other electronic means of
communication by which all directors participating may simultaneously hear each other during
the meeting, shall be deemed to be present in person.

(b) Informal Action by Directors. The Board of Directors shall have the right to
take any action in the absence of a meeting which they could take at a meeting by obtaining the
written approval, including electronic written approval (such as facsimile transmission or email
communication), of all the Directors setting forth the action so taken. Any action so approved

shall have the same effect as though taken at a meeting of the Directors.
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2.9. Resignations and Removal. Any Director may resign from the Board at any time
by giving written notice to the president or the secretary of the Corporation and unless otherwise
specified therein, the acceptance of such resigna-tion shall not be necessary to make it effective.
A Director may be removed without cause by the vote of majority of the Directors.

2.10. Vacancies. Any vacancy occurring in the Board of Directors and any directorship
to be filled by reason of an increase in the number of Directors shall be filled by election in
accordance with the provisions of Article 2.3 of these Bylaws.

2.11. Compensation. Directors as such shall not receive any stated salaries for their
services, but may be compensated for their services as determined from time to time by the
Board of Directors and nothing herein contained shall be construed to preclude any Director
from serving the Corporation in any other capacity and receiving compensation therefor.

2.12. Procedure. The Chairman shall preside at meet-ings of the Board of Directors.

The Board of Directors may adopt its own rules of procedure which shall not be inconsis-tent

with these Bylaws.

ARTICLE 3.
OFFICERS

3.1. Officers. The officers of the Corporation shall be a President, Vice President,
Secretary and Treasurer. The same individual may simultaneously hold more than one (1) office
of the Corporation. The Corporation may, at the discretion of the Board of Directors, have
additional officers.

3.2. Election and Term of Office. The officers of the Corporation shall be elected by

the Board of Directors at its initial organizational meeting and thereafter at its annual meeting
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or a special meeting called for that purpose. Vacancies may be filled or new offices created and
filled at any meeting of the Board of Directors. Each officer shall hold office for a term of one
(1) year and until his successor shall have been duly elected and qualified unless he shall sooner
resign or be removed.

3.3. Removal and Resignations. Any officer elected by the Board of Directors may
be removed by the Board of Directors whenever, in its judgment, the best interests of the
Corporation would be served thereby. Any officer may resign at any time by giving written
notice to the President, Secre-tary or Treasurer of the Corporation, and unless otherwise
specified therein, the acceptance of such resignation shall not be necessary to make it effective.

3.4. Vacancies. Vacancy in any office may be filled by the Board of Directors for the
unexpired portion of the term.

3.5. President. The President may sign any deeds, mortgages, bonds, contracts, or other
instruments which have been authorized to be executed except in cases where the sign-ing and
execution thereof shall be expressly delegated by the Board of Directors or by these Bylaws or
by statute to some other officer or agent of the Corporation.

3.6. Secretary. The Secretary shall give notice and record the proceedings of all
meetings, and have custody of the seal of the Corporation.

3.7. Treasurer. The Treasurer shall have custody of the corporate funds, keep records
of receipts, disbursements and other transactions, and deposit all monies to the credit of the
Corporation. The Treasurer shall have the authority to authorize ordinary expenses of operation
of the Corporation which shall be reported to the Board of Directors at each regular meeting.

The Treasurer shall render to the President and the board of Directors, when required, an account
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of all transactions and the financial condition of the Corporation. The Treasurer shall give the

Corporation a bond, as the Board of Directors may require.

ARTICLE 4.
CONTRACTS, LOANS, CHECKS, DEPOSITS AND GIFTS

4.1. Contracts. The Board of Directors may authorize any officer or agent of the
Corporation, in addition to the officers so authorized by these Bylaws, to enter into any contract
or execute and deliver any instrument in the name of and on behalf of the Corporation, and such
authority may be general or confined to specific instances.

4.2. Borrowing. No loan shall be contracted on behalf of the Corporation and no
evidence of indebtedness shall be issued in its name unless authorized by a resolution of the
Board of Directors. Such authority may be general or confined to specific instances.

4.3. Checks. All disbursements shall be by check. All checks for the payment of money,
notes, or other evi-dences of indebtedness issued in the name of the Corporation in excess of
$5000 shall be signed by at least two (2) of the officers of the Corpora-tion or as otherwise
provided in a resolution of the Board of Directors.

4.4. Deposits. All funds of the Corporation shall be deposited from time to time to the
credit of the Corpora-tion in such banks, trust companies or other depositories as the Board of
Directors may select.

4.5. Gifts. The Board of Directors may accept or reject on behalf of the Corporation any
contribution, gift, bequest or devise for the general purposes or for any specific purpose of the

Corporation.

ARTICLE §.
GENERAL PROVISIONS
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5.1. Books and Records. The Corporation shall keep correct books and records of
account and shall also keep records of the minutes of the proceedings of the Board of Directors.
Copies of the minutes of the meetings of the Board of Directors shall be regularly distributed
to each member of the Board of Directors. Records of account shall be reviewed by a qualified
accountant to be selected by the Board annually at the close of each fiscal year. The results of
this review shall be reported directly to the Board.

5.2. Fiscal Year. The fiscal year of the Corpora-tion shall begin on the first day of
January and end on the last day of December in each year unless otherwise determined by
resolution of the Board of Directors.

5.3. Waiver of Notice. Whenever any notice is required to be given under the provisions
of the Oklahoma General Corporation Act or under the provi-sions of the Certificate of
Incorporation of the Corporation or these Bylaws, a waiver thereof in writing signed by the
persons entitled to such notice, whether before or after the time stated therein, shall be deemed
equivalent to the giving of such notice.

S.4. Loans to Officers and Directors Prohibited. No loans shall be made by the
Corporation to its officers or Directors. The Directors of the Corporation who vote for or assent
to the making of a loan to an officer or Director of the Corporation, and any officer or officers
participating in the making of such loan, shall be jointly and severally liable to the Corporation
for the amount of such loan until the repay-ment thereof. Nothing herein shall prohibit or restrict
the making of any loan from a member, officer or Director to the Corporation under terms which

are fair and reasonable to the Corporation and otherwise as permitted by applicable state and

federal law.
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5.5. Additional Organizations. The Board of Directors may authorize the formation of
such auxiliary organi-zations as would in the opinion of the Board assist in the fulfillment of the
purposes of the Corporation.

5.6. Rules. The Board of Directors may adopt, amend or repeal rules (not inconsistent
with these Bylaws) for the management of the internal affairs of the Corporation and the

governance of its officers, agents, committees and employees.

ARTICLE 6.
COMMITTEES

6.1. Standing Committees. Standing Committees of the Corporation shall be designated
by action of the Board of Directors. Committee members shall be appointed by the Chairman.
The Chairman shall appoint Committee chairmen. Responsibilities of each Committee will be
assigned at the discretion of the Board of Directors. Committees may put together proposals for
approval by the Board prior to implementation.

6.2, Special Committees. The Chairman may, at any time, appoint additional

Committees to address issues and policies of the corporation.

ARTICLE 7.
INDEMNIFICATION

7.1. Generally. Except as prohibited under Chapter 42 of the Internal Revenue
Code and the regulations thereunder, the Corporation shall indemnify every person who is or has
been a Director or officer of the Corporation and such persons' heirs and legal representatives
where such person is a party or is threatened with being made a party to any threatened, pending

or completed action, suit or proceed-ing, whether civil, criminal, administrative or investigative,
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including all appeals, by reason of the fact that such person is or was a Director or officer of the
Corporation, or is or was serving at the request of the Corporation in any capacity for any other
business organization, against expenses (includ-ing attorney's fees), judgment, decrees, fines,
penalties and amounts paid in settlement actually and reasonably incurred by such person in
connection with such action, suit or proceed-ing, if such person acted in good faith and in a
manner he reasonably believed to be in or not opposed to the best interests of the Corporation,
and, with respect to any crimi-nal action or proceeding, had no reasonable cause to believe his
conduct was unlawful. The termination of any action, suit or proceeding shall not of itself create
a presumption that the person did not act in good faith or in a manner which he reasonably
believed to be in or not opposed to the best inter-ests of the Corporation or, with respect to any
criminal action, suit or proceeding, that he had reasonable cause to believe that his conduct was
unlawful. The foregoing right of indemnification shall be in addition to all rights to which any
such Director or officer may be entitled as a matter of law.

7.2. Liability Insurance. The Corporation may purchase and maintain insurance on its
own behalf and on behalf of any person who is or was a Director or officer of the Corporation or
is or was serving at the request of the Corporation in any capacity for any other business
organiza-tion, insuring the Corporation and such pz;.rson against any liability asserted against
such person and incurred by him in any such capacity, or arising out of his status as such,
whether or not the Corporation would have the power to indem-nify such person against such

liability under the provisions of this Bylaw or applicable law.

ARTICLE 8.
AMENDMENTS TO BYLAWS
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These Bylaws may be altered, amended or repealed and new Bylaws may be adopted by a

majority of the Board of Directors at any regular or special meeting of the Board.

10
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CERTIFICATE
I, Rose Washington, Secretary of Community HigherEd Institute certify that the attached

Bylaws were adopted at a meeting of the Board of Directors as of the 21st day of November,

2014.

11
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COMMUNITY HIGHERED INSTITUTE

EIN: 47-2654761

Attachment to Form 1023

Part | — Identification of Applicant

Item 7 — Power of Attorney

The College’s authorized representative is:

Jennifer R. Pierce
Mitchell, Williams, Selig,
Gates & Woodyard, P.L.L.C.
425 West Capitol Avenue, Suite 1800
Little Rock, AR 72201

See Form 2848, Power of Attorney and Declaration of Representative is enclosed as Exhibit 1.

Item 8 — Additional Persons

Ritzert & Layton, P.C. (“Ritzert”) has been retained by Community HigherEd Institute (the
“College”) to assist in the preparation of the College’s Application for Recognition of Tax
Exemption on Form 1023. Ritzert will also represent the College with respect to the Acquisition,
as described on Schedule G attached hereto, and will represent the College after the close of the
Acquisition with respect to general corporate and tax matters. In addition, Ritzert will provide
counsel with respect to regulatory matters before the U.S. Department of Education, state
educational licensing agencies and other accrediting agencies. Ritzert will be paid hourly rates
which are consistent with rates customarily charged in connection with providing the legal
services described above. The name and address of the attorney from Ritzert who will provide
legal services to the College is as follows:

Charles R. Camp, Esq.

Ritzert & Leyton, P.C.

11350 Random Hills Road, Suite 400
Fairfax, Virginia 22030

3497179 2



COMMUNITY HIGHERED INSTITUTE
EIN: 47-2654761

Attachment to Form 1023

Page 2
Part IV — Narrative Description of Your Activities

The College was incorporated as an Oklahoma non-profit corporation on October 31,
2014. A copy of the College’s Certificate of Incorporation is attached hereto as Exhibit 4.
Since the College’s incorporation, it has not conducted any activities nor received any
contributions, earned any income or incurred any expenses.

On November 21, 2014, the incorporators of the College appointed Rose Washington,
Mark Lewandowski and Jack Allen to serve as the members of the board of directors of the
College (the “Board”). On January 13, 2015, acting by unanimous written consent, the Board,
among other things, approved the Acquisition (as described below) and authorized the officers of
the College to take all action necessary in order for the College to operate as a non-profit, post-
secondary educational institution. In accordance therewith, the Board approved the College’s
bylaws, a copy of which is attached hereto as Exhibit 5, which provides that the College will be
operated exclusively as a non-profit, post-secondary educational institution which will instruct
and train individuals for the purpose of improving and developing their capabilities. In order to
fulfill this purpose, the College will prescribe courses of study, employ and maintain a regular
faculty of professors, instructors and teachers. The College will not discriminate in providing
such educational instruction based on sex, race or religion.

As more particularly described on Schedule G, the College plans to acquire substantially
all of the operating assets, other than real property and certain other excluded assets not used in
the operation of the School (as defined herein), of Dental Directions, Inc. (“DDI”) and Clary
Sage Franchising System, LLC (“*CSFS”, who, together with DDI, are collectively referred to
herein as the “Selling College”), a for-profit, accredited post-secondary educational institution
which was formed in 1995 (the “Acquisition”). The Selling School provides career-focused
educational programs on three different campuses in Tulsa, Oklahoma (collectively, the
“School”) — Community Care College, Oklahoma Technical College and Clary Sage College.
The School offers both degree and non-degree (diploma) programs of study intended to provide
students with the education and training needed for entry-level positions in a variety of career
fields. The School also offer online degree programs in a variety of career fields. The combined
enrollment of the School as of October 30, 2014 was approximately 902.

The College plans to complete the Acquisition by the end of the first quarter in 2015 and
will takeover operating the School immediately thereafter.
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EIN: 47-2654761

Attachment to Form 1023

Page 3

Part V — Compensation and Other Financial Arrangements with Your
Officers, Directors, Trustees, Employees and Independent Contractors

Item 1a — Compensation and Other Financial Arrangements With Directors and Officers

The current officers and directors of the College are:

Name Title

Rose Washington Director,
Secretary/Treasurer

Jack Allen Director & Vice
President

Mark Lewandowski Director & President

Mailing Address

Compensation

NONE

NONE

NONE

It 1s anticipated that the officers and directors of the College after the closing of the Acquisition
described on Schedule G will be:

Mailing Address

Name Title

Rose Washington Director
Jack Allen Director
Mark Lewandowski Director

Teresa L. Knox

Director and Chief
Executive
Officer/Secretary

Kevin Kirk

Director and President

3497179 2

Compensation

$4,000

$4,000

$20,000

$400,000

$202,125




COMMUNITY HIGHERED INSTITUTE

EIN: 47-2654761

Attachment to Form 1023

Page 4

Item 1b — Five Highest Compensated Employees

After the closing of the Acquisition described on Schedule G, the five highest compensated
employees of the College will be:

Teresa L. Knox

Director and Chief
Executive
Officer/Secretary

Kevin Kirk

Director and President

$400,000

Brenda Knox

Human Resources
Manager

$202,125

$111,101

Linda DeWitt Director of Career
Services
John Sullivan Facilities Manager

$79,001

Celia Stall-Meadows

Director of Education

$79,431

3497179 2
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COMMUNITY HIGHERED INSTITUTE

EIN: 47-2654761
Attachment to Form 1023

Page S

Item 1c — Five Highest Compensated Independent Contractors

After the closing of the Acquisition described on Schedule G, the five highest independent

contractors of the College will be the following:

Name of Business

Title

Mailing Address

Hickory House
Properties, LLC

Landlord of College’s
campuses

Apple Inc. Technology
Tulsa County Property Taxes
Treasurer

CommunityCare of
Oklahoma

Health Insurance

Plattform Advertising
Inc.

Google Ads

Compensation

$1,818,369

$463,166

$273,428

$250,459

$244,768

Item 2a — Business Relationships between Officers, Directors or Trustees

Teresa L. Knox, who will serve on the Board after the Acquisition, is the sole shareholder of
DDI and the sole member of CSFS. Ms. Knox also serves as the Chief Executive Officer of

DDIL

After the Acquisition, the officers of the College will be the individuals who currently serve as
the officers of, and hold various employment positions with, the Selling College.

Item 2c — Relationships Between Officers. Directors or Trustees and Independent

Contractors

Teresa Knox and Brenda Knox are sisters.

3497179 2
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EIN: 47-2654761

Attachment to Form 1023
Page 6

Item 3a — List of Qualifications, Hours Worked and Duties of Directors and Employees

Rose Washington, Director

Qualifications: Rose Washington was appointed to the Federal Reserve Bank of Kansas
City’s Board of Directors in 2013. She previously served on the Oklahoma City Branch Board
of Directors since 2010. She is executive director of the Tulsa Economic Development
Corporation (TEDC). TEDC was founded in 1979 to promote and sustain small business growth
in the Tulsa region. As a certified community development financial institution, TEDC has
provided or located more than $150 million to help nearly 300 small businesses start or expand
over the last five years. In 2006, TEDC began doing business as TEDC Creative Capital, and
today, makes or facilitates loans ranging from $5,000 to $10 million, using public and private
funds. The organization recently expanded its portfolio with plans to develop and construct a
17,000 square foot retail center in one of Tulsa’s underserved areas.

Before joining TEDC as executive director in 2001, Ms. Washington was assistant vice
president and director of the University of Southern California’s Division of External Relations.
She was previously special assistant to the dean and director of placement at Jackson State
University School of Business, and was an officer at Trustmark National Bank in Jackson,
Mississippi.

Ms. Washington serves on several committees and is actively involved with the following
boards: BOKF Community Development Corporation, Tulsa Metro Chamber, The Forge
(business incubator), Leadership Oklahoma, and X Out Exclusion! Inc. She is also an original
board member of Urban Innovative Development Corporation, a newly organized not-for-profit
designed to empower disadvantaged youth through entrepreneurship training, financial literacy
and professional development programming. Ms. Washington has been named an SBA
Oklahoma Minority Small Business Champion of the Year.

She holds a bachelor’s degree from Mississippi State University and an MBA from
Mississippi College.

Average hours: 10 volunteer hours per month.
Duties: The duties and responsibilities of a Director as outlined in the attached Articles
and Bylaws of the College.

Jack Allen, Director

Qualifications:  Jack Allen is both a dedicated insurance and risk management
professional and a creative manager who embraces change and business evolution. He is a
staunch advocate of both individual attainment and corporate team building. He is the author of
The Little Red Hen in Corporate America (new lessons from an old fable).

The National Alliance for Insurance Education and Research and Rough Notes magazine
have voted Mr. Allen one of the 25 Most Innovative Agents in the Country. This award is based
on technological leadership, superior relationship-building ability, leadership in education and in
the community, and creativity in solving problems for clients.
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A passionate belief that education can be transformed by both individual and corporate
involvement is central to many of Mr. Allen’s personal and financial commitments. This has led
him to be recognized as a Hero of Education by Great Expectations, an organization that trains
educators to inspire and motivate students.

Further, Mr. Allen is a regular guest speaker at university classes on the topics of
diversity, vision, and management methodology. He has taught in the OSU-Tulsa MBA program
on Contemporary Management, and has been a guest lecturer for the Meinders School of
Business Brown Bag Luncheon Series. Mr. Allen also serves on the Board of Advisors for the
Riata Center of Entrepreneurship.

Mr. Allen is a graduate of Oklahoma State University School of Business, and serves on
the Board of Governors for the OSU Foundation. He was elected to the OSU School of Business
Hall of Fame and the OCU Business School Hall of Fame, and is a member of Sigma Chi
Fraternity.

Mr. Allen began his career in 1970 at The Hartford Insurance Company. He joined CFR
in 1976 and purchased the firm in 1986. While he has assumed many leadership responsibilities,
he continues to work directly with clients to analyze needs and create effective programs.

Under Mr. Allen’s leadership, the firm’s accomplishments include being chosen one of
the Best Places to Work in Oklahoma, and winning a national award from Rough Notes
magazine for Marketing Agency of the Year. In 2013, CFR joined HUB International to broaden
the firm’s capabilities and increase opportunities to serve a broader range of customers.

In 2002, Mr. Allen established the CFR Education Foundation in order to further support
his goal of improving public education. This foundation has made significant contributions to
many education related needs including endowed chairs, scholarships, teacher excellence
awards, building projects, and special educational programs.

Mr. Allen holds the accreditation of Certified Insurance Counselor (CIC). He belongs to
the Independent Insurance Agents Association, has served on the board of the Institute for
Producer Studies and several other insurance company advisory boards.

He was a founding director in Summit Bank of Oklahoma, and currently holds or has
held positions on the boards of Philbrook Museum, The Thoreau Foundation, The Mayo Science
and Technology Foundation, The Tulsa Metro Chamber Joint Committee on Educational
Excellence, Chairperson of The William Booth Society of the Salvation Army, The American
Lung Association and Green Country Boy Scouts. He also serves on the board of the Tulsa
Sports Commission and has served on the editorial advisory board of Rough Notes magazine.

Average hours: 10 volunteer hours per month.

Duties: The duties and responsibilities of a Director as outlined in the attached Articles
and Bylaws of the College.

Mark Lewandowski, Director

Qualifications: Mark Lewandowski is the former CEO of CCK Capital Strategies, the
RSM McGladrey affiliate tax and accounting firm. Prior to CCK, he served as President of
Provider Medical Pharmaceutical, a highly successful boutique PBM. After selling PMP in 2000,
Dr. Lewandowski took on the role as Senior Vice President of Business Development for the
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New York based NMHC. While at NMHC he led the buy side acquisition team and managed the
US sales force. NMHC was honored in 2004 with the distinction of the 6th fastest growing
company on Fortune Magazine’s Fastest Growing list.

Dr. Lewandowski is a consummate entrepreneur, who has founded and sold companies in
the healthcare and service sectors. His unique experience as a buy-side representative and a
selling entrepreneur makes him a balanced and seasoned intermediary.

Dr. Lewandowski holds an MBA in Finance as well as a PhD in Management. His
expertise in ldea Generation and Innovation in modern organizations has led to scholarly
publications, books, and a busy public speaking schedule. In 2008, Dr. Lewandowski became a
Certified Mergers and Acquisitions Advisor (CM&AA) and is active in the Alliance of Mergers
and Acquisitions Advisors.

Dr. Lewandowski was Provost and Dean of Business at Oral Roberts University from
20004-2007.

Average hours: 10 volunteer hours per month.

Duties: The duties and responsibilities of a Director as outlined in the attached Articles
and Bylaws of the College.

The following individuals will also serve as officers and directors of the College after the
Acquisition described on Schedule G:

Teresa L. Knox, Director and Chief Executive Officer/Secretary

Qualifications: Teresa Knox is the CEO of Community Care College, Clary Sage
College, and Oklahoma Technical College which she founded in 1995. She is also the President
of Hickory House Properties, LLC and Clary Sage Franchise System. As a 4th generation
Oklahoma, she has three children and is married. Ms. Knox worked for nearly 10 years before
coming up with the idea of opening a dental assisting school. She believes in the incredible
power of career focused education and wanted to share with others that you don’t have to
settle...that you can get out of your situation, no matter how bad it may seem. “If | was able to
make a change in my life, anyone can do it!”

Because Ms. Knox absolutely deplores drug abuse and how it destroys families, she
founded a business called Knox Laboratory Services, a drug and alcohol testing laboratory. She
sold the business in 1998, but is still a huge proponent of drug testing to maintain a clean and
safe drug-free workplace and college.

Ms. Knox practices both strategic and tactical leadership and is committed to
empowering employees with the authority and tools to make decisions that they feel are in the
best interest of our customers. Chain of command has no significance in her company; but love,
transparency, community, and healthy culture do!

Current Board Seats:

» Governor Appointment: Oklahoma Board of Private Vocational Schools (6 year
term)
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» Oklahoma State University School of Entrepreneurship Advisory Board (3 year
term)

» Senator Mike Mazzei’s Policy Council Member (two terms)

» Booker T. Washington Inspirational Network Advisory Board

» Commerce Bank Oklahoma Advisory Board (NASDAQ: CBSH)

Ms. Knox is a two-time recipient of Tulsa Economic Development Corp’s “Small
Business of the Year” and is a recipient of “Women of Distinction” award. Ms. Knox’s
company has made Inc’s list of the Fastest-Growing Companies in America and is a Crystal Star
recipient for Entrepreneurial Success given by the Tulsa Chamber. Her companies have been
recognized by “Best Places to Work in Oklahoma” and, for six consecutive years, been honored
through "Community Service Honor Roll” given by the President of the United States
acknowledging the generosity of the students and employees of the college. The company was
recently nominated for Community Impact Award granted by Oklahoma Business Ethics
Consortium.

Ms. Knox earned her MBA from Oral Roberts University.

Average hours: 200-320 hours per month.

Duties: The duties and responsibilities of an officer and Director as outlined in the
attached Articles and Bylaws of the College.

Kevin Kirk, Director, Director and President

Qualifications: Kevin Kirk is President of Community Care College, Clary Sage College
and Oklahoma Technical College, where he has served for nearly 12 years. Prior to his current
position, Dr. Kirk worked as a learning performance consultant for IBM. Dr. Kirk was also
employed by the Mayo Clinic as Chair of the Division of Education Services. He also served as
Director of Continuing Education at Utah State University. Dr. Kirk has also been employed by
the University of Phoenix and three public Community Colleges.

With a professional career focused on of helping others achieve success, Dr. Kirk firmly
believes that education opens doors for opportunity and he loves teaching and helping others
achieve their dreams.

Dr. Kirk served as President of the Adult Education Association of Utah and was a Board
member of the Utah Community Education Association and Mountain Plains Adult Education
Association. He also served as the president of the Western Kansas Community College
Consortium. Dr. Kirk was elected as a two-term commissioner with the Accrediting Bureau of
Health Education Schools (ABHES). Dr. Kirk also chaired National Awards Committee for
CCA and APSCU from 2006-2012.

Mx. Knox and Dr. Kirk are two-time recipients of the Tulsa Business and Economic
Development Commission’s “Small Business of the Year Award”.

Dr. Kirk is the father of four children. He holds BS, Master’s and a Doctorate in
Educational Leadership from Brigham Young University. In graduate school, Dr. Kirk was a
recipient of the C.S. Mott Foundation Fellowship as well as being the awardee of the Mountain
Plains Adult Education Scholarship. Dr. Kirk has served as Assistant Scoutmaster and enjoys
golf, fly fishing, hunting, gardening, and playing with his grandchildren.
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Average hours: 200-320 hours per month.
Duties: The duties and responsibilities of an officer and Director as outlined in the
attached Articles and Bylaws of the College.

Brenda Knox, Human Resources Manager

Qualifications:  Ms. Knox has a Bachelor of Science degree in Organization
Management & Ethics, from Oklahoma Wesleyan University, Human Resource Major, and an
Associate of Applied Science in Medical Assisting. Her previous experience includes Medical
and Phlebotomy Instructor for Community Care College, General Manager for Knox Laboratory.

Average hours: 200-320 hours per month.

Duties: The duties and responsibilities of an officer as outlined in the attached Articles
and Bylaws of the College.

Linda DeWitt, Director of Career Services

Qualifications: Ms. DeWitt has over 17 years in Career Education and job placement.
Her previous experience includes Admissions with Community Care College and Career Point
Business School.

Average hours: 200-320 hours per month.

Duties: The duties and responsibilities of an officer as outlined in the attached Articles
and Bylaws of the College.

John Sullivan, Facilities Manager

Qualifications:  Mr. Sullivan has an Associate Degree in Building Construction
Technology from Ferris State University, and a Green Advantage Environmental Certification
with 24 years in the Construction industry. His previous employment includes Cowen
Construction as Construction Project Manager, Vista Construction, Rawlins Construction
Superintendent.

Average hours: 200-320 hours per month.

Duties: The duties and responsibilities of an officer as outlined in the attached Articles
and Bylaws of the College.

Dr. Celia Stall-Meadows, Director of Education

Qualifications:  Dr. Meadows manages all Associate Programs and Career Life
Development foundational courses. She has a Doctorate in Education from Oklahoma State
University. Her previous experience includes Business Technology and Business Administration
Professor with Northeastern State University, Program Director with Indiana Tech College of
Business. Dr. Meadows has over 20 years in higher education including Curriculum
Development and Distance Education.

Average hours: 200-320 hours per month.
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Duties: The duties and responsibilities of an officer as outlined in the attached Articles
and Bylaws of the College.

Item 5a — Conflict of Interest Policy

A copy of the College’s Conflict of Interest Policy is attached hereto as Exhibit 7. The Conflict
of Interest Policy was adopted by the Board by unanimous written consent on November 21,
2014. The Board resolution adopting the Conflict of Interest Policy is attached hereto as Exhibit
8.

Item 6a and b — Non-Fixed Payments for Officers, Directors and Compensated Employees

After the closing of the Acquisition, the compensation committee of the Board (the
“Compensation Committee”) will retain the services of an executive compensation consultant to
advise it with respect to the appropriate amount, if any, of non-fixed payments to be made to
officers and employees of the College, who will be eligible for such payments, the limitations
placed on total compensation and whether such payments are consistent with the compensation
paid by similarly situated tax-exempt organizations. If, after such consultation, the
Compensation Committee believes that such non-fixed payments are appropriate and advisable,
it will implement a plan that incorporates the advise of the consultant and such other terms that it
deems advisable and appropriate taken into consideration all relevant facts and circumstances.
The Compensation Committee will be comprised solely of volunteer, unpaid directors who are
not officers or employees of the College. Members of the Board will not be eligible for non-
fixed payments for services provided in their capacity as a director.

Item 8 — Contracts with Related Parties

As more particularly described on Schedule G, the College will issue promissory notes to fund
the purchase price of the Acquisition. As more particularly described on Schedule G, Ms. Knox
will receive distributions when made from DDI relating to the Seller Notes as a result of her
equity interest in DDI.

Item 9 — Contracts with Related Entities

As more particularly described on Schedule G, after the Acquisition, the College will enter into
real property leases (the “Leases”) with entities in which more than 35% of the outstanding
equity interests are held by Ms. Teresa Knox, a member of the Board and an employee of the
College.
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Part VI — Your Members and Other Individuals
and Organizations that Receive Benefits from You

Item 1a — Services Provided to Individuals

See Narrative Description of Activities, Part IV and Schedule B, Section I.
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Part VIII — Your Specific Activities

Item 4a - Fundraising

Mail, Personal, Email Solicitations and Website Donations — The College’s President and Board
plan to make personal solicitations for donations through face to face meetings, mail and emails
with potential donors as identified by their commitment to the College’s mission and/or by their
history of giving. In addition, the College plans on accepting donations via its website.

Item 4d — States in Which Fundraising is Conducted

The College will conduct its fundraising efforts only in the State of Oklahoma, the jurisdiction in
which it has campuses.

Item 10 — Intellectual Property

The College will own copyrights, licenses and trademarks relating to the Selling College after
the closing of the Acquisition described on Schedule G.

The Selling College will transfer numerous curriculum and computer software licenses under the
contracts granting such licenses that will be assumed by the College. These licenses are essential
to the operation of the College.

In addition, the Selling College will transfer numerous unregistered copyrights for catalogs,
manuals and other literature to the College.

The College will have common law intellectual property rights to the names “Community Care
College”, “Clary Sage College”, “Oklahoma Technical College” and “Clary Sage Salon & Spa”.
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Part I X — Financial Data
The College was originally formed on October 31, 2014. The entity has had no activity since its
formation, and will have no activity until the closing of the Acquisition. As such, Part IX has
been prepared with projections for the tax year beginning March 31, 2015 and for the 2
succeeding tax years.

Part A. Statement of Revenues and Expenses, ltem 7

2014 2015 2016 2017
Miscellaneous 0 $110,347.06 $114,760.95 $119,351.38
Interest Income 0 $28,241.61 $29,371.28 $30,546.13
TOTAL LINE 7 0 $138,588.67 $144,132.22 $149,897.51

Part A. Statement of Revenues and Expenses, Item 9

2014 2015 2016 2017
Gross Receipts from Tuition 0 $18,933,521.67 $22,474,631.59 $26,077,870.81
Books, Kits & Fees 0 $2,879,054.88 $2,994,217.07 $3,113,985.76
Service Income 0 $606,111.81 $630,356.29 $655,570.54
Retail Sales 0 $55,980.86 $58,220.09 $60,548.90
Less: Earnings Adjustment 0 ($95,047.93) ($98,849.85)  ($102,803.84)
TOTAL LINE9 0 $22,379,621.29  $26,058,575.20 $29,805,172.16
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Part A. Statement of Revenues and Expenses, Item 23

2014 2015 2016 2017

Books, Kits & Fees 0 $826,694.32  $958,965.41 $1,112,399.87
Program Costs/Supplies 0 $508,220.87  $589,536.20 $683,862.00
License, Accreditation 0 $30,814.75 $35,745.11 $41,464.33
Clinic/Shop Accessories 0 $5,465.81 $6,340.34 $7,354.80
Student Services/Activities 0 $70,630.55 $81,931.44 $95,040.47
LRC Expenses 0 $14,147.55 $16,411.16 $19,036.94
Use Tax Expenses 0 $36,104.33 $41,881.03 $48,581.99
Advertising & Marketing 0  $2,026,638.90 $2,358,243.67 $2,695,956.27
Equipment Repairs & 0

Maintenance $23,870.08 $27,689.29 $32,119.58
Auto Expense $9,114.73 $10,573.09 $12,264.78
Telephone & DSL $94,982.44 $110,179.63 $127,808.38
Postage & Delivery $19,885.30 $23,066.95 $26,757.66
Credit Card/Terminal Fees $34,789.16 $40,355.43 $46,812.30
Travel & Entertainment $13,121.74 $15,221.22 $17,656.62
Contributions $53,967.47 $62,602.27 $72,618.63
Miscellaneous ($4,573.19) ($5,304.90) ($6,153.69)
Bad Debt Expense $1,558,310.96 $1,807,640.71 $2,096,863.22

O OO OO0 OoOOoOo

TOTAL LINE 23 $5,322,185.77 $6,181,078.04 $7,130,444.14

The College was originally formed on October 31, 2014. The entity has had no activity since its
formation, and will have no activity until the closing of the Acquisition. As such, Part IX, B, has
been prepared as of the anticipated date of Closing (March 31, 2015):

Part B. Balance Sheet, ltem 8

Depreciable and Depletable Assets:
Property and Equipment $2,000,000
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Part B. Balance Sheet, Item 10

Other Assets:
Goodwill $24,000,000

Part B. Balance Sheet, ltem 14

Mortgages and Notes Payable:
Seller Promissory Notes $29,000,000
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Schedule B — Schools, Colleges & Universities
SECTION I: Items 1a, 1b, 3

As more particularly described on Schedule G, the College plans to acquire substantially all of
the assets of the Selling College. The Selling College’s degree and diploma programs offer
career-based technical training that can prepare students for entry-level positions in fields like
medical assisting, business, cosmetology, electronics and dental assisting. The Selling College
offers more than 25 programs in specialty areas that are in demand by today’s employers.
Copies of the brochures distributed by the Selling College to describe its programs are enclosed
as Exhibits 9, 10 and 11. The College’s Student Manual is enclosed as Exhibit 12.

The Selling College currently has three campuses in Tulsa, Tulsa County, Oklahoma.
Approximately 43% of the Selling College’s students are minorities and, as such, the Selling
College is providing education and job opportunities to a significant number of minorities and
their communities.

Community Care College offers the following programs:
Accounting specialist
Business administration
Dental assistant

Early childhood education
Fitness and health trainer
Health care administration
Message therapist

Medical assistant

Medical coding and billing
Paralegal studies
Pharmacy technician
Surgical technology
Veterinary assisting

Clary Sage College offers the following programs:
Barber school

Cosmetology

Esthetics

Fashion design

Interior design

Makeup artistry

Massage therapy
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e Nail technology
e Hair braiding
e Master instructor

Oklahoma Technical College offers the following programs:
e Automotive technology
e Barber school
e Diesel technology
e Heatand air
e Welding technology
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SECTION I

Item 1: The College’s racially nondiscriminatory policy can be found in Article FIFTH of the
Certificate of Incorporation. A copy of the College’s Certificate of Incorporation is enclosed as
Exhibit 4.

Item 2: Copies of the School’s Nondiscrimination Policy, as published in the College Catalog on
page 5 and on the School’s website (www.collegesooner.com/wp-
content/uploads/2014/10/NonDiscriminate-Policy.pdf) are enclosed as Exhibit 13 and 14,
respectively.

Item 3: On October 31, 2014, the College has published the following Notice of
Nondiscriminatory Policy as to Students in Tulsa World, a newspaper of general circulation that
serves all racial segments of the community in Tulsa, Oklahoma, where the campuses are
located. A copy of the notice is enclosed as Exhibit 15. In addition, the nondiscrimination
policy is published on its webpage (www.collegesooner.com/consumer-information/).

NOTICE OF NONDISCRIMINATORY POLICY AS TO STUDENTS

Community HigherEd Institute admits students of any race, color, national and
ethnic origin to all the rights, privileges, programs and activities generally
accorded or made available to students at the school. It does not discriminate on
the basis of race, color, national and ethnic origin in administration of its
educational policies, admissions policies, scholarship and loan programs and
athletic and other school-administered programs.

This ad placement is to satisfy Section 501(c)(3) of the Internal Revenue Code
requiring a Notice of Nondiscriminatory Policy as to Students. Community
HigherEd Institute has adopted nondiscrimination policies which may be broader
than this requirement.

Item 5: The Selling College admits students weekly, monthly and quarterly, depending on the
type of program. Consequently, it has non traditional semesters, with three different academic
years: (i) Term Type A: 24 credits/30 weeks = 15 week term; (ii) Term Type B: 24 credits/32
Weeks = 16 week term; and (iii) Term Type C: 24 Credits/36 weeks = 18 week term. Therefore,
the table was completed based upon the student body, faculty and administrative staff as of the
end of the Selling College’s current academic year (June 30, 2014).
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Item 7a: The following is a list of the College’s incorporators, founders, board members and
donors of land or buildings, whether individuals or organizations:

Name Title

Rose Washington Incorporator & Director
Jack Allen Incorporator & Director
Mark Lewandowski Incorporator & Director
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Schedule G - Successors to Other Organizations

Items 1a, 1b, 2b, 2e

As described in Part 1V above, since its incorporation, the College has not conducted any
activities nor received any contributions, earned any income or incurred any expenses. As a
result of the Acquisition, the College will take over the activities and assets of the Selling
College, an S corporation for federal income tax purposes, more particularly described on Part
IV above.

The Board has retained Curzon, Cumbey & Kunkel, PLLC, an independent financial advisor, to
advise it with respect to the fair market value of the assets to be acquired from the Selling
College. A draft of the valuation report prepared by Curzon, Cumbey & Kunkel, PLLC is
enclosed as Exhibit 16. The Board has also retained KW Commercial, an independent real
estate broker, to advise it with respect to the fairness, from a financial point of view, of the
Leases (as defined in Item 8 of this Schedule G), and to provide the Board with an opinion to
such affect prior to the closing of the Acquisition. A copy of the valuation report prepared by
KW Commercial is enclosed as Exhibit 17.

The Board has retained Ritzert to negotiate a definitive asset purchase agreement in accordance
with the terms and conditions contained within the Letter of Intent entered into between the
College and the Selling College on January 13, 2015, as described below. The Board and Ritzert
have begun their due diligence review of the Selling College and anticipate that an acquisition
agreement can be finalized and signed within the next thirty (30) days. The tentative closing
date for the Acquisition is March 31, 2015.

The letter of intent (the “Letter of Intent”), attached hereto as Exhibit 18, provides that the
College will acquire all of the assets, other than certain excluded assets not used in the operation
of the School, free and clear of all liens, restrictions and non-ordinary course liabilities and
encumbrances, in exchange for a purchase price of approximately $29,000,000, less any
adjustment described below (the “Purchase Price”). The Purchase Price will be adjusted based
on the final valuation report of Curzon, Cumbey & Kunkel, PLLC (see Exhibit 16). The
Purchase Price will be paid by a subordinated, secured promissory note in the amount of
$29,000,000, with interest, on mutually agreeable payment terms. (the “Seller Note”). The
Purchase Price will be adjusted in an amount equal to the Selling College’s outstanding ordinary
course liabilities on the closing date.

The timing and the amount of the repayment of the Seller Note is based upon a fixed formula and
there is no discretion exercised by any person with respect to the amount to be paid. Pursuant to
the formula, no payments will be made on the Seller Note until the annual amount of the
Reserve, as described below, is funded. The College will use revenue from operations to
amortize the Seller Note and otherwise fund the working capital needs of the College.

21

3497179 2



COMMUNITY HIGHERED INSTITUTE
EIN: 47-2654761

Attachment to Form 1023

Page 22

Notwithstanding the foregoing, the Letter of Intent is not a binding obligation of the College or
the Selling College and may be terminated unilaterally by either party.

The College will maintain an annual reserve of (i) $250,000 for capital expenditures each year
and (ii) a working capital reserve equal to $1,000,000 (the “Reserve”).

It is contemplated that the College will retain substantially all of the current officers and
employees after the Acquisition is completed and that the operations will continue in
substantially the same manner as currently conducted by the Selling College.

Ms. Knox, the sole shareholder of DDI and the sole member of CSFS, decided that, after almost
20 years of operating the intuitions operated by the Selling College, she wanted to sell the
School. After considering all of the options and reviewing what had transpired when sales of
similar companies are made to for-profit buyers, it was determined that (i) it would benefit the
students attending the School and (ii) enhance the ability of the School to continue to operate
indefinitely so they could continue to serve the segment of the population which comprised its
students if the School operated as a nonprofit institution. In addition, many of the non-equity
employees have worked for the School for a number of years and a sale to a for-profit entity
could result in the loss of their jobs or result in a change in operations that would be detrimental
to them and the students they serve. The sole shareholder wanted to lessen the impact a sale
could have on the employees and students. The students will benefit by access to grants and
scholarships that are only available to students attending nonprofit institutions. Many of the
regulations that necessitate tuition increases and increase the cost of operations only apply to for-
profit institutions. Since these regulations would no longer apply, the need to increase tuition
costs in the future could be lessened. In addition, other cost savings could be realized from the
sale which could also hold down tuition costs. Over time, the School will be able to offer more
scholarships to its students as well.

Revenue Ruling 76-91 provides an example of a charitable organization claiming exemption
under 8 501(c)(3) of the Internal Revenue Code which purchased assets from a related taxable
entity when such assets are directly and substantially related to the purchasing organization’s
exempt purpose. Revenue Ruling 76-91 further demonstrates that the purchase of goodwill and
other intangible assets by a nonprofit organization from a for-profit organization is acceptable
when the value of such assets have been established by an independent appraiser.

In Rev. Rul. 76-91, the Service analyzed a situation in which a non-profit hospital (which was
created by the owners of the for-profit hospital) purchased assets from such for-profit hospital.
Even though related parties were on both sides of the transaction, the Service found that there
was no private inurement because the purchase price of the tangible assets was based on an
independent appraisal. Appropriately, the value of the intangible assets was determined
subsequent to the valuation of the tangible assets by utilizing the capitalization of excess
earnings formula set forth in Rev. Rul. 68-609. The Service found the valuations to result in a
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reasonable selling price for the hospital, and thus the transaction did not result in inurement to
any of the insiders.

Item 4

The sole shareholder, officer and director of DDI is Teresa L. Knox. The sole member of CSFS
is Teresa L. Knox. Her address is 4752 114" Street, Tulsa, Oklahoma 74145.

Item 5: After the closing of the Acquisition, the officers listed above will become the officers of
the College. In addition, DDI will designate Teresa L. Knox and Kevin Kirk to the Board.

The current management of the Selling College will continue on as the management of the
College. The College will enter into an employment agreement with Teresa L. Knox. A copy of
the form for the employment agreements for management employees is attached hereto as
Exhibit 19.

The College will engage an outside compensation expert to determine the appropriate level of
compensation to be paid to Ms. Knox under any employment agreement.

Item 6a, 6¢: In connection with the Acquisition, the College will purchase substantially all of the
assets of the Selling College. A list of the Selling College’s assets as of December 31, 2014, and
the Selling College’s audited financial statements as of December 31, 2013, are attached hereto
as Exhibit 20. As described in Items 1a, 1b, 2b and 2e above, the fair market value of the assets
will be established by independent, third-party appraisals and fairness opinions of the College’s
financial advisors. A purchase agreement for the Acquisition has not been agreed upon as of the
date of this filing.

Note that the financial statements list the Selling College’s assets at their historical book value
and not their current fair market value. As described in Items 1a, 1b, 2b and 2e above, the fair
market value of the assets has been established by Curzon, Cumbey & Kunkel, PLLC, an
independent, third-party appraiser engaged by the Board (see Exhibit 16 for the current fair
market value of such assets). A draft of the purchase price allocation report prepared by Curzon,
Cumbey & Kunkel, PLLC is enclosed as Exhibit 21. A purchase agreement for the Acquisition
has not been agreed upon as of the date of this filing.
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Item 7: The College anticipates assuming the following liabilities of the Selling College:
(a) trade and accounts payables and other disclosed liabilities incurred in the ordinary course of
business; (b) payroll and sales taxes payable incurred in the ordinary course of business;
(c) vacation pay, sick leave and other accrued employee compensation and benefits, whether or
not accrued in accordance with U.S. Generally Accepted Accounting Principles consistently
applied; (d) obligations to students under enrollment agreements including but not limited to
student refund and return of Title IV student aid and other student refund obligations;
(e) obligations arising under assigned contracts; and (f) employee benefit plans including, but not
limited to, 401(k) plan (including investment management and third party administration
contracts), cafeteria plan, group health insurance plan, group life insurance plan, dental insurance
plan, vision insurance plan, accidental death and dismemberment insurance plan, long term
disability insurance plan, short term disability plans, supplemental term life insurance plan,
supplemental accidental death and dismemberment insurance plan and employee assistance
program.

Item 8: The College leases the real property used by it to operate the School. These leases are
with Hickory House Properties, LLC, an entity that is wholly owned and controlled by Teresa L.
Knox (the “Leases™). As part of the Acquisition, the College will either assume the Leases or
enter into new leases for any lease deemed to contain non-market rents by independent real
estate appraisers. Copies of the Leases are enclosed as Exhibit 22.
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Schedule H — Organizations Providing Scholarships, Fellowships, Educational
Loans or Other Educational Grants to Individuals and Private Foundations
Requesting Advance Approval of Individual Grant Procedures

SECTION |

Item 1a, 1b: The School offers Federal Pell Grants as well as Subsidized, Unsubsidized and
PLUS loans through the Title 1V program for those who qualify. See Exhibit 23 for more
information on federal assistance available to students.

Private loans are available through the School. Loans provided by the School are typically no
interest loans. The terms are flexible, depending on the student’s schedule and length of
program. Most loans are 8-12 months.

Private loans are available through TFC Credit. The interest rate is typically 2%, with varying
terms. Most of these loans are 8-12 months in length, with the first payment due within 30 days
of the signed contract.

Private loans are available through Energy One Credit Union. These loans are credit based with
denial or approval, as well as the amount approved, determined by Energy One and their lending
criteria. The average interest rates on these loans is around 10% (but it varies per student,
depending on credit and income). Repayment on these loans usually starts 6 months after the
end of the student’s program. These loans are typically 12 months per $1,000 borrowed, with
the maximum term being 120 months.

The School offers the following scholarships, which are more fully described on Addendum D of
the College Catalog (see Exhibit 12).

e High School Graduation Scholarship — $1000
o Criteria: Applicant must enroll and start within 60 days of graduating from High
School.
0 Deadline: October 1 of each year.

e GED Recipient Scholarship — $1000
o Criteria: Applicant must enroll and start within 60 days of passing the GED exam.
0 Deadline: Within 30 days of receiving GED

e Job Loss Scholarship — $1000
o Criteria: Applicant must show proof of employment benefits due to being laid off.
o0 Deadline: Within 30 days of being laid off
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America Adult Skills Education Program - $1,000

o] Criteria: Applicant must be enrolling in a participating college, meet eligibility
requirements of the college, be a U.S. citizen or permanent resident, be at least
19 years of age and have a high school diploma, GED or pass an Ability to
Benefit test, not be a previous recipient of any other Imagine America
Foundation scholarships/awards, complete the NCCTEducational Success
Potential Assessment

o] Deadline: Offered 12 months per year to be identified prior to enrollment

Alumni Scholarship - $1,000
o] Criteria: Applicant must have successfully graduated from a program at
Community Care College, Clary Sage College, or Oklahoma Technical
College, or successfully complete a Headcrack course.
o] Deadline: Offered 12 months per year to be identified prior to enrollment

Military Spouse Scholarship - $1000
o] Criteria: Applicant must show proof of marriage to a current member of the
US Military.
o] Deadline: Offered 12 months per year to be identified prior to enroliment

55 and Over Scholarship - $1,000
o] Criteria: Applicant must show proof of being 55 years old or older.
o] Deadline: No deadline

Paid in Full Discount — 20% off total tuition of any program.

o] Criteria: Applicant must pay all tuition and fees related to the program up front
to receive the discount.
o] Deadline: No deadline

Special Needs Scholarship - $2,500
o] Criteria: Available to applicants who are victims of unexpected and
devastating life events such as Tornado, Hurricane, Earthquake, etc. Approval
by Scholarship Advisory Committee required.
o] Deadline: Offered 12 months per year to be identified prior to enroliment

Veteran Discount — 10% off total tuition of any program.
o] Criteria: Applicant must show proof of status as a retired veteran of a US
military service branch.
o] Deadline: No deadline

Partners In Education - up to a maximum of 25% discount to be applied toward tuition.
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o] Criteria: The applicant must have an established agreement between the
organization and the institution.
o] Deadline: Offered 12 months per year to be identified prior to enrollment

All applications are submitted to the Admissions Department. Institutional scholarships have no
cash redemption value. Students are only eligible to qualify for one Institutional scholarship. If
an institutional scholarship creates a credit balance on the student account, the amount of the
institutional scholarship will be reduced to cover only the amount owed as covered on the
enrollment agreement.

Financial aid information is publicized on page 13 of the College Catalogue (see Exhibit 12).
Internal scholarships are listed as Addendum D to the College Catalogue (see Exhibit 12).
Additionally said information IS listed on each campus
website www.communitycarecollege.edu, www.clarysagecollege.com andwww.oklahomatechni
calcollege.com. Moreover the information is publicized on our consumer information
page www.collegesooner.com

Item 1c: See 1a, 1b, above.

Item 1d, e: The School’s scholarships are published in the College Catalog (see Exhibit 12), as
well as on the School’s website.

Item 1f: See 1a, 1b, above.

Item 2: All financial plans, regardless of what type of grant, loans, scholarships or cash payment,
are kept in maintained for seven years. At Community Care College, the files are in a secure fire
safe room (fire walls) with some fire rated cabinets. At Clary Sage College, the files are
maintained in a secure room with fire rated cabinets. At Oklahoma Technical College, the files
are maintained in a secure room with fire rated cabinets.

Item 3: Eligibility requirements for the School’s scholarships are set forth in Addendum D of
the College Catalog (see Exhibit 12).

Item 4a: The applicant must have a High School Diploma or GED. In addition, the Scholarship
Advisory Committee reviews the following:

e Personal interview with college official

e Admissions Essay

e Recommendation by Admissions Representative
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In addition to the above requirements, the following apply to Surgical Technologist applicants as
well:
e Three Letters of Reference
e Pass O’Connor Dexterity Test at 390 seconds or less for women and 405 seconds or
less for men
e Personal interview with Surgical Technologist Faculty Member

The College does not recognize standardized pre-enrollment exams, such as Ability-to-Benefit,
in lieu of a high school diploma or General Education Diploma (GED) for admissions
requirements.

The College reserves the right to evaluate and document special cases and to refuse admission if
the College determines that the applicant is a threat or a potential danger to the College
community or if such refusal is considered to be in the best interest of the College. Cases may
include but are not limited to felons, sex offenders, etc. Students whose admission is revoked
after enrollment must be given due process.

In order to adhere to the Institutional Mission Statement, be respectful of the taxpayer dollar, and
to discourage perpetual borrowing; the following additional requirement has been implemented
to protect the student, the institution and the community at large:
e If a student has previously attended other post-secondary institutions, the College may
require an official transcript or letter of good standing from each institution attended
whether they completed/graduated or not.

On some occasions a prospective student and/or returning students required to set with the
(re)enrollment committee. Said committee consists of:

e College President,

e Registrar, Program Department Head

e When warranted additional personal maybe include such as but not limited to

o Director of Career Services, and Student Accounts.

Item 4b: There is no limit on the number of scholarships granted annually.

Item 4c: The School’s scholarships are described on Addendum D of the College Catalog (see
Exhibit 12).

Item_4d: Eligibility requirements are set forth on Addendum D of the College Catalog (see
Exhibit 12).
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Item 5: The following are the procedures the College has established for supervising
scholarships and loans:

3497179 2

Award Letter — The FAO (financial aid officer) will also create an award letter indicating
the Cost of Attendance and amounts and types of aid to be awarded. All 3rd party, VA,
scholarships, tuition waivers, and projected crossover grant amounts should be included
on the award letter to ensure that the student is not over awarded. The FAO will also need
to enter the student’s EFC, dependency status, PLUS loan denial status, housing status
per ISIR, academic year status, and number of weeks and credits.

Students are emailed a copy of their confirmed award letter which is based off of their
signed estimated method of payment. Students, who request additional COA information,
may be given the school version of the award letter. Once the student begins attending
class, the financial aid office will verify all documentation and confirm the school version
award letter.

The COA living expense components are pro-rated according to the number of weeks the
student is anticipated to complete the projected number of credits in the academic year.
For instance, if the award letter is for 24 credits/30 weeks, the pro-ration will occur for
7.5 months. If the award letter is for 5 credits and 5 weeks, the COA will be pro-rated for
1.25 months (5 weeks/4 weeks in a month = 1.25). This is to ensure that the Pell COA is
used to prevent over-awarding of aid.

The amount of tuition on the award letter should be calculated based on a projected
number of credits to be completed in the academic year. The kits, fees, online fees, and
books are charged in the first academic year. If the student has transfer credits, the
amount of tuition may be less than what is indicated on the enrollment agreement. The
tuition credit will be adjusted to the students’ ledger by the accounting office once the
transfer credit has been confirmed.

Transportation amounts are not included in the COA for online students.

The award letter will not allow the user to save or confirm it if over-awarding of need
based funds exists (per COA-EFC) or non-need funds exists (COA-all aid). The user will
be asked to make a revision in order to save the award letter.

PLUS Loan Acknowledgment — Parents who borrow a FFEL loan are not required to give
affirmative confirmation. However, parents who borrow a PLUS loan through the Direct
Loan program must provide confirmation before the FAO can originate and process the
loan. Parents can sign the Estimate or Award Letter to provide acknowledgement.

Loan Entrance Interview — The entrance interview is required for those students who
wish to borrow federal student loans and is performed by the FAO during packaging.
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Students also complete and sign a paper loan entrance counseling form which is kept in
their financial aid file. Online students are emailed a copy of the form and required to
return via mail, email or fax as well. (Parents are not required to complete an Entrance
Interview in order to obtain a PLUS loan.)

In addition to the student completing the interview, the FAO should verbally remind
students about the Direct Loan rebate, ability to apply for deferment and forbearance,
minimum monthly payment due, difference between types of loans available, interest
rate, and consequences of defaulting.

Direct Loan Promissory Note — students and parents who wish to borrow a federal
student loan are required to complete a master promissory note (mpn). Students and
parents are required to complete the promissory note online.. Students and parents who
need help completing the mpn can come to the FAO office for assistance. The FAO will
ensure that a copy of the main page is printed to be placed in the student’s file.
Additionally, the FAQ is to type the references into Transcript on the References tab of
the Funding Award screen. These will be used later for default management purposes.
Students receive a copy of their Borrower Rights and Responsibilities when they
complete the mpn.

Prorating Aid — if the student’s program is shorter than an academic year or the
remaining period of the student’s program is shorter than academic year, the amount of
the student’s aid must be pro-rated.

For nonstandard term programs, as previously discussed, Pell is calculated according the
length of the term and the number of credits scheduled.

For clock hour programs shorter than an academic year, calculate the lesser percentage of
credits in the program/number of clock hours in the academic year or number of weeks in
the program/number of weeks in the academic year. Use that percentage to determine
both the Grant and Loan aid to be awarded.

Example: Esthetician program is 20 weeks and 600 clock hours. A payment period is 10
weeks and 300 clock hours.. Susan has a zero EFC in the 11/12 award year and is
independent.To calculate her grant and loans, we need to first determine which of the
two, the smaller percentage is:

20 weeks in the program = 66% 600 clock hours in the program = 66%

30 weeks in ac year 900 clock hours in the ac year

Once the smaller percentage is determined, the calculation can be applied and aid
awarded, remembering not to exceed cost of attendance:
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$5550 (max. scheduled award) x 10/30 (66%) = $1850 Pell eligibility for the first
payment period of 300 clock hours in the program.

$3500 sub loan x 20/30 (66%) = $2333.00

$6000 unsub loan x 20/30 (66%) = $4000.00

Remaining period of program — prorate the grant payment by the lesser of the fractions as
explained above. The quickest a student will earn a credit is at a rate of one credit per
week. Therefore, if using weeks to complete a pro-ration calculation: at a rate of 1 credit
earned per week for residential courses, use the number of weeks that a full time student
would complete the credit hours in your calculation (1 per week). If the remaining period
is equal to or less than the length of the payment period, the grant is disbursed in two
installments. The second half of the grant can be disbursed upon verifying eligibility and
provided that the student has completed half the credits and half the weeks in the
payment period.

Remaining period of non-term and nonstandard term programs — prorate the loans by the
credit hours in the payment period divided by the number of credits in the academic year.
If the remaining period is equal to or less than the length of the payment period, the loan
must be disbursed in two installments. The second half of the loan can be disbursed upon
verifying eligibility and provided that the student has completed half the credits and half
the weeks in the payment period.

Rounding awards — for Pell, CCC awarded Pell to include the cents prior to March 2010.
Student loans are rounded down to the nearest dollar to avoid over-awarding.

Item 6: The Scholarship Advisory Committee is comprised of Registrar, Director of Financial
Aid, and College President. The Scholarship Advisory Committee is a diverse and strategically
assembled team of talented and caring professionals who represent various scholarship types as
well as the academic programs offered at the colleges. Committee members provide feedback
and insight into how scholarship eligible students approach enrollment and the culture of the
colleges. Additionally, committee members may participate in a variety of recruitment events
and activities, be featured in various forms of communication, and serve as idea generators for
future events, initiatives, new scholarship types, scholarship opportunities, and processes.

The duties and responsibilities of the Scholarship Advisory Committee include:

3497179 2

Review scholarship applications as needed

Insure Scholarships are clearly and accurately listed in College Catalog Addenda
Issue written reports to CEO recommending exceptions when the come up

Advise the CEO in establishing new scholarships, PIE Agreements and/or modifying
scholarship criteria and other elements of the scholarship program

Assume such other functions as deemed necessary by the CEO
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The current Scholarship Advisory Committee members are:

Teresa Knox, CEO

Sarah Mohler, Director of Compliance

Tawni Edwards, Director of Admissions

Linda DeWitt, Director of Career Services

Brandy Williams, Student Accounts Manager

Karissa Marcangeli, Director of Financial Aid

SheMell Meggett, Career and Life Development/Student Engagement Department Head

Item 7: If an applicant meets the pre-requisites, then he or she will qualify for the scholarship.
The program is open to anyone, including relatives of the Scholarship Advisory Committee,
officers and directors.

32

3497179 2



© N o o

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

21.
22.
23.

3497179 2

COMMUNITY HIGHERED INSTITUTE
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EXHIBITS

Form 2848, Power of Attorney and Declaration of Representative
Expedite Request

Application for Recognition of Exemption (Form 1023), including Schedule B, Schedule
G and Schedule H

Certificate of Incorporation (filed with the Oklahoma Secretary of State on October 31,
2014)

Bylaws
Attachments to Form 1023
Conflict of Interest Policy

Resolution of the Board of Directors dated November 21, 2014, adopting the Conflict of
Interest Policy

Community Care College Brochure

Clary Sage College Brochure

Oklahoma Technical College Brochure

Student Manual

College Catalog

Nondiscrimination Policy

Documentation of Nondiscriminatory Policy for Schools as required by Schedule B
Draft of Curzon, Cumbey & Kunkel, PLLC Valuation
Opinion of KW Commercial

Letter of Intent

Employment Agreement Form for Teresa L. Knox

Excerpt of the Selling College’s Balance Sheet as of December 31, 2014, and the Selling
College’s Audited Financial Statements as of December 31, 2013

Draft of Purchase Price Allocation
Leases
Assistance Available from Federal Programs



COMMUNITY HIGHERED INSTITUTE

CONFLICT OF INTEREST PoLiIcy

This Conflict of Interest Policy governs the activities of the Board of Directors and each
manager, principal officer, senior staff person or member of a committee with governing board-
delegated powers (each such person, a “ Manager ”) of Community HigherED Institute
(“CHEI”) . (*CHEI”). Questions about this policy should be directed to the President/CEO or
the Chairperson of the Board of Directors of CHEL. It is the duty of all Managers to be aware of
this policy, and to identify conflicts of interest and situations that may result in the appearance of
a conflict and to disclose those situations/conflicts/or potential conflicts to (a) the employee’s
supervisor, (b) the President/CEO, (c) the Chairperson of the Board, or (d) other designated
person, as appropriate. This policy provides guidelines for identifying conflicts, disclosing
conflicts, and procedures to be followed to assist CHEI in management of conflicts of interest
and situations that may result in the appearance of a conflict. This policy is intended to
supplement but not replace any applicable state and federal laws governing conflict of interest
applicable to nonprofit and charitable organizations.

1. What is a Conflict of Interest? A conflict of interest arises when a Manager has a
personal or financial interest that conflicts, directly or indirectly, through business,
investment or family with interests of CHEI or arise in situations where a Manager has
divided loyalties (also known as a ‘duality of interest’). The former can result in
situations that result in inappropriate financial gain to persons in authority at CHEI which
can lead to financial penalties and violations of IRS regulations. Similarly, situations or
transactions arising out of a conflict of interest can result in either inappropriate financial
gain or the appearance of a lack of integrity in CHEI’s decision-making process. Both
results are damaging to CHEI and are to be avoided.

Financial interests include: (a) an ownership or investment interest in any entity with
which CHEI has a transaction or arrangement; (b) a compensation arrangement (which
includes direct and indirect remuneration as well as gifts or favors that are not
insubstantial) with CHEI or with any entity or individual with which CHEI has a
transaction or arrangement; or (c) a potential ownership or investment interest in, or
compensation arrangement with, any entity or individual with which CHEI is negotiating
a transaction or arrangement.

e Example #1: A person in a position of authority over CHEI may benefit financially from
a transaction between CHEI and a Manager; or others closely associated with the
Manager may be affected financially. Family members, or their businesses, or other
persons or the businesses of persons with whom the Manager is closely associated, could
benefit from similar transactions.

o Example #2: A conflict of interest could be a direct or indirect financial interest such as
those described above, or a personal interest such as the situation where a Board member

1507796.1
4835-1310-3367.3



COMMUNITY HIGHERED INSTITUTE
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of CHEI is also a Board member of another nonprofit or for-profit entity in the
community with which CHEI collaborates or conducts business.

Who Might Be Affected By This Policy? Typically persons who are affected by a
conflict of interest policy are the Managers. In some cases, a major donor could also be
in a conflict situation. CHEI takes a broad view of conflicts and Managers are urged to
think of how a situation/transaction would appear to outside parties when identifying
conflicts or possible conflicts of interest.

Disclosure of Conflicts. Managers will disclose and promptly update any disclosures
previously made on a Conflict Disclosure Form provided by CHEI that requests them to
identify their interests that could give rise to conflicts of interest, such as a list of family
Managers, substantial business or investment holdings, and other transactions or
affiliations with businesses and other organizations or those of family members as well as
other nonprofit organizations.

Managers are also urged to disclose conflicts as they arise as well as to disclose those
situations that are evolving that may result in a conflict of interest. Advance disclosure
must occur so that a determination may be made as to the appropriate plan of action to
manage the conflict. Staff Managers should disclose to their supervisor or the
President/CEO and Board members should disclose to the Chairperson of the Board as
soon as the person with the conflict is aware of the conflict/potential conflict or
appearance of a conflict exists.

Violations of the Conflict of Interest Policy. If the Board has reasonable cause to
believe a Manager has failed to disclose actual or possible conflicts of interest, it shall
inform the Manager of the basis for such belief and afford the Manager an opportunity to
explain the alleged failure to disclose.

If, after hearing the Manager’s response and after making further investigation as
warranted by the circumstances, the Board determines the Manager has failed to
disclose an actual or possible conflict of interest, it shall take appropriate disciplinary
and corrective action.

Procedures to Manage Conflicts. For each interest disclosed, the full Board, or the
President/CEO or the Chairperson of the Board, as appropriate, will determine whether
CHEI should: (a) take no action or (b) disclose the situation more broadly and invite
discussion/resolution by the full Board of what action to take, or (c) refrain from taking
action and otherwise avoid the conflict. In most cases, the broadest disclosure possible is
advisable so that decision-makers can make informed decisions that are in the best
interests of CHEL.

e When the conflict involves a decision-maker, the person with the conflict (“interested
party’): (a) must fully disclose the conflict to all other decision-makers; (b) may not
be involved in the decision of what action to take but may serve as a resource to

2
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6.

provide other decision-makers with needed information in the form of a presentation
at the Board meeting. After the presentation, he/she shall leave the meeting during
the discussion of, and the vote on, the transaction or arrangement involving the
possible conflict of interest.

In all cases, decisions involving a conflict will be made only by disinterested persons.

The Chairperson of the Board or shall, if appropriate, appoint a disinterested person
or committee to investigate alternatives to the proposed transaction or arrangement.

After exercising due diligence, the Board shall determine whether CHEI can obtain
with reasonable efforts a more advantageous transaction or arrangement from a
person or entity that would not give rise to a conflict of interest.

If a more advantageous transaction or arrangement is not reasonably possible under
circumstances not producing a conflict of interest, the Board shall determine by a
majority vote of the disinterested directors whether the transaction or arrangement is
in CHEI’s best interest, for its own benefit, and whether it is fair and reasonable. In
conformity with the above determination it shall make its decision as to whether to
enter into the transaction or arrangement.

The fact that a conflict was managed and its outcome will be documented in the
minutes of the Board meetings if the conflict was related to a Board member, and
reported by the President/CEO of CHEI to the Board or Chair of the Board if the
conflict was related to a staff Manager.

Compensation. A voting Member of the Board who receives compensation, directly
or indirectly, from CHEI for services is precluded from voting on matters pertaining to

that Memeber’s compensation.

No voting Memeber of the Board whose jurisdiction includes compensation matters
and who receives compensation, directly or indirectly, from CHEI, either individually or

collectively, is prohibited from providing compensation information.

7.
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Annual Statements. Each Manager shall annually sign a statement which affirms such
person:

Has received a copy of the conflicts of interest policy;
Has read and understands the policy;

Has agreed to comply with the policy; and
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(d) Understands that CHEI is a charitable organization and in order to maintain
its federal tax exemption it must engage primarily in activities which accomplish one or
more of its tax-exempt purposes.

Transaction Review. The Chairperson of the Board and/or the President/CEO of
CHEI will monitor and review proposed or ongoing transactions of CHEI (e.g., contracts

with vendors and collaborations with third parties) for conflicts of interest and disclose them to
the Board and staff, as appropriate, whether discovered before or after the transaction has
occurred. These disclosures shall, at a minimum, include the following subjects:

1507796 1

@ The names of the persons who disclosed or otherwise were found to have a
financial interest in connection with an actual or possible conflict of interest, the nature of
the financial interest, any action taken to determine whether a conflict of interest was
present, and the Board’s decision as to whether a conflict of interest in fact existed; and

(b) The names of the persons who were present for discussions and votes relating to
the transaction or arrangement, the content of the discussion, including any alternatives to
the proposed transaction or arrangement, and a record of any votes taken in connection
with the proceedings.
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CONFLICT OF INTEREST DISCLOSURE FORM

The undersigned, as a director, manager, principal, officer, senior staff or member of a
committee with governing board-delegated powers of CHEI Colleges, Inc. (“CHEI™),
acknowledges that:

1.

2.

3.

4.

he or she has received a copy of CHEI’s Conflict of Interest Policy (the “Policy”);
he or she has read and understands the Policy;
he or she has agreed to comply with the Policy;

he or she understands CHEI is charitable and, in order to maintain its federal tax

exemption, it must engage primarily in activities which accomplish one or more of its tax-
exempt purposes; and

5.

the following on-going relationships and interests may present a conflict of

interest (disclosures should address current affiliations, as well as past affiliations for the prior
two years, and should include all of the following: the undersigned’s employer, all corporations
(nonprofit and for-profit) of which the undersigned is a board member or officer, and the names
of such of the undersigned’s family members or business affiliates or any other relationships the
undersigned has which the undersigned believes may present a potential conflict):

Name:

Title:

Signature:

Date:

1507796 1
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Minutes of Organizational Meeting of Board of Directors
of
COMMUNITY HIGHERED INSTITUTE
The first meeting of the Board of Directors of Community HigherEd Institute was held at
Tulsa, Oklahoma, on November 21st, 2014, pursuant to waiver of notice and consent, evidenced
by the signatures of each of the Directors at the conclusion of these minutes.
All of the Directors were present.
Upon motion duly made, seconded and unanimously adopted, all actions taken at éuch
meeting were approved and ratified by the Board of Directors.
A chairperson and secretary of the Board of Directors were elected as follows:
Chairman Mark Lewandowski
Secretary Rose Washington
A set of bylaws prepared by legal counsel for the corporation was presented. Upon
motion duly made and seconded, the following resollition was unanimously adopted:
“RESOLVED, that the bylaws presented to this meeting are hereby
approved, adopted and ordered to be inserted in the minute book of the
corporation.”
The chairperson called fori.the nomination of officers. Thereupon, the following persons
were nominated and elected unanimously to serve as officers of the corporation until their

successors may be duly elected and qualified:

Name Office -

Mark Lewandowski President

1509876.1



Jack Allen Vice President

Rose Washington Secretary/Treasurer
Thereupon, the following resolution was unanimously adopted:

“RESOLVED that the president of this corporation be, and he hereby is,
authorized to designate a bank in which to deposit any funds of the corporation.

| The chairperson then presented to the meeting the question of taking

advantage of the provisions of § 501(c)(3), et. seq. of the Internal Revenue Code
of 1986, as amended (non-profit revenue exemption), and the comparable
provisions under the Oklahoma income tax laws. The chairperson explained that
unless all of the Directors of the corporation consent in writing to the election to
be taxed as a non-profit corporation, the corporation cannot be treated as a non-
profit corporation for income tax purposes. After full discussion, and upon
motion duly made and seconded, the following resolution was unanimously
adopted:

“RESOLVED that the corporation take advantage of the provisions of
§ 501(c)(3) et. seq. of the Internal Revénue .Code of 1986, as amended, and,
exemptions from taxation under the laws of the State of Oklahoma subject to the
unanimous consent of all of the Directors of the corporation; that the officers of
the corporation be, and they hereby are, authorized to perform such acts and to
execute such documents as are necessary to effectuate the federal and state
elections.”
A Conflicts of Interest Policy was present for review. Afier a general consensus was

reached and upon motion duly made and scconded, the following resolution was passed by

unanimous vote;

1509876.1



“RESOLVED, that the Conflicts of Interest policy presented to this
meeting is hereby approved, adopted and ordered to be inserted in the minute
book of the corporation.”

The Directors discussed that the corporation was formed for the purpose of making
an acquisition of a post-secondary institution doing business as Community Care College, Clary
Sage College and Oklahoma Technical College in the city of Tulsa Oklahoma (collectively
“Community College”). The Directors determined that it would continue to need the lcgal
counsel and valuation experts that had been advising the incorporators during the pre-
incorporation process and upon incorporation. The Directors also discussed that the Chairman
should be authorized to lead the valuation and negotiation process for the corporation in its
efforts to acquire Community College and then report to the full board his recommendations for
the consideration by the full Board. After a general consensus was reached and upon motion duly

made and seconded, the following resolutions were passed by unanimous vote:

“ RESOLVED, that the Chairman of the corporation is authorized to conduct preliminary
negotiations for the acquisition by the corporation Community Care College, Clary Sage
College and Oklahoma Technical College in the city of Tulsa, Oklahoma and to consult
with the legal counsel and valuation experts retained by the corporation in connection
with the contemplate acquisition .

“BE IT FURTHER RESOLVED, that the Chairman is authorized to negotiate and
execute retainer agreements and any other related documents required to retain Ritzert
&Leyton PC to continue to serve as legal counsel ahd CCK Strategies to provide

valuation and related services to the corporation.”
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There being no further business, the meeting was adjourned. -y
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With our affiliations and approvals, our students are eligible for
important certifications and licensures and have an education to
be proud of:

Accredited by the Accrediting Council for Independent Colleges
and Schools, Accrediting Bureau of Health Education Schools
(Medical Assisting) and Commission on Accreditation of Allied
Health Education Programs (CAAHEP) (Surgical Technology)

Licensed by the Oklahoma Board of Private Vocational Schools

Approved training site by Workforce Oklahoma,
Veterans Administration, Bureau of Indian Affairs,
and Vocational Rehabilitation (VocRehab)

Accredited member of the Better Business Bureau
Member of the Association of Private Sector Colleges and Universities
Tulsa Chamber Member

Multi-year recipient of Presidential Community Service Honor Roll
Disclosures regarding the College’s programs related to consumer

ion/gainful employment are provided for each eligible program at
.collegesooner.com/consumer-information/

www.CommunityCareCollege.edu



"Everyone at CCC pays attention to me no matter
what | require. | attended another college and
was looked at as a student ID number... not as

a person with individual needs.”

WHAT OUR STUDENTS
ARE SAYING:

“Going to school at night made it possible for
me to keep my job during the day. Mow | own
my own Massage clinic!”

"With the skills that Ross Ashcraft and the other
Massage Therapy staff taught me, | passed the national

) | certification with flying colors.
“Career services gave me four job leads! | had

official offers from three of them. Linda Dewitt
is the best!”



IF YOU’RE LOOKING FOR A CAR
WE HAVE WHAT YOU NEED.

Certifications

Job Placement

Financial Aid*

Student Support Services
Career and Life Development
Hands-on Training

Weekly Starts™*

*available to those who qualify

**available in most residential diploma programs

M ey e

www.CommunityCareCollege.edu
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From the moment you step into our beautiful, 66,000 square foot facility,
you know this is where you belong. Our full-time, on-site instructors are
caring and dedicated to helping you reach your career goals.

Our goal is to prepare you to meet tomorrow'’s challenges today!

Hands-on, career-focused programs offered at Community Care College
prepare graduates to succeed in the field of their choice.

Community Care College offers various Diploma, Online and Associate
Degrees in the following disciplines:

Business Administration Medical Assisting

Dental Assisting Medical Billing and Coding
Early Childhood Education Pharmacy Technology
Fitness and Health Trainer Surgical Technology

Health Care Administration Veterinary Assisting
Massage Therapy Paralegal Studies



"W COMMUNITY CARE

CHOBI S ESETE

4242 S.Sheridan
Tulsa, OK 74145

918 610 0027

@CommCareCollege

communitycarecollege

www.CommunityCareCollege.edu




CLARY SAGE

G ORESSENESSGRSE

3131'S. Sheridan - 4 Tulsa, OK 74145

918.298.8200

www.ClarySageCollege.com




MAT RIX

PARTNERSHIP SCHOOL

COSMETOLOGY

The Basic Cosmetology program will prepare you to acquire a cosmetology license through the
State Board of Cosmetology. You'll learn hair design, permanent waving, hair shaping, hair
care, hair coloring and lightening, chemical relaxing, thermal pressing, manicuring and
pedicuring, as well as skin care and make up. You'll also learn the fundamentals of spa, salon,
retail and client management.

ESTHETICS

The Esthetics program offers an industry-leading education in all areas related to skin care. As a
licensed esthetician you are able to perform facials, waxings, chemical peels, microdermabrasion,
body treatments and makeup applications. At Clary Sage College, you will receive an in-depth
education on the physiological and histological structures of the skin, as well as providing superior
client care. The program will provide you with the experience essential to succeed at a spa, salon
or medical spa.

MAKEUP ARTISTRY

The Makeup Artistry program lays the groundwork for a stimulating and artistic career path. With
a focus on the strong tactile skills, exceptional professionalism and superior customer service skills
required of a professional makeup artist, you will be trained in all aspects the industry, from
high-definition to stage. Through the program, you will also be taught fundamentals of hair design
and be eligible to become a licensed Cosmetician.

Lic. By OBPVS, Accredited by ACICS, Financial Aid Available to Those Who Qualify

FASHION DESIGN INTERIOR DESIGN

Are you creative, artistic and imaginative?
As the demand for Interior Designers increases,
those qualities will help propel your career.
Interior Designers possess the knowledge to use
their creative skills in developing interior spaces by
addressing functionality, safety and quality through
research and aesthetic vision. Utilization of
technological components combined with practical
training and excellent instruction will provide you
with the knowledge, skills and experience
necessary to meet the rigors and demands
of entry-level positions in the fast-
paced interior design industry,

The demand for talented and ambitious Fashion
Designers is greater now more than ever. [t is the
goal of this program to deliver a quality education
in Fashion Design refiective of industry standards.
The program is designed to prepare you with the
knowledge, skills and experience necessary to
enter the fashion industry. Utilization of a high-
tech/high-touch approach to Fashion Design
education combined with first-rate curriculum
and excellent instruction provides you with the
competency to successfully meet the

demand of a highly complex and

competitive industry.

/
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/ ' www.ClarySageCollege.com
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NAIL TECHNOLOGY

The Nail Technology program combines theory and
laboratory experiences to provide you with the skills
necessary to acquire a license by the State Board
of Cosmetology as a Nail Technician. You'll learn
manicuring and pedicuring, nail repair, artifi cial nail
application and nail art, as well as Salon Development.

MASTER INSTRUCTOR

Do you have a solid background in Cosmetology, Esthetics or Nail Technology?
Do you want to share this knowledge with others? Consider enrolling in the
Master Instructor program at Clary Sage College. In this program, you will
learn teaching strategies, classroom strategies, classroom management, school
management, State Board of Cosmetology compliance and record keeping.

_ Disclosures regarding the College's programs related to consumer information/gainful employment are provided

for each eligible program at http://www.collegesooner.com/consumer-information/
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A PROMISING FUTURE

According to the National Bureau of Labor Statistics:

* Employment for automotive service technicians and mechanics is expected to increase
between 2010 and 2020 as the field adds a large number of new jobs - over 124,000 over
the decade.

o Welding graduates have little difficulty finding work since many welding employers report
difficulty finding trained welders to fill open positions.

® Opportunities in diesel will continue to grow, with better opportunities available to those
who have strong technical skills and have completed formal postsecondary education.

*The job outlook for HVAC/R is excellent, with a 34% growth rate expected between 2010
and 2020 compared to a 14% growth reported for all US jobs.

® An increasing population calls for a greater demand for basic hair-care and other services
offered by trained barbers.

OTC offers a full service Career Services team devoted to assisting students and recent
graduates in obtaining entry-level opportunities in their industries. As a student, you will be
educated in:

® Resume writing

® Interviewing skills

® Entry-level position availability

® Career assistance

® Job search techniques

® Job skills

® Salary information and budget preparation

If you're looking for a new career, we
have what you need

BARBER
BARBER INSTRUCTOR
AUTOMOTIVE MECHANICS
AUTOMOTIVE TECHNOLOGY
AUTOMOTIVE TECHNOLOGY/LIGHT DIESEL
WELDING TECHNOLOGY
DIESEL TECHNOLOGY
HVAC+REFRIGERATION

« LICENSED BY OBPVS

* ACCREDITED BY ACICS & NATEF

o CAREER ASSISTANCE

« TOOL/EQUIPMENT PROGRAMS

* CERTIFICATIONS

« STUDENT SUPPORT SERVICES

« HANDS-ON TRAINING

« MEMBER OF AMERICAN WELDING SOCIETY

o LICENSED BY THE STATE DEPARTMENT OF HEALTH

“The number one reason I would recommend OTC is the
instructors, they are phenomendl. They sSpend as much time with
you as you need them Zo. 7773}/ Zalk you Z‘/7roa5/7 Z‘////ng and /73/;
you with whadever you need.” ~Adar

" There are a lot of job apportunties, I can work in numerous
Shops here in Chis area, or I can ge anyeofiere else orki.

Sstructural and other construction jobs wsing my welding skills. I
JUST depends on where you wart 2o go and what you wart Zo do. My
education ewith O7TC he/pea/ 5ez‘ re Lhere’ — A oa/ney

4444 South Sheridan ® Tulsa, Oklahoma 74145 * 918.895.7500
www.OklahomaTechnicalCollege.com

A OKLAHOMA

TECHNICAL
COLLEGE

AUTOMOTIVE
DIESEL
WELDING
BARBER
HVAC/R

4444 South Sheridan ® Tulsa, Oklahoma 74145 * 918.895.7500
www.OklahomaTechnicalCollege.com



OMOTIVE

What does it take to become a mechanic? Education is paramount.
Mechanics must be knowledgeable in a wide variety of areas
from tools to troubleshooting. Oklahoma Technical College’s
Automotive Mechanic program prepares skilled mechanics to work
in the automotive industry. Our program will prepare you to pursue
Automotive Service Excellence (ASE) certification in three areas:
Brakes, suspension and steering, and engine repair.

The Automotive Technologydiploma or Associate of Occupational
Science (AOS) degree program will prepare you to excel in
the automotive industry. Graduates are prepared to obtain
Automotive Service Excellence (ASE) certification in all eight
performance areas: Brakes, suspension and steering, engine
repair, electrical systems, engine performance, automatic
transmission and transaxle, heating and air conditioning, and
manual drive train and axles.

The Automotive Technology/Light Diesel diploma and Associate
of Occupational Science (AOS) degree programs prepare skilled
technicians to work in the Automotive and Diesel industries.
As a graduate, you will be prepared to pursue Automotive
Service Excellence (ASE) certification, with standards set forth
by National Automotive Technicians Education Foundation
(NATEF) in all eight performance areas and truck technology.

L

e CERTIEIED

4

www.OklahomaTechnicalCollege.com

DIESEL TECHNOLOGY

The Diesel Technology program
combines theory with hands-on
training designed to stimulate
the work environment and
prepares you to inspect,
diagnose, and conduct failure
analysis and preventative
maintenance inspections. You
will gain knowledge in the areas
of electronic circuits, cooling
systems, truck brake systems,
steering and drive trains,
hydraulics, torque, converters,
and alignment.

For students interested in
owning or managing a business,
the Associate of Occupational
Science (AOS) degree

program combines business
operations management,
communications, leadership
and entrepreneurship with the
diesel technology knowledge.

WELDING TECHNOLOGY

The Welding Technology diploma
or Associate of Occupational
Science (AOS) degree program
will prepare you for an entry
level position in the high-demand
industry of welding and metal
fabricating. You will receive
instruction in pipe, oxy-fuel
welding, brazing and cutting,
shielded metal arc (stick), gas
metal arc (MIG), and gas tungsten
arc (TIG) welding of sheet metal,
plate, and structural shapes.

BARBERING

_s.

BARBER 4 .

Do you desire to work in a field that values both artistic expression and skilled
execution? Consider barbering, a rapidly growing field that combines modern cutting,
styling and shaving techniques with a longstanding tradition of precision and
craftsmanship. Upon graduation, you will be prepared to take the Oklahoma State
Department of Health Barber Exam to become a licensed barber in Oklahoma.

BARBER INSTRUCTOR

Already got the skills? Consider sharing the wealth! OTC’s Barber Instructor program
is designed to teach skilled barbers how to instruct students through classroom
facilitation, teaching methodologies, lecture and laboratory instruction. Classes

will cover laws, rules and regulations administered by the State Board of Health,

as well as other information essential to the college instruction environment like
student retention and grading. This program will prepare you for the Oklahoma State
Department of Health Barber Instructor’s Exam.

HVAC/R F‘

The Heating, Ventilation, Air Conditioning and
Refrigeration (HVAC/R) program combines theory
with extensive practical hands-on training designed
to stimulate actual work environments and prepare
you to diagnose, repair and maintain common HVAC/R
electrical and mechanical systems. Through this
program, you will also learn CFC refrigerants, indoor
air quality requirements and use of computerized
building controls. Those desiring to pursu:
management roles after graduation or who wish to
start their own business can enhance thei wledge
by adding an Associate of Occupational S e (AOS)
Degree with an emphasis in business operations
management, communication, leadership and"
entrepreneurship.

www.0klahomaTechnicalCollege.com
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Campus Culture

VISION

Our vision is to be the

paradigm of for-profit education,
most admired for its services,
outcomes, and public approval.

MISSION STATEMENT

The mission of the College is to provide students
with the necessary academic, vocational and inter-
personal skills required for successful employment
and lifelong learning in a rapidly changing and
technologically oriented global society.

CORE VALUES ————

Put students first.

Play to win.

Deliver service to our community.
Pursue growth and learning.

Honor God.
Have fun and be healthy.

Core Values
Honor God: Live in a way that pleases God in all parts of life--thoughts, actions, words, and relationships and do so with honesty, integrity, character,
empathy and passion.

Put Students First:The College is devoted to exceeding student expectations by providing a valuable experience from the moment he or she inquires
through securing employment. Exceptional standards of service will never be compromised and is the driving force behind the College’s continued success.

Have Fun and Be Healthy: The company offers corporate health initiatives but also promotes a work environment that fosters mental, emotional, and
spiritual wellness in employee-friendly and fun surroundings.

Deliver Service to Our Community: We are committed to taking responsibility for the impact our business has on society by practicing behaviors that
promote accountability through corporate social responsibility initiatives and honest corporate citizenship including investing in our communities, adhering
to C.A.R.E.S., and practicing the highest ethical standards.

Play to Win: The company practices a culture that is playing to win both competitive advantage and market share in a way that rewards courage and
expects creative thinking, innovative problem solving, and high impact results each day from our team.

Pursue Growth and Learning: With a steadfast commitment to performance excellence, the college requires professional development, personal
progression and continuing education to ensure the staff and faculty are acquiring new skills, testing their capabilities, and stretching themselves in order to
deliver exceptional value to our stakeholders.







Prepare Yourself Academically
In order to succeed academically, there are a few things that you'’ll need to do before you begin
classes:

» Create a study area at home. Studying in the same place and at the same time every day con-
ditions your brain to automatically get into “learning mode” and reduces the amount of time you
spend getting mentally prepared to study.

» Prepare your friends and family for a big change in schedule and priorities. Now that you are
going to school, you'll need to be protective of your class time and study time. Let them know
your schedule and that you will not be reachable during class times except for emergencies.

» Consider reducing your time spent on non-essential obligations while you're in school.You've
just added a 15-30 hours/week commitment to your life. It's possible that something else must
go to be successful.

Prepare Yourself Financially

For most people, going to school is financially challenging; both because of the reduction in hours
at work and the student loans that most students acquire to complete college. However, many stu-
dents have successfully used their time in school to improve their financial situation, by focusing
on increasing their financial literacy.

Here are some things you can do right now, and throughout your time in school, to maximize your
income and establish good habits for the future:

» Reduce your debt, and begin practicing good money management by establishing a budget
and balancing your checkbook regularly.

» Open a savings account and begin making regular deposits. Small deposits add up to large
amounts over time.

» Use credit cards wisely...if you are unable to make more than the minimum payments on your
credit cards, stop charging to them until you can easily pay off your balance each month.

» Begin to observe the difference between a want and a need. You may be working few hours (or
none at all) while going to school. With less income, you need to reduce expenses too or you'll
find yourself in a financial hole when you graduate.

» Know your student loans. How much are you borrowing, and when will you start making pay-
ments? If you don’t know the answers to these questions, talk to a financial aid representative.

Prepare Yourself Technologically
Internet access and intermediate computer skills are a requirement to complete an academic pro-
gram at the College. Here are some things you may want to do to prepare yourself technologically:

» If you don’t have one already, create an email account that the College can use to contact you.
There are many free email account services available to you. Visit www.yahoo.com or www.
gmail.com to get started.

» Check your email regularly for schedule updates and other important communications from the
College.

» Check your email account name for professionalism. Imagine putting PartyGirl@yahoo.com
at the top of your resume. What would a potential employer think? Start using a professional

email address now.
& - PAGE 8
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» If you change your email address while enrolled, be sure to let your instructor know so that the
school’s records can be updated.

» Make sure that you have regular access to a computer with Microsoft Office programs installed
(Microsoft Word, Microsoft Excel, and Microsoft Powerpoint).

» There are some plug-ins you’ll want to install to make sure that your computer can open cer-
tain types of important electronic documents and websites. These plug-ins are free and take
less than five minutes to download in most cases. Follow the links below to download these
programs:

Install Latest Version of Adobe Reader

Install Latest Version of Adobe Flash Player
Install Latest Version of Real Player

Your First Class — Career and Life Development
Career and Life Development teaches the foundational skills required for success as a student
and professional. The three primary areas of focus are: High Performance Skills including time
management, learning styles, and study skills; Mobile Technologies that are applied to personal
branding and the workplace; and Financial Literacy focusing on managing debt, personal budget-
ing, and saving for the future. In addition, professionalism and career-building skills are discussed.

MyCourseConnection.com

If you are an on-ground student, you will access many of your assignments and other class activi-
ties through a website called MyCourseConnection.com.

When you access MyCourseConnection.com, you'’ll be able to click on the course you’re cur-
rently taking and access assignments, videos, animations, pictures, diagrams, discussion boards,
and other activities to help you study what you learn in class. You'll also be able to access your
grades, and communicate with your instructor and classmates.

MyCourseConnection.com also offers a “Student Services” page that allows you to access com-
munity resources such as transportation, housing, childcare, and other helpful information.

Finally, you can also access all of the campus departments from MyCourseConnection.com. You
may visit the Financial Aid page to get information about your student loans or make a tuition pay-
ment online. The Career Services page in MyCourseConnection will provide information about
resume building, interviewing, and job placement...even after you graduate!

c & 7C PAGE 9
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Dress Code

All students are a representative of the college. The students are preparing to enter a service pro-
fession and become a professional. There are three major characteristics of any true professional.
First, professionals have a strong knowledge base — they know what they are doing. Secondly,
professionals follow a strict code of conduct that sets them apart from others. Finally, professionals
adhere to a code of appearance and hygiene.

The purpose of the dress code policy is to prepare students to join the ranks of their chosen pro-
fession through the practice of professional appearance and hygiene. The dress code is an en-
hancement of professional development and helps the College adhere to safety standards. Please
adhere to this dress code while on campus or when representing your profession and college at
off-site functions such as field trips or community service events. Online students are exempt
from the dress code. All students receive temporary business cards upon enrollment. These cards
should be considered part of the dress code, as students should have them available at all times.

Community Care College

Required:

» College-issued polo shirt with a choice of pants or jeans (scrub pants are acceptable).

» Medical Assisting, Veterinary Assisting, Surgical Technology, and Dental Assisting may
also choose to wear a College-issued full scrub set, provided at the beginning of the program.

» Individual programs may have additional dress requirements during laboratory training.

Restrictions:

» The wearing of jewelry is limited to promote a safe environment. No large hoop or long dan-
gling earrings are permitted at any time. Students may wear a conservative bracelet or watch
with a second hand on each wrist and a ring on each hand. In a lab setting, students may wear
a wedding band, a watch with a second hand, and stud earrings (unless prohibited by the prac-
tice of sterile procedures.)

» Long hair (hair which touches the back of the collar should be pulled back at all times.)

» No hats, head coverings, or head scarves are allowed in public areas. In labs, appropriate
medical head coverings will be worn.

» No open-toed shoes may be worn.

Should there be a reasonable chance of exposure to blood or other potentially infectious body
fluids, the College, at no cost to the student, will provide personal protection equipment.

Clary Sage College

Required:

» Students are required to wear the designated black or white Clary Sage smock with solid black,
white or grey top or any Clary Sage t-shirt.

» Solid black must be worn from the waist down. Jeans are prohibited except on designated
jeans days.

* Inlieu of a smock, Fashion and Interior Design Students are required to wear the designated
Clary Sage T-shirt with professional dress attire. All dress will project an image of fashion, pro-
fessionalism, and good taste

» All clothes must be clean and pressed and free of stains.

» No sweatsuits, sweatpants, exercise pants, short shorts, Bermuda shorts, bib overalls. Yoga

pants are acceptable.
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» No clothing that is in poor condition or torn

» No clothing with foul language or obscene images

» All dress will project an image of fashion, professionalism and good taste

» No student should be attired in such a manner as to be distracting to classmates or clients

» All female students must wear a bra

» Shoes must be clean and in good repair. Sneakers are allowed as long as they are appropriate
with the outfit. No open toed shoes. No exceptions for this is a Cosmetology Board require-
ment. All students in programs licensed under the OSBC must wear shoes with heels lower
than 1.

« All students must be ready for class with hair and makeup reflective of the profession. Hats are
prohibited.

» If worn, false eyelashes must be well-maintained

« Hair must be professionally cut, styled, shampooed and conditioned to reflect the profession.

» Nails must be well cared for if worn natural or any of the following: acrylic, manicured, and or
polished (any color). Chipped or peeling polish is prohibited and must be removed.

» Perfume is acceptable but not required

» Deodorant is a must

Oklahoma Technical College

Required:

» The uniform for the Automotive Technology, Welding, HVAC/R, and Diesel Technology pro-
grams consists of: uniform shirt, black solid color pants, professional close-toed work style
boots or shoes. The uniform shirt must be worn buttoned with the exception of the top button or
shap. Shirt tails and t-shirts must be tucked into the pants. A work coverall is acceptable in the
shop area only

» Welding students have a specific dress code when working in the shop. Please see the course
syllabus

» Barber dress code is black solid color pants or jeans, closed toe shoes, white shirt, and clean
black smock or vest

» Personal cleanliness must be observed and maintained at all times

» Absolutely no jewelry worn in the shop

Restrictions:

» Long hair (hair which touches the back of the collar) should be pulled back at all times. Weld-
ers with long hair will need to tuck it into a hat as a safety precaution

Student IDs

Identification Badges will be provided for students and are to be worn visibly every day; all field
trips, in-service activities, activities off campus and at externship sites. Additionally, these badg-
es entitle students to discounts at many participating businesses such as movie theaters
and some restaurants. Replacement Identification badges are $5.00 each and can be obtained at
the front desk.
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Parking Permit

Each campus is equipped with on site parking. At CCC, Parking is permitted in the front, south
and west parking lots. Students are not allowed to park in spaces designated with “re-
served” or “visitors” signs. At Community Care College, overflow parking is available at Oklahoma
Technical College. The parking lot is patrolled by a security guard, and surveillance cameras scan
the area both day and night.

Parking permits will be issued during your first week of school and must be displayed in the car
at all times while on campus. Replacement permits are $10.00 each and can be obtained at the
front desk.

Parking Maps

OT1C CCC

Front | Front

For Students
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Tobacco Free Campus

The College is a tobacco-free facility. The College recognizes the need to create and maintain an
environmental quality which sustains and enhances the general health and well-being of its faculty,
staff, students, and visitors. All tobacco products, including smokeless tobacco and any non-to-
bacco products designed to emulate tobacco products, are strictly prohibited on campus property.
This includes the parking lot, vehicles parked on College property, and all surrounding areas. The
College operates according to a strict “three strikes” policy. First Strike: Verbal warning, Second
Strike: Written Warning, Third Strike: Expulsion.

The Library

Staff Contact
Kathy Wills
(918) 610-0027 ext 2118 kwills@communitycarecollege.edu

General Rules

The primary purpose of the Library is to serve the learning resource needs of students, faculty,

and staff. Each campus contains resources applicable to your field, and many additional digital
resources are available at MyCourseConnection.com. Here are general guidelines to follow
when using any of the computer labs or Library resources on campus:

» Sign-in when you arrive and sign-out when you depart

» Always use Germ-X before and after you use the computers

» Do not bring food or drink into the Library or computer labs

» Do not talk on your cell phone while in the computer labs or you may be asked to leave
» Keep noise levels to a minimum while in the computer labs

» Lost and found items are turned in to the front desk at each campus

+ Remember your digital media/storage devices when you leave

» Scratch paper is available next to the sign-in sheets

» Return resource materials to their proper location

» Leave workstations neat

» Persons not affiliated with the college are not permitted to use the Library

General Policies

» All current students, faculty, and staff of the College have access to Library collections with full
borrowing privileges. Loan periods, borrowing privileges and other policies are designed to give
users fair and convenient access to resource center materials.

» Astudent ID card is required to reserve and check out materials.

» Privileges vary according to borrower status and are granted subject to continued adherence to
the established resource center regulations.

» Borrowers are responsible for all transactions made on their borrower’s account and are sub-
ject to payment of the full replacement cost of all lost or damaged materials.

» Borrowing privileges are suspended while charges are outstanding. Transcripts and/or excess
funds payments will be withheld until the student’s record is cleared of outstanding charg-

es.
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Locations

Community Care College:

Books are available in the Library located in the computer lab. Periodicals are available in the
reading room in the student lounge.

Clary Sage College:
Books and periodicals are available in the library located on the second floor of the building. Re-
sources are also available in the Library at Community Care College located in the computer lab.

Oklahoma Technical College:

Books and periodicals are available in the computer lab at OTC and may be checked out through
the front desk. Resources are also available in the Library at Community Care College located in
the computer lab.

Library Books

A student ID card is required to reserve and check out library materials. Students may check out
up to three books for one week at a time. Renewals are offered one week at a time and may be
accomplished by contacting Library/designated staff by phone, email, or in person. Students may
check out books during normal hours of operation.

Electronic Media Loans
Students may utilize electronic media on campus. Videos and/or computer discs may be used for
two hours at a time and must be used in the Library.

Digital Resources
All digital resources are accessible at www.MyCourseConnection.com

Tutoring
Additional computer help and tutoring is available upon request. If you have any questions or need
assistance, please contact dist_ MCC_support@communitycarecollege.edu.

Damaged or Lost Library Materials

If materials are lost or returned to the Library damaged to the extent that they are unsuitable for
the collection, the student must pay the replacement cost or replace the damaged/lost item (it
must be an exact duplicate or a later edition if available.). When this occurs, a notice of applicable
charges will show up on the student account.

Printer

The Library allows students to print at the CCC campus. The user id is your student ID#
and the password is your first name with the first letter capitalized.

Example: User ID: 5555001 Password: Bryan

Your paper account has 350 sheets; additional sheets are .05 each. You may add paper to your

account at the front desk. The front desk will notify Library staff, and the paper will be added to
your account. The printer system will notify students when their account balance is running low.
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Computers:

Logon information

ID = Student ID Number

Password = Student First Name ( First letter in name capitalized, i.e. Jane)
Domain = CCC

The computers shut down every evening. When the computers shut down, any informa-
tion you have stored on the computer will be erased. A portable storage device is highly
recommended.

Barracuda is our web browsing filter, and it will not permit students to visit certain sites
such as shopping sites, stock trading sites, and adult related materials. Library staff do not
have the ability to unblock any site for students. If students are unable to visit a website
indicated by an instructor, please notify them.

Students may use the computers during normal hours of operation. Occasionally, the Li-
brary will be used for a special class or testing and will be closed. Signs will be posted and
typically an announcement will be made.

Internet Access:

The Internet has added a valuable dimension to conducting student research, and stu-
dents will have access to a variety of internet and computer resources. Below are the
guidelines for Internet usage at the College:

Disclaimer

The internet is a worldwide network containing millions of pages of information.
Students are cautioned that many of these pages include offensive, sexually explicit, and
inappropriate material. In general, it is difficult to avoid at least some contact with this
material while using the Internet. Even innocuous search requests may lead to sites with
highly offensive content. Students accessing the Internet do so at their own risk and the
College is not responsible for material viewed or downloaded by users from the Internet.
To minimize these risks, your use of the Internet at the College is governed by the
following policy:

Permitted Use of Internet and Company Computer Network

The computer network is the property of the College and may only be used for
legitimate instruction purposes. Users are provided access to the computer network to
assist them in their training at the College. Additionally, students have also been provided
with access to the Internet through the computer network. All students have a responsibil-
ity to use the College’'s computer resources and the Internet in a professional, law-
ful, and ethical manner. Abuse of the computer network or the Internet may result in disci-
plinary action, including possible suspension, and civil and/or criminal liability.
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Computers Network Prohibited Uses

Without prior written permission from the College, the computer network may not be used
to disseminate, view, or store commercial or personal advertisements, solicita-
tions, promotions, destructive code, political material, pornographic text or images, or any
other unauthorized materials. Students may not use the College’s internet connection

to download games or other entertainment software (including screen savers) or to play
games over the Internet. Additionally, students may not use the computer network to dis-
play, store, or send (by email or any other form of electronic communication such as bulle-
tin boards, chat rooms, etc.) material that is fraudulent, harassing, embarrassing, sexually
explicit, profane, obscene, intimidating, defamatory or otherwise inappropriate or unlawful.

Students may not illegally copy material protected under copyright law or make that mate-
rial available to others for copying. Students are responsible for complying with copyright
law and applicable licenses that may apply to software, files, graphics, documents,
messages, and other material you wish to download or copy. Students may not agree to a
license or download any material for which a registration fee is charged without first obtain-
ing the express written permission of the College.

Accessing the Internet

To ensure the security of the network and to avoid the spread of viruses, students access-
ing the Internet through a computer attached to the College network must do so through an
approved Internet firewall or other security device. Bypassing the College computer net-
work security by accessing the Internet directly by modem or other means is strictly prohib-
ited.

Virus Detection

Users should never download files from the Internet, accept email attachments from out-
siders, or use disks from outside sources without first scanning the material with College-
approved virus checking software. If students suspect that a virus has been introduced to
the College network, they should notify College staff immediately.

No Expectation of Privacy

Students are given access to computers and the Internet to assist them in their learn-

ing curriculum. Students should have no expectation of privacy in anything they create,
store, send, or receive using the College’s computer equipment. The computer network

is the property of the College and may be used only for instructional purposes. Students
expressly waive any right of privacy in anything they create, store, send, or receive using
the College computer equipment or network. Students consent to allow the College per-
sonnel to access all materials created, stored, sent, or received by the student through any
College computer, network, or internet connection. Additionally, the College has the right
to monitor and log any and all aspects of its computer system, including, but not limited

to, monitoring Internet sites visited by students, monitoring chat and newsgroups, monitor-
ing file downloads, and all communication sent and received by users. Furthermore, the
College has the right to utilize software that makes it possible to identify and block
access to Internet sites containing sexually explicit or other material deemed inappropriate

in the workplace. P
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Additional Resources

Tulsa City-County Library
Herman & Kate Kaiser Library

www.tulsalibrary.org
5202 South Hudson Avenue Suite B

Tulsa, OK 74135
*Free library card if you work, live or attend school in Tulsa county!
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Administration

Dr. Kevin Kirk is the President of Community Care College, Clary Sage College, and Okla-
homa Technical College. Clary Sage College and Oklahoma Technical College have Cam-
pus Directors at their locations.

Financial Aid

Financial Aid helps enrolling students determine what kinds of financial assistance they are
eligible for when enrolling. Throughout a student’s enroliment, Financial Aid will monitor a
student’s progress to make sure that they remain eligible to receive the aid originally quali-
fied for. When disbursing funds, the government requires that we evaluate a student’'s GPA
and attendance to determine whether a student remains eligible to receive help with tuition
and educational costs. To get more information on these standards, contact a financial aid
representative.

Student Accounts

Periodically, students may need to pay a fee or charge that was not covered in their fi-
nancial aid package. If this is the case, students will want to contact the Student Accounts
department to make a payment or inquire about their balance. Students may also make

payments online by following this link.

Faculty

Instructors are available to assist students outside of class during regular business hours
(See posted office hours for available times). Instructors are also available by email or
through the MyCourseConnection portal after hours. All faculty are experienced profes-
sionals in their field, and offer the highest standard of training in their respective industry.

The Library

Each campus has a computer lab and Library available to students anytime that the facil-
ity is open and operational. Additionally, MyCourseConnection stores electronic resources
that are available 24/7 with an internet connection.

Student Services

There are a lot of things in life that can affect a student’s ability to complete their educa-
tion successfully that have nothing to do with school! That's why we offer information on
MyCourseConnection.com to our students to help them manage anything that comes up
which might affect their ability to continue in school. Students may also contact their in-

structor for assistance.
,\
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Office of the Registrar

The Office of the Registrar provides services related to the creation and maintenance of student
academic records. The Registrar’s office assists with enrollment, withdrawing, degree or enroll-
ment verification, updating personal information in the Student Database System, fulfilling tran-
script requests, graduation, and other services. Faculty and staff rely on this office for enroliment
maintenance, course scheduling, class roll coordination, grade submission, various enrollment re-
ports and assistance with the registration process. All official documentation regarding grades and
attendance, including but not limited to DHS and TANF paperwork, must go through the registrar.

Grade Reports

Final grade reports are compiled and released at the conclusion of each course. These reports are
made available electronically to the student through their Moodle and email accounts. Although
the Office of the Registrar notifies a student of all schedule adjustments via email distribution and
phone calls where needed, it is the student’s responsibility to frequently check their email to review
schedules and final grade postings. If a student feels that a grade for a course has been posted

in error the student should first address the discrepancy with the their instructor. If the matter is
not resolved, the student should address with their program Department head. If it is resolute that
the grade posting was incorrect, the instructor must send an official notification of a grade change
directly to the Office of the Registrar for processing. Please note: No grade changes will be made
by the Registrar at the request of the student.

Records

Official Transcripts

All official transcripts of student academic records at CCC, CSC, OTC are prepared and released
by the Office of the Registrar. The official transcript includes the complete academic record, as
well as the signature of the College Registrar and the official seal of the College.

Transcripts of academic records at CCC, CSC, and OTC may be ordered in the following

ways:

1. Mail or fax a completed, signed Transcript Request form to the Office of the Registrar (forms
can be emailed or faxed upon request).

2. In person at the Front Desk of the Colleges or directly at the Office of the Registrar
Students with transcript holds (such as holds due to outstanding financial obligations to the
College) will not be granted an official transcript until the hold has been cleared with the appro-
priate College officials.

3. Under the Reqistrar section in My Course Connection.

Career Services

Career Services helps students find employment in their field quickly after graduation, and offers
career assistance services to all graduates, in good standing, with the community and past em-
ployers. Career Services also provides students with extensive career training while in school.
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Alumni

The Alumni Association for Community Care College, Clary Sage College, and Oklahoma Tech-
nical College provides opportunities for alumni to participate in and contribute to the continued
growth and development of our three colleges, facilitates ongoing professional development for
our alumni, and promotes interaction between alumni and current students after graduation.
Alumni efforts are focused on innovative, relevant, and comprehensive communication to engage
alumni, of all three campuses and to enhance their awareness of the college.

Alumni on Facebook

The Alumni Association also maintains an alumni profile on Facebook. For alumni who are already
Facebook users, or those who are interested in registering for Facebook and adding your college
as a friend, please visit the Alumni Page for your campus.

LinkedIn

The CCC, CSC and OTC Alumni programs maintain a group profile on the professional network-
ing site, LinkedIn. Alumni who are LinkedIn users, or are interested in registering for Linkedln and
adding your campus Alumni page as a friend, can visit the Alumni Profiles on LinkedIn. Each cam-
pus has a specific alumni group.

Career Services

Our Career Services department is also available for alumni who are looking for a job, seeking as-
sistance with their career or needing professional development at any of our three campuses.
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Food Services

A variety of food options are available at each campus. Vending machines and microwave ovens
are located in the student lounge, and periodically local vendors will serve a lunch menu on-site.
Additionally, many fast food and traditional restaurants are located in the neighborhood. Food is
permitted in the student lounge areas or outside patio areas only. Beverages with a cap or lid are
permitted in classrooms. Food is not permitted in classrooms or labs.

Campus Stores
The CSC and OTC campuses feature retail stores or the equivalent where you can buy supplies,
campus apparel, and other products. Hours of operation are as follows:

HOURS:
CSC: Monday -- Thursday 8:00am to 10:30pm and Friday 8:00am to 5:00pm
OTC: Monday — Thursday, 9:45am to 12:45pm and 5:45pm to 8:00pm and Friday 9:45am to 12:45pm

*CCC Offers vending machines for many supplies and offers other items as well.

Clary Sage College Spa

The Spa is located on the first floor of Clary Sage College. Services in massage, esthetics, cos-
metology, and nail technology are provided by students, who utilize the Spa for practical training.
Students and employees receive 25% off eligible services and products excluding

massage. View Clary Sage College Spa Menu

OTC Barber Shop Services

The OTC Barber Shop is located at Oklahoma Technical College, and currently offers students a
25% discount on barbering services. View OTC Barber Menu
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Attendance Policy

Students are expected to attend all regularly scheduled classes and laboratory sessions. Poor at-
tendance generally results in poor grades. Attendance in class is a requirement and will be con-
sidered in the evaluation of student performance. Students having difficulties because of absen-
teeism should discuss this matter with their instructor. Refer to the course syllabus for individual
course attendance requirements.

Associate of Occupational Science Degree

The College is a degree-granting institution offering Associate of Occupational Science (AOS)
degrees in a variety of disciplines. The AOS degree is a terminal degree designed to help students
develop additional skills within their field. To earn a degree, students must successfully complete
ten additional courses pertaining to principles of business administration: business law, introduc-
tion to marketing, accounting principles, leadership development, human resources, principles of
management, business communications, principles of business, business math, and critical think-
ing. All Associate of Occupational Science courses are hosted by the main campus Community
Care College. Degree courses are offered on-ground and online.

Academic Standards

In order to remain enrolled at the College, students must maintain an overall grade point average

of 2.0. If a GPA falls below this average, students will be placed on academic warning until the av-
erage generates a grade of 2.0 or higher. Any course failed must be repeated; however, not more

than 50% of the total program may be repeated.

In addition, those students receiving federal financial aid must also meet “satisfactory aca-
demic progress” (SAP) requirements. To meet SAP, students are first required to maintain a mini-
mum satisfactory cumulative grade point average. Secondly, students are required to complete
(pass) at least 70% of the credit hours attempted for each term. For more information about the
SAP policy, refer to the catalogue for your campus.

Academic Honesty
Academic honesty is expected of everyone. No cheating will be tolerated. Examples of cheating
include:

» Talking or bringing written notes during a test

» Looking at another student’s paper during testing

» Plagiarism-submitting another’s work and claiming it as your own

+ Falsification of any records or official documents

Plagiarism, Copying, Cheating

Any student found to have plagiarized, copied, or otherwise attempted to indicate the work of an-
other as their own, in an attempt to benefit their standing within the class, will be placed on aca-
demic warning and may be expelled.
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Homework
Homework will be assigned regularly during each program of study. In order to be successful,
students should plan to spend 3-5 hours per day to complete homework assignments.

Repeating Courses

When a student does not earn the minimum grade that is considered passing for a course for his/
her program the student will be required to “repeat the course” and will be accessed a retake fee.
The Registrar’s office will reschedule the failed course. Students are not required to notify the
Registrar’s office of a failed course; this information is currently retrieved through the student data-
base system. Date determinations for retaking a course will vary due to course availability.

At times an Instructor/Department Head may determine that it is in the student’s best interest to
repeat a course for reasons that could include, but are not limited to, remedial purposes, failure to
perform or obtain the appropriate skills needed to function satisfactorily during externship/intern-
ship. These instances are at the discretion of the Instructor/Department Head. If it is determined
that a student will need to repeat a course in order to review the appropriate knowledge or skills
needed, a request for an “Audit” can be made to the Registrar department to be scheduled for this
student in scheduling. During the determined “audit” period, the student is required to fulfill
the criteria as set by the Instructor/Department Head and will earn audit attendance. Aca-
demic credit will not be earned at the conclusion of the audit period.

Students who have earned the minimum or higher grade to pass a class, yet elect to retake a
course due to not performing to their own expectations must be aware that if they are receiving
Financial Aid, per the DOE regulations, an earned credit for a program can only be funded once.
Therefore, if a student successfully passes a course he or she will be responsible to pay for the
repeated course out of pocket.

If a student elects to retake a previously passed course and has made arrangements with Finan-
cial Aid for “out of pocket” payments, student must then submit an official request to the Office of
the Registrar who will then reschedule the course per availability. Once availability has been deter-
mined, the Registrar will notify the student.

Please Note: Due to our 150% policy per the DOE, students who are in jeopardy of nearing this
deadline will not be eligible to repeat previously passed courses.

Program Restart Policy
NOTE: (Federal Financial Aid and Agency regulations and requirements will supersede all
College policies and procedures when applicable)

Definition: Periodically, a student voluntarily withdraws or is terminated from a program with the
intention of taking the same program at a later date (This is known as a restart).

Policy: It is the College’s policy to allow students to restart a program, provided that they were
not terminated from the school for any school policy except attendance or grade issues.
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The following procedure is to be followed:
1. A new enroliment contract cannot be signed until:
« Are-enroliment request form has been filled out
« Are-enroliment personal statement form has been filled out
» All paperwork is completed
* Re-enroliment fee of $150 has been paid prior to meeting with the re-admission committee
along with the required tuition fees that have been prorated per credit hour

2. A student desiring to “restart” must meet with the readmission committee which consists of the
President, Department Head, Registrar and Admissions Team Leader. The committee meets
monthly. The case will then be decided by the committee. If the student is denied the student
can appeal in a letter written to the President.

3. Any student who has dropped or has been dropped by the College will be eligible to return to
school on the next start date of the course of which you were originally enrolled. This allows
student time to rectify the problem that necessitated the dropping of the course. Student must
complete the re-enroliment process.

4. A student who has restarted the course will be treated as a new student being placed on 90
day academic warning. If the previous tuition fee and costs have been refunded, full tuition
must be paid. If the monies have not been refunded, the only charges that will incur are any
increases that may have gone into effect during your absence and the $150 re-enroliment fee.

5. The maximum number of times you may restart is two.

If a student believes their individual case warrants exemption from any of the above, a request in
writing must be submitted to the College President, detailing the reasons the exemption should
be granted. The decision to exempt will be based on the request and College Administration will
make the final decision.

Five Year Policy

Due to technological and credentialing changes and advances in industry standards; Stu-
dents who do not complete the externship portion of their education or those who never worked in
their chosen field of study that wish to return to “audit,” must do so within five years in order for the
“transfer credit” to apply. If additional time is necessary, the college will require the student to take
a minimum of 50% of the program at the current price. Students must adhere to the re-admission
policy outlined in the college catalog

Credentialing

Dental Assistant

RDA American Medical Technologist*

CDA Dental Assisting National Board

Radiographs Oklahoma Dental Association Radiation Safety and Protection

Early Childhood Education
CDA Child Development Association
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Fitness and Health Trainer

NASM National Academy of Sports Medicine-Certified Personal Trainer
ACSM American College of Sports Medicine-Certified Personal Trainer
ACSM American College of Sports Medicine-Health/Fithess Instructor
ACE American Council on Exercise

Massage Therapy

NCBTMB National Certification Board of Therapeutic Massage and Bodywork
LMT City of Tulsa Licensure

Medical Assistant

CMA American Medical Assistants Association
RMA American Medical Technologist
RPbt American Medical Technologist

Pharmacy Technician
CPhT Pharmacy Technician Certifying Board
License Oklahoma Board of Pharmacy

Surgical Technologist
CST National Board of Surgical Technologist and Surgical Assisting

Basic Cosmetology, Esthetician, Nail Technician, Makeup Artistry/Cosmetician, Mas-
ter Instructor
License Oklahoma State Board of Cosmetology

Automotive Mechanic, Automotive Technology, Automotive Technology/Light Diesel
ASE National Automotive Technicians Education Foundation

Barber, Barber Instructor
License Oklahoma Department of Health

Many credentials require an applicant to be at least 18 years of age. All credentialing will need to
be pursued by the student outside of Community Care College, Clary Sage College, or Oklahoma
Technical College. Students do not graduate from the College with these credentials. Please con-
tact your admissions representative with any questions.
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Graduation

Formal graduation ceremonies are held twice each year and will include graduates from Commu-
nity Care College, Clary Sage College and Oklahoma Technical College at each ceremony. Prior
to graduation, students must successfully complete each individual course within their program. In
addition, students must complete all areas of the program with a cumulative grade point average
of 2.0 or better and satisfactorily complete the externship/internship portion of training. In order to
participate in the graduation ceremony, students must successfully complete all program require-
ments prior to the cut-off date. Cut-off dates are set by the Registrar’s office and typically fall 4-6
weeks prior to the graduation ceremony. If a graduate should complete all course requirements
after the cut-off date, the graduate will not be eligible to participate in the ceremony but will be in-
vited to attend the subsequent ceremony scheduled. In addition, students must satisfy all financial
obligations to the school, and be cleared of any “holds” in order to participate. A Diploma or AOS
Degree is awarded to those meeting the graduation requirements.

All candidate eligibility inquiries should be directed to the office of the Registrar.
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School Closings

The College President and/or the CEO may close the campus for several reasons, which may
result in class being either postponed or canceled. The reasons include inclement or anticipated
inclement weather that may cause unsafe driving conditions, power failure, water main break,
natural or human-caused disasters or other events that may affect the safety or well-being of those
who use the campus.

Consideration will be given to current road conditions, weather forecasts, severity and duration of
the inclement weather, College obligations to students, clients, and staffing requirements for pre-
arranged events. When conditions such as fire, explosions or tornadoes cause the College to be

closed, the same procedures will apply.

Students are responsible for checking social media sites, College Websites, or local televi-
sion stations to learn of postponements and cancellations. The President and/or CEO shall report
postponements and cancellations at or before 6:00 a.m. for daytime programs, and 3:00 p.m. for
evening programs. If possible, reports will be made at 9:00 p.m. the day before the postponement
or closing. The College may reschedule or cancel a College holiday or holidays in order to make
up for a missed school day or days.

Paperless Campus

We live in an era in which the higher education industry strives to become more efficient while
maintaining a level of student-focused service that exceeds past standards. Recycling and elec-
tronic document access helps achieve these goals in many ways.

For years, employees of the College have utilized a desk-side recycling bin for office paper that is
collected daily by the custodial staff. In July 2005, Community Care College furthered this effort
by using electronic media in place of print media in the computer laboratory. Assignments and
research can be stored electronically and submitted to instructors via e-mail or on MyCourseCon-
nection.com. This is a first step in the long term plan to go completely paperless by converting all
documents to electronic media

Conduct Guidelines

Students are expected to demonstrate professionalism, behave honestly and show respect for
others. Therefore, it is college policy to put any students committing misconduct on corrective ac-
tion. In most cases, the student is first placed on academic warning. If a student commits added
offenses, the student’s academic warning may be extended or the student may be suspended or
expelled from the college. This decision will be made by the Department Head, Campus Director,
and/or President.

Theft

Any student found to have committed theft of property from another person or from the College
will be expelled. The school reserves the right to take legal recourse including, but not limited to,
arrest.
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Inappropriate Behavior and Language
It is college policy that students practice professional behavior while attending school. As an ex-
ample of respect, always use last names unless your instructor prefers otherwise.

Inappropriate public displays of affection which reflect negatively on the school or which create an
uncomfortable or unprofessional education environment are strictly prohibited. If a student refuses
to behave, dress, speak, or treat instructors or others in a professional manner while attending
school or school functions, the student will be subject to corrective action, including possible aca-
demic warning and expulsion.

The college reserves the right to evaluate and document special cases, and to refuse admission if
the college determines that the applicant is a threat or a potential danger to the college community
or if such refusal is considered to be in the best interest of the College. Cases may include but not
limited to felons, sex offenders, etc. Students whose admission is revoked after enrollment must
be given due process.

Harassment

There are various forms of harassment, some sexual and some non-sexual in nature, such as ver-
bal, physical, etc. Do not allow others to harass you in any form or fashion. If you feel threatened
in any way speak to your instructor, campus director or the college president immediately.

Have you ever been upset by unwanted sexual behavior or comments at work? If so, you may
have experienced one of the most common forms of employment discrimination.

Sexual harassment happens to women and men, in all types of jobs, at every level of the working
world. Studies show that as many as one-half to two-thirds of all working women and some work-
ing men have experienced sexual harassment. It is a serious problem in the United States and
many other countries.

Sexual harassment generally does not happen to you because of the way you dress, talk, or even
your behavior. In fact, sexual harassment isn’t necessarily about sex - it's about power. When
someone at work uses sexual behavior to control you - whether it's to encourage you to have sex
or just to make you feel uncomfortable, that’s sexual harassment. Sexual harassment violates
you and it violates the law and you can get it stopped.

In many states, complaints can be filed with the state and/or local Human Rights Commission
under state human rights laws. In addition, students can file a report of sexual harassment at the
Office for Civil Rights in Kansas City, which services Oklahoma. The phone number is 816-
268-0550. Non-legal services are also available in most states. These services include counsel-
ing, advocacy groups, support groups, referral services and employer training programs.
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Texting and Telephone Policy

Telephone Calls

Students may not make or receive telephone calls during class/lab, clinical, or internship/extern-
ship hours. Please inform your friends and family of this important College policy. There is a
telephone available for your use located in the reception area at each campus. Please use this
telephone for urgent situations only.

Cell Phones and Other Handheld Electronic Devices

While at school, students are expected to exercise discretion in using personal cellular phones
and other handheld electronic devices. As described in this policy, these devices are collectively
referred to as “handheld devices”. Excessive use of these handheld devices during school hours
can interfere with learning and is distracting to others. A reasonable standard is to limit personal
calls, and personal text messaging, instant messaging, emailing and other means of electronic
communications during school hours and limited use at break and lunch time. Students are asked
not bring these devices to class or to leave them turned off. Failure to comply will result in turning
your cell phone in to your instructor on a daily basis as you enter the classroom. Again, texting is
against school policy during class/lab hours. Flexibility will be provided in circumstances demand-
ing immediate attention.

Recording Devices

To maintain the security of our premises and systems, and the privacy of our employees and stu-
dents, the College prohibits unauthorized photography, audio or video recording of its employees,
confidential documents, or students. This prohibition includes the use of cell phones equipped with
cameras and audio and video recording capabilities. Student are unable to record lectures unless
given prior consent from the instructor. Students may not use a cell phone, camera phone,

PDA or any other handheld device in a manner that violates our No Harassment Policy, or other
other college policies. Students may not use a cell phone, camera phone, PDA or any other hand
held device in any way that may be seen as insulting, disruptive, obscene, offensive, or harmful.
Students who violate this policy are subject to disciplinary action up to and including corrective
action, probation or expulsion.

Corrective Action Policies

Students are expected to exhibit honesty, integrity, friendliness and helpfulness. Compassion is
also an essential virtue and is to be demonstrated toward patients, clients, customers, co-work-
ers, fellow students and other Para professionals. Therefore, it is the policy of the College to
discipline any student committing violations that compromise professionalism.

CORRECTIVE ACTION

In some instances, before a student is expelled, he or she will be notified in writing by the depart-
ment head that he or she is being placed on corrective action, the reason for corrective action,
what must be done during the time of corrective action, and dates of the corrective action. Pos-
sible reasons for corrective action may include, but are not limited to the following: attendance,
academic, drug/alcohol use, lack of professional conduct, dress code violation, or any other rea-
son deemed necessary by the institution. This will be done during a private counseling session.
Students will be offered the opportunity to sign a copy of the corrective action form and it will be
placed into the student record. Students will receive a copy of the form. Removal from corrective
action occurs when students meet all the requirements outlined in the agreement. Students not
fulfilling the terms of the 30-day agreement will be subject to immediate expulsion.
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Expulsion

Students who fail to meet all requirements of a warning or corrective action can be expelled by the
President. The student will be notified in writing that he or she is being expelled with an explana-
tion of reasons normally based on violation of a warning or corrective action. In some cases such
as theft or highly inappropriate behavior the student may be expelled without a warning period.
Expulsion will be conducted during a private counseling session. Students will be offered the op-
portunity to sign a copy of the suspension or expulsion form and it will be placed into the student
record. The student will also be given a copy of the form. Students may appeal using the proce-
dures below.

Appeal and Reinstatement Policy

Expelled students or those who have withdrawn are not entitled to re-admission unless a writ-
ten request is submitted to the President and is approved. Students re-entering the college are
charged current tuition rates for the time required to complete the program, plus a $150 reinstate-
ment fee, and will be required to re-enter on a conditional status.

If the student feels the college has made an error in its decision to expel, he or she should submit
arguments in writing and address it to the attention of the President within a two week period. The
case will then be reviewed by the President, whose decision is final. Students who are denied ini-
tial admission to the College may reapply for admission after 90 days from the date of the denial.

Grievance Procedure

The purpose of the grievance procedure is to provide an opportunity to resolve concerns as quick-

ly as possible. A student with a concern may contact the instructor, Department Head, Campus

Director or President. Recommendations, directives, or suggestions will be made. The following

guidelines are to be followed:

1. Problems are to be addressed outside of class, during break, or after class.

2. Complaints should first be resolved by discussion with the instructor and/or Department Head
for academic concerns. If the grievance is not resolved satisfactorily with these individuals, it
can then be submitted to the President, whose decision is considered final in all matters per-
taining to the school.

If the complaint cannot be resolved after exhausting the school’s grievance procedure, the student
may file a complaint with the Oklahoma Board of Private Vocational Schools.

Oklahoma Board of Private Vocational Schools (OBPVS)
3700 NW Classen Blvd. Suite 250
Oklahoma City, OK 73118-2864
405.528.3370

If OBPVS fails to resolve your complaint, you may also contact these additional accrediting bodies:
Accrediting Council for Independent Colleges and Schools (ACICS)

750 First Street, NE Suite 980
Washington, DC, 20002-4223

202.336.6780
,'\
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IAccrediting Bureau of Health Education Schools (ABHES)

7777 Leesburg Pike, Suite 314 N. Falls Church, Virginia, 22048 (703) 917-9503
Commission on Accreditation of Allied Health Education Programs (CAAHEP)
1361 Park Street Clearwater, FL 33756 (727) 210-2350

A SPECIAL NOTE REGARDING RETALIATION AND/OR ADVERSE TREATMENT FOR
BRINGING A COMPLAINT

All students raising a complaint or issue under this Procedure will be treated with respect and will
be responded to promptly. Complaints are not to result in retaliation against anyone including the
person raising the complaint, withesses, or institutional representatives. If a student ever believes
that he/she has been subjected to adverse treatment because of making or participating in a com-
plaint), the President or Campus Director must be immediately so notified

This Complaint Procedure is not intended to impede any student’s right to file a timely complaint
with an appropriate external state or federal agency. Students may seek resolution through the Of-
fice of Civil Rights of the Federal Department of Education. Information on how to proceed may be
accessed on their website at:

www.ed.gov/about/offices/list/ocr/index.html

Drug and Alcohol Testing

The College enforces a policy to maintain a drug-free workplace and educational environment for
all employees and students. All employees and students are informed that the unlawful manufac-
ture, distribution, dispensing, possession, transportation, or use of any controlled substance is
prohibited on the premises, within 500 feet surrounding the facility, and/or during any school-relat-
ed activities. The College participates in employment, random, reasonable suspicion, and post-
accident drug testing for both students and employees.

Students as well as employees are expected to comply with the above policy in order to maintain a
drug and alcohol-free environment. Anyone not in compliance with the above policy will be subject
to local, state, and federal laws for unlawful possession, use, or distribution of illicit drugs and alco-
hol and will be subject to drug testing and possible dismissal from training or employment. Please
refer to the College’s student drug and alcohol testing policy manual for more details.

Drug Testing

The College promotes a drug-free workplace and drug-free campus and participates in ran-
dom, post-accident and reasonable belief drug and alcohol testing for both students and employ-
ees. Students will immediately be placed on probation if a positive drug test is generated. The
College will cover the cost of the initial test. Required follow-up testing will be at student’s own
expense.

Laboratory/Clinical/Practical Privileges

Please note the following: Any student who is on a Drug or Alcohol warning will not be permitted
to actively participate in any invasive, hands-on laboratory or practical procedure until which time
the drug levels have reached a negative state, warning status students will not be permitted to
leave the training area during procedures, and student will remain in the classroom for observa-

tion.
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Student Loans
Student loans are a financial investment, but they are also an important responsibility. If students
don’t pay their student loans on time or miss payments, they are in danger of going into default,
which occurs when a student consistently fails to make payments on student loans. When a stu-
dent’s loan goes into default, he or she:

« Will not be able to receive more financial aid to further his or her education

» Must pay the entire balance in full

« May incur fees up to 19.5%

» Will have negative information on his or her credit report until the default is resolved; re-

solved defaults appear on a credit report for up to seven years.

« May be subject to wage garnishments up to 15%

« May be subject to income tax refund withholding
Even bankruptcy will not wipe out a defaulted student loan; you will still be responsible to pay the
loan in full even after declaring bankruptcy. However, default can easily be avoided, even if you
are unable to make payments due to financial difficulty. You just need to call a Direct Loan Bor-
rower Services representative and ask about a forbearance or deferment.
The number is 1-800-848-0978.

When you graduate, your payments will be due each month. You will want to address your pay-
ments to:

Direct Loan Payment Center

P.O. Box 530260

Atlanta, GA 30353-0260

You may also make payments online at www.dl.ed.gov

Building a Resume

It is a good idea for each student to update their resume before beginning selected program at the
College. Students will be making changes and updates to it throughout their program. Resources
are available to help build a draft of a student’s resume on Facebook (“The Job Stop” Facebook
page) and on MyCourseConnection.com.

Social Media

Community Care College has been an early adopter of social media because it enables the Col-
lege to not only share what is happening on campus, but also to hear directly and immediately
from students, faculty, staff, and the community about what is important to them. Through the
network power of social technologies online the communication taking place at our campuses is
made even more accessible. Blogs, websites, and social network sites such as Facebook, Twit-
ter, LinkedIn, YouTube, Pinterest, Instagram and Flickr are exciting channels for students to share
knowledge, express their creativity and interact with others who share common interests and
goals. Students are encouraged to join social media communities in order to stay connected to the
college, connect with industry professionals, and to build a professional network of their own.
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The primary tools we are currently using for increased communication are Facebook, LinkedIn,
Twitter, YouTube, Pinterest, Instagram and Flickr. Across each campus, departments such as
Student Services, Academics, Career Services, and Alumni Relations are using these resources to
communicate with key audiences.

» Facebook:

+ www.facebook.com/communitycarecollege

+ www.facebook.com/clarysagecollege

+  www.facebook.com/oklahomatechnicalcollege
+  Twitter:

«  www.twitter com/CommCareCollege

+  www.twitter.com/ClarySage3131
www.twitter.com/OKTechCollege

* YouTube:
« www.youtube.com/user/communitycarecollege
«  www.youtube.com/user/OKTechnicalCollege
+ www.youtube.com/user/theskintourage

» Pinterest:

» http://pinterest.com/clarysageco/
» http://pinterest.com/commcarecollege/

» http://pinterest.com/oktechcollege/

In addition to the sites mentioned above, many of our departments and programs also have a so-
cial media presence through blogs and Facebook groups, all connected to our main channel. We
also encourage the use of LinkedIn for career exploration and development. To connect with the
college as well as your classmates and instructors, add your campus to the Education or Employ-
ee section of your profile.

We believe it is important for students to be aware of social media and how social technologies
can help create and nurture relationships, share information, advance knowledge, raise aware-
ness, build support, participate in important conversations and collaborate on new ideas. Whether
students are using social media for personal or professional means, we do advise students to
observe guidelines in online conversations:
» Always pause and think before posting. Privacy does not exist in the world of social media;
the Internet is a public space and anything you post can be searched online.
» Respect your audience, do not use ethnic slurs, personal insults, obscenity, or engage in
any conduct that would not be acceptable in the workplace.
* When disagreeing with others’ opinions, keep it appropriate and polite.
» Add value to the conversation. With millions of resources and words online, the best way
to get yours read is to write things that people will value.
» Practice good judgment in sharing information.

Time Management

By adding school to their schedule, students have not only significantly increased obligations; it is
likely that they have also increased stress levels. In order to succeed, it may be necessary to re-
evaluate daily and weekly responsibilities and make sure that they fit personal values and priori-

ties. C Q PN
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One helpful time management tool to consider is the “Time Matrix.” All of life’s activities fit into one
of four categories:

URGENT AND | URGENT AND
IMPORTANT NOT

IMPORTANT

NOT URGENT  NEITHER

BUT
IMPORTANT

URGENT OR
IMPORTANT

URGENT AND IMPORTANT

These tasks demand immediate attention, but they also relate to one’s core values or a major
goals one is trying to accomplish. Examples might be a test a student must study for, a sick child
who needs attention or finding alternative transportation if car breaks down. It is hard to eliminate
tasks in this category.

URGENT AND NOT IMPORTANT:

These are tasks that demand immediate attention, but they have nothing to do with core values or
anything that matters in the long run. Examples might be a phone call from one’s boss, email that
needs to be checked, grocery shopping, or other routine tasks. Often, the time spent in this cat-
egory can be reduced with some careful planning. For example, rather than check your email for
an hour per day, make a plan to check your email once in the morning and once before bed...and
spend the rest of the time doing things that are important!

NOT URGENT, BUT IMPORTANT:

The more time spent in this category, the more successful a student be in the long-term. The goal
is to plan ahead, so that one is less bothered by “urgent” activities or emergencies that demand
immediate attention. Next, start focusing extra time on things that matter in the long-term and bring
one closer to meeting goals. Some examples might include regular exercise, long-range financial
planning, and “quality” time with family.

NEITHER URGENT OR IMPORTANT:

These tasks are time-wasters...things that neither demand immediate attention nor bring one
closer to accomplishing a goal. Sometimes, it is important to relax and de-stress, but be careful
with this category because these activities can get out of hand...fast! Some examples include:
checking your Facebook, watching TV, napping, etc.
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Study Skills

Here are some ideas to help students study strategically while in school:

Attend classes. The students who perform the best in school are usually those who are disci-
plined about attending class and taking notes.

Pay attention to the course syllabus. A syllabus is distributed or posted on MyCourseConnec-
tion.com at the beginning of every course. A syllabus outlines the topics that will be covered

in the class, and usually provides some ideas of the pacing of the class. Students refer to it to
make sure that they are on track with their study schedule.

Set a specific goal for each study session. A student will accomplish more—faster—if they set
a specific goal for each study session. Instead of sitting down to study “math,” decide to an-
swer the review questions at the end of the chapter. Instead of “studying marketing,” set a goal
to complete an outline for your paper.

Remove distractions. Study groups are often a fun and useful way to study, but be careful!
Sometimes, they can be distracting and result in wasted time. Be sure that each study group is
focused, and that everyone is making an equal contribution.

Don’t cram! Study small amounts of material at one time, and spread your studying out over
several days. Cramming might help a student remember the material for the test, but remem-
ber that most students need to pass a programmatic final and/or certification test. Studying in
small amounts over an extended period of time will help you remember the information even
after many months have passed.

Students’ Right to Privacy

The Family Educational Rights and Privacy Act of 1974 (Buckley Amendment) was designed to
protect the privacy of educational records, to establish the right of students to inspect and review
their educational records in all offices, and to provide guidelines for the correction of inaccurate or
misleading data through informal and formal hearings.

A CCC, CSC and OTC student has the right to:

1. Inspect and review information contained in his or her educational records within 45 days
of the day that the College receives a written request from the student.

2. Challenge the contents of the educational record.

3. Have a hearing if the outcome of a challenge is unsatisfactory.

4. Submit an explanatory statement for inclusion in the educational record, if the outcome of
the hearing is unsatisfactory.

5. Secure a copy of the institutional policy, which includes the location of all educational re-
cords.

6. Prevent disclosure, with certain exceptions, of personally identifiable information from the
educational record.

7. File a complaint with the U.S. Department of Education concerning alleged failures by the
College to comply with the requirements of FERPA. The name and address of the office
that administers FERPA is:

Family Policy Compliance Office, U.S. Department of Education, 400
Maryland Avenue, SW, Washington, D.C. 20202-8520.
1-800-872-5327
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Withholding Disclosure of Information

Currently enrolled students may withhold disclosure of directory information. A student may file a
written request with the Office of the Registrar to not release personally identifiable information,

including directory information. Such requests will be honored until revoked by the student. The

College assumes that failure on the part of any student to specifically request the withholding of
directory information indicates individual approval for disclosure.

Parental Access to Records

At the postsecondary education level, parents have no inherent rights to inspect their son’s
or daughter’s educational records. Information regarding educational records is best obtained by
direct communication between the parent and the student. Students may consent to release their
educational records to parents, legal guardians, or other individuals by completing the appropriate
form in the Office of the Registrar. Such consent should be given in an uncoercive environment.
Parents of a dependent student may challenge denial of access to educational records by produc-
ing the most current copy of Internal Revenue Form 1040.
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FERPA Opt-Out form

Name: Today’s Date:
Last First Middle
Address: Apt #:
City: State: ______ Zip:
Phone #: ( ) - SS#: - -
Secondary Contact Phone #:( ) - Relationship

Example: Cell, Spouse, Parent, Work, Sibling, Friend, someone who can get in touch with you or your family

E-mail Address:

NOTICE OF DIRECTORY INFORMATION:

The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that the
College, with certain exceptions, obtain your written consent prior to the disclosure of per-
sonally identifiable information from your educational records. However, the College may
disclose the following basic “directory information” which is generally not considered harm-
ful or an invasion of privacy, without your consent: Name, Program of study, Dates
of attendance, as well as Degrees, Diplomas or Certificates received. If you do not want
your information disclosed without your consent, you may choose to opt-out by notifying
the College in writing. This form may be used for that purpose.

To: Registrar Department
Subject: Directory Information OPT-OUT NOTICE

| understand that, under FERPA guidelines, the College may disclose basic information
about me that is generally not considered harmful or an invasion of privacy without my
consent, which is released as “Directory Information.” This is notification that | do not want
to be included in College Directory Information and that my educational records should not
be disclosed without my written consent, except as required by law. | further understand
that the College will code my educational records to prohibit the release of my educational
records without my consent within ten business days of receipt of this notification

Student Signature: Date:

OFFICE USE ONLY:
Date Received: Date Records Coded: Initial:
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Use of Student Images for School Promotion

The College engages in external promotional activities that contribute to our positive image in the
community and to prospective enrollments. The promotional material that is always most appeal-
ing contains photos or video images of actual students and employees from the school engaged in
various educational activities. The promotional activities include Television, websites, newspaper
articles, advertisements, videos, social networking, local community displays and all other market-
ing activities.

All images are used in a positive context and may or may not contain the name of the
student or employee. Whenever possible, students and employees will be specifically
informed that their photos are being used. If a student or employee does not give consent
to have his or her photograph used for promotional activities, he or she must complete a
Non Consent Form and submit to their Instructor.

Use of Images Non-Consent Form

I do not give permission for the College to use
my photo or video image for promotional activities during my enroliment and/or employment with
the College. If for any reason | withdraw the Non-Consent, | will contact the College immediately.

Name:

Signature and Date:

Program/Position:
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Acknowledgement of Receipt

As a student/employee of Community Care College, Clary Sage College, or Oklahoma Technical
College, | verify that | have received a copy of CCC, CSC, or OTC'’s current Catalog with Adden-
dum A,B,C and D; including Tuition and Fees, Orientation Manual, Campus Security Report &
Policy, Program Completion and Placement Statistics, and Safety Manual (OTC students only). |
also verify that | have reviewed any questions with a school official. Furthermore; | understand that
| am releasing all photos, videos, images or similarities that have been taken of me for use in any
or all advertising mediums.

I have read, understand and will adhere to all Community Care College, Clary Sage College, and
Oklahoma Technical College policies as outlined in the CCC, CSC, or OTC Catalog, Student Ori-
entation Manual and Campus Security Report & Policy.

Name:

Signature and Date:

School Official Signature and Date:
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MISSION

As a private institution of career-oriented higher learning, the Mission of the Institution is to provide students with the necessary academic, vocational and
interpersonal skills required for successful employment and lifelong learning in a rapidly changing and technologically oriented global society.

PURPOSE AND OBJECTIVES

The College believes that our value in the community is measured by the students’ success. We continue through our mission to accomplish this by
providing educational opportunity for our students through our commitment to the needs of the industry; therefore, we are dedicated to the accomplishments
of the following objectives:

To provide specialized educational services to impart graduates with competitive technical skills

To provide in-depth education in technical programs for the direct entry of the graduate into the job market

To assist employers by providing entry-level employees who are educated in the skills that meet the needs of the industry

To assist the graduate on a local and national level in securing gainful employment in their chosen industry in addition to future positions
according the graduate’s abilities, interests and skills

PHILOSOPHY

In Tulsa and its surrounding communities, there is a genuine need for a post-secondary college that offers students quality education in an atmosphere of
personalized attention. Often, in a larger post-secondary institution, students perceive themselves as mere numbers. The College views each student as
an individual and part of the College’s family. We care about our students’ professional growth and personal fulfilment. The staff, faculty, and
administration of the College believe that our graduates are critical for the future economic growth and competitiveness of our community. Our ultimate
goal is to train the career-minded individual and offer an education that will provide an employable, skilled, responsible, and accountable person with a
sustainable future in leading career fields. Students’ newly acquired skills, which are both adaptable and individualized, will meet the projected needs of
our society. Finally, it is the philosophy of the College that an individual shall not be denied admission to any program because of race, color, national
origin, handicap, religion, or sex.

HISTORY AND STATEMENT OF LEGAL CONTROL

The College is owned 100% by the Oklahoma Corporation, Dental Directions, Inc. and was established by Teresa Knox in 1995, offering a Dental
Assistant program. Ms. Knox is the sole shareholder of the corporation. Ms. Knox is Chief Executive Officer. Officers of the corporation include: Teresa
Knox, President & Secretary. All inquiries can be made to Ms. Knox at CCC or email at tknox@communitycarecollege.edu.

PHYSICAL FACILITY DESCRIPTION

Community Care College is located on the northwest corner of 43rd Street and South Sheridan Road in Tulsa, Oklahoma. The modern three-story
structure is constructed of reinforced steel with a glass and aluminum fagade with an interior area of approximately 66,000 square feet. The first story
includes a two-story atrium entrance and lobby area, campus bookstore, and student indoor and outdoor break areas. The first floor also houses a library, a
computer laboratory with 35 desktop computers and two offices, three technology equipped classrooms, an auditorium, a medical suite, a medical /
phlebotomy laboratory, fitness gym, and corporate offices. The second floor of the campus contains a veterinary assisting laboratory, dental laboratory,
three, two-chair dental operatories, dental laboratory, surgical technology laboratory, campus offices, and technology equipped classrooms. In addition, the
second floor contains administrative offices including admissions, financial aid, registrar, student services, career services, academics, and human
resources. The third floor contains a simulated pharmacy, massage therapy training space, computer laboratory with 30 desktop computers, and technology
equipped lecture classrooms. The entire campus is also equipped with wireless Internet.

Clary Sage College is located on six acres off the Broken Arrow Expressway at Sheridan in Tulsa, Oklahoma. Equipped with a walking path and courtyard,
the outdoor space is conducive to student fellowship. One of the largest schools of its kind in the United States, the multi-million dollar educational space is
comprised of two floors. The atrium greets guests with a two story waterfall, glass elevator, music and various elements to create a comforting mood for both
students and clients. The first floor visually resembles an upscale spa with a retail destination store and coffee cafe, forty-seven styling stations, serenity room,
massage clinic, esthetician clinic, pedicure and manicuring rooms, and dispensary, all of which are used for the “hands-on” components of the cosmetology,
esthetician and nail technician curriculum. In addition, the facility boasts a student lounge, four classrooms, and two design labs utilized for the high-tech, high-
touch approach to instruction for the Fashion and Interior Design programs. The second floor hosts twelve classrooms; each equipped with projectors, video
and sound. The classrooms are designed to facilitate theory or the practical elements of the educational process. A Wet Lab, thirty station Computer
Laboratory, Library, Reading Alcove, Staff Lounge, Faculty Resource Centers and offices, Admissions, Financial Aid, Registrar, and Administrative offices are
also located on the second floor.

The three buildings comprising the Oklahoma Technical College campus are situated on a nine acre tract located at 4444 South Sheridan Road,
Tulsa. The 13,500 square foot, two story administrative and classroom building houses the college’s administrative and faculty offices and nine
classrooms. The two story, 44,500 square foot, technical education center provides industry represented laboratory, shops, and technical training areas for
the college’s educational programs. Also located in the technical education center are the campus retail store, student lounge, and library. The third
building is occupied by the property maintenance and engineering departments that support the three-campus college system.

HOURS OF OPERATION

The institution’s administrative offices are open from 7:30 a.m. to 10:30 p.m., Monday through Thursday and 7:30 a.m. to 5:00 p.m. on Friday. Numerous
courses are available between the hours of 7:30 a.m. to 10:30 p.m. Course schedules are as follows:

CCC Diploma Programs: 8:00 a.m. to 1:00 p.m. Monday-Thursday or 9:00 a.m. to 12:00p.m. Monday-Friday or 1:00 p.m. to 6:00 p.m. Monday-
Thursday or 5:30 p.m. to 10:30 p.m. Monday-Thursday or 9:00 a.m. to 12:45 p.m. Monday-Thursday.

CSC Diploma Programs: Monday -Friday, 9:00 am to 3:00 pm or Monday - Friday, 8:00 am to 2:00 pm or Monday - Thursday, 8:00 am to 1:00 pm or
Monday - Thursday, 9:00 am to 2:00 pm or Monday - Thursday, 12:30 pm to 5:30 pm or Monday - Thursday, 5:30 pm to 10:30 pm or Monday - Thursday, 3:00
pm to 8:00 pm or Monday - Thursday, 9:00 am to 3:00 and Saturday 9:00 am to 3:00 pm or Monday - Tuesday, 9:00 am to 3:00 pm and Wednesday 9:00 am
to 12:00 pm.



OTC Diploma Programs: 7:00 am — 12:00 pm Monday through Friday or 8:00 am — 2:00 pm Mon — Friday or 12:30 pm — 5:30 pm Mon — Friday or 8:00 am
—1:00 pm Monday — Thursday or 5:30 pm — 10:30 pm Monday — Thursday or 5:30 pm — 9:30 pm & 9:00 am — 1:00 pm Monday — Thursday and Saturday
or 4:30 pm — 10:30 pm & 9:00 am — 2:00 pm or 10:00 am — 3:00 pm Mon — Thursday and Saturday.

Associate Degrees: 7:30 a.m. to 10:30 a.m. Monday-Friday or 11:00 a.m. to 2:00 p.m. Monday-Friday or 2:30 p.m. to 5:30 p.m. Monday-Friday or 6:00
p.m. to 9:00 p.m. Monday-Friday or 8:00 a.m. to 5:00 p.m. Monday-Friday, or 7:30 a.m.-11:15 a.m. Monday-Thursday or 11:00 a.m. — 2:45 p.m. Monday-
Thursday or 6:00 p.m. — 9:45 p.m. Monday-Thursday or 7:30 a.m.-10:20 a.m. Monday-Thursday or 11:00 a.m. — 1:50 p.m. Monday-Thursday or 6:00 p.m.
— 8:50 p.m. Monday-Thursday or 9:00 a.m. to 11:50 a.m. Monday - Thursday

Online Courses: These courses are asynchronous and taught completely online around the students’ personal schedule. Learners access primary
content and instruction using a variety of tools from the Learning Management System. All online courses are four weeks in length.

NON-DISCRIMINATION POLICY

The College offers equal opportunities, without distinction or discrimination because of race, color, sex, religion, age, national origin, physical or mental
handicap, or Vietnam Era Veteran (or any other veteran) status, in any of its academic programs or activities or in any of its employment practices.

AFFILIATIONS, APPROVALS, & LICENSES

Community Care College, Clary Sage College, and Oklahoma Technical College are licensed by the Oklahoma Board of Private Vocational Colleges and
is authorized by Oklahoma State Regents for Higher Education to offer Associate of Occupational Science Degrees.

Clay Sage College is licensed by the Oklahoma State Board of Cosmetology and Barbering located at 2401 NW 23", Suite 84 Oklahoma City, Oklahoma
73107 (405) 521-2441
Programs licensed: Basic Cosmetology, Esthetician, Nail Technician, Makeup Artist/Cosmetician, Hair Braiding Technician, and Master Instructor

The College has approvals by, Vocational Rehabilitation, Bureau of Indian Affairs, Workforce Oklahoma, Better Business Bureau Accredited Business,
and the United States Department of Education. Community Care College, Clary Sage College and Oklahoma Technical College are approved for
Veteran’s Education.

The institution and/or employees have current affiliations with the American Dental Assistants Association, Dental Assisting National Board, American
Association of Medical Assistants, American Medical Technologists, Association of Surgical Technologists, National Board of Surgical Technology and
Surgical Assisting, Accreditation Review Committee on Education in Surgical Technology and Surgical Assisting, Oklahoma State Assembly of Surgical
Technologists, National Certification Board for Therapeutic Massage and Bodywork, National Academy of Sports Medicine, Tulsa Chamber, Department
of Human Services, Child Development Association, the National Cosmetology Association, America Association of Cosmetology Schools (AACS), the
National Automotive Technicians Education Foundation (NATEF), and the American Welding Society (AWS).

ACCREDITATION

The College is accredited by the Accrediting Council for Independent Colleges and Schools (ACICS). ACICS is located at 750 First Street, NE Suite 980
in Washington, DC 20002, (202) 336-6780. The Accrediting Council for Independent Colleges and Schools is listed as a nationally recognized
accrediting agency by the United States Department of Education and is recognized by the Council for Higher Education Accreditation.

The Medical Assistant is programmatically accredited by the Accrediting Bureau of Health Education Schools (ABHES). ABHES is located at 7777
Leesburg P ke, Suite 314N in Falls Church, Virginia 22043, (703) 917-9503. The accreditation is granted through December 31, 2022.

The Surgical Technologist program is programmatically accredited by the Commission on Accreditation of Allied Health Education Programs (CAAHEP.)
CAAHERP is located at 1361 Park Street in Clearwater, FL 33756, (727) 210-2350.

The automotive programs are programmatically accredited by the National Automotive Technician Education Foundation (NATEF). NATEF is located at
101 Blue Seal Drive, S.E. Suite 101 Leesburg, Virginia 20175, (703) 669-6650.

STUDENT SERVICES

Various support services are available to students. In addition to below services, enrolled students can access the Student Services learning management
system in which they can acquire details of all students services, contact information and procedures needed to take advantage of the support. Please
contact the department of Student Services at studentservices@communitycarecollege.edu or (918) 610-0027 for further assistance or to schedule an
appointment.

. Academic Advising . Wi-Fi

. Ambassador Program . Orientation

. SHIFT . Referral Services

. Campus Security . Library

. Career Services . Volunteer Service Opportunities
. Computer Laboratory . Spiritual Development

. Student Discounts

ELIGIBILITY REQUIREMENTS

In order to be accepted to the College, applicants are required to provide the following:

High School Diploma or GED

Personal interview with college official
Admissions Essay

Recommendation by Admissions Representative

In addition to the above requirements, the following apply to Surgical Technologist applicants as well:



e  Three Letters of Reference
e  Pass O’Connor Dexterity Test at 390 seconds or less for women and 405 seconds or less for men
. Personal interview with Surgical Technologist Faculty Member

The College does not recognize standardized pre-enrollment exams, such as Ability-to-Benefit, in lieu of a high school diploma or General Education
Diploma (GED) for admissions requirements.

The College reserves the right to evaluate and document special cases and to refuse admission if the College determines that the applicant is a threat or a
potential danger to the College community or if such refusal is considered to be in the best interest of the College. Cases may include but are not limited to
felons, sex offenders, etc. Students whose admission is revoked after enroliment must be given due process.

In order to adhere to the Institutional Mission Statement, be respectful of the taxpayer dollar, and to discourage perpetual borrowing; the following
additional requirement has been implemented to protect the student, the institution and the community at large:

. If a student has previously attended other post-secondary institutions, the College may require an official transcript or letter of good standing from
each institution attended whether they completed/graduated or not.

ONLINE COURSES/PROGRAMS

With the exception of the policies listed below, all of the College’s policies and procedures listed in the catalog apply to Online Students.

Admissions Requirements

Students taking advantage of distance learning opportunities are goal oriented. They know how to manage time to meet course objectives and schedules.
Online students may assess their areas of strength and develop management strategies that will guarantee a positive online experience by completing the
Self-Assessment available on the institution’s website.

Technical Requirements

The College’s distance learning program uses a learning management system to deliver online and web-enhanced courses. To participate in the program,
basic technology requirements include computer and high speed Internet access, Adobe Flash Player, Adobe Acrobat Reader, and audio
capabilities. Students planning to register for online courses must have entry-level computer skills and a valid e-mail account prior to enroliment.

Attendance and Participation Requirements

A student is considered to be attending an online class if he/she logs into the class at least once during the week and participates in homework
assignments or weekly discussion forums. Failure to abide by the guidelines set forth in this policy will result in the student being marked absent for the
week.

A student is in attendance if he/she logs into the class during the week and participates in homework assignments or weekly discussion forums. The
discussion forum; however, is essential for the learning process and is the area of instructor and student interaction. The discussion forums are where
students in collaboration with the instructor and classmates will explore the course material to fully develop skill in the course objectives. To receive
participation points, students must submit each week’s assignment by the assigned date and participate in the discussion forums a minimum of one
day. The participation grades are based on the number of days the student takes part in the discussion and the content of his or her contr butions. The
degree of added value a student contributes to the discussion determines the earned participation points.

Also, please note the following:
. Faculty is available to assist students with questions. The student may email instructor for a one-on-one or meet during posted office hours
during the week
. Student engagement is a critical key to success in the online environment; therefore, attendance is mandatory.
. By the end of the first two weeks, the student needs to have a minimum of 70% average in their courses to be successful in the term. Tutoring
services are available at no charge to assist in the courses

ENROLLMENT STANDARDS
The minimum enroliment standards are as follows:
Full Time: 12 semester credits per semester
% Time: 9 semester credits per semester
Y. Time: 6 semester credits per semester
Less than %z Time: less than half of the workload of the minimum full-time requirement.

Courses in programs are offered and scheduled in modules. Students may lose student loan funds for the term if their enrollment status is reduced to Less
than %2 Time status.

Grant awards will be recalculated and the appropriate amount of aid will be returned for students whose enrollment status changed due to a reduction in
their academic course load. For those eligible, additional grant will be awarded to students whose enrollment status changed due to an increase in their
course load within the term. Additional grant will be awarded by the end of the semester and upon documented attendance for all courses in the term.

CLASS SIZE

Class size is limited; therefore, prospective students are encouraged to make prompt application for admission.

CURRICULUM

In order to maintain the high quality of our programs and avail ourselves of modern technological changes, the College reserves the right to change the
curriculum content, program hours, and tuition and fees with the approval of the Oklahoma Board of Private Vocational Schools.

NO TOBACCO POLICY



The College is a tobacco-free facility. The College recognizes the need to create and maintain an environmental quality which sustains and enhances the
general health and well-being of its faculty, staff, students, and visitors. All tobacco products, including smokeless tobacco and any non-tobacco products
designed to emulate tobacco products, are strictly prohibited on campus property. This includes the parking lot, vehicles parked on College property, and all
surrounding areas. The College operates according to a strict “three strkes” policy. First Strike: Verbal warning, Second Strike: Written Warning, Third
Strike: Expulsion.

TRANSFER OF CREDIT TO OTHER COLLEGES

Because acceptance of prior credit is at the discretion of each receiving institution, the College does not imply, promise, or guarantee transferability of
credits earned at the College. Programs offered at the College are essentially terminal in nature and designed for entry level employment upon
graduation.

EVALUATION OF PREVIOUS EDUCATION

The College may grant academic and financial credit for the same or essentially the same course taken at an institution accredited by an agency
recognized by the United States Department of Education or the Council for Higher Education. The College may require the student seeking credit to
undergo an assessment to verify the student possesses the knowledge and skill provided by the course for which credit is sought. Prior to enroliment, the
student seeking transfer credit must provide an official transcript. The College must receive the official transcript mailed directly from the granting
institution. Student copies of a transcript will not be accepted.

The College honors some military transfer credits. This includes military classes, including basic training, as well as other formal training. If the troop’s or
sailor’s training directly matches one of the College programs, additional credits can be accepted. These will be reviewed on an individual basis. The
College must receive certified true copies of a student’s Military Qualification Record to review for awarding of transfer credit. The documents that are
acceptable for evaluation of military service, basic training, military education and military occupation include: Army - Form 2-1, and AARTS transcript; Navy
- Page 4’s, SMART transcript; Air Force - official transcript from CCAF; Coast Guard - Page 3 or official CG transcript from CG Institute; Marine Corps -
NAVMC 118 8a, SMART transcript. The College accepts the DD Form 214 (Discharge) only for evaluation of military service and basic training.

The institution also honors some high school transfer credits earned at accredited vocational programs and will be evaluated on a case by case basis.

Transfer credit will only be granted for courses completed with a grade of “C” or better. Transfer credits are limited to a maximum of 49% of the total
credits required for completion of the program. Exception to the 49% and “C” grade rule can be made for both residential and online students if they have
graduated from an accredited program similar to those offered at the College or for those students who have graduated from the College. For example; if
a student graduates from a Diploma program and returns at a later time and enrolls in the complimentary AOS Degree. Those that fall in that category
can earn an Associate of Occupational Science degree by taking the General Education segment of the program. However, 51% or more of required
program credits must be completed at the College. Transfer credits do not affect grade point average. However, transfer credits do affect the maximum
time frame policy found within the SAP policy.

CANCELLATION OF PROGRAM

The College reserves the right to cancel the start date of any program when enroliment is insufficient or when a qualified instructor is unavailable as
approved by the Board. The College will not cancel or postpone a program once it has started.

STUDENTS WITH DISABILITES

The College is equipped with ramp access from the parking lot, extra wide hallways and doors, A.D.A. required door handles, and restrooms to accommodate
students in wheelchairs. It is the responsibility of the student to inform the institution of any disabilities, physical and/or mental, which might in any way affect
the student’s academic progress. The institution will make reasonable accommodation to meet the needs of any student with a disability.

HOUSING & MEDICAL SERVICES

Although every effort will be made for students needing assistance with housing or medical services, the College does not provide those services.
Referral services are available upon request.

DRUG-FREE COLLEGE

The College enforces a policy to maintain a drug-free workplace and educational environment for all employees and students. All employees and students
are informed that the unlawful manufacture, distribution, dispensing, possession, transportation, or use of any controlled substance is prohibited on the
premises, within 500 feet surrounding the facility, and/or during any college-related activities. The College reserves the right to participate in employment,
random, reasonable belief, and post-accident drug testing for both students and employees.

All employees and students are expected to comply with the above policy in order to maintain a drug and alcohol-free environment. Anyone not in
compliance with the above policy will be subject to local, state, and federal laws for unlawful possession, use, or distribution of illicit drugs and alcohol and
will be subject to drug testing and possible dismissal from training or employment. Please refer to the institution’s Campus Crime and Security manual for
more details.

STUDENT ADVISEMENT

Personal, academic, and/or financial problems may interfere with the students' ability to learn; therefore, each Department Head of the College is
available to assist and advise students when a need exists.

TUTORING

Students experiencing difficulty with the material presented in their programs should contact their instructors to arrange for tutoring outside regular class
hours. Tutoring is available for all programs.

RECORDS

Student records are secured in a designated area. They may be inspected for approved purposes upon receipt of proper written notification to the Office of
Registrar. Official transcripts may be requested through the Office of Registrar. No official transcripts will be released to anyone with a balance owed to the
College.
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FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

The Registrar's Office maintains a file on each enrolled student. Student files contain correspondence and communication that takes place between the
student, the institution, and the public. Information within the file is maintained according to the Family Educational Rights and Privacy Act (FERPA) of
1974, as amended.

This act, with which this institution intends to comply fully, was designed to protect the privacy of education records, to establish records, and to provide
guidelines for the correction of inaccurate or misleading data through informal and formal hearings.

Students also have the right to file complaints with FERPA concerning alleged failures by the institution to comply with the act.

Currently enrolled students may withhold disclosure of any information under FERPA. To withhold disclosure, written notification must be received in the
Registrar’s Office after enrolling and within one month of starting class.

The College assumes that failure on the part of any student specifically to request the withholding of categories of information indicates individual approval
for disclosure.

Federal law permits educational institutions to disclose academic and financial information to the parents of financially dependent children.
. Parents may obtain information (grades, GPA, etc.) only at the discretion of the institution and after it has been determined that their child is
legally their dependent. Dependent status can be established via submission of a certified copy of the parents’ most recent Federal Income
Tax Form unless there is a court order, state statute, or other legally binding document prohibiting such.
. Parents of independent students may obtain information only if the Student signs a Family Education Rights and Privacy Act (FERPA)
Release Form. This consent is valid for a one time use only and the College must obtain a second signed consent form before any
additional information may be released.

COLLEGE CLOSING

The College will authorize campus closings or delayed opening when hazardous weather conditions are predicted or occur that present a serious threat to
the campus’ safe and efficient operation and the wellbeing and safety of its students and employees. The College will be closed and neither employees nor
students will have access to enter facilities. Various departments will be available via email and phone to accommodate students. Students are expected to
stay in contact with their instructor to ensure educational goals will be met and assignment and class schedule maintained.

ATTENDANCE

Students are expected to attend all regularly scheduled classes, clinical/laboratory sessions and externship/internship. Poor attendance generally results in
poor grades. Attendance in class is a requirement and will be considered in the evaluation of student performance. Students having difficulties due to
absenteeism must discuss this matter with their instructor. Refer to the course syllabus for individual course attendance requirements. A student is
considered to have completed a whole week if they have attendance in that week and attempted a subsequent week.

DEFINITION OF CREDIT

Community Care College residential programs are on a continuous term and the semester formula for determining credit is recognized.
One Credit Hour is equal to 15 hours lecture or 30 hours laboratory or 45 hours of externship

Clary Sage College programs are on a continuous term and the semester formula for determining credit is recognized.
One Semester Credit Hour is equal to 30 clock hours of theory and lab.

One Semester Credit Hour is equal to 45 clock hours of internship.

One Semester Credit Hour is equal to 15 clock hours of General Education portion of AOS Degree.

Oklahoma Technical College programs are on a continuous term and the semester formula for determining credit is recognized.

One Credit Hour is equal to 15 hours lecture or 30 hours laboratory or 45 hours of internship/externship.
One Credit Hour is equal to 30 clock hours of theory and lab for the Barber programs.

GRADING SYSTEM

The College has a letter grading system for assessing the growth, knowledge, and skills of students. An evaluation of student achievement is made on a
regular basis after each course is completed.

Grade Equivalent Achievement Points
A 90-100 Excellent 4.0
B 80-89 Good 3.0
C 70-79 Average 2.0
D 60-69 Poor 1.0
F 0-59 Fail 0.0
w il Withdraw-CA* il
| Fkkk Incomplete Fkkk
RS kkk Reschedule kkk
TC okkk Transfer Credit okkk
CR ok Credit Earned okkk
A U *kkk A u d | t *kkk
L Fkkk Leave of Absence whkk
T™W ok Term Withdrawal ok
EC ok Experiential Credit ok

*CA is defined as “Credit Attempted”
MAKE-UP WORK

Make-up work is available to students when absent. All required assignments must be satisfactorily completed prior to starting the externship component
of the program. Make-up work will be allowed under specified circumstances by the faculty per the Directed Study agreement.



ACADEMIC HONESTY

Academic honesty is expected of all students. No cheating will be tolerated. Examples of cheating include:
e  Talking or bringing written notes during a test
e  Looking at another student's paper during testing
. Plagiarism-submitting another’s work and claiming it as your own

SATISFACTORY ACADEMIC PROGRESS

To be making Satisfactory Academic Progress (SAP) towards a Diploma or an Associate of Occupational Science Degree, students must maintain a
specific grade point average as well as proceed through the program at a pace leading to completion in the specified time frame outlined below.

Students who re-enroll to earn a second credential will have their SAP measured on the current program without regard to the previous completed
program.

Students who change programs will have their SAP standing count toward their new program of study based on applicable credits earned. Transfer credit
does not affect completion rate.

The Institution’s SAP standards have been established to ensure the quality of educational programs offered and to ensure academic integrity and the
responsible disbursement and administration of Federal Title IV Financial Aid. SAP standards are applicable to all students regardless of method of
payment (i.e. cash pay, VA, etc). Any student who does not meet SAP may request an appeal due to mitigating circumstances (see SAP
Appeals/Reinstatement section). SAP is not affected for those students on LOA.

Students who are making SAP, as defined by this policy, are considered to be in good standing and eligible to receive Federal Financial Aid. SAP is
required to remain eligible for Federal Financial Aid and Graduation.

SAP - Academic Standards

Students must maintain an overall grade point average of 2.0 (C) to maintain satisfactory progress. Satisfactory progress is measured at the beginning of
each term. If a student falls below this average, the student will be placed on academic warning until the average generates a grade of 2.0 or higher. Any
course failed must be repeated; however, not more than 50% of the total program may be repeated. Grades assigned for repeated courses will replace
the prior grades. The College does not assign non-punitive grades. Non-credit and remedial courses are not offered. Grades are furnished to the
student throughout the program and upon request.

SAP - Financial Aid Satisfactory Academic Progress Policy

As with all students financial aid recipients are required to meet two separate requirements in order to maintain satisfactory academic progress. First,
students are required to maintain a minimum satisfactory cumulative grade point average to fulfill Department of Education’s qualitative component.
Second, students are required to complete (pass) at least 70% of the program credits attempted for each of the terms in order to fulfill Department of
Education’s quantitative component. These two requirements are summarized in the table below. Failure to meet both these minimum academic
standards could result in the loss of the financial aid elig bility.

For programs 30 weeks or longer:

Attempted credits Minimum G.P.A Percentage of Attempted
(Qualitative) Credit Hours (Quantitative)

3 0.5 70%

6 1.0 70%

9 1.5 70%

12 and up 2.0 70%

SAP - Financial Aid Warning Policy

1. SAP is calculated at the end of each term.

2. Students not meeting the above requirements will be placed on warning. Students placed on financial aid warning remain eligible to receive
financial aid.

3. Atthe end of the subsequent term another SAP evaluation will be conducted to determine if the student on warning has met the SAP
requirements.

4. If upon evaluation, the student is able to meet SAP requirements, the student will be removed from warning status.

5. If upon evaluation, the student once again fails to meet SAP requirements the student will be placed on financial aid suspension. A student
placed on financial aid suspension cannot receive funds from financial aid programs, until they reestablish SAP or successfully appeal the SAP
decision. Students remain responsible for all tuition, costs and fees under their enrollment agreements that are incurred while on financial aid
suspension.

6. If a student wishes to appeal a SAP decision, he or she may do so in writing. (see paragraph on appeal/reinstatement below)

For programs less than 30 weeks:

Attempted credits Minimum G.P.A Percentage of Attempted
(Qualitative) Credit Hours (Quantitative)

2 0.4 70%

4 0.8 70%

6 1.2 70%

8 1.6 70%

10 and up 2.0 70%

To remain elig ble for financial aid and maintain continued active enrollment, students are required to progress satisfactorily. Students must maintain a
grade point average of 2.0 in classroom subjects and complete their chosen program within one and a half (1 '2) times the published length of the
program The maximum time frame within one and a half (1 %2) times of a program length will be reduced by the number of transfer credits accepted.
Students failing to progress satisfactorily or if they do not complete their chosen program within one and a half (1 ¥2) times the published length of the
program will be withdrawn. All students are evaluated for SAP at least once during their program.



SAP - Schedule of Program Completion

Standard Program Length Maximum Length

20 Credit Units 30.0 Credit Units Attempted
25 Credit Units 37.5 Credit Units Attempted
33 Credit Units 49.5 Credit Units Attempted
50 Credit Units 75.0 Credit Units Attempted
69 Credit Units 103.5 Credit Units Attempted

A Leave of Absence and Scheduled Holiday Breaks are not considered when calculating maximum time frame, since credit is not available during those
times.

SAP - Failed Course
Students who fail a course are allowed to repeat the course provided they are able to complete the program within one and one half times the published
program length.

Repeating a course will be at the students’ expense. Eligible students may use financial aid to cover the expense. Students repeating a course must
complete all class work and tests. The earned grade for the repeated course is recorded on the official transcript. To successfully repeat a failed course a
student must earn a minimum cumulative GPA of 2.0 for the repeated course.

SAP — Incomplete(l)

An Incomplete (l) grade is given when required tests and course work have not been completed by the end of the course. All work and/or testing must be
completed within 30 days after the class has ended. Incomplete tests and/or course work in the Associate of Occupational Science program must be
completed within 30 days from the last day of scheduled course. Failure to comply within the time limit will result in the incomplete grade reverting to a
final grade for all tests and/or course work completed. Student must contact their instructor to make-up any Incomplete course work and/or tests within 30
days after the class has ended. Incomplete grades will count in credits attempted and completion percentage but do not affect GPA.

SAP — Withdrawal (W)

Students who withdraw or are terminated from a program of study are charged according to the refund policy on the enroliment agreement. All courses
not attempted within the term at the time of Withdrawal will be assigned grades of “TW”. All courses attempted within the term will receive a final grade
based upon completed coursework and attendance. Grades of “W” will count in credits attempted and completion percentage but do not affect GPA.

SAP — Rescheduled Courses (RS)
Students may be rescheduled for a course due to attendance reasons. A grade of RS does not affect GPA or credits attempted. Rescheduling a course
will be at the students’ expense. Eligible students may use financial aid to cover the expense.

SAP — Audit (AU)
An audit is posted or used for attendance on previously passed courses. There is no fee charged and no grade issued. An audit does not affect GPA,
completion rates, or maximum time frame.

SAP - Academic Warning/Expulsion

Students who fail to meet the minimum GPA for total credit units attempted are placed on academic warning until the student is able to raise his/her GPA
to an acceptable level. If the student’s continued progress indicates his/her inability to raise the GPA to a minimum level, the President will evaluate
whether it is in the student’s best interest to be terminated from the program or be allowed to continue on warning status for a period of 30 days. The
student will be provided notification in written form. If after this period of time has elapsed and the student is still not achieving the minimum GPA, the
student will be expelled from the institution. The student will be provided written notification of the institution’s decision of expulsion.

SAP - Readmission/Re-Enroliment

All withdrawn or terminated students who re-enter must have all monies previously owed to the institution satisfied. The student will be responsible for the
following fees: reenroliment fee, tuition fee minus any money received from the prior enrollment, and any other published fees as necessary. Applicable
credits attempted in the prior enrollment will be included in the credits used to determine if the student can complete the program with 1 % times the
length of the program. For a repeated course, the most recent grade is counted in the student GPA.

SAP - Appeals/Reinstatement

Students who wish to appeal the decisions concerning satisfactory progress regarding warning and/or termination based on failure to meet SAP must do
so in writing to the President within 14 calendar days of receipt of the written warning/termination notice. Students with mitigating circumstances should
submit an appeal letter to describe any circumstances that the student feels deserve further consideration. Any supporting documentation should be
attached to the submitted letter. The President, in turn, will investigate the student’s concerns and provide a final written determination within 14 calendar
days to the student. The President’s decision is final.

Students who have lost eligibility for financial aid can be reinstated by improving their academic grade point average to the designated standards of
satisfactory progress definition, prevailing at an appeal, returning from a leave of absence which commenced while the student was making satisfactory
progress, or satisfactorily resolving the warning. Students can reinstate their ability to receive aid through an evaluation process. Students placed on
suspension due to SAP are considered to be on warning for the term if given a successful appeal. Please note a successful appeal is only valid for one
term; students must re-appeal the following term if the student continues to fail to meet SAP requirements. Federal Student Aid will not be disbursed for
credit completed while the student was on financial aid suspension.

LEAVE OF ABSENCE

A Leave of Absence is a privilege extended to the student by a consenting staff member. A leave of absence is rarely granted. If a student wishes to request
a leave of absence, the student must first follow the approval process. Students must submit a written request for permission to take a leave of absence to
the Department Head. The request must include: A beginning and ending date, the reason for the request, and supporting documentation when applicable.
Students must be in good academic standing at the time of the leave to qualify for the leave of absence. Action on the requested leave will be determined by
the administration and is based on a student’s individual situation and academic standing with the college. Good academic standing includes, but is not
limited to, a 2.5 GPA, 85% attendance, and no current warning status. Special consideration may be given under extenuating circumstances should the
above academic requirements not be met. If a leave of absence is granted the leave cannot exceed a total of 180 days in any 12-month period. Students
not returning to class on the LOA return date or properly extending their LOA will be withdrawn from the program.

CLASS ACCELERATION

Residential students will not be allowed to enroll in simultaneous courses without signed authorization from a school official. Financial aid packaging is
based on a normal (non-accelerated) class schedule and acceleration often substantially can reduce the amount of financial aid funding a student will
receive. Any reduction in that funding will create a balance due from the student that must be covered by excess funds or paid by the student before the
acceleration is permitted.
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DRESS CODE

All students are a representative of the institution. The student is preparing to enter a service profession and become a professional. There are three
major characteristics of any true professional. First, professionals have a strong knowledge base — they know what they are doing. Secondly,
professionals follow a strict code of conduct that sets them apart from others. Finally, professionals adhere to a code in appearance and hygiene. The
purpose of the policy regarding dress code is to prepare the student to join the ranks of the chosen profession through the practice of professional
appearance and hygiene. The dress code is an enhancement of the professional development of the students and prevents the disruption to the learning
process and avoids safety hazards. Please adhere to this dress code while on campus or when representing your profession and college at off-site
functions such as field trips or community service events. Online students are exempt from the dress code.

REQUIRED - Community Care College:

o  College-issued polo shirt with the student’s choice of pants, jeans or skirts free of holes.

e Medical Assisting, Veterinary Assisting, Surgical Technology, and Dental Assisting may also choose to wear a College-issued full scrub set, provided at
the beginning of the program.

e Individual programs may have specific dress requirements during laboratory training.

REQUIRED - Clary Sage College:

e  Students are required to wear the designated black or white Clary Sage smock or vest with solid black, white or grey, top or any Clary Sage t-shirt. Blue
jeans or solid black must be worn from the waist down. Colored jeans are prohibited except on designated days.

All sweaters, sweatshirts, and jackets must be worn underneath the designated smock and must be black, white, or grey.
All dresses and skirts must be longer than the designated smock.

In lieu of a smock, Fashion and Interior Design Students are required to wear the designated Clary Sage T-shirt with professional dress attire or well-
fitting jeans.

®  All clothes must be clean and pressed and free of stains.

No sweat suits, sweatpants, exercise pants, short shorts, or bib overalls. Yoga pants are acceptable. Shorts that go below the knee and capri pants are
allowed.

Leggings or tights of any type must be worn with dress code appropriate clothing over them.
No clothing that is in poor condition or tom

No clothing with foul language or obscene images

All dress will project an image of fashion, professionalism and good taste

No student should be attired in such a manner as to be distracting to classmates or clients
All female students must wear a bra.

Shoes must be clean and in good repair. Sneakers are allowed as long as they are appropriate with the outfit. No open toed shoes. No exceptions for
this is a Cosmetology Board requirement. All students in programs licensed under the OSBC must wear shoes with heels lower than 17.

All students must be ready for class with hair and makeup reflective of the profession. Hats are prohibited.
If worn, false eyelashes must be well-maintained
Hair must be professionally cut, styled, shampooed and conditioned to reflect the profession.

Nails must be well cared for if worn natural or any of the following: acrylic, manicured, and or polished (any color). Chipped or peeling polish is proh bited
and must be removed.

Perfume is acceptable but not required
®  Deodorant is a must

REQUIRED - Oklahoma Technical College:

e OTC uniform consists of: uniform shirt, solid color pants or jeans with no holes, professional work style boot or shoes.

e  The uniform shirt must be worn buttoned with the exception of the top button/snap. Shirt tails and t-shirts must be tucked into the pants. A work
coverall is acceptable in the shop area only.

e  Welding students have a specific dress code when working in shop.

e Personal cleanliness must be observed and maintained at all times.

*  No jewelry worn in the Automotive and Welding shops.

CONDUCT

As professionals in training, students are expected to have a certain level of honesty as well as respect for each other. Therefore, it is the protocol of the
institution to discipline any student committing violations of conduct policies. In most cases, the student is first placed on a warning. If a student repeats
the same offense, the student’s warning may be extended or the student will be expelled from the institution. This decision will be made by the President.

Plagiarism, Copying, Cheating

Any student found to have plagiarized, copied, or otherwise attempted to indicate the work of another as their own, in an attempt to benefit themselves or
otherwise enhance their standing within the class, may be expelled.

Theft

Any student found to have committed theft of property from another person or from the institution will be expelled. The school reserves the right to take
legal recourse including, but not limited to, arrest.

lllegal Drug Usage

It is not the policy of the institution to regulate student social activities. However, it is the institution’s policy to comply with all local, state, and federal laws.
Therefore, if a student is caught consuming illegal drugs on campus or attends class under the influence of illegal drugs, the school reserves the right to
notify local law enforcement agencies. Any student determined to be under the influence of any drug that may impair their ability to function or endanger
others, will be dismissed from class and it shall be considered an unexcused absence.

Tobacco Use

The Colleges are tobacco-free campuses. Students may not use tobacco products while on campus grounds. If a student wishes to use tobacco products the
student must leave the campus premises.

Public Display of Affection

Inappropriate public displays of affection are not permitted on campus.

Weapons or Firearms
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No forms of weapon s or firearms are allowed on campus property. If a student is caught with a weapon or firearm it is grounds for immediate expulsion
as well as contacting appropriate officials. The school reserves the right to determine what is or is not a weapon.

GRIEVANCE PROCEDURE

The purpose of the grievance procedure is to provide an opportunity to resolve concerns as quickly as possible. A student with a concern may contact the
instructor, Department Head or President. Recommendations, directives, or suggestions will be made. The following guidelines are to be followed:

1. Problems are to be addressed outside of class, during break, or after class.

2.  Complaints should first be resolved by discussion with the instructor and/or Department Head for academic concerns. If the grievance is not
resolved satisfactorily with these individuals, it can then be submitted to the President, whose decision is considered final in all matters
pertaining to the institution. If the complaint cannot be resolved after exhausting the institution’s grievance procedure, the student may file a
complaint with the Oklahoma Board of Private Vocational Schools, the Accrediting Council for Independent Colleges and Schools located at
750 First Street NE Suite 980 Washington, DC 20002-4223 or the Accrediting Bureau of Health Education Schools located at 7777 Leesburg
Pike, Suite 314 N Falls Church, VA 22043. The student may contact these agencies for further details.

CORRECTIVE ACTION

In some instances, before a student is expelled, he or she will be notified in writing by the department head that he or she is being placed on corrective
action, the reason for corrective action, what must be done during the time of corrective action, and dates of the corrective action. Possible reasons for
corrective action may include, but are not limited to the following: attendance, academic, drug/alcohol use, lack of professional conduct, dress code
violation, or any other reason deemed necessary by the institution. This will be done during a private counseling session.

Students will be offered the opportunity to sign a copy of the corrective action form and it will be placed into the student record. Students will receive a
copy of the form. Removal from corrective action occurs when students meet all the requirements outlined in the agreement. Students not fulfilling the
terms of the 30-day agreement will be subject to immediate expulsion.

EXPULSION

Students who fail to meet all requirements of a warning or corrective action can be expelled by the President. The student will be notified in writing that he
or she is being expelled with an explanation of reasons normally based on violation of a warning or corrective action. In some cases such as theft or
highly inappropriate behavior, however, the student may be expelled without a warning period. Expulsion will be conducted during a private counseling
session. Students will be offered the opportunity to sign a copy of the suspension or expulsion form and it will be placed into the student record. The
student will also be given a copy of the form. Students may appeal using the procedures below.

APPEAL AND REINSTATEMENT POLICY

Expelled students or those who have withdrawn are not entitled to re-admission unless a written request is submitted to the President and is approved.
Students re-entering the college are charged current tuition rates for the time required to complete the program, plus a $150 reinstatement fee, and will be
required to re-enter on a conditional status. If the student feels the college has made an error in its decision to expel, he or she should submit arguments
in writing and address it to the attention of the President. The case will then be reviewed by the President, whose decision is final. Students who are
denied initial admission to the College may reapply for admission after 90 days from the date of the denial.

CHANGE OF PROGRAM

A student must obtain the approval of administration for permission to change a program of study. The student must be in good standing with all
departments and meet all prerequisites for the desired program. The form for requesting changes may be obtained from the Registrar or an admissions
team member in which either one may initiate the change. There is a $150 fee assessed with the program change.
To change programs, students must follow these procedures.

1. Complete the change of major form, including obtaining all required signatures. Students may be required to meet additional admission criteria for

the new program.

2. Return the completed form and all supporting documentation to Admissions for processing.

3. Consult with the Financial Aid office to determine payment obligations for any fees incurred from the date of the change forward.
Students may upgrade their Core program to the corresponding Associate Degree at any time. Students will be charged the additional tuition, books, and
fees associated with the additional courses.

WITHDRAWAL POLICY

Official Withdrawal: A student wishing to withdraw from a program may initiate the process by way of telephone, writing, email, facsimile or in person in
which he/she informs the Registrar's Office of his/her intentions. The Office of the Registrar is the specific department which processes and completes
withdrawal forms. If a student is unable to personally make the withdrawal notification, a notification can be provided on behalf of the student. The
withdrawal will be effective the day notification is received. The withdrawal policy also applies when a student is terminated by the College for a
documented reason.

Unofficial Withdrawal: If a student fails to attend classes for a period of 14 calendar days they are flagged as a possible withdrawal. If the student fails to
attend for a subsequent 16 calendar days without being on an official LOA, the institution will unofficially withdraw the student. However, the Date of
Determination (DOD) used for the R2T4 calculation will in no case be more than 14 calendar days from the student’s Last Date of Attendance (LDA). He or
she will be automatically terminated from the program on the following business day.

A student withdrawing from the institution will receive a tuition adjustment in accordance with the refund policy stated on her/his Enroliment Agreement. If
monies are owed to the institution, they will become due upon receipt of statement.

CANCELLATION/REFUND POLICY

Three-day cancellation: All monies paid by an applicant will be refunded within three days of signing an enroliment agreement and making an initial
payment.

Student subsequently requesting cancellation shall be entitled to a refund of all monies paid minus a registration fee of 10% of the total contract price, not to
exceed $100. Students terminating training after starting the program, but within the first week, shall be 10% of the total contract price of the program plus
$150, but in no event more than $350 will be retained by the College. After one week, but within the first 25% of the program, the tuition retained by the
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school shall be 25% of the total contract price plus $150. After a student completes over 25%, but within 50% of the program, the tuition retained by the
school shall be 50% of the total contract price, plus $150. A student completing more than 50% of the program is not entitled to any tuition refund.
Special Cases: In case a student has a prolonged iliness, accident, death in the family, or other circumstances that make it impractical to complete the
course, the school shall make a settlement that is reasonable and fair to both.

Discontinued Class: In case a class is discontinued by the school, all tuition monies paid to the school will be refunded. The school will have 30 days to
restart the class or pay the refund.

Rejection: An applicant rejected by the school shall be entitled to a refund of all monies paid.

Official Withdrawal: Any student wishing to withdraw from a program may initiate the process by way of telephone, writing, email, facsimile or in person

in which he/she informs the College of his/her intentions. The Office of the Registrar is the specific department that processes and completes a withdrawal
form. If the student is unable to personally make the notification, a notification can be provided on behalf of the student.

Termination Date: The termination date for refund computation purposes is the last date of actual attendance by the student.

Iltems of extra expense are not returnable or refundable.

FINANCIAL AID

The College is an eligible institution for various funding sources including Federal Student Aid such as Direct Loans (PLUS, Unsubsidized, Subsidized),
Federal Pell Grants. Financial Aid is available to those who qualify. Additional funding for students may come from Institutional Scholarships, Workforce
Oklahoma, Vocational Rehabilitation, and Bureau of Indian Affairs. Furthermore; the College is approved for Veteran's Education. For those using Direct
Loan Borrower Services and have questions or need assistance with monthly payment; contact Direct Loans at 1-888-877-7658 or visit the website
at www.direct.ed.gov to get more information on deferment, forbearance, consolidation, payment plans, interest rates, and loan calculators.

GRADUATION REQUIREMENTS

Formal graduation ceremonies are held twice each year and will include graduates from the main campus; Community Care College and graduates from
the two branch campuses; Clary Sage College and Oklahoma Technical College at each ceremony. Prior to graduation, students must successfully
complete each individual course within the program. In addition, students must complete all areas of the program with a program grade point average of
2.0 or better and satisfactorily complete the externship/internship portion of training. In order to participate in the graduation ceremony, students must
successfully complete all program requirements prior to the cut-off date. Cut-off dates are set by the Registrar’s office and typically fall 4-6 weeks prior to
the graduation ceremony. If a graduate should complete all course requirements after the cut-off date, the graduate will not be elig ble to participate in the
ceremony and instead will be invited to attend the subsequent ceremony scheduled. In addition, students must satisfy all financial obligations to the
school and be cleared of any “holds” in order to participate. A Diploma, or an Associate of Occupational Science Degree is awarded to those meeting all
graduation requirements.

RETURN OF TITLE IV FUNDS

Title IV funds paid on a student’s account and Title IV funds paid to a student as a cash disbursement will be subject to the United States Department of
Education regulations regarding the treatment of Title IV funds when a student withdraws from enrollment. Funds are returned within 45 days after the
student’s Date of Determination.

When a Title IV recipient totally withdraws, the institution applies the following steps to return Title IV aid:

1. Determine a student’s withdrawal date.
2. Determine the amount of Title IV aid disbursed plus the Title IV aid that could have been disbursed for the term.
3. Determine the percentage of the Title 1V aid the student earned by dividing the number of calendar days scheduled in the term up to the

LDA by the total number of calendar days in the term. Scheduled breaks of 5 more consecutive days and periods of approved leave of
absence are omitted.

4. Calculate amount of Title IV aid the student has earned by multiplying the above percentage by the total Title IV aid disbursed plus the
Title IV aid that could have been disbursed for the term.
5. Determine if the student is due a post withdrawal disbursement or if Title IV aid must be returned. If the amount of Title IV aid earned is

greater than the aid disbursed the student may be eligible for post withdrawal disbursements. If the amount of Title IV aid disbursed is
greater than the aid earned, a return of Title IV aid is due.

6. Calculate amount of unearned Title IV aid due from the institution. Institutional charges for the term are multiplied by the percentage of
Title IV aid unearned. Compare this amount to the amount of Title IV aid to be returned and enter the lesser amount.
7. The institution must return the unearned aid for which the institution is responsible by repaying funds to the following sources, in order, up

to the total net amount disbursed from each source. The aid programs are as follows: Unsubsidized Direct Stafford loan, Subsidized
Direct Stafford loan, Direct PLUS Loan, Federal Pell Grant for which a return of funds is required.

8. Calculate initial amount of unearned Title IV aid due from student. Subtract the amount of Title IV aid due from the institution from the total
Title IV aid to be returned.
9. Determine return of funds by student.
CAREER SERVICES

The College will assist students in obtaining employment upon graduation. This is a service and is not to be considered as a guarantee of employment or
job placement.

The College makes contact with and obtains referrals from potential employers regarding job openings. Information obtained from these contacts is
matched against the known qualifications and backgrounds of students and/or graduates. Students or graduates who meet the employer's qualification
requests are advised of the opening and are expected to pursue the job opportunity and/or job offer from the employer.

The College assists in arranging interviews for graduating students and elig ble graduated students. This service is not available to graduates who have
lost their jobs through negligence, failure to maintain standards prescribed by their employers, or misconduct. This service is only available to graduates
that are in good standing with all departments of the institution.

COURSE NUMBERING SYSTEM

Core (Diploma-level) Courses: The alpha prefix of a course number designates to which program or discipline each course belongs. The numeric digits
indicate the course number within a program or discipline.

CCC Core:
ACC = Accounting
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AH = Allied Health

PHI = Philosophy

BIO = Biological Science

DA = Dental Assistant

ECE = Early Childhood Education
FHT = Fitness and Health Trainer
HCA = Health Care Administration
MT = Massage Therapy

MA = Medical Assistant

MBC = Medical Billing and Coding
PS = Paralegal Studies

PHT = Pharmacy Technician

ST = Surgical Technologist

VA = Veterinary Assistant

INT = Internship

EXT = Externship

CSC Core:

AH = Allied Health

BCO = Basic Cosmetology

BR = Barber

EST = Esthetician

FD = Fashion Design

NAL = Nail Technician

MIN = Master Instructor

ID = Interior Design

INT = Internship

EXT = Externship

MAK = Makeup Artistry/Cosmetician
HBT = Hair Braiding Technician

OTC Core:

AH = Allied Health

AT = Automotive

BR = Barber

HVACR = Heating Ventilation and Air Conditioning/Refrigeration
DT = Diesel Technology

INT = Internship

WT = Welding Technology

AOS (Degree-level) Courses: The alpha prefix of a course number designates the category of the course and are always 4 digits. The first three numeric
digits indicate the individual course numbers with in the discipline. The fourth numeric digit indicates the number of credit hours awarded upon successful
completion. The numbering system follows state norms and they don’t build upon each other. Those that start with “1” are not a prerequisite to “2”.

Degree Courses:

BUS = Business

MKT = Marketing

ACC = Accounting
MGT = Management
ENG = English

GEN = General Studies
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c

ACCOUNTING SPECIALIST - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE ACCOUNTING

(resident)

Obijective

The Accounting Specialist program provides instruction in basic accounting and bookkeeping competencies. The program is designed to
provide a foundation that will enable graduates to succeed in diverse administrative and accounting roles. The Associate of Occupational
Science Accounting Specialist degree is designed to develop leadership abilities necessary for management success. Students will
become proficient in the use of computer software applications necessary to succeed in a business environment. This program equips
the graduate with the skills and knowledge necessary to meet the requirements of an entry-level accounting position.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except for the completion of ACC2313
Financial Accounting before ACC2253 Managerial Accounting. A student may enter the program at the beginning of any course and
continue through the sequence until completion of all courses. Residential courses meet 15 or 11.3 hours a week. Instruction is
residential or residential and online.

Externship

The externship is undertaken following the successful completion of all classroom training and consists of 135 hours. Students may
locate their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid
and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while
fulfilling externship requirements.

Diploma

Total Classroom Hours: 420

Total Externship Hours: 135

Total Program Hours: 555

Total Weeks: 39 Including Externship

Total Semester Hours of Credit: 30

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: 24 credits/32 weeks (Term Type B)

Resident Degree

Total Classroom Hours: 870

Total Externship Hours: 135

Total Program Hours: 1005

Total Weeks: 69 or 79 Including Externship

Total Semester Hours of Credit: 60

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: 24 credits/32 weeks (Term Type B)

Course No. Course Title Clock Hours Credit Hours

AH 100 Career and Life Development 50/10 3.0

ACC 2313 Financial Accounting 4510 30

ACC 2273 Accounting Software: QuickBooks 45/0 3.0

ACC 2253 Managerial Accounting 45/0 30

ACC 2333 Accounts Receivable and Account Payable 45/0 3.0
Management

ACC 2263 Accounting Applications: Excel 45/0 3.0

ACC 2243 Payroll Management 45/0 3.0

MGT 1463 Office Management 45/0 3.0

MGT 1483 Human Resources Administration 45/0 3.0

ACCEXT 711 Externship 135 30

Degree Requirements

BUS 2213 Principles of Business 45/0 30

MGT 2123 Leadership Development 45/0 30

MKT 2423 Introduction to Marketing 45/0 3.0

MGT 1373 Human Resources 45/0 30

BUS 2313 Business Law 45/0 30

ACC 2213 Accounting Principles 45/0 30

General Education Courses:

ENG 2343 Business Communications 45/0 3.0

BUS 1353 Business Math 45/0 30

MGT 2213 Principles of Management 45/0 30

GEN 1113 Critical Thinking and Problem Solving 45/0 3.0
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c
ACCOUNTING SPECIALIST - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE ACCOUNTING

(online)

Objective

The Accounting Specialist program provides instruction in basic accounting and bookkeeping competencies. The program is designed to
provide a foundation that will enable graduates to succeed in diverse administrative and accounting roles. The Associate of Occupational
Science Accounting Specialist degree is designed to develop leadership abilities necessary for management success. Students will
become proficient in the use of computer software applications necessary to succeed in a business environment. This program equips
the graduate with the skills and knowledge necessary to meet the requirements of an entry-level accounting position.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except for the completion of ACC2313
Financial Accounting before ACC2253 Managerial Accounting. A student may enter the program at the beginning of any course and
continue through the sequence until completion of all courses. All instruction is online.

Externship
The externship is undertaken following the successful completion of all classroom training and consists of 135 hours. Students may

locate their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid
and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while
fulfilling externship requirements.

Diploma

Total Classroom Hours: 405

Total Externship Hours: 135

Total Program Hours: 540

Total Weeks: 40 Including Externship

Total Semester Hours of Credit: 30

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: 24 credits/32 weeks (Term Type B)

Online Degree

Total Classroom Hours: 855

Total Externship Hours: 135

Total Program Hours: 990

Total Weeks: 80 weeks

Total Semester Hours of Credit: 60

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: 24 credits/32 weeks (Term Type B)

Course No. Course Title Clock Hours Credit Hours

AH 101 Career and Life Development 45/0 3.0

ACC 2313 Financial Accounting 45/0 30

ACC 2273 Accounting Software: QuickBooks 45/0 3.0

ACC 2253 Managerial Accounting 45/0 30

ACC 2333 Accounts Receivable and Account Payable 45/0 30
Management

ACC 2263 Accounting Applications: Excel 45/0 30

ACC 2243 Payroll Management 45/0 3.0

MGT 1463 Office Management 45/0 30

MGT 1483 Human Resources Administration 45/0 3.0

ACCEXT 711 Externship 135 3.0

Degree Requirements

BUS 2213 Principles of Business 45/0 3.0

MGT 2123 Leadership Development 45/0 30

MKT 2423 Introduction to Marketing 45/0 30

MGT 1373 Human Resources 45/0 3.0

BUS 2313 Business Law 45/0 30

ACC 2213 Accounting Principles 45/0 30

General Education Courses:

ENG 2343 Business Communications 45/0 3.0

BUS 1353 Business Math 45/0 3.0

MGT 2213 Principles of Management 45/0 3.0

GEN 1113 Critical Thinking and Problem Solving 4510 30
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c

ASSOCIATE OF OCCUPATIONAL SCIENCE BUSINESS ADMINISTRATION

(resident)

Obijective

The Associate of Occupational Science in Business Administration degree program provides instruction in basic business administration
competencies. The degree is designed to provide a foundation that will enable graduates to succeed in diverse business management
roles. Students will also develop leadership abilities necessary for management success. Students will become proficient in the use of
computer software applications necessary to succeed in a business environment. This program equips the graduate with the skills and
knowledge necessary to meet the requirements of an entry-level business administration position. Although not required, it is highly
recommended that students use a computer for class and home assignments.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training. Career and Life Development (AH100) is
required for any residential students and is taken Monday through Thursday from 8:00am to 1:00pm or 5:30pm to 10:30pm. A student
may enter the program at the beginning of any course and continue through the sequence until completion of all courses. Business
Administration residential courses meet 15 or 11.3 hours a week. Instruction is residential or residential and online.

Externship
The externship is undertaken following the successful completion of all classroom training and consists of 135 hours. Students may

locate their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid
and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while
fulfilling externship requirements.

Resident Degree

Total Classroom Hours: 870

Total Externship Hours: 135

Total Program Hours: 1,005

Total Weeks: 61 or 71 Including Externship

Total Semester Hours of Credit: 60

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree
Academic Year: 24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)
Course No. Course Title Clock Hours Credit Hours
AH 100 Career and Life Development 50/10 30
BUS 2523 Customer Relations Management 45/0 30
BUS 2153 Business Ethics 45/0 3.0
BUS 2543 Information Technology & Trends 45/0 30
BUS 2553 Project Management 45/0 30
BUS 2563 Operations Management 45/0 30
BUS 2573 Entrepreneurship 45/0 30
BUS 2583 Professional Sales 45/0 3.0
BUS 2593 Professional Development 45/0 3.0
BUSEXT 2601 Externship 135 3.0
Degree Requirements

BUS 2213 Principles of Business 45/0 30
MGT 2123 Leadership Development 45/0 30
MKT 2423 Introduction to Marketing 45/0 30
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 3.0
General Education Courses:

ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 30
MGT 2213 Principles of Management 45/0 30
GEN 1113 Critical Thinking and Problem Solving 4510 30
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c

ASSOCIATE OF OCCUPATIONAL SCIENCE BUSINESS ADMINISTRATION

(online)

Obijective

The Associate of Occupational Science in Business Administration online program provides instruction in basic business administration
competencies while using a progressive learning management system. The degree is designed to provide a foundation that will enable
graduates to succeed in diverse business management roles. Students will also develop leadership abilities necessary for management
success. Students will become proficient in the use of computer software applications necessary to succeed in a business environment
while mastering “real-world business strategies.” This program equips the graduate with the skills and knowledge necessary to meet the
requirements of an entry-level business administration position.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training. A student may enter the program at the
beginning of any course and continue through the sequence until completion of all courses. The externship is undertaken following the
successful completion of all classroom training and consists of 135 hours. Students may locate their own externship site for
consideration or may use sites previously established with the institution. This externship is unpaid and the hours of attendance are
determined by the externship site. Students are required to attend at least 20 hours per week while fulfilling externship requirements.

Online Degree

Total Classroom Hours: 855

Total Externship Hours: 135

Total Program Hours: 990

Total Weeks: 80 weeks

Total Semester Hours of Credit: 60

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree
Academic Year: 24 credits/32 weeks (Term Type B)

Course No. Course Title Clock Hours Credit Hours
AH 101 Career and Life Development 4510 3.0
BUS 2523 Customer Relations Management 45/0 30
BUS 2153 Business Ethics 45/0 3.0
BUS 2543 Information Technology & Trends 45/0 30
BUS 2553 Project Management 4510 30
BUS 2563 Operations Management 45/0 30
BUS 2573 Entrepreneurship 4510 30
BUS 2583 Professional Sales 45/0 30
BUS 2593 Professional Development 4510 30
BUSEXT2601 Externship 135 3.0
Degree Requirements

BUS 2213 Principles of Business 45/0 3.0
MGT 2123 Leadership Development 4510 30
MKT 2423 Introduction to Marketing 45/0 3.0
MGT 1373 Human Resources 45/0 30
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 4510 30
General Education Courses:

ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 3.0
MGT 2213 Principles of Management 4510 30
GEN 1113 Critical Thinking and Problem Solving 45/0 30
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C

DENTAL ASSISTANT - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN DENTAL ASSISTING

Objective

The Dental Assistant plays a vital role in the organized delivery of dental services. Theory and practical application in the fundamentals
of chair side assisting and administrative procedures are taught for use in any size dental practice, specialty practice, or clinic. Students
are certified in CPR. In addition, students engage in “hands-on” training with regard to dental equipment, instruments, and tray set-ups.
Students are taught proper dental health and laboratory procedures. The graduate will be fully prepared to take the RDA. This program
equips the graduate with the skills and knowledge necessary to meet the requirements of an entry-level Dental Assistant and the ability
to assume such a position. The Associate of Occupational Science degree is designed to provide a foundation that will enable degree
holders to seek and apply for management roles in their healthcare specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training. A student may enter the program at the
beginning of any course and continue through the sequence until completion of all courses. Dental related courses meet 20 hours per
week. General Education courses of the degree program meet 15 or 11.3 hours a week. Instruction is residential or residential and
online.

Externship

The externship is undertaken following the successful completion of all classroom training and consists of 180 hours. Students may
locate their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid
and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while
fulfilling externship requirements.

Diploma

Total Classroom Hours: 540

Total Externship Hours: 180

Total Program Hours: 720

Total Weeks: 32 Including Externship
Total Semester Hours of Credit:  30.5

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year:

24 credits/30 weeks (Term Type A)

Degree

Total Classroom Hours: 990

Total Externship Hours: 180

Total Program Hours: 1,170

Total Weeks: 62 including Externship 72 (resident and online)
Total Semester Hours of Credit: 60.5

Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

Associate of Occupational Science Degree
24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)
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DENTAL ASSISTANT - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN DENTAL ASSISTING

Course No. Course Title Clock Hours Credit Hours
AH 100 Career and Life Development 50/10 30
PHI 1153 Medical Law & Ethics 20/0 10
BIO 1316 Anatomy & Physiology 20/0 10
BIO 1387 Nutrition 20/0 10
AH 225 Sterilization Procedures/OSHA 15/5 10
AH 115 Medical Emergencies and CPR 15/5 1.0
AH 220 Introduction to Pharmacology 20/0 10
DA 1115 Dental Terminology 20/0 1.0
DA 1111 Practice Management/ Patient Relations 15/5 1.0
DA 1113 Introduction to Dental Assisting 15/5 1.0
DA 1114 Pre-Clinical 15/5 10
DA 1213 Preventative 15/5 1.0
DA 1215 Periodontics 15/5 10
DA 1118 Intro to Dental Radiography 15/5 10
DA 1119 Dental Laboratory 15/5 1.0
DA 1217 Prosthodontics 15/5 10
DA 1225 Operative 15/5 10
DA 1219 Restorative Dentistry 15/5 1.0
DA 1221 Pedodontics 15/5 10
DA 1223 Orthodontics 15/5 10
DA1126 Endodontics 15/5 1.0
DA1181 Dental Sciences 15/5 10
DA 1129 Oral Pathology/Oral Surgery 15/5 10
DA 1131 Essentials of Dental Radiography — Bisecting/ 15/5 1.0
Paralleling
DA 1133 Essentials of Dental Radiography — Lab 0/20 05
DAEXT 311 Externship 180 40
Degree Requirements
BUS 2213 Principles of Business 45/0 30
MGT 2123 Leadership Development 45/0 30
MKT 2423 Introduction to Marketing 4510 30
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 30
ACC 2213 Accounting Principles 45/0 30
General Education Courses:
ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 30
MGT 2213 Principles of Management 45/0 30

GEN 1113 Critical Thinking and Problem Solving 45/0 3.0



c
EARLY CHILDHOOD EDUCATION - DIPLOMA

ASSOCIATE OF OCCUPATIONAL SCIENCE EARLY CHILDHOOD EDUCATION
(resident)

Obijective

Working with young children is one of the most rewarding, yet challenging, career choices one can make. A significant challenge within
the early childhood education profession is the preparation and training of those who care for and teach young children. Young children
benefit from having a nurturing caregiver, developmentally appropriate materials and activities, positive peer interactions and a safe
learning environment in which they take an active role in the learning process. The Early Childhood Education (ECE) program is
committed to preparing students to enter the field of early care and education with the skills needed to help children succeed not only in
college, but in life. Graduates of the ECE program will be skilled in historical, philosophical, political and theoretical best practices to ensure
they have the tools to support children’s emotional, physical, language, and cognitive development in practice. The Associate of
Occupational Science degree is designed to provide a foundation that will enable degree holders to seek and apply for management roles
in their specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except for the completion of Internship. A
student may enter the program at the beginning of any course and continue through the sequence until completion of all courses. ECE
resident courses meet 15 or 11.3 hours per week. Instruction is residential, online, or residential and online.

Externship

The Externship is undertaken following the successful completion of all classroom training and consists of 180 hours of hands-on
experience at a licensed facility. This externship is unpaid and the hours of attendance may vary. Students are required to attend at
least 20 hours per week while fulfilling externship requirements.

Diploma

Total Classroom Hours: 420

Total Externship Hours: 180

Total Program Hours: 600

Total Weeks: 32 Including Externship

Total Semester Hours of Credit: 31

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: 24 credits/30 weeks (Term Type A)

Degree

Total Classroom Hours: 870

Total Externship Hours: 180

Total Program Hours: 1,050

Total Weeks: 62 Including Externship 72 (resident and online)

Total Semester Hours of Credit: 61

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: 24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)

Course No. Course Title Clock Hours Credit Hours

AH 100 Career and Life Development 50/10 30

ECE 101 Introduction to Early Childhood Education 45/0 3.0

ECE 103 Child Growth and Development 45/0 30

ECE 105 Curriculum and Development 45/0 3.0

ECE 107 Early Childhood Program Management 45/0 30

ECE 109 Social Emotional Development and 45/0 3.0
Guidance

ECE 111 Language and Literacy 45/0 3.0

ECE 113 Creative Art, Movement and Expression 45/0 30

ECE 115 Family, Community, and Early Education 45/0 30

ECE EXT 211 Externship 180 40

Degree Requirements

BUS 2213 Principles of Business 45/0 30

MGT 2123 Leadership Development 4510 30

MKT 2423 Introduction to Marketing 45/0 30

MGT 1373 Human Resources 45/0 3.0

BUS 2313 Business Law 45/0 3.0

ACC 2213 Accounting Principles 45/0 3.0

General Education Courses:

ENG 2343 Business Communications 45/0 3.0

BUS 1353 Business Math 45/0 3.0

MGT 2213 Principles of Management 45/0 3.0

GEN 1113 Critical Thinking and Problem Solving 45/0 30
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EARLY CHILDHOOD EDUCATION - DIPLOMA

ASSOCIATE OF OCCUPATIONAL SCIENCE EARLY CHILDHOOD EDUCATION
(online)

Obijective

Working with young children is one of the most rewarding, yet challenging, career choices one can make. A significant challenge within
the early childhood education profession is the preparation and training of those who care for and teach young children. Young children
benefit from having a nurturing caregiver, developmentally appropriate materials and activities, positive peer interactions and a safe
learning environment in which they take an active role in the learning process. The Early Childhood Education (ECE) program is
committed to preparing students to enter the field of early care and education with the skills needed to help children succeed not only in
college, but in life. Graduates of the ECE program will be skilled in historical, philosophical, political and theoretical best practices to ensure
they have the tools to support children’s emotional, physical, language, and cognitive development in practice. The Associate of
Occupational Science degree is designed to provide a foundation that will enable degree holders to seek and apply for management roles
in their specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except for the completion of Internship. A
student may enter the program at the beginning of any course and continue through the sequence until completion of all courses. All
instruction is online.

Externship

The externship is undertaken following the successful completion of all classroom training and consists of 180 hours. Students may
locate their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid
and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while
fulfilling externship requirements.

Diploma

Total Classroom Hours: 405

Total Externship Hours: 180

Total Program Hours: 585

Total Weeks: 40 Including Externship

Total Semester Hours of Credit: 31

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: 24 credits/32 weeks (Term Type B)

Degree

Total Classroom Hours: 855

Total Externship Hours: 180

Total Program Hours: 1,035

Total Weeks: 80

Total Semester Hours of Credit: 61

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: 24 credits/32 weeks (Term Type B)

Course No. Course Title Clock Hours Credit Hours

AH 101 Career and Life Development 45/0 3.0

ECE 101 Introduction to Early Childhood Education 45/0 3.0

ECE 103 Child Growth and Development 45/0 3.0

ECE 105 Curriculum and Development 45/0 3.0

ECE 107 Early Childhood Program Management 45/0 3.0

ECE 109 Social Emotional Development and 45/0 3.0
Guidance

ECE 111 Language and Literacy 45/0 3.0

ECE 113 Creative Art, Movement and Expression 45/0 30

ECE 115 Family, Community, and Early Education 45/0 3.0

ECEEXT 213 Extemship 180 40

Degree Requirements

BUS 2213 Principles of Business 45/0 3.0

MGT 2123 Leadership Development 45/0 3.0

MKT 2423 Introduction to Marketing 45/0 30

MGT 1373 Human Resources 45/0 3.0

BUS 2313 Business Law 45/0 3.0

ACC 2213 Accounting Principles 45/0 3.0

General Education Courses:

ENG 2343 Business Communications 45/0 3.0

BUS 1353 Business Math 45/0 3.0

MGT 2213 Principles of Management 45/0 3.0

GEN 1113 Critical Thinking and Problem Solving 45/0 30
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FITNESS AND HEALTH TRAINER - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE FITNESS AND HEALTH TRAINER

Objective

This program covers the essential components of fitness and health necessary to produce qualified fitness professionals. The objective
of the program is to prepare students academically and professionally for entry-level positions in health promotion and fithess. This
career field continues to grow as our nation becomes increasingly concerned with health and wellness. Graduates will be prepared to
work in a wide variety of facilities as fitness instructors or personal trainers. Successful program graduates are eligible for the National
Academy of Sports Medicine NASM - Certified Personal Trainer. Upon completion of the NASM-CPT, students will be eligible for
advanced certifications in Performance Enhancement Specialist and Corrective Exercise Specialist through NASM. Additionally,
graduates will be academically prepared to start their own fitness businesses using advanced leadership and administrative skills. The
Associate of Occupational Science degree is designed to provide a foundation that will enable degree holders to seek and apply for
management roles in their healthcare specialties.

Classroom Procedures

Most courses stand alone as a unit of study and are not dependent upon prerequisite training; however, the following courses require
prerequisites: Anatomy (FTH 117) before Physiology (FHT 119) and Physiology (FHT 119) before Biomechanics & Kinesiology (FHT
118) and Physical Fitness Assessments (FHT 115) before Corrective Exercise Program Design (FHT 116). A student may enter the
program at the beginning of any course and continue through the sequence until completion of all courses. Fitness and Health Trainer
related courses meet 20 hours per week. General Education courses of the degree program meet 15 or 11.3 hours a week. Instruction is
residential or residential and online.

Internship

The internship is undertaken following the successful completion of all classroom training and consists of 180 hours. Students will be
eligible to train in Community Care College’s on-site gym, “Way of Life”. This internship is unpaid and the hours of attendance are
determined by Community Care College. Students are required to attend at least 20 hours per week while fulfilling internship

requirements.

Diploma

Total Classroom Hours: 540

Total Externship Hours: 180

Total Program Hours: 720

Total Weeks: 32 Including Externship
Total Semester Hours of Credit:  30.5

Clock Hours: Lecture/Lab
Credential Earned: Diploma

Academic Year:

24 credits/30 weeks (Term Type A)

Degree

Total Classroom Hours: 990

Total Externship Hours: 180

Total Program Hours: 1,170

Total Weeks: 62 including Externship 72 (resident and online)
Total Semester Hours of Credit: 60.5

Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

Associate of Occupational Science Degree
24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)
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FITNESS AND HEALTH TRAINER - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE FITNESS AND HEALTH TRAINER

Course No. Course Title Clock Hours Credit Hours
AH 100 Career and Life Development 50/10 30
FHT 111 Healthy Lifestyles 20/0 10
FHT 117 Anatomy 20/0 1.0
FHT 119 Physiology 20/0 1.0
FHT 118 Biomechanics & Kinesiology 20/0 1.0
FHT 123 Cardiorespiratory Fitness 15/5 1.0
FHT 125 Muscular Fitness 15/5 10
FHT 121 Balance & Flexibility 15/5 10
FHT 113 Pre-screening & Risk Assessments 15/5 10
FHT 115 Physical Fitness Assessments 15/5 1.0
FHT 114 Clinical & Medical Considerations 20/0 1.0
FHT 135 Special Populations 20/0 1.0
FHT 145 Weight Management Strategies 1515 1.0
FHT 152 Nutrition 20/0 10
FHT 147 Program Design 20/0 1.0
FHT 122 Group Fitness 5/15 0.5
FHT 156 Worksite Health Promotion 20/0 10
FHT 127 Injuries 15/5 10
FHT 140 Exercise Psychology & Counseling 15/5 1.0
MT 221 Sports Massage 15/5 10
FHT 153 Marketing & Sales 20/0 10
FHT 151 Business Management 20/0 1.0
AH 115 Medical Emergencies & CPR 15/5 1.0
FHT143 Sports Training 15/5 10
FHTINT 157 Internship 180 40
Degree Requirements

BUS 2213 Principles of Business 4510 30
MGT 2123 Leadership Development 45/0 30
MKT 2423 Introduction to Marketing 45/0 30
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 30
General Education Courses:

ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 3.0
MGT 2213 Principles of Management 45/0 30
GEN 1113 Critical Thinking and Problem Solving 45/0 30

** Shaded course requires a prerequisite prior to taking course.



c

ASSOCIATE OF OCCUPATIONAL SCIENCE HEALTH CARE ADMINISTRATION

(resident)

Obijective

The Associate of Occupational Science in Health Care Administration program provides instruction in basic health care administration competencies The
objective of the program is to prepare students academically and professionally for entry-level employment positions as medical office managers,
assistant managers to physician offices, supervisors in a variety of healthcare settings such as assisted living residences, nursing homes, hospitals,
dental facilities, or occupational health practices, to name just a few. Additionally, degree graduates will become knowledgeable in applicable leadership
practices.

Students will become proficient in the use of computer software applications necessary to succeed in a management environment including electronic
medical records. This program equips the graduate with the skills and knowledge necessary to meet the requirements of an entry-level administration
position. The Associate of Occupational Science degree is designed to provide a foundation that will enable degree holders to seek and apply for
management roles in their healthcare specialties. Although not required, it is highly recommended that students use a laptop computer for class and
home assignments.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training with the exception of HCA 1118 Intro to Electronic Health
Records must be completed before HCA 1120 Electronic Health Records. Health Care Administration resident courses meet 15 hours a week. General
Education courses of the degree program meet 15 or 11.3 hours a week. Instruction is residential or residential and online.

Externship

The externship is undertaken following the successful completion of all classroom training and consists of 180 hours. Students may locate their own
externship site for consideration or may use sites previously established with the institution. This externship is unpaid and the hours of attendance are
determined by the externship site. Students are required to attend at least 20 hours per week while fulfilling externship requirements.

Resident

Total Classroom Hours: 960

Total Program Hours: 960

Total Weeks: 63 or 73 (resident and online)

Total Semester Hours of Credit: 63

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree
Academic Year: 24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)
Course No. Course Title Clock Hours Credit Hours
AH 100 Career and Life Development 50/10 30
HCA 1453 Medical Terminology and A&P 45/0 3.0
MBC 1130 Medical Insurance 45/0 3.0
HCA 1124 Intro to Diagnostic Coding 4510 3.0
HCA 1126 Into to Procedure Coding 45/0 30
MBC 1141 Medical Office Management 45/0 3.0
HCA 1118 Intro to Electronic Health Records 45/0 3.0
HCA 1120 Electronic Health Records 45/0 3.0
MBC 1142 Software Applications in Healthcare 45/0 30
HCA 1122 Front Office Management 45/0 3.0
HCA 2383 Healthcare Management 45/0 30
Degree Requirements

BUS 2213 Principles of Business 45/0 30
MGT 2123 Leadership Development 4510 30
MKT 2423 Introduction to Marketing 45/0 30
MGT 1373 Human Resources 45/0 30
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 30
General Education Courses:

ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 3.0
MGT 2213 Principles of Management 45/0 30
GEN 1113 Critical Thinking and Problem Solving 45/0 30
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ASSOCIATE OF OCCUPATIONAL SCIENCE HEALTH CARE ADMINISTRATION
(Online)

Objective

The Associate of Occupational Science in Health Care Administration program provides online instruction in basic healthcare administration
competencies using a progressive learning management system. The objective of the program is to prepare students academically and professionally for
entry-level employment positions as medical office managers, assistant managers to physician offices, supervisors in a variety of healthcare settings such
as assisted living residences, nursing homes, hospitals, dental facilities, or occupational health practices, to name just a few. Additionally, degree
graduates will become knowledgeable in applicable leadership practices.

Students will become proficient in the use of computer software applications necessary to succeed in a management environment including electronic
medical records. This program equips the graduate with the skills and knowledge necessary to meet the requirements of an entry-level administration
position. The Associate of Occupational Science degree is designed to provide a foundation that will enable degree holders to seek and apply for
management roles in their healthcare specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training the exception of HCA 1118 Intro to Electronic Health Records
must be completed before HCA 1120 Electronic Health Records. A student may enter the program at the beginning of any course and continue through
the sequence until completion of all courses. All instruction is online.

Online Degree

Total Classroom Hours: 945

Total Program Hours: 945

Total Weeks: 84 weeks

Total Semester Hours of Credit: 63

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree
Academic Year: 24 credits/32 weeks (Term Type B)

Course No. Course Title Clock Hours Credit Hours
AH 101 Career and Life Development 45/0 30
HCA 1453 Medical Terminology and A&P 45/0 30
MBC 1130 Medical Insurance 45/0 3.0
HCA 1124 Intro to Diagnostic Coding 45/0 3.0
HCA 1126 Into to Procedure Coding 45/0 3.0
MBC 1141 Medical Office Management 45/0 3.0
HCA 1118 Intro to Electronic Health Records 45/0 3.0
HCA 1120 Electronic Health Records 45/0 3.0
MBC 1142 Software Applications in Healthcare 45/0 30
HCA 1122 Front Office Management 45/0 3.0
HCA 2383 Healthcare Management 45/0 30
Degree Requirements

BUS 2213 Principles of Business 45/0 30
MGT 2123 Leadership Development 45/0 3.0
MKT 2423 Introduction to Marketing 45/0 30
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 3.0
General Education Courses:

ENG 2343 Business Communications 45/0 30
BUS 1353 Business Math 45/0 30
MGT 2213 Principles of Management 45/0 30
GEN 1113 Critical Thinking and Problem Solving 4510 30
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MASSAGE THERAPY - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN MASSAGE THERAPY

Objective

The Massage Therapist plays an important role in the growing healthcare fields of preventative healthcare, sports and wellness systems.
Students learn anatomy and physiology of the body as it relates to soft tissue injury and treatment. Students engage in supervised
“hands-on” training in traditional Swedish massage and other modalities such as hydrotherapy, sports massage, clinical protocols, chair
massage, reflexology, aromatherapy, lymphatic massage, and therapeutic spa treatments. Students are certified in CPR. This program
equips the graduate with the skills and knowledge necessary to meet the requirements of an entry-level Massage Therapist and the
ability to assume such a position. Graduates will be fully prepared to take the national certification and be eligible for Tulsa city licensure.
Positions in a wide range of health related workplaces such as: sports medicine clinics, orthopedic offices, physical/occupational
therapy, assisted living facilities or naturopathic clinic are possible options for graduates. The Associate of Occupational Science degree
is designed to provide a foundation that will enable degree holders to seek and apply for management roles in their healthcare
specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training. A student may enter the program at the
beginning of any course and continue through the sequence until completion of all courses. Massage related courses meet 20 hours per
week. General education courses of the degree program meet 15 or 11.3 hours per week. Instruction is residential or residential and
online.

Externship

The externship is undertaken as practical experience to follow the skills taught in massage labs and training exercises and consists of
180 hours. Students will obtain their externship hours at locations deemed certified and acceptable by Community Care College. This
externship is unpaid and the hours of attendance will be determined by the site. Students can begin accumulating hours for externship
after passing the required skills sets as outlined by the course curriculum. Students are required to attend at least 20 hours per week
while fulfilling externship requirements.

Diploma

Total Classroom Hours: 640

Total Externship Hours: 180

Total Program Hours: 820

Total Weeks: 36 Including Externship
Total Semester Hours of Credit: 36

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year:

24 credits/30 weeks (Term Type A)

Degree

Total Classroom Hours: 1,090

Total Externship Hours: 180

Total Program Hours: 1,270

Total Weeks: 66 Including Externship 76 (resident and online)
Total Semester Hours of Credit: 66

Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

Associate of Occupational Science Degree
24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)

27



MASSAGE THERAPY - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN MASSAGE THERAPY

Course
No.
AH 100
MT 111
MT 113
MT 115
MT 217
MT 119
MT 121
MT 123
MT 125
MT 127
MT 129
MT 131
MT 133
MT 135
MT 137
MT 211
MT 213
MT 215
MT 117
MT 219
MT 221
MT 223
MT 225
AH 113
MT 227
MT 229
MT 231
MT 235
AH 115
MT 300

MTEXT 311

Course

Title

Career and Life Development
Massage Therapy as a Profession
Law and Ethics/HIPAA

Medical Terminology & Body Systems
Skeletal System

Current Trends - Tools of the Trade
Muscular System

Nervous System

Allied Modalities

Sanitation, Safety, & Hygiene
Endocrine System & Reflexology
Integumentary & Respiratory Systems
Urinary and Reproductive Systems
Sensory

Wellness Components

Asian Bodywork Therapy

Deep Tissue & Neuromuscular Therapy: Extremities
Deep Tissue & Neuromuscular Therapy: Torso
Spa Management & Practical Experience
Current Trends -Technique

Sports Massage

Therapeutic Spa

Cardiovascular System

Serving Special Populations
Biomechanics and Kinesiology
Business and Marketing

Digestive System & Reflexology
Lymphatic Massage

Medical Emergencies and CPR
Certification Review

Extemship

Degree Requirements

BUS 2213
MGT 2123
MKT 2423
MGT 1373
BUS 2313
ACC 2213

Principles of Business
Leadership Development
Introduction to Marketing
Human Resources
Business Law
Accounting Principles

General Education Courses:

ENG 2343
BUS 1353
MGT 2213
GEN 1113

Business Communications

Business Math

Principles of Management

Critical Thinking and Problem Solving

c

Clock

Hours
50/10
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
15/5
20/0
15/5
15/5
15/5
20/0
180

45/0
45/0
45/0
45/0
45/0
45/0

45/0
45/0
45/0
45/0

Credit
Hours
30

i QS N N I I QL QI QI QT G (I QI (I (S I I T G S T QI I QI QS Qe g g Y Y

3.0
3.0
3.0
3.0
3.0

3.0
3.0
3.0
3.0
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MEDICAL ASSISTANT - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN MEDICAL ASSISTING
(Resident)

Objective

The Medical Assistant is an individual trained to assist physicians in the examination and treatment of patients. They assist doctors by
providing routine clinical skills, obtaining patient history, assisting with patient procedures, laboratory tests, and administrative/front office
procedures. Students are certified in CPR. The Medical Assistant understands the procedures, techniques, and the underlying
principles of the human body, in addition to the functions of other professionals who provide health care. The graduate will be fully
prepared to take the RMA, CMA, RbPT and RPT. This program provides the background which enables a student to assume an entry-
level position as a Medical Assistant. Required laboratory skills and administrative procedures are taught for use in a physician’s office
or clinic. The Associate of Occupational Science degree is designed to provide a foundation that will enable degree holders to seek and
apply for management roles in their healthcare specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training. A student may enter the program at the
beginning of any course and continue through the sequence until completion of all courses. Medical related courses meet 20 hours per
week. General education courses of the degree program meet 15 or 11.3 hours per week. Instruction is residential or residential and
online.

Externship

The externship is undertaken following the successful completion of all classroom training and consists of 180 hours. Students may
locate their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid
and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while

fulfilling externship requirements.

Diploma

Total Classroom Hours: 660

Total Externship Hours: 180

Total Program Hours: 840

Total Weeks: 38 Including Externship
Total Semester Hours of Credit: 37

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year:

24 credits/30 weeks (Term Type A)

Degree

Total Classroom Hours: 1,110

Total Externship Hours: 180

Total Program Hours: 1,290

Total Weeks: 68 Including Externship 78 (resident and online)
Total Semester Hours of Credit: 67

Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

Associate of Occupational Science Degree
24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)
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MEDICAL ASSISTANT - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN MEDICAL ASSISTING
(Resident)

Course Course Title Clock Credit
No. Hours Hours
AH 100 Career and Life Development 50/10 3.0
MA 1253 Health Careers 20/0 10
MA 1255 Law and Ethics 20/0 10
MA 1251 Infection Control/Laboratory Equipment and Safety  15/5 1.0
MA 1110 Administrative Procedures — Office Management 15/5 10
MA 1118 Medical History and Vital Signs 15/5 1.0
MA 1115 Medical Emergencies and CPR 15/5 10
MA 1240 The Nervous System 20/0 10
MA 1242 The Endocrine System 20/0 10
MA 1244 The Digestive System and Nutrition 20/0 10
MA 1114 Administrative Procedures — Interaction 20/0 10
MA 1248 Physical Exam Preparation 15/5 10
AH 220 Introduction to Pharmacology 20/0 10
MA 1246 Dosage Calculations 15/5 1.0
MA 1250 The Circulatory System 20/0 10
MA 1233 Diagnostic Imaging 15/5 10
MA 1252 The Respiratory System 15/5 1.0
MA 1222 Medication Administration 15/5 1.0
MA 1254 Phlebotomy — Collecting 15/5 1.0
MA 1122 Special Senses and The Integumentary System 20/0 10
MA 1124 The Immune System 20/0 10
MA 1256 Microbiology 15/5 10
MA 1257 The Urinary System 15/5 10
MA 1260 Phlebotomy - Processing 15/5 10
MA 1262 The Musculoskeletal System 15/0 1.0
MA 1220 Assisting with Minor Surgery 15/5 10
MA 1221 Administrative Procedures — Insurance 20/0 10
MA 1223 Administrative Procedures - Finance 20/0 10
MA 1236 The Reproductive System 20/0 10
MA 1259 Specialties 20/0 10
MA 1300 Certification Review 20/0 10
MAEXT 411  Externship 180 40
Degree Requirements

BUS 2213 Principles of Business 45/0 3.0
MGT 2123 Leadership Development 45/0 30
MKT 2423 Introduction to Marketing 45/0 30
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 3.0
General Education Courses:

ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 3.0
MGT 2213 Principles of Management 45/0 3.0

GEN 1113 Critical Thinking and Problem Solving 45/0 30



C

MEDICAL ASSISTANT - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN MEDICAL ASSISTING
(online)

Objective

The Medical Assistant is an individual trained to assist physicians in the examination and treatment of patients. They assist doctors by
providing routine clinical skills, obtaining patient history, assisting with patient procedures, laboratory tests, and administrative/front office
procedures. Students are certified in CPR. The Medical Assistant understands the procedures, techniques, and the underlying
principles of the human body, in addition to the functions of other professionals who provide health care. The graduate will be fully
prepared to take the RMA, CMA, RbPT and RPT. This program provides the background which enables a student to assume an entry-
level position as a Medical Assistant. Required laboratory skills and administrative procedures are taught for use in a physician’s office
or clinic. The Associate of Occupational Science degree is designed to provide a foundation that will enable degree holders to seek and
apply for management roles in their healthcare specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training. A student may enter the program at the
beginning of any course and continue through the sequence until completion of all courses. The Medical Assisting courses are all online.
Instruction is online or residential and online.

Externship

The externship is undertaken following the successful completion of all classroom training and consists of 180 hours. Students may
locate their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid
and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while

fulfilling externship requirements.

Diploma

Total Classroom Hours: 495

Total Externship Hours: 180

Total Program Hours: 675

Total Weeks: 49 Including Externship
Total Semester Hours of Credit: 37

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year:

24 credits/32 weeks (Term Type B)

Degree

Total Classroom Hours: 945

Total Externship Hours: 180

Total Program Hours: 1125

Total Weeks: 89 Including Externship
Total Semester Hours of Credit: 67

Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

Associate of Occupational Science Degree
24 credits/32 weeks (Term Type B)
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MEDICAL ASSISTANT - DIPLOMA

ASSOCIATE OF OCCUPATIONAL SCIENCE IN MEDICAL ASSISTING
(online)

Course Course Title Clock Credit
No. Hours Hours
AH 101 Career and Life Development 45/0 3.0
MA 410 Health Careers and Medical History 4510 30
MA 412 Digestive and Nutntion, Pharmacology, and Office 45/0 30
Management
MA 414 Infection Control, Medical Emergencies and CPR, 45/0 30
and Interaction
MA 416 Reproductive, Specialties, and Dosage 45/0 30
Calculations
MA 418 Medication Administration and Finance 45/0 3.0
MA 420 Phlebotomy and Immunology 45/0 30
MA 422 Exam Preparation, Respiratory, and Circulatory 45/0 30
MA 424 Diagnostics, Integumentary, and Minor Surgery 45/0 3.0
MA 426 Orthopedics, Urinary, and Microbiology 45/0 30
MA 428 Nervous, Endocrine, and Special Senses 45/0 30
MAEXT 411  Extemship 180 40
Degree Requirements
BUS 2213 Principles of Business 45/0 30
MGT 2123 Leadership Development 45/0 30
MKT 2423 Introduction to Marketing 45/0 3.0
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 30
ACC 2213 Accounting Principles 45/0 30
General Education Courses:
ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 3.0
MGT 2213 Principles of Management 45/0 3.0

GEN 1113 Critical Thinking and Problem Solving 45/0 30



c

MEDICAL BILLING AND CODING - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN MEDICAL BILLING AND CODING
(online)

Objective

Every time a patient receives health care, a record is maintained of the observations, medical or surgical interventions, and treatment
outcomes. This record includes information that the patient provides concerning his or her symptoms and medical history, the results of
examinations, reports of x-rays and laboratory tests, diagnoses, and treatment plans. Medical records and health information technicians
organize and evaluate these records for completeness and accuracy.

Technicians assemble patients’ health information, making sure that patients’ initial medical charts are complete, that all forms are
completed and properly identified and authenticated, and that all necessary information is in the computer. They regularly communicate
with physicians and other health care professionals to clarify diagnoses or to obtain additional information. Technicians regularly use
computer programs to tabulate and analyze data to improve patient care, better control cost, provide documentation for use in legal
actions, or use in research studies. The Medical Billing and Coding program will help the student prepare for an entry-level position as a
coder or health information technician. The Associate of Occupational Science degree is designed to provide a foundation that will
enable degree holders to seek and apply for management roles in their healthcare specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training with the exception of MBC 1233 Diagnostic
Coding | must be completed before MBC 1235 Diagnostic Coding Il. A student may enter the program at the beginning of any course
and continue through the sequence until completion of all courses. The Medical Billing and Coding courses are all online. Instruction is
online or residential and online.

Diploma

Total Classroom Hours: 495

Total Program Hours: 495

Total Weeks: 44

Total Semester Hours of Credit: 33

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: 24 credits/32 weeks (Term Type B)

Degree

Total Classroom Hours: 945

Total Program Hours: 945

Total Weeks: 84

Total Semester Hours of Credit: 63

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: 24 credits/32 weeks (Term Type B)
Course Course Clock Credit
No. Title Hours Hours
AH 101 Career and Life Development 45/0 30
AH 1323 Medical Terminology 45/0 3.0
BIO 1311 Anatomy & Physiology 45/0 30
MBC 1130 Medical Insurance 45/0 3.0
MBC 1233 Diagnostic Coding | 45/0 30
MBC 1235 Diagnostic Coding Il 45/0 3.0
MBC 1137 CPT — Ancillary Guidelines and Application 45/0 30
MBC 1139 CPT — Surgery Guidelines and Application 45/0 3.0
MBC 1231 CPT — E/M Guidelines and Application 45/0 30
MBC 1142 Software Applications in Healthcare 45/0 30
MBC 1144 Professional Practical Experience 45/0 30
Degree Requirements
BUS 2213 Principles of Business 45/0 3.0
MGT 2123 Leadership Development 45/0 30
MKT 2423 Introduction to Marketing 45/0 30
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 30
General Education Courses:
ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 3.0
MGT 2213 Principles of Management 45/0 30
GEN 1113 Critical Thinking and Problem Solving 45/0 30
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PARALEGAL STUDIES - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN PARALEGAL STUDIES
(online)

Objective

The online program exposes the student to the theoretical, procedural and practical aspects of the paralegal profession. The degree is
designed to provide practical and intense instruction in a variety of legal areas to develop the intellectual and occupational competencies
necessary to work as an entry-level paralegal in a legal firm. The Associate of Occupational Science degree is designed to provide a
foundation that will enable degree holders to seek and apply for management roles in their specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except for the completion of Introduction to
Paralegal Studies (PS 101) before Legal Terminology (PS 103) and Legal Terminology (PS 103) before the completion of all subsequent
core courses. A student may enter the program at the beginning of any course and continue through the sequence until completion of all
courses. All instruction is online.

Online Diploma

Total Classroom Hours: 540

Total Program Hours: 540

Total Weeks: 48 weeks

Total Semester Hours of Credit: 36

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: 24 credits/32 weeks (Term Type B)

Online Degree

Total Classroom Hours: 990

Total Program Hours: 990

Total Weeks: 88 weeks

Total Semester Hours of Credit: 66

Clock Hours: Lecture/Lab

Credential Earmed: Associate of Occupational Science Degree

Academic Year: 24 credits/32 weeks (Term Type B)
AH 101 Career and Life Development 45/0 3
PS 101 Introduction to Paralegal Studies 45/0 3
PS 103 Legal Teminology 45/0 3
PS 105 Ethics for the Law Office 45/0 3
PS 107 Legal Writing & Research 45/0 3
PS 123 Civil Litigation and Administrative Law 45/0 3
PS 111 Criminal Law 45/0 3
PS 112 Family Law and Bankruptcy 45/0 3
PS 115 Contracts 45/0 3
PS 117 Torts 45/0 3
PS 119 Wills, Trusts & Estates 45/0 3
PS 121 Real Estate Law 45/0 3
Degree Requirements
BUS 2213 Principles of Business 45/0 3
MGT 2123 Leadership Development 45/0 3
MKT 2423 Introduction to Marketing 45/0 3
MGT 1373 Human Resources 45/0 3
BUS 2313 Business Law 45/0 3
ACC 2213 Accounting Principles 45/0 3
General Education Courses:
ENG 2343 Business Communications 45/0 3
BUS 1353 Business Math 45/0 3
MGT 2213 Principles of Management 45/0 3
GEN 1113 Critical Thinking and Problem Solving 45/0 3
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PHARMACY TECHNICIAN - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN PHARMACY TECHNOLOGY
(Resident)

Objective

The educationally qualified pharmacy technician is a very important part of the pharmacy industry. Upon receipt of state permit, some of
the duties graduates may be responsible for include: receiving incoming prescriptions, transcribing physician's orders, calculating
dosages, using drug distribution systems, preparing IV's, packaging medications, filling patient cassettes, labeling prescriptions, and
interfacing with patients. Students are certified in CPR. This program equips the graduate with the skills and knowledge necessary to
meet the requirements of an entry-level Pharmacy Technician and the ability to assume such a position. The Associate of Occupational
Science degree is designed to provide a foundation that will enable degree holders to seek and apply for management roles in their
healthcare specialties.

The graduate will be fully prepared to take the CPhT examination. Please note that not all States require the individual to be a Certified
Pharmacy Technician to gain employment. Graduates are encouraged to check the employment requirements of State in which they
wish to work. Employment opportunities for graduates include positions in hospitals, medical centers, skilled nursing facilities, private
pharmacies, retail drug stores, outpatient clinics, and pharmaceutical companies.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except for the completion of Pharmacy
Calculations | (PHT1229) before Pharmacy Calculations Il (PHT 1231). A student may enter the program at the beginning of any course
and continue through the sequence until completion of all courses. Pharmacy related courses meet 20 hours per week. General
education courses of the degree program meet 15 or 11.3 hours per week. Instruction is residential or residential and online.

Externship
The externship is undertaken following the successful completion of all classroom training and consists of 160 hours. Students may

locate their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid
and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while
fulfilling externship requirements.

Diploma

Total Classroom Hours: 540

Total Externship Hours: 160

Total Program Hours: 700

Total Weeks: 31 Including Externship
Total Semester Hours of Credit:  30.5

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year:

24 credits/30 weeks (Term Type A)

Degree

Total Classroom Hours: 990

Total Externship Hours: 160

Total Program Hours: 1,150

Total Weeks: 61 Including Externship 71 (resident and online)
Total Semester Hours of Credit: 60.5

Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

Associate of Occupational Science Degree
24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)
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PHARMACY TECHNICIAN - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN PHARMACY TECHNOLOGY

Course Course Clock Credit Hours
No. Title Hours
AH 100 Career and Life Development 50/10 3.0
PHT 1211 Introduction to Phamacy 20/0 10
PHT 1213 Pharmacy Law and Ethics 20/0 10
PHT 1215 Terminology, Abbreviations, and Dispensing Prescriptions 20/0 10
PHT 1217 Dosage Formulations and Administration 20/0 10
PHT 1219 Drug Classifications 20/0 10
PHT 1221 Retail Phamacy Practices 15/5 10
PHT 1223 Compounding 15/5 10
PHT 1225 Health System Pharmacy Practices 15/5 10
PHT 1227 Herbal Substances, Toxicology, and Substance Abuse 20/0 10
PHT 1229 Pharmacy Calculations | 20/0 10
PHT 1231 Phamacy Calculations Il 20/0 1.0
PHT 1233 Diseases of the Skin 20/0 1.0
PHT 1235 Diseases of the Eye and Ear 20/0 10
PHT 1237 The Immune System and Anti Infectives 20/0 10
PHT 1239 Vaccines, Antineoplastics, and Biopharmaceuticals 20/0 10
PHT 1241 Gastrointestinal System 20/0 10
PHT 1243 Respiratory System 20/0 1.0
PHT 1245 Musculoskeletal System and Anesthetic Agents 20/0 1.0
PHT 1247 The Nervous System 20/0 10
PHT 1249 Cardiovascular, Circulatory, and Lymph Systems 20/0 1.0
PHT 1251 The Renal System 20/0 1.0
PHT 1253 The Endocrine and Reproductive System 20/0 1.0
AH 115 Medical Emergencies and CPR 20/0 10
PHT 1255 Special Populations 20/0 10
PHTEXT 311 Extemship 160 35
Degree Requirements
BUS 2213 Principles of Business 45/0 3.0
MGT 2123 Leadership Development 45/0 3.0
MKT 2423 Introduction to Marketing 45/0 3.0
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 30
General Education Courses:
ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 3.0
MGT 2213 Principles of Management 45/0 30
GEN 1113 Critical Thinking and Problem Solving 45/0 3.0

** Shaded course requires a prerequisite prior to taking course.



C
PHARMACY TECHNICIAN - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN PHARMACY TECHNOLOGY
(online)

Objective

The educationally qualified pharmacy technician is a very important part of the pharmacy industry. Upon receipt of state permit, some of
the duties graduates may be responsible for include: receiving incoming prescriptions, transcribing physician's orders, calculating
dosages, using drug distribution systems, preparing IV's, packaging medications, filling patient cassettes, labeling prescriptions, and
interfacing with patients. This program equips the graduate with the skills and knowledge necessary to meet the requirements of an
entry-level Pharmacy Technician and the ability to assume such a position. The Associate of Occupational Science degree is designed
to provide a foundation that will enable degree holders to seek and apply for management roles in their healthcare specialties.

The graduate will be fully prepared to take the national CPhT examination. Licensing, certification, and permit requirements may vary from
state to state. Please note that not all States require the individual to be a Certified Pharmacy Technician to gain employment. Graduates
are encouraged to check the employment requirements of State in which they wish to work .Employment opportunities for graduates
include positions in hospitals, medical centers, skilled nursing facilities, private pharmacies, and retail drug stores, outpatient clinics,
working for Prescription Benefits Managers, mail order facilities, compounding pharmacies, and drug wholesalers.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except for the completion of PHT 140 before
PHT 142. A student may enter the program at the beginning of any course and continue through the sequence until completion of all
courses. All instruction is online.

Externship
The externship is undertaken following the successful completion of all online training and consists of 160 hours. Students may locate

their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid and the
hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while fulfilling
externship requirements.

Diploma Degree
Total Classroom Hours: 495 Total Classroom Hours: 945
Total Externship Hours: 160 Total Externship Hours: 160
Total Program Hours: 655 Total Program Hours: 1105
Total Weeks: 48 Total Weeks: 88
Total Semester Hours of 36.5 Total Semester Hours of 66.5
Credit: Credit:
Clock Hours: Lecture/Lab Clock Hours: Lecture/Lab
Credential Earned: Diploma Credential Earned: Associate of Occupational Science Degree
Academic Year: 24 credits/32 weeks (Term Type B) Academic Year: 24 credits/32 weeks (Term Type B)
Course Course Clock Credit
No. Title Hours Hours
AH 101 Career and Life Development 45/0 30
PHT 132  Introduction to Pharmacy 45/0 30
PHT 134  Introduction to Pharmacology for Technicians 45/0 30
PHT 136  Retail Pharmacy Practice & Introduction to Compounding 45/0 30
PHT 138  Health System Phamacy, Herbal Substances, & Toxicology 45/0 3.0
PHT 140  Phamacy Calculations | 45/0 3.0
PHT 142  Phammacy Calculations Il 45/0 3.0
PHT 144  Anatomy, Physiology & Phamacology: Integumentary & 45/0 30
Immune Systems and Antineoplastic Agents
PHT 146  Anatomy, Physiology & Pharmacology: Gastrointestinal, 45/0 30
Respiratory, and Musculoskeletal Systems & Anesthetic Agents
PHT 148  Anatomy, Physiology & Pharmacology: The Nervous, 45/0 30
Cardiovascular, Renal, Endocrine, & Reproductive Systems
PHT 150  Special Populations 45/0 30
PHT 152  Externship & Preparing for Certification 160 35
Degree Requirements
BUS 2213 Principles of Business 45/0 30
MGT 2123 Leadership Development 45/0 3.0
MKT 2423 Introduction to Marketing 45/0 3.0
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 30
General Education Courses:
ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 3.0
MGT 2213 Principles of Management 45/0 30
GEN 1113 Critical Thinking and Problem Solving 45/0 3.0

** Shaded course requires a prerequisite prior to taking course.
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SURGICAL TECHNOLOGIST - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN SURGICAL TECHNOLOGY

Objective

The Surgical Technologist plays a vital role as a member of the healthcare team in the operating room. Theory and practical application
in the fundamentals of anatomy and physiology of the body systems are taught. Students are introduced to the operating room
environment and are CPR certified. Students engage in “hands-on” training with regard to sterile technique, surgical equipment,
supplies, instruments, and case preparation. Proper surgical aseptic techniques are covered. This program equips the graduate with the
skills and knowledge necessary to meet the requirements of an entry-level Surgical Technologist and the ability to assume such a
position. The Associate of Occupational Science degree is designed to provide a foundation that will enable degree holders to seek and
apply for management roles in their healthcare specialties. Surgical skills as well as laboratory procedures are taught to meet the
requirements of the operating room. Graduates will be eligible to sit for the NBSTSA certification.

Classroom Procedures

A student may enter the program only at scheduled start dates. Courses must be taken in sequential order beginning with ST 1210.
Surgical related courses meet 20 hours per week. General education courses of the degree program meet 15 or 11.3 hours per week.
Students must earn a minimum of 70% in each individual course. In addition, an overall average GPA of 2.0 or higher is required to
successfully complete this program. Instruction is residential or residential and online.

Externship
The externship is undertaken following the successful completion of all classroom training, and consists of 120 surgical cases within 500

clock hours. Students are required to complete 30 cases in General Surgery with 20 of those cases filled while in the First Scrub Role.
Students are required to complete 90 cases in various surgical specialties with 60 of those cases filled while in the First Scrub Role and
evenly distributed between a minimum of five surgical specialties, however 15 is the maximum number of cases that can be counted in

any one surgical specialty. Students will practice the skills necessary to perform the duties of a surgical technologist in the scrub role,
develop professional behaviors while in the operating room environment, and learn to adequately document their experiences in their
clinical rotation. The externship is unpaid and the clinical training sites will be determined by the surgical technology department.
Students are required to attend at least 20 hours per week while fulfilling externship requirements.

Diploma

Total Classroom Hours: 760

Total Externship Hours: 500

Total Program Hours: 1,260

Total Weeks: 49 Including Externship
Total Semester Hours of Credit: 48.5

Clock Hours: Lecture/Lab
Credential Earned: Diploma

Academic Year:

24 credits/30 weeks (Term Type A)

Degree

Total Classroom Hours: 1,210

Total Externship Hours: 500

Total Program Hours: 1,710

Total Weeks: 79 Including Externship 89 (resident and online)
Total Semester Hours of Credit: 78.5

Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

Associate of Occupational Science Degree
24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)
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SURGICAL TECHNOLOGIST - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN SURGICAL TECHNOLOGY

Course Course Clock Credit
No. Title Hours Hours
AH 100 Career and Life Development 50/10 3.0
AH 1320 Medical Terminology - Etymology 20/0 1.0
AH 1325 Medical Temminology - Vocabulary 20/0 10
BIO 1385 Nutrition — Diet Therapy 20/0 10
BIO 1310 Anatomy & Physiology — Organization 20/0 10
BIO 1312 Anatomy & Physiology — Transport 20/0 10
BIO 1314 Anatomy & Physiology — Life Cycle 20/0 10
BIO 1316 Anatomy & Physiology 20/0 10
AH 115 Medical Emergencies and CPR 15/5 10
AH 220 Introduction to Pharmacology 20/0 1.0
ST 1210 Introduction to Surgical Technology 20/0 10
ST 1212 Legal and Ethical 20/0 10
ST 1214 Microbiology and Infection Process 20/0 1.0
ST 1216 Sterilization and Aseptic Technique 15/5 1.0
ST 1218 Care of the Surgical Patient 15/5 10
ST 1220 Surgical Pharmacology 15/5 10
ST 1222 Surgical Case Management 20/0 10
ST 1224 The Surgical Wound 15/5 10
ST 1226 Instrumentation 15/5 10
ST 1228 Diagnostic and Minimally Invasive Procedures 15/5 1.0
ST 1230 General Surgery 15/5 10
ST 1232 OB/GYN Surgery 15/5 10
ST 1234 Genitourinary Surgery 15/5 10
ST 1236 Ophthalmic Surgery 15/5 10
ST 1238 ENT Surgery 15/5 10
ST 1240 Oral and Maxillofacial Surgery 15/5 1.0
ST 1242 Plastic and Reconstructive Surgery 15/5 10
ST 1244 Orthopedic Surgery 15/5 1.0
ST 1246 Peripheral Vascular Surgery 15/5 10
ST 1248 Thoracic and Pulmonary Surgery 15/5 10
ST 1250 Cardiac Surgery 15/5 10
ST 1252 Pediatric Surgery 15/5 10
ST 1254 Neurosurgery 15/5 10
ST 1256 Certification Review 20/0 10
ST 1258 Mock Certification 20/0 10
ST 1260 Competency Assessment 0/20 05
STEXT 515 Extemship 135 3.0
STEXT 517 Extemship 135 3.0
STEXT 519 Extemship 135 3.0
STEXT 521 Extemship 95 20
Degree Requirements

BUS 2213 Principles of Business 45/0 30
MGT 2123 Leadership Development 45/0 3.0
MKT 2423 Introduction to Marketing 45/0 3.0
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 30
General Education Courses:

ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 3.0
MGT 2213 Principles of Management 45/0 30

GEN 1113 Critical Thinking and Problem Solving 45/0 3.0
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VETERINARY ASSISTANT - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN VETERINARY ASSISTING

(resident)

Objective

The Veterinary Assistant program is designed to prepare the student with the basic knowledge and training necessary to function as an
entry-level employee in a veterinary setting. The program is carefully balanced between theory and practical instruction, including
clinical and administrative training. Veterinary assistants work in all phases of animal care, including surgical nursing, laboratory
procedures, and office administration. Employment opportunities include positions in veterinary offices or hospitals, zoological facilities,
retail pet supply companies and the pet care industries. The Associate of Occupational Science degree is designed to provide a
foundation that will enable degree holders to seek and apply for management roles in their healthcare specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except for Anatomy & Physiology | (VA
1120) before Anatomy & Physiology Il (VA 1122) and Client and Patient Relations (VA 1124) before Grief Counseling/Euthanasia (VA
1126). A student may enter the program at the beginning of any course and continue through the sequence until completion of all
courses, but must begin with VA 1112. Veterinary related courses meet 20 hours per week. General education courses of the degree
program meet 15 or 11.3 hours per week. Instruction is residential or residential and online.

Externship

The externship is undertaken following the successful completion of all classroom training and consists of 180 hours. Students may
locate their own externship site for consideration or may use sites previously established with the institution. This externship is unpaid
and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while
fulfilling externship requirements.

Diploma

Total Classroom Hours: 540

Total Externship Hours: 180

Total Program Hours: 720

Total Weeks: 32 Including Externship
Total Semester Hours of Credit: 31

Clock Hours: Lecture/Lab
Credential Earned: Diploma

Academic Year:

24 credits/30 weeks (Term Type A)

Degree

Total Classroom Hours: 990

Total Externship Hours: 180

Total Program Hours: 1,170

Total Weeks: 62 Including Externship
Total Semester Hours of Credit: 61

Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

Associate of Occupational Science Degree
24 credits/30 weeks (Term Type A)
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VETERINARY ASSISTANT - DIPLOMA

ASSOCIATE OF OCCUPATIONAL SCIENCE IN VETERINARY ASSISTING
(resident)

Course No. Course Title Clock Hours Credit Hours
AH 100 Career and Life Development 50/10 30
VA 1112 Veterinary Terminology 20/0 10
VA 1114 Behavior, Restraint, and Handling 15/5 1.0
VA 1116 Dentistry 15/5 10
VA 1118 Animal Nutrition 15/5 10
VA 1120 Anatomy & Physiology | 20/0 10
VA 1122 Anatomy & Physiology |1 20/0 1.0*
VA 1124 Client Relations and Patient Assessment 15/5 10
VA 1126 Grief Counseling/Euthanasia 20/0 1.0*
VA 1129 Veterinary Dosages and Calculations 20/0 1.0
VA 1128 Emergency Care/Management of Injuries 15/5 10
VA 1130 Veterinary Pharmacology 15/5 1.0
VA 1132 Parasitology 15/5 10
VA 1134 Urinalysis and Hematology 15/5 1.0
VA 1136 Cytology and Virology 20/0 10
VA 1138 Clinical Microbiology 15/5 10
VA 1140 Zoonosis 20/0 10
VA 1142 Occupational Hazards 20/0 1.0
VA 1144 Radiography and Ultrasonography 15/5 1.0
VA 1146 Principles of Anesthesia and Analgesia 20/0 10
VA 1148 Surgical Preparation/Instrument Care 15/5 10
VA 1150 Ruminant and Pig Nursing 20/0 10
VA 1152 Equine Nursing 20/0 10
VA 1154 Canine and Feline Nursing 20/0 10
VA 1156 Exotic Animal Medicine 20/0 1.0
VAEXT 211 Externship 180 40
Degree Requirements

BUS 2213 Principles of Business 4510 30
MGT 2123 Leadership Development 45/0 30
MKT 2423 Introduction to Marketing 45/0 30
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 30
General Education Courses:

ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 30
MGT 2213 Principles of Management 45/0 30
GEN 1113 Critical Thinking and Problem Solving 45/0 3.0

** Shaded course requires a prerequisite prior to taking course.



VETERINARY ASSISTANT - DIPLOMA

c

ASSOCIATE OF OCCUPATIONAL SCIENCE IN VETERINARY ASSISTING

(online)

Obijective

The Veterinary Assistant program is designed to prepare the student with the basic knowledge and practice training necessary to
function as an entry-level employee in a veterinary setting. The program is carefully balanced between instruction on theory, clinical,
administrative training and practical applications of theory. Veterinary assistants work in all phases of animal care, including surgical
nursing, laboratory procedures, and office administration. Employment opportunities include positions in veterinary offices or hospitals,
zoological facilities, retail pet supply companies and the pet care industries. The Associate of Occupational Science degree is designed

to provide a foundation that will enable degree holders to seek and apply for management roles in their healthcare specialties.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except VA 169 and VA 171 must be
completed before moving on to phase Il. A student may enter the program at the beginning of any course and continue through the
sequence until completion of all courses. All instruction is online.

Diploma

Total Classroom Hours: 495

Total Program Hours: 495

Total Weeks: 44

Total Semester Hours of Credit: 33

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: 24 credits/32 weeks (Term Type B)

Degree

Total Classroom Hours: 945

Total Program Hours: 945

Total Weeks: 84

Total Semester Hours of Credit: 63

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree
Academic Year: 24 credits/32 weeks (Term Type B)

Course No. Course Title Clock Hours Credit Hours
AH 101 Career and Life Development 45/0 3.0
VA 169 Overview of Veterinary Assisting 45/0 30
VA 171 Anatomy and Physiology 45/0 3.0
VA 173 Medical Records 45/0 30
VA 175 Collection and Diagnostics 4510 30
VA 177 Anesthesia and Drug Therapy 45/0 30
VA 179 Surgical Procedures 45/0 3.0
VA 181 Large Animal Medicine 45/0 30
VA 183 Emergency Medicine 45/0 3.0
VA 185 Hospitalization 45/0 30
VA 187 Exotic Animal Medicine 45/0 3.0
Degree Requirements

BUS 2213 Principles of Business 4510 30
MGT 2123 Leadership Development 45/0 30
MKT 2423 Introduction to Marketing 4510 30
MGT 1373 Human Resources 45/0 3.0
BUS 2313 Business Law 45/0 3.0
ACC 2213 Accounting Principles 45/0 30
General Education Courses:

ENG 2343 Business Communications 45/0 3.0
BUS 1353 Business Math 45/0 30
MGT 2213 Principles of Management 45/0 30
GEN 1113 Critical Thinking and Problem Solving 45/0 3.0
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BARBER

ASSOCIATE OF OCCUPATIONAL SCIENCE IN BARBERING

Program Description

The Barber program is designed to teach students how to serve clients at a barber facility and will include hands on experience as well as scientific
professional knowledge. Information regarding safe work practices and infection control, licensing laws, salesmanship, shop management, barbering
history, haircutting and styling, shaving facial hair, chemical processes, hair and scalp treatments, hair coloring, sterilization, sanitation and hygiene will
be discussed. Diploma programs are designed to prepare skilled graduates to work in the Barber industry. All General Education courses are held at
main campus or offered online. The program prepares the student for the Oklahoma State Board of Cosmetology and Barbering Exam which consists
of 100 multiple choice questions and a practical exam on a live model and on a man kin.

Program Outcomes

Conduct barbering services with a focus upon customer satisfaction.

Develop a level of professional image, attitude, and appearance that will help the student attain his/her goals.
Provide superior customer service.

Develop a knowledgebase of state rules and regulations, history or the profession, and management skills.
Apply the learning skills required to continue career development.

Adapt to, and cope with, the elements of change in the barber service industry.

Demonstrate sanitary service practices.

Demonstrate proper haircutting, styling, and chemical processes of the barbering profession.

Demonstrate and use terminology related to the trade.

©CONOORAWN =

Program Goals: A graduate of this program should be able to:

. Possess an applied skill level sufficient for entry-level employment and advancement in the field of Barbering.
. Demonstrate appropriate workplace behaviors and pursue ongoing technical skill development sufficient for employment in the field of Barbering.
. Be successfully employed in the Barbering industry or maintain independence through self-employment.

Diploma

Total Hours: 1500

Total Semester Hours of Credit: 50

Total Weeks: 51 (Full Time) or 75 (Part Time)

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/36 weeks (Term Type C)
Degree

Total Hours: 1950

Total Semester Hours of Credit: 80

Total Weeks - Day: 81 or 91 (online)

Total Weeks - Evening: 105 or 115 (online)

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/36 weeks (Term Type C)
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ASSOCIATE OF OCCUPATIONAL SCIENCE IN BARBERING

Course No.
AH 105
BR 102
BR 104
BR 106
BR 108
BR 110
BR 112
BR 114

BR 116
BR 118
BR 200
BR 202
BR 204
BR 206
BR 208
BR 217
BR 214
BR 216
BR 219
BR 222
BR 224
BR 226
BR 228
BR 230
BR 232
BR 234
BR 236
BR 238

BR 240
BR 242
BR 244
BR 246
BR 248
BR 250
BR 252
BR 254
BR 256
BR 258
BR 260
BR 262
BR 264
BR 266
BR 268
BR 270

BR 272
BR 274
BR 300
BR 302

Course Title

Career and Life Development

History of Barbering

Bacteriology

Chemistry

Safe Work Practices and Infection Control
Anatomy and Physiology

Electricity and Facials

Properties and Disorders of the Skin, Scalp and
Hair

Facial Hair Design and Licensing Laws
Intro to Cutting and Color

Shop Management |

Retail Management

Professional Image and the Barber
Instruments for Straight Razor Shaving
Uniform Cutting and a Long Layered Cut
Scalp and Hair Treatments

Facial Massage

Facial Treatments

Straight Razor Shaving and Facial Designs
Principles of Men's Haircutting and Styling
Fundamentals of Men's Haircutting

Safety Precautions for Haircutting and Styling
Men's Hairstyling

Men's Hairpieces

Hair Replacement Systems and Procedures
Basic Women's Haircutting

Graduated Cutting and Blunt Cutting
Uniform Cutting and a Long Layered
Cut/Review

Women's Hair Styling

Chemical Texture Services

Permanent Waving

Chemical Hair Relaxing

Hair color Application

Special Effect Hair coloring

Facial Hair Coloring

Corrective Color

Self-Employment and Business Ownership
Microbiology Review

Infection Control Review

Anatomy Review

Physiology Review

Chemistry Review

Electricity and Light Therapy Review
Properties and Disorders of the Skin and Scalp
Review

Properties and Disorders of the Hair Review
Treatment of the Hair Skin and Scalp review
Barbering Job Search

State Board Review

Degree Requirements:

BUS 2213
MGT 2123
MKT 2423
MGT 1373
BUS 2313
ACC 2213

Principles of Business
Leadership Development
Introduction to Marketing
Human Resources
Business Law
Accounting Principles

General Education Courses

ENG 2343
BUS 1353
MGT 2213
GEN 1113

Business Communications

Business Math

Principles of Management

Critical Thinking and Problem Solving

Theory
50
15
15
15
15
15
15
15

15
15
15
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BASIC COSMETOLOGY- DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN COSMETOLOGY

Description

The Basic Cosmetology Program combines theory & laboratory experiences needed to provide the student with skills necessary to acquire a license
through examination by the Oklahoma State Board of Cosmetology and Barbering. Skills will be developed utilizing modern beauty salon equipment,
contemporary curriculum & textbooks. Extensive instruction is provided to prepare the student for serving the public in the following areas: hair design,
permanent waving, hair shaping, hair care, hair coloring and lightening, chemical relaxing, thermal pressing, manicuring and pedicuring, as well as skin
care and make up. Added instruction is given to the student in rendering service to the public by hands-on experience in making appointments, keeping an
appointment book, making charges for services rendered and general recordkeeping, in addition to salon planning and management. Emphasis is on
mastering skills through theory and concentration on clinical experiences by working on clients. The Associate of Occupational Science degree is
designed to provide a foundation that will enable degree holders to seek and apply for management roles in the specialized field of cosmetology. In
addition to the Basic Cosmetology diploma courses, progressive business topics and strategies are taught to meet the requirements of business success.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training except for the completion of BCO 252, BCO 254, BCO 256,
BCO 258 before BCO 260, completion of Phase | and Phase Il before BCO 272, completion of BCO 114, BCO 112, BCO 114, BCO 116, BCO 106, BCO
120, BCO 122, BCO 146, BCO 148, BCO 128, BCO 130, and BCO 264 before Phase Ill, completion of BCO 320, BCO 322, BCO 324, BCO 326, BCO
328, BCO 330, BCO 332, BCO 334, BCO 336, BCO 338, BCO 340, BCO 342, BCO 344, BCO 346, BCO 348 before BCO 350. Exceptions can be made to
the prerequisite system only with written permission of the Department Head.

A student may enter the program at the beginning of any course and continue through the sequence until completion of all courses. Cosmetology related
courses meet full time (30 hours per week) and part time (20 hours per week). General Education courses of the degree program meet 15 or 11.3 hours per
week. General Education Courses as well as Career and Life Development are held at Community Care College. All instruction is residential or residential
and online.

Career Path

After completion of the Basic Cosmetology Program and passing the Oklahoma State Board of Cosmetology and Barbing exam, the student may enter the
workforce as a licensed cosmetologist. While some cosmetologists choose to work in the traditional salon setting, others choose to work as hair and
makeup artists on production sets, while other opt to work in spas, hotels, or healthcare facilities.

Diploma

Total Hours: 1500

Total Semester Hours of Credit: 50

Total Weeks: 51(full time) or 75(part-time)
Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

Degree
Total Hours:

Total Semester Hours of Credit:

Total Weeks:
Clock Hours:
Credential Earned:

Academic Year:

Diploma and qualifies student to take the Oklahoma State Board written and practical examinations
Full-time - 24 credits/30 weeks (Term Type A)
Part-time 24 credits/36 weeks (Term Type C)

1950

80

81(full-time) or 105 (part-time) or 91(full-time) residential and online or 115 (part-time) residential and online
Lecture/Lab

Associate of Occupational Science Degree and qualifies student to take the Oklahoma State Board written and
practical examinations

Full-time - 24 credits/30 weeks (Term Type A) or 24 credits/32 weeks (Term Type B)

Part-time - 24 credits/36 weeks (Term Type C)
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BASIC COSMETOLOGY- DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN COSMETOLOGY

AH 105
PHASE |

BCO 143
BCO 140
BCO 106
BCO 145
BCO 144
BCO 262
BCO 264
BCO 122
BCO 266
BCO 268
BCO 240
BCO 242
BCO 244
BCO 246
BCO 250
BCO 252
BCO 254
BCO 256
BCO 258
BCO 260
PHASE Il
BCO 274
BCO 142
BCO 102
BCO 150
BCO 152
BCO 154
BCO 156
BCO 158
BCO 160
BCO 118
BCO 148
BCO 128
BCO 272
PHASE IlI
BCO 320
BCO 322
BCO 324
BCO 326
BCO 328
BCO 330
BCO 332
BCO 334
BCO 336
BCO 338
BCO 340
BCO 342

BCO 344
BCO 346
BCO 352

Career and Life Development

Guest Service and Product Knowledge
Chemistry

Structure of Hair, Skin and Nails
Shampooing and Blow Outs
Diseases, Disorders, and Infection Control
Wet Hair Styling

Thermal Styling

Manicures/Pedicures

Permanent Waving

Chemical Texturing

Formulation

Basic Application

Pattem Application

Special FX Application

Color Correction

Solid Form Cutting

Graduated Cutting

Uniform Cutting

Razor and Clipper Cutting

Cutting Integration

Salon Success Strategies
Electricity

Anatomy

Braiding and Styling

Wigs and Hair Extensions
Day, Evening and Stage Makeup
Fantasy and Gore Makeup
Acrylic Nail Enhancements
Gel Nail Enhancements
Salon Management

Spa Services

Facials

State Board Review |

Anatomy and Physiology Review
Chemistry Review

Electricity Review

Infection Control and Diseases
Properties of the Hair, Skin, and Scalp Review
Chemical Texturing Review

Facials, Hair Removal, Makeup Review
Hair Design Review

Haircutting Review

Hair Coloring Review

Hair Enhancements Review

Natural Nail Care Review

Artificial Nail Enhancements Review
Salon Business Review
Job Success Strategies

50/10

15/15
30/0

30/0

15/15
30/0

10/20
10/20
20/10
10/20
10/20
10/20
10/20
10/20
10/20
10/20
10/20
10/20
10/20
10/20
10/20

0/30

15/15
15/15
10/20
10/20
10/20
10/20
10/20
10/20
15/15
10/20
10/20
0/30

0/30
0/30
0/30
0/30
0/30
0/30
0/30
0/30
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Degree Requirements (Classes held at Community Care College or Online):

BUS 2213 Principles of Business 45/0 3
MGT 2123 Leadership Development 45/0 3
MKT 2423 Introduction to Marketing 45/0 3
MGT 1373 Human Resources 45/0 3
BUS 2313 Business Law 45/0 3
ACC 2213 Accounting Principles 45/0 3
General Education

Courses:

ENG 2343 Business Communications 45/0 3
BUS 1353 Business Math 45/0 3
MGT 2213 Principles of Management 45/0 3
GEN 1113 Critical Thinking and Problem Solving 45/0 3

*BCO 101 to BCO 225 encompasses the licensing requirements set forth by the Oklahoma State Board of Cosmetology and Barbering:

Theory — 150 clock hours, Manicuring and pedicuring — 90 clock hours, Facials — 30 clock hours, Scalp treatments — 30 clock hours, Shampooing/conditioning rinses — 60 clock
hours, Hairstyling, including finger waving, the dressing of wigs, thermal and blow drying — 390 clock hours, Hair color tints and bleaching and other color treatments — 120 clock
hours, Hair cutting and hair shaping with shears and hinning shears (scissors) razor and clipper — 180 clock hours, Lash and brow tinting and arching — 30 clock hours,
Personality, shop management and unassigned hours for review, examinations, etc. — 180 hours, Hair restructuring/permanent waving and chemical hair relaxing — 240 clock
hours

Total cosmetology hours — 1500 clock hours

**Shaded courses must be completed prior to student providing supervised services to the general public.
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ESTHETICIAN- DIPLOMA

Description

In the esthetic program, students learn the basics of skin care. Students become proficient in facials, full body waxing, chemical peels, microdermabrasion
and facial makeup. An emphasis is placed on the understanding of cosmetic chemistry, anatomy and physiology. Students also learn spa etiquette,
professionalism, and the basics of spa business and retailing.

Classroom Procedures

Each course stands alone as a unit of study. A student may enter the program at the beginning of any 100 level courses and continue through the
sequence until completion of all 100 level courses. All 100 level courses must be completed before moving on to 200 level courses. The 200 level classes
consist of almost completely clinic floor experience. Classes meet full time (30 hours per week) and part time (20 hours per week). Career and Life
Development is held at Community Care College. All instruction is residential.

Career Path

After completion of the Esthetician Program and passing the Oklahoma State Board of Cosmetology and Barbering Esthetician exam the student may
enter the workforce as a licensed esthetician. There are many exciting career paths as a licensed esthetician, including working in a salon or spa setting,
medical office, or focus on specific specialties such as makeup or hair removal.

Total Hours: 600

Total Semester Hours of Credit: 20

Total Weeks: 21(full time) or 30(part-time)

Clock Hours: Lecture/Lab

Credential Earned: Diploma and qualifies student to take the Oklahoma State Board written and practical examinations
Academic Year: Full-time - 20 credits/20 weeks (Term Type D) or Part-time 20 credits/30 weeks (Term Type E)
Course No. Course Title Clock Hrs Credit Hrs
AH 105 Career and Life Development 50/10 2.0

EST 102 Biology for Estheticians 5/25 1.0

EST 104 Skin Analysis and Facials 15/15 1.0

EST 106 Advanced Facials 5/25 1.0

EST 122 Skin Physiology 5/25 1.0

EST 110 Hair Removal 15/15 1.0

EST 112 Chemistry and Ingredients 5/25 1.0

EST 114 Makeup 5/25 1.0

EST 116 Electrical Esthetics and Nutrition 5/25 1.0

EST 118 Body Treatments 5/25 1.0

EST 120 Advanced Makeup 5/25 1.0

EST 201 Infection Control and Biology Review 5/25 1.0

EST 203 Skin Physiology Review 5/25 1.0

EST 206 Skin Analysis and Facial Procedures Review 5/25 1.0

EST 205 Hair Removal and Makeup Review 5/25 1.0

EST 210 Ingredients and Skin Care Review 5/25 1.0

EST 212 Electrical and Advanced Esthetics Review 5/25 1.0

EST 214 Esthetic Opportunities Review 5/25 1.0

EST 216 State Board Rules and Regulations 5/25 1.0

*These clock hours encompass all requirements of the following Oklahoma State Board of Cosmetology and Barbering requirements:

Bacteriology, Sterilization, Sanitation and Safety — 80, Sciences — 180, Facials — 200,
Non-Permanent Hair Removal — 40, Salon Development — 60, Cosmetology Law — 40

48



FASHION DESIGN - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN FASHION DESIGN

(resident)

Objective

The demand for talented and ambitious fashion designers is greater now more than any time in the history of fashion. It is the goal of this program to deliver
a quality education in fashion design reflective of industry standards. To that end, the program is designed to provide students with the knowledge, skills and
experience necessary to enter the fashion industry. Utilization of a high-tech/high-touch approach to fashion design education combined with first rate
curriculum, and excellent instruction is intended to provide our graduates with the necessary competencies to successfully meet the rigors and demands of
the highly complex and competitive industry. The Associate of Occupational Science degree is designed to provide a foundation that will enable degree
holders to seek and apply for management roles in their design specialties.

Classroom Procedures

A student may enter the program at the scheduled start dates and continue through the sequence until completion of all courses. Students will complete all
courses in Phase | prior to moving on to Phase Il. Fashion Design courses meet 30 hours per week or 20 hours per week. General education courses meet
15 or 11.3 hours per week. General Education Courses as well as Career and Life Development are held at Community Care College. Instruction is
residential or residential and online.

Career Path

After completion of the Fashion Design Program, the student will have developed the skills and knowledge necessary to enter a variety of positions in the
fashion industry. Career opportunities are available in many areas such as design, pattern making, quality assurance, merchandising, sales, product
development, management, and intemational sourcing.

Diploma

Total Classroom Hours: 990

Total Externship Hours: 90

Total Program Hours: 1080

Total Weeks: 37 (day) or 51 (day) or 53 (evening)

Total Semester Hours of Credit: 35

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: Full time — 24 credits/32 weeks (Term Type B) or Part time — 24 credits/36 weeks (Term Typed C)
Degree

Total Classroom Hours: 1440

Total Extemnship Hours: 90

Total Program Hours: 1530

Total Weeks: 67 or 77 (day) or 81 or 91 (day) or 83 or 93 (evening)

Total Semester Hours of Credit: 65

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: Full time — 24 credits/32 weeks (Term Type B) or Part time — 24 credits/36 weeks (Term Typed C)
AH 105 Career Life Development 50/10 2
FD 101 Design Foundations 60/0 2
FD 103 Beginning Clothing Construction 30/30 2
FD 105 Textiles 60/0 2
FD 109 History of Fashion 60/0 2
FD 111 Fashion Sketching 30/30 2
FD 113 Apparel Production 60/0 2
FD 200 Intermediate Clothing Construction 10/50 2
FD 202 Introduction to Fashion Business 60/0 2
FD 205 Computer-Aided Patternmaking 10/50 2
FD 207 Fashion Industry Overview 60/0 2
FD 209 Computer-Aided Fashion Design 10/50 2
FD 211 Fashion Accessories 60/0 2
FD 212 Advanced Clothing Construction 0/60 2
FD 301 Design Collection 0/90 3
FD EXT 311 Externship 90/0 2
Degree Requirements (classes held at Community Care College or online)

BUS 2213 Principles of Business 45/0 3
MGT 2123 Leadership Development 45/0 3
MKT 2423 Introduction to Marketing 45/0 3
MGT 1373 Human Resources 45/0 3
BUS 2313 Business Law 45/0 3
ACC 2213 Accounting Principles 45/0 3
General Education Courses:

ENG 2343 Business Communications 45/0 3
BUS 1353 Business Math 45/0 3
MGT 2213 Principles of Management 45/0 3
GEN 1113 Critical Thinking and Problem Solving 45/0 3
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FASHION DESIGN- DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN FASHION DESIGN

(online)

Objective

The demand for talented and ambitious fashion designers is greater now more than any time in the history of fashion. It is the goal of this program to deliver
a quality education in fashion design reflective of industry standards. To that end, the program is designed to provide students with the knowledge, skills and
experience necessary to enter the fashion industry. Utilization of a high-tech/high-touch approach to fashion design education combined with first rate
curriculum, and excellent instruction is intended to provide our graduates with the necessary competencies to successfully meet the rigors and demands of
the highly complex and competitive industry. The Associate of Occupational Science degree is designed to provide a foundation that will enable degree
holders to seek and apply for management roles in their design specialties.

Classroom Procedures

A student may enter the program at the scheduled start dates and continue through the sequence until completion of all courses. Students will complete all
courses in Phase | prior to moving on to Phase Il. The externship is undertaken following the successful completion of all classroom training and consists of
90 hours. Students may locate their own extemship site for consideration or may use sites previously established with the institution. This extemship is
unpaid and the hours of attendance are determined by the extemship site. Students are required to attend at least 20 hours per week while fulfilling
externship requirements. Instruction is online.

Career Path

After completion of the Fashion Design Program, the student will have developed the skills and knowledge necessary to enter a variety of positions in the
fashion industry. Career opportunities are available in many areas such as design, pattern making, quality assurance, merchandising, sales, product
development, management, and intemational sourcing.

Diploma

Total Classroom Hours: 990

Total Externship Hours: 90

Total Program Hours: 1080

Total Weeks: 52

Total Semester Hours of Credit: 35

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: Full time — 24 credits/32 weeks (Term Type B) or Part time — 24 credits/36 weeks (Term Typed C)
Degree

Total Classroom Hours: 1440

Total Extenship Hours: 90

Total Program Hours: 1530

Total Weeks: 92

Total Semester Hours of Credit: 65

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: Full time — 24 credits/32 weeks (Term Type B) or Part time — 24 credits/36 weeks (Term Typed C)
AH 105 Career Life Development 50/10 2
FD 101 Design Foundations 60/0 2
FD 103 Beginning Clothing Construction 30/30 2
FD 105 Textiles 60/0 2
FD 109 History of Fashion 60/0 2
FD 111 Fashion Sketching 30/30 2
FD 113 Apparel Production 60/0 2
FD 200 Intermediate Clothing Construction 10/50 2
FD 202 Introduction to Fashion Business 60/0 2
FD 205 Computer-Aided Patternmaking 10/50 2
FD 207 Fashion Industry Overview 60/0 2
FD 209 Computer-Aided Fashion Design 10/50 2
FD 211 Fashion Accessories 60/0 2
FD 212 Advanced Clothing Construction 0/60 2
FD 301 Design Collection 0/90 3
FD EXT 311 Externship 90/0 2
Degree Requirements (classes held at Community Care College or online)

BUS 2213 Principles of Business 45/0 3
MGT 2123 Leadership Development 45/0 3
MKT 2423 Introduction to Marketing 45/0 3
MGT 1373 Human Resources 45/0 3
BUS 2313 Business Law 45/0 3
ACC 2213 Accounting Principles 45/0 3
General Education Courses:

ENG 2343 Business Communications 45/0 3
BUS 1353 Business Math 45/0 3
MGT 2213 Principles of Management 45/0 3
GEN 1113 Critical Thinking and Problem Solving 45/0 3
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HAIR BRAIDING TECHNICIAN- DIPLOMA

Description

In the Hair Braiding program, students leam various beginner to advanced braiding , twists, and hair addition techniques. Maintenance and aftercare will be
discussed including client and salon management. An emphasis is place on the understanding of chemistry, diseases and disorders, and infection control.
An emphasis is also placed on professionalism, resume writing, and building a portfolio.

Classroom Procedures

Each course stands alone as a unit of study. A student may enter the program at the beginning of any 100 level courses and continue through the
sequence until completion of all 100 level courses. All 100 level courses must be completed before moving on to 200 level courses. Classes meet full time
(30 hours per week) and part time (20 hours per week). Career and Life Development is held at Community Care College. All instruction is residential.

Career Path
Once finished with the hair braiding program and passing the Oklahoma State Board of Cosmetology and Barbering Hair Braiding exam students can work in a
salonorspaasa licensed Hair Braiding Technician.

Total Hours: 600

Total Semester Hours of Credit: 20

Total Weeks: 21(full time) or 30(part-time)

Clock Hours: Lecture/Lab

Credential Earned: Diploma and qualifies student to take the Oklahoma State Board written and practical examinations
Academic Year: Full-time - 20 credits/20 weeks (Term Type D) or Part-time 20 credits/30 weeks (Term Type E)
Course No. Course Title Clock Hrs Credit Hrs
AH 105 Career and Life Development 50/10 20
BCO 140 Chemistry 30/0 10
BCO 144 Diseases and Disorders and Infection Control 30/0 10
BCO 118 Salon Management 30/0 10
BCO 120 Client Management 30/0 10
HBT 101 Basic Braiding Techniques 10/20 10
HBT 103 Micro Braids and Comrows 1515 10
HBT 105 Advanced Braiding Techniques 10/20 10
HBT 107 Fuseable Hair Extensions 15/15 10
HBT 109 Braid in Hair Extensions 10/20 10
HBT 111 Sew-in Hair Extensions 10/20 10
HBT 113 Twists and Hair Additions 5125 10
HBT 201 Marketing for the Hair Braiding Technician 10/20 1.0
HBT 203 Designer Braids 5125 10
HBT 205 Maintenance of Weaves and Braids 5125 10
HBT 207 Salon Business Review 0/30 10
HBT 209 Extensions Review 0/30 10
HBT 211 Sciences Review 0/30 10
HBT 213 State Board Rules and Regulations 25/5 10

*These clock hours encompass all requirements of the following Oklahoma State Board of Cosmetology and Barbering requirements:
Bacteriology, sterilization and sanitation — 100, Hair braiding/Hairweaving — 300, Salon Development — 180, Cosmetology rules, regulations, and law - 30

**Shaded courses must be completed prior to student providing supervised services to the general public.
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INTERIOR DESIGN - DIPLOMA
ASSOCIATE OF OCCUPATIONAL SCIENCE IN INTERIOR DESIGN

(resident)

Objective
Interior designers possess the knowledge to address the functionality, safety, and quality of interior spaces through research and aesthetic vision. It is the

goal of this program to deliver a quality education in interior design reflective of industry standards. To that end, the program is designed to provide students
with the knowledge, skills and experience necessary for entry level positions in the interior design industry. Utilization of a high-tech/high-touch approach to
interior design education combined with first rate curriculum, an excellent instruction is intended to provide our graduates with the necessary competencies
to successfully meet the rigors and demands of the industry. The Associate of Occupational Science degree is designed to provide a foundation that will
enable degree holders to seek and apply for management roles in their design specialties.

Classroom Procedures

A student may enter the program at the scheduled start dates and continue through the sequence until completion of all courses. Students will complete all
courses in Phase | prior to moving on to Phase Il. Interior Design courses meet 30 hours per week or 20 hours per week. General education courses meet
15 or 11.3 hours per week. General Education Courses as well as Career and Life Development are held at Community Care College. The extemnship is
undertaken following the successful completion of all classroom training and consists of 180 hours. Students may locate their own externship site for
consideration or may use sites previously established with the institution. This extemship is unpaid and the hours of attendance are determined by the
externship site. Students are required to attend at least 20 hours per week while fulfilling extemship requirements. Instruction is residential or residential
and online. Students may begin working towards capstone completion during the program.

Career Path

After completion of the Interior Design Program, the student will have developed the skills and knowledge necessary to obtain an entry level position in the
interior design industry. Career opportunities are available in residential and niche markets, as well as commercial markets such as healthcare, hospitality,
and other businesses where good design can attract more business.

Diploma

Total Classroom Hours: 1080

Total Externship Hours: 180

Total Program Hours: 1260

Total Weeks: 44 (day) or 59 (day) or 62 (evening) evening including Externship

Total Semester Hours of Credit: 40

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: Full time - 24 credits/32 weeks (Term Type B) or Part time - 24 credits/36 weeks (Term Type C)

Degree

Total Classroom Hours: 1530

Total Externship Hours: 180

Total Program Hours: 1710

Total Weeks: 74 or 84(day) or 89 or 99 (day) or 92 or 102 (evening) Including Extemship

Total Semester Hours of Credit: 70

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: Full time - 24 credits/32 weeks (Term Type B) or Part time - 24 credits/36 weeks (Term Type C)
AH 105 Career and Life Development 50/10 2
ID 101 Introduction to Interior Design 60/0 2
ID 103 Drafting for Interior Designers 30/30 2
ID 105 Color Theory and Use 60/0 2
ID 107 Computer-Aided Design | 30/30 2
ID 111 Lighting for Interior Design 50/10 2
ID 113 Materials and Specifications 60/0 2
1D 203 History of Interior Design 60/0 2
ID 109 Computer-Aided Design Il 30/30 2
ID 201 Design Studio I: Residential 30/30 2
ID 205 Design Studio II: Special Populations 30/30 2
ID 207 Sketching 30/30 2
ID 209 Design Studio lll: Small-Spaces 30/30 2
ID 211 Professional Practices 60/0 2
ID 213 Design Studio IV: Commercial 60/0 2
ID 215 Furniture Design 30/30 2
ID 217 Interior Design Capstone 120 4
ID EXT 411 Externship 180 4
Degree Requirements (classes held at Community Care College or online)
BUS 2213 Principles of Business 45/0 3
MGT 2123 Leadership Development 45/0 3
MKT 2423 Introduction to Marketing 45/0 3
MGT 1373 Human Resources 45/0 3
BUS 2313 Business Law 45/0 3
ACC 2213 Accounting Principles 45/0 3
General Education Courses:
ENG 2343 Business Communications 45/0 3
BUS 1353 Business Math 45/0 3
MGT 2213 Principles of Management 45/0 3
GEN 1113 Critical Thinking and Problem Solving 45/0 3
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INTERIOR DESIGN- DIPLOMA

ASSOCIATE OF OCCUPATIONAL SCIENCE IN INTERIOR DESIGN

(online)

Objective

Interior designers possess the knowledge to address the functionality, safety, and quality of interior spaces through research and aesthetic vision. It is the
goal of this program to deliver a quality education in interior design reflective of industry standards. To that end, the program is designed to provide
students with the knowledge, skills and experience necessary for entry level positions in the interior design industry. Utilization of a high-tech/high-touch
approach to interior design education combined with first rate curriculum, and excellent instruction is intended to provide our graduates with the necessary
competencies to successfully meet the rigors and demands of the industry. The Associate of Occupational Science degree is designed to provide a

foundation that will enable degree holders to seek and apply for management roles in their design specialties.

Classroom Procedures

A student may enter the program at the scheduled start dates and continue through the sequence until completion of all courses. Students will complete all
courses in Phase | prior to moving on to Phase II. The externship is undertaken following the successful completion of all classroom training and consists
of 180 hours. Students may locate their own externship site for consideration or may use sites previously established with the institution. This externship
is unpaid and the hours of attendance are determined by the externship site. Students are required to attend at least 20 hours per week while fulfilling

externship requirements. Instruction is online. Students may begin working towards capstone completion during the program.

Career Path

After completion of the Interior Design Program, the student will have developed the skills and knowledge necessary to obtain an entry level position in the
interior design industry. Career opportunities are available in residential and niche markets, as well as commercial markets such as healthcare, hospitality,
and other businesses where good design can attract more business.

Diploma

Total Classroom Hours: 1080

Total Externship Hours: 180

Total Program Hours: 1260

Total Weeks: 60

Total Semester Hours of Credit: 40

Clock Hours: Lecture/Lab
Credential Earned: Diploma

Academic Year:
Degree

Full time - 24 credits/32 weeks (Term Type B) or Part time - 24 credits/36 weeks (Term Type C)

Total Classroom Hours: 1530

Total Extenship Hours: 180

Total Program Hours: 1710

Total Weeks: 100

Total Semester Hours of Credit: 70

Clock Hours: Lecture/Lab

Credential Earned:
Academic Year:

AH 105
ID 101
ID 103
ID 105
ID 107
ID 111
ID 113
ID 203
ID 109
ID 201
ID 205
ID 207
ID 209
ID 211
ID 213
ID 215
ID 217
ID EXT 411

Associate of Occupational Science Degree
Full time - 24 credits/32 weeks (Term Type B) or Part time - 24 credits/36 weeks (Term Type C)

Career and Life Development
Introduction to Interior Design
Drafting for Interior Designers
Color Theory and Use
Computer-Aided Design |
Lighting for Interior Design
Materials and Specifications
History of Interior Design
Computer-Aided Design Il
Design Studio I: Residential
Design Studio II: Special Populations
Sketching

Design Studio Ill: Small-Spaces
Professional Practices

Design Studio IV: Commercial
Fumiture Design

Interior Design Capstone
Externship

Degree Requirements (classes held at Community Care College or online)

BUS 2213
MGT 2123
MKT 2423
MGT 1373
BUS 2313
ACC 2213

Principles of Business
Leadership Development
Introduction to Marketing
Human Resources
Business Law
Accounting Principles

General Education Courses:

ENG 2343
BUS 1353
MGT 2213
GEN 1113

Business Communications

Business Math

Principles of Management

Critical Thinking and Problem Solving

50/10
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MAKEUP ARTISTRY/COSMETICIAN- DIPLOMA

Description
In the makeup artist program, students learn full makeup application procedures including daytime and evening makeup application, wedding and prom

makeup, latex, rubber, prosthetics, character makeup, as well as movie and TV applications. Students also learn basic hairstyling, artistic as it would apply
to a makeup artist and will be knowledgeable in makeup ingredients. An emphasis is also placed on professionalism, resume writing, and building a
portfolio.

Classroom Procedures

Each course stands alone as a unit of study. A student may enter the program at the beginning of a course and continue through the sequence until
completion of all courses with the exception of MAK 107 must be completed before MAK 215, MAK 217, and MAK 106. Classes meet full time (30 hours
per week) and part time (20 hours per week). Career and Life Development is held at Community Care College. All instruction is residential.

Career Path
Once finished with the makeup artist program and passing the Oklahoma State Board of Cosmetology and Barbering Cosmetician exam students can work in
a salon or spa as a makeup artist, become a freelance makeup artist, work with modeling or runway companies, or work with movie and/or theatrical company.

Total Hours: 600

Total Semester Hours of Credit: 20

Total Weeks: 21(full time) or 30(part-time)

Clock Hours: Lecture/Lab

Credential Earned: Diploma and qualifies student to take the Oklahoma State Board written and practical examinations
Academic Year: Full-time - 20 credits/20 weeks (Term Type D) or Part-time 20 credits/30 weeks (Term Type E)
Course No. Course Title Clock Hrs Credit Hrs
AH 105 Career and Live Development 50/10 2.0
MAK 107 Basics of Hairstyling 10/20 1.0
MAK 215 Thermal Styling 5/25 1.0
MAK 217 Wet Styling 5/25 1.0
MAK 106 Long Hair Styles 5/25 1.0
MAK 105 Business and Marketing for a Makeup Artist 25/5 1.0
MAK 101 Sanitation and Fundamentals of Makeup 15/15 1.0
MAK 201 Spa Makeup Applications 5125 1.0
MAK 203 Camouflage and Corrective Makeup 10/20 1.0
MAK 205 Photography, TV and High Fashion Makeup 5/25 1.0
MAK 207 Airbrushing 10/20 1.0
MAK 103 Beginning Prosthetics 10/20 1.0
MAK 209 Special Effects Makeup 5/25 1.0
MAK 211 Character Makeup | 5/25 1.0
MAK 213 Character Makeup Il 25/5 1.0
MAK 221 Clinic Floor 0/30 1.0
MAK 223 Clinic Floor 0/30 1.0
MAK 225 Clinic Floor 0/30 1.0
MAK 227 State Board Rules and Regulations 25/5 1.0

*These clock hours encompass all requirements of the following Oklahoma State Board of Cosmetology and Barbering requirements:

Bacteriology, sterilization and sanitation — 60, Make-up application — 200, Hair arranging — 200, Salon Development — 90, Cosmetology rules, regulations,
and law - 50

**Shaded courses must be completed prior to student providing supervised services to the general public.
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MASTER INSTRUCTOR - DIPLOMA

Description

Students enrolled in this course will learn teaching strategies, classroom strategies, classroom management, school management, Oklahoma State Board
compliance, and record keeping. Student currently holding their Basic Cosmetology, Esthetic license, Nail Technician, as well as students who are
registered for either exam with the Oklahoma State Board of Cosmetology and Barbering may enroll in this program.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training. A student may enter the program at the beginning of any
course and continue through the sequence until completion of all courses. Classes meet full time (30 hours per week) and part time (20 hours per week or
15 hours per week). Career and Life Development is held at Community Care College. All instruction is residential.

Career Path

In completion of this course, the student will have developed the skills and knowledge necessary for taking the Oklahoma State Board of Cosmetology and
Barbering Master Instructor Exam (if holding a Cosmetology license) or the Oklahoma State Board of Cosmetology and Barbering Esthetic Instructor Exam
(if holding an Esthetic license) or the Oklahoma State Board of Cosmetology and Barbering Nail Technician Instructor Exam (if holding a Nail Technician
license). After completion of the Master Educator course, students who hold a Cosmetology license may teach as a Master Instructor which includes the
areas of Cosmetology, Esthetics, Nail Technology, and Master Instructor. Students who complete the Master Educator course while holding an Esthetic
license will be able to Esthetics, or Esthetic Instructors and those holding a Nail Technician license will be able to teach Nail Technicians, or Nail
Technician Instructors.

Total Hours: 1000
Total Semester Hours of Credit: 33
Total Weeks: 34 (full time day) or 65 (part time day — 15 hours per week) or 50 (part-time evening)
Clock Hours: Lecture/Lab
Credential Earned: Diploma and qualifies student to take the Oklahoma State Board written and practical examinations
Academic Year: Full-time - 24 credits/30 weeks (Term Type A) or Part-time 24 credits/36 weeks (Term Type C)
Course No. Course Title Clock Credit
Hours Hours

AH 105 Career and Life Development 50/10 2.0
MIN 102 Introduction to Education 5/25 1.0
MIN 105 Building Relationships 5/25 1.0
MIN 107 Program Development 5/25 1.0
MIN 113 Effective Classroom Management 5/25 1.0
MIN 117 Teaching in a Salon Clinic 5/25 1.0
MIN 121 Teaching to Diverse Learning Styles 5/25 1.0
MIN 123 Multiple Learning Methods 5/25 1.0
MIN 125 Achieving Learner Results 5/25 1.0
MIN 127 Professional Performance Evaluation 5/25 1.0
MIN 131 Intro to Oklahoma State Board of 5/25 1.0

Cosmetology and Barbering Rules and

Statutes
MIN 135 Theory Classroom Management — 135 0/30 1.0
MIN 137 Theory Classroom Management — 137 0/30 1.0
MIN 139 Theory Classroom Management — 139 0/30 1.0
MIN 141 Theory Classroom Management — 141 0/30 1.0
MIN 143 Theory Classroom Management — 143 0/30 1.0
MIN 145 Theory Classroom Management — 145 0/30 1.0
MIN 147 Theory Classroom Management — 147 0/30 1.0
MIN 149 Clinic Salon Management — 149 0/30 1.0
MIN 151 Clinic Salon Management — 151 0/30 1.0
MIN 153 Clinic Salon Management — 153 0/30 1.0
MIN 155 Clinic Salon Management — 155 0/30 1.0
MIN 157 Clinic Salon Management — 157 0/30 1.0
MIN 159 Clinic Salon Management — 159 0/30 1.0
MIN 161 Clinic Salon Management — 161 0/30 1.0
MIN 163 Clinic Salon Management — 163 0/30 1.0
MIN 167 Clinic Salon Management — 167 0/30 1.0
MIN 169 Clinic Salon Management — 169 0/30 1.0
MIN 171 Clinic Salon Management — 171 0/30 1.0
MIN 173 Clinic Salon Management — 173 0/30 1.0
MIN 175 Clinic Salon Management — 175 0/30 1.0
MIN 165 Clinic Salon Management — 165 0/40 1.0

*The above clock hours encompass all requirements of the following Oklahoma State Board of Cosmetology and Barbering requirements:

Orientation — 60, Introduction to Teaching and Curriculum — 120, Course Outlining and Development — 330, Cosmetology Law, School Management and
Record Keeping -90, Teaching — 150, Practice Teaching — 250
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NAIL TECHNICIAN - DIPLOMA

Description

The Nail Technician Program combines theory & laboratory experiences needed to provide the student with skills necessary to acquire a license through
examination by the Oklahoma State Board of Cosmetology and Barbering. Students will learn manicuring and pedicuring, nail repair, artificial nail
application and nail art. Along with nail techniques, salon development will also be taught.

Classroom Procedures

Each course stands alone as a unit of study and is not dependent upon prerequisite training. A student may enter the program at the beginning of any
course and continue through the sequence until completion of all courses except for completion of Phase | before taking Phase Il. Classes meet full time
(30 hours per week) and part time (20 hours per week). Career and Life Development is held at Community Care College. All instruction is residential.

Career Path

After completion of the Nail Technician Program, the student will have developed the skills and knowledge necessary for taking the Oklahoma State
Board of Cosmetology and Barbering Nail Technician exam. While some nail technicians choose to work in a salon setting, others choose to work in
spas, hotels, or open their own business.

Total Hours: 600
Total Semester Hours of Credit: 20
Total Weeks: 21(full time) or 30(part-time)
Clock Hours: Lecture/Lab
Credential Earned: Diploma and qualifies student to take the Oklahoma State Board written and practical examinations
Academic Year: Full-time - 20 credits/20 weeks (Term Type D) or Part-time 20 credits/30 weeks (Term Type E)
Course No. Course Title Clock Credit
Hours  Hours
AH 105 Career and Life Development 50/10 2.0
NAL 123 History of Nail Industry 624 1.0
NAL 152 Nail Structure and Growth, Manicures 6/24 1.0
NAL 154 Pedicures 6/24 1.0
NAL 156 Professionalism and Communication 6/24 1.0
NAL 158 Infection Control 6/24 1.0
NAL 160 Anatomy and Physiology 6/24 1.0
NAL 162 Histology 6/24 1.0
NAL 164 Nail Diseases and Disorders 6/24 1.0
NAL 125 Chemistry and Electricity 6/24 1.0
NAL 168 State Board Rules and Regulations 6/24 1.0
NAL 127 UV Gels 6/24 1.0
NAL 172 Acrylics and Electric Filing 6/24 1.0
NAL 174 Tips, Wraps, No-light Gels 6/24 1.0
NAL 176 Advanced Acrylics 6/24 1.0
NAL 178 Nail Art 6/24 1.0
NAL 129 Sciences Review 6/24 1.0
NAL 182 Salon Development 6/24 1.0
NAL 184 State Board Rules and Regulations Review 6/24 1.0

*These clock hours encompass all requirements of the following Oklahoma State Board of Cosmetology and Barbering requirements:

Bacteriology, Sterilization and Sanitation - 40, Nail Structure, Composition, Disorders, and Diseases - 60, Manicuring and Pedicuring - 160, Atrtificial Nails -
160, Nail Art- 60, Salon Development — 80, Cosmetology Law - 40
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AUTOMOTIVE TECHNOLOGY
AUTOMOTIVE TECHNOLOGY WITH INDUSTRY MANAGEMENT
ASSOCIATE OF OCCUPATIONAL SCIENCE

Program Description

The Automotive Technology diploma program is designed to prepare skilled technicians to work in the automotive industry. All
General Education courses are held at main campus or offered online. The program prepares the student to pursue certification
through Automotive Service Excellence (ASE) with standards set forth by National Automotive Technicians Education Foundation
Inc. (NATEF) in all eight performance areas.

Opportunities for graduates include entry-level positions in dealerships, service stations, automotive parts stores, and companies
with vehicle fleets as general technicians, positions include specialist in areas such as front-end alignment, brakes, or automatic
transmissions, engine performance and others.

Internship

The internship is undertaken following successful completion of all classroom training and consists of 160 hours. Students will be
eligible to train in Oklahoma Technical College’s on-site automotive service center. This internship is unpaid and the hours of
attendance are determined by Oklahoma Technical College. Students must maintain full time status during internship hours. Students
are required to attend at least 20 hours per week while fulfilling internship requirements.

Program Outcomes

1. Conduct automotive service and repair with a focus upon customer satisfaction.

2. Apply the learning skills required to continue automotive technical career development.

3. Develop a level of professional image, attitude, and appearance that will contribute to the attainment of his/her employer's
goals.

Use process-specific specialized service equipment to conduct automotive service.

Adapt to, and cope with, the elements of change in the automotive service industry.

Demonstrate systematic problem solving strategies in the automotive service setting.

Interpret the efficiency/effectiveness principles of the work-place required of an automotive technician.
Demonstrate the accurate use of trade-specific jargon.

Demonstrate safe service practices.
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Program Goals: A graduate of this program should be able to:

= Possess an applied skill level sufficient for entry-level employment and advancement in the field of automotive service and
repair.

= Demonstrate appropriate workplace behaviors and pursue ongoing technical skill development sufficient for employment in the
field of automotive service and repair.

= Be successfully employed in the field of automotive service and repair.

Diploma

Total Hours: 850

Total Semester Hours of Credit: 33

Total Weeks: 34(day) or 41(evening)

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/30 weeks (Term Type A)
Degree

Total Hours: 1300

Total Semester Hours of Credit: 63

Total Weeks - Day: 64 or 74 (online)

Total Weeks - Evening: 71 or 81 (online)

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/32 weeks (Term Type B)
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AUTOMOTIVE TECHNOLOGY

ASSOCIATE OF OCCUPATIONAL SCIENCE

570

AUTOMOTIVE TECHNOLOGY WITH INDUSTRY MANAGEMENT

Course No. Course Title

AH 100 Career and Life Development

AT 150 Automotive Safety and Introduction

AT 151 Tools and Equipment

AT 153 Automotive Service Industry

AT 155 Electrical Theory

AT 157 Electrical Testing Equipment

AT 159 Electrical Circuits and Repairs

AT 161 Batteries, Starting and Charging Systems

AT 163 Accessory 1 Circuits

AT 165 Accessory 2 Circuits

AT 167 HVAC Principles

AT 169 HVAC Diagnosis and Repair

AT 171 Tires and Wheels

AT 173 Suspension Systems Principles Components

AT 175 Suspension Systems Diagnoses and Service

AT 179 Steering Systems and Alignments

AT 251 Hydraulic Systems

AT 253 Disc and Drum Brake Systems

AT 255 Machining Rotors and Power Brakes

AT 257 Electronic Stability Control

AT 259 Engines |

AT 261 Engines Il

AT 263 Engine Control Systems |

AT 265 Engine Control Systems Il

AT 267 Emission Systems

AT 269 Automatic Transmissions and Transaxle Principles

AT 271 Automatic Transmissions and Transaxle Principles
Diagnosis and Repair

AT 273 Clutch, Trans, and Drive Line

AT 275 Differentials, CV Shaft, Four Wheel Drive Operation

AT INT Internship

Degree Requirements

BUS 2213 Principles of Business 45

MGT 2123 Leadership Development 45

MKT 2423 Introduction to Marketing 45

MGT 1373 Human Resources 45

BUS 2313 Business Law 45

ACC 2213 Accounting Principles 45

General Education Courses

ENG 2343 Business Communications 45

BUS 1353 Business Math 45

MGT 2213 Principles of Management 45

GEN 1113 Critical Thinking and Problem Solving 45

[cNeoloNoNoNo]

[eNeNoNe)

Credit

w
o

G GG A G A P QI G
[eNeNoNoNoloNoNoloNololoNoNololoNololoNoNeNoNoNeNoNe)

N =
[oNoNe]

58



@
BARBER

BARBERING WITH INDUSTRY MANAGEMENT
ASSOCIATE OF OCCUPATIONAL SCIENCE

Program Description

The Barber program is designed to teach students how to serve clients at a barber facility and will include hands on experience as well as scientific
professional knowledge. Information regarding safe work practices and infection control, licensing laws, salesmanship, shop management, barbering
history, haircutting and styling, shaving facial hair, chemical processes, hair and scalp treatments, hair coloring, sterilization, sanitation and hygiene will
be discussed. Diploma programs are designed to prepare skilled graduates to work in the Barber industry. All General Education courses are held at
main campus or offered online. The program prepares the student for the Oklahoma State Board of Cosmetology and Barbering Exam which consists
of 100 multiple choice questions and a practical exam on a live model and on a man kin.

Program Outcomes

10. Conduct barbering services with a focus upon customer satisfaction.

11. Develop a level of professional image, attitude, and appearance that will help the student attain his/her goals.
12. Provide superior customer service.

13. Develop a knowledgebase of state rules and regulations, history or the profession, and management skills.
14. Apply the learning skills required to continue career development.

15. Adapt to, and cope with, the elements of change in the barber service industry.

16. Demonstrate sanitary service practices.

17. Demonstrate proper haircutting, styling, and chemical processes of the barbering profession.

18. Demonstrate and use terminology related to the trade.

Program Goals: A graduate of this program should be able to:

. Possess an applied skill level sufficient for entry-level employment and advancement in the field of Barbering.
. Demonstrate appropriate workplace behaviors and pursue ongoing technical skill development sufficient for employment in the field of Barbering.
= Be successfully employed in the Barbering industry or maintain independence through self-employment.

Diploma

Total Hours: 1500

Total Semester Hours of Credit: 50

Total Weeks: 51 (Full Time) or 75 (Part Time)

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/36 weeks (Term Type C)
Degree

Total Hours: 1950

Total Semester Hours of Credit: 80

Total Weeks - Day: 81 or 91 (online)

Total Weeks - Evening: 105 or 115 (online)

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/36 weeks (Term Type C)
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BARBERING WITH INDUSTRY MANAGEMENT
ASSOCIATE OF OCCUPATIONAL SCIENCE

Course No.
AH 105
BR 102
BR 104
BR 106
BR 108
BR 110
BR 112
BR 114

BR 116
BR 118
BR 200
BR 202
BR 204
BR 206
BR 208
BR 217
BR 214
BR 216
BR 219
BR 222
BR 224
BR 226
BR 228
BR 230
BR 232
BR 234
BR 236
BR 238

BR 240
BR 242
BR 244
BR 246
BR 248
BR 250
BR 252
BR 254
BR 256
BR 258
BR 260
BR 262
BR 264
BR 266
BR 268
BR 270

BR 272
BR 274
BR 300
BR 302

Course Title

Career and Life Development

History of Barbering

Bacteriology

Chemistry

Safe Work Practices and Infection Control
Anatomy and Physiology

Electricity and Facials

Properties and Disorders of the Skin, Scalp and
Hair

Facial Hair Design and Licensing Laws
Intro to Cutting and Color

Shop Management |

Retail Management

Professional Image and the Barber
Instruments for Straight Razor Shaving
Uniform Cutting and a Long Layered Cut
Scalp and Hair Treatments

Facial Massage

Facial Treatments

Straight Razor Shaving and Facial Designs
Principles of Men's Haircutting and Styling
Fundamentals of Men's Haircutting

Safety Precautions for Haircutting and Styling
Men's Hairstyling

Men's Hairpieces

Hair Replacement Systems and Procedures
Basic Women's Haircutting

Graduated Cutting and Blunt Cutting
Uniform Cutting and a Long Layered
Cut/Review

Women's Hair Styling

Chemical Texture Services

Permanent Waving

Chemical Hair Relaxing

Hair color Application

Special Effect Hair coloring

Facial Hair Coloring

Corrective Color

Self-Employment and Business Ownership
Microbiology Review

Infection Control Review

Anatomy Review

Physiology Review

Chemistry Review

Electricity and Light Therapy Review
Properties and Disorders of the Skin and Scalp
Review

Properties and Disorders of the Hair Review
Treatment of the Hair Skin and Scalp review
Barbering Job Search

State Board Review

Degree Requirements:

BUS 2213
MGT 2123
MKT 2423
MGT 1373
BUS 2313
ACC 2213

Principles of Business
Leadership Development
Introduction to Marketing
Human Resources
Business Law
Accounting Principles

General Education Courses

ENG 2343
BUS 1353
MGT 2213
GEN 1113

Business Communications

Business Math

Principles of Management

Critical Thinking and Problem Solving
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DIESEL TECHNOLOGY
DIESEL TECHNOLOGY WITH INDUSTRY MANAGEMENT
ASSOCIATE OF OCCUPATIONAL SCIENCE

Program Description

The Diesel Technology program will prepare students for employment as technicians in the maintenance, repair, service, and operation of medium/heavy
diesel technology and equipment. The program combines theory with hands-on training designed to simulate the work environment and help students obtain
the skills needed to excel in the field. Students will gain knowledge and skills in the following areas: Electronic Circuits, Cooling Systems, Truck Brake
Systems, Steering and Drive Trains, Hydraulics, Torque Converters, and Alignment. The degree emphasizes business operations management,
communication, leadership, and entrepreneurship for those students desiring management roles or to own their own business. All degree courses are held
at the main campus or offered online. Opportunities for graduates include entry-level positions in dealerships, service stations, private repair enterprises,
franchised truck repair organizations, medium/heavy equipment maintenance shops, and companies with vehicle fleets as general technicians and many
others.

Program Outcomes

Achieve a high level of craftsmanship and professionalism.

Inspect, diagnose, and conduct failure analysis and preventive maintenance inspections during repairs.

Use service resources effectively.

Apply fundamental skills and concepts to unfamiliar situations.

Provide superior customer service.

Follow safe shop practices.

Select and maintain appropriate tools.

Demonstrate both oral and written communication skills effectively, and practice productive interpersonal relations.
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Program Goals: A graduate of this program should be able to:

. Possess an applied skill level sufficient for entry-level employment and advancement in the field of medium/heady diesel service and repair.

. Demonstrate appropriate workplace behaviors and pursue ongoing technical skill development sufficient for employment in the field of diesel
service and repair.

= Be successfully employed in the field of diesel service and repair.

Diploma

Total Hours: 860

Total Semester Hours of Credit: 35

Total Weeks: 35 (day) or 43 (evening)

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/30 weeks (Term Type A)
Degree

Total Hours: 1310

Total Semester Hours of Credit: 65

Total Weeks - Day: 65 or 75 (online)

Total Weeks - Evening: 73 or 83(online)

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/30 weeks (Term Type A)
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DIESEL TECHNOLOGY
DIESEL TECHNOLOGY WITH INDUSTRY MANAGEMENT
ASSOCIATE OF OCCUPATIONAL SCIENCE

Course No. Course Title Theory Lab Credit
AH 100 Career and Life Development 50 10 3.0
DT 100 Shop Safety and Operations 25 0 1.0
DT 125 Engine Basics 10 15 1.0
DT 127 Feedback Assembly & Housing Components 10 15 1.0
DT 129 Engine Lubrication & Cooling Systems 10 15 1.0
DT 131 Engine Breathing & Retarders 10 15 1.0
DT 133 Engine Disassembly & Engine Management Electronics 10 15 1.0
DT 135 Fuel Subsystems & Injector Nozzles 10 15 1.0
DT 137 Electronic Injection Systems & Emissions 10 15 1.0
DT 139 Computer Engine Diagnostics 10 15 1.0
DT 141 Truck Brake Systems 10 15 1.0
DT 143 Hydraulic & Air-Over-Hydraulic Brake Systems 10 15 1.0
DT 145 ABS & EBS 10 15 1.0
DT 147 Air Brake Servicing 20 5 1.0
DT 149 Fundamentals of Electricity 20 5 1.0
DT 151 Fundamentals of Electronics and Computers 10 15 1.0
DT 153 Batteries 10 15 1.0
DT 155 Charging System 10 15 1.0
DT 157 Cranking System 10 15 1.0
DT 159 Chassis Electrical Circuits 10 15 1.0
DT 161 Diagnosis and Repair of Electronic Circuits 10 15 1.0
DT 163 Multiplexing 10 15 1.0
DT 165 APU 10 15 1.0
DT 167 Steering and Alignment 10 15 1.0
DT 169 Suspension Systems 10 15 1.0
DT 171 Wheels and Tires 10 15 1.0
DT 173 PM, Cooling Systems, Engine Service and Inspection 10 15 1.0
DT 175 Drive Train, Wheel, Brake Service and Inspection 10 15 1.0
DT 177 Cab & Chassis, Steering & Suspension, Electrical Service & 10 15 1.0
Inspection
DT 179 Coupling, Refrigeration, Trailer Service and Inspection 10 15 1.0
DT 181 Tanker Service & Inspection, Clutches 10 15 1.0
DT 183 Transmissions 10 15 1.0
DT 185 HVAC 10 15 1.0
Degree Requirements
BUS 2213 Principles of Business 45 0 3.0
MGT 2123 Leadership Development 45 0 3.0
MKT 2423 Introduction to Marketing 45 0 3.0
MGT 1373 Human Resources 45 0 3.0
BUS 2313 Business Law 45 0 3.0
ACC 2213 Accounting Principles 45 0 3.0
General Education Courses
ENG 2343 Business Communications 45 0 3.0
BUS 1353 Business Math 45 0 3.0
MGT 2213 Principles of Management 45 0 3.0
GEN 1113 Critical Thinking and Problem Solving 45 0 3.0
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HEATING VENTILATION AND AIR CONDITIONING/REFRIGERATION
HEATING VENTILATION AND AIR CONDITIONING/REFRIGERATION WITH INDUSTRY MANAGEMENT
ASSOCIATE OF OCCUPATIONAL SCIENCE

Program Description

The Heating, Ventilation, Air Conditioning (HVAC), & Refrigeration Program will prepare the student for employment as technicians in the design,
operation, service, repair, installation, and sales of these systems and equipment. The Program combines theory with extensive practical hands-on
training designed to simulate the actual work environment and skills needed to excel in this challenging field. Labs afford the student the opportunity to
install, repair and/or operate a wide variety of actual field equipment, such as commercial coolers; warm air, hydraulic, electric, gas, and oil furnaces;
package and split system A/C; rooftop commercial gas packs; refrigerated sea water systems; liquid chillers; industrial ice machines; centrifugal
chillers; cascade refrigeration; pneumatic controls; and direct digital controls. Students learn CFC refrigerants, Indoor Air Quality requirements and
increased use of computerized building controls. Prospects for employment are excellent. Employers in this Industry include heating contractors,
refrigeration contractors, controls contractors, commercial food storage facilities, property management firms, wholesale vendors, hotels, schools,
industrial processing plants, and many others. The degree emphasizes business operations management, communication, leadership, and
entrepreneurship for those students desiring management roles or to own their own business.

Program Outcomes

Diagnose, repair and maintain common HVAC/R electrical and mechanical system problems.
Communicate effectively with customers, managers and fellow workers.

Adhere to environmental laws and regulations as applied to HVAC/R.

Demonstrate employability behaviors and worth ethics.

Demonstrate and use terminology related to the industry.

Embrace the model of life-long learning, accessing new information to remain current in industry trends.
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Program Goals: A graduate of this program should be able to:

. Possess an applied skill level sufficient for entry-level employment and advancement in the HVAC/R field.
. Demonstrate appropriate workplace behaviors and pursue ongoing technical skill development sufficient for employment in the field of HVAC/R.
= Be successfully employed in the HVAC/R industry or maintain independence through self-employment.

Diploma

Total Hours: 1010

Total Semester Hours of Credit: 41

Total Weeks: 41 (Day) or 51 (Evening)

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: Full Time - 24 credits/32 weeks (Term Type B) or Part Time 24 credits/30 weeks (Term Type A)
Degree

Total Hours: 1460

Total Semester Hours of Credit: 71

Total Weeks - Day: 71 or 81 (online)

Total Weeks — Evening: 81 or 91 (online)

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: Full Time - 24 credits/32 weeks (Term Type B) or Part Time 24 credits/30 weeks (Term Type A)
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HEATING VENTILATION AND AIR CONDITIONING/REFRIGERATION
HEATING VENTILATION AND AIR CONDITIONING/REFRIGERATION WITH INDUSTRY MANAGEMENT
ASSOCIATE OF OCCUPATIONAL SCIENCE

Course No. Course Title Theory Lab Credit
AH 100 Career and Life Development 50 10 30
HVACR 101 Heat and Energy Theory 20 5 1.0
HVACR 103 Refrigeration and Refrigerants 20 5 10
HVACR 105 Safety and Tools of HVAC 10 15 10
HVACR 107 Fasteners, Tubing and Piping 10 15 1.0
HVACR 109 Leak Detection, System Evacuation and Clean up 10 15 10
HVACR 111 Refrigerant and Oil Chemistry and Management 10 15 10
HVACR 113 System Charging 10 15 10
HVACR 115 Calibrating Instruments 10 15 1.0
HVACR 117 Basic Electricity and Magnetism 10 15 10
HVACR 119 Automatic Control Components and Applications 10 15 10
HVACR 121 Advanced Automatic Controls and Troubleshooting 10 15 10
HVACR 123 Types and Applications of Electric Motors 10 15 10
HVACR 125 Motor Controls and Troubleshooting 10 15 1.0
HVACR 127 Evaporators and Refrigeration System 10 15 10
HVACR 129 Condensers 10 15 10
HVACR 131 Compressors 10 15 10
HVACR 133 Expansion Devices 10 15 10
HVACR 135 Special Refrigeration System Components 10 15 10
HVACR 137 Application of Refrigeration Systems 10 15 10
HVACR 201 Commercial Ice Machines 10 15 10
HVACR 203 Special Refrigeration Applications 10 15 10
HVACR 205 Troubleshooting and Typical Operating Conditions for 10 15 10
Commercial Refrigeration
HVACR 207 Electric Heat 10 15 1.0
HVACR 209 Hydronic Heat 10 15 1.0
HVACR 211 Oil Heat 10 15 1.0
HVACR 213 Gas Heat 10 15 1.0
HVACR 215 Indoor Air Quality and Comfort 10 15 1.0
HVACR 217 Refrigeration Applied to Air Conditioning 10 15 1.0
HVACR 219 Air Distr bution, Balance, and Installation 10 15 10
HVACR 221 Typical Operating Conditions and Troubleshooting 10 15 10
HVACR 223 Heat Gain and Heat Loss in Buildings 10 15 10
HVACR 225 Air Source and Geothermal Heat Pumps 10 15 1.0
HVACR 227 Domestic Refrigerators and Freezers, 10 15 1.0
HVACR 229 Room Air Conditioners 10 15 1.0
HVACR 231 High-Pressure, Low-Pressure, and Absorption Chilled-Wate 10 15 10
Systems
HVACR 233 Cooling Towers and Pumps 10 15 1.0
HVACR 235 Operation, Maintenance, and Troubleshooting of Chilled- 10 15 10
Water Air-Conditioning Systems
HVACR 237 Commercial Rooftop, Packaged, Variable Refrigerant Flow, 10 15 10
and Variable Air Volume Systems
Degree Requirements
BUS 2213 Principles of Business 45 0 3.0
MGT 2123 Leadership Development 45 0 30
MKT 2423 Introduction to Marketing 45 0 30
MGT 1373 Human Resources 45 0 3.0
BUS 2313 Business Law 45 0 3.0
ACC 2213 Accounting Principles 45 0 30
General Education Courses
ENG 2343 Business Communications 45 0 30
BUS 1353 Business Math 45 0 3.0
MGT 2213 Principles of Management 45 0 3.0
GEN 1113 Critical Thinking and Problem Solving 45 0 30
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WELDING TECHNOLOGY
WELDING TECHNOLOGY WITH INDUSTRY MANAGEMENT
ASSOCIATE OF OCCUPATIONAL SCIENCE

Description

This diploma program is designed to prepare students for entry-level positions in the welding and metal fabricating industry. Students will receive
instruction in oxy-fuel welding, brazing, and cutting; shielded metal arc (stick), gas metal arc (mig), and gas tungsten arc (tig) welding of sheet metal,
plate, and structural shapes. Reading and interpretation of industrial blueprints, basic metallurgy, basic electricity, and welding safety are also presented.
The Welding Technology Program follows the Standards for Education and Testing established by the American Welding Society.

Program Outcomes

1.
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10.

Become familiar with the terms, tools, equipment, and techniques used in the welding trade.

Understand and use terminology related to the trade.

To demonstrate the safe and proper use and care of welding tools, materials, and equipment.

Use appropriate safety appliances when engaged in practical activities.

Develop effective use of tools and equipment in order to develop entry-level skills in the workplace.

To establish a systematic routine for setting up a welding workstation and for putting away materials and equipment in the workplace or school
setting.

To apply some principles of science to the welding trade.

Introduce students to the issues surrounding safe, fair, and cooperative workplace practices including an awareness of the potential dangers to
fellow workers.

Identify and explain health and safety hazards in the workplace so that the potential for personal injury and damage to the equipment and/or the
environment are minimized.

To use critical evaluation skills in order to judge quality welding workmanship.

Program Goals: A graduate of this program should be able to:

. Possess an applied skill level sufficient for entry-level employment and advancement in the field of welding technology.

. Demonstrate appropriate workplace behaviors and pursue ongoing technical skill development sufficient for employment in the field of
welding technology.

L] Be successfully employed in the field of welding technology.

Diploma

Total Hours: 860

Total Semester Hours of Credit: 35

Total Weeks: 35 (day) or 43 (evening)

Clock Hours: Lecture/Lab

Credential Earned: Diploma

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/30 weeks (Term Type A)
Degree

Total Hours: 1310

Total Semester Hours of Credit: 65

Total Weeks - Day: 65 or 75 (online)

Total Weeks - Evening: 73 or 83 (online)

Clock Hours: Lecture/Lab

Credential Earned: Associate of Occupational Science Degree

Academic Year: Day - 24 credits/32 weeks (Term Type B) or Evening 24 credits/30 weeks (Term Type A)
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WELDING TECHNOLOGY
WELDING TECHNOLOGY WITH INDUSTRY MANAGEMENT
ASSOCIATE OF OCCUPATIONAL SCIENCE

Course No. Course Title Theory Lab Credit
AH 100 Career and Life Development 50 10 3.0
WT 111 Introduction to Welding 40 60 4.5
WT 113 General Shop Practices 30 70 4.0
WT 115 GMAW & FCAW 30 70 4.0
WT 117 SMAW on Pipe 30 70 4.0
WT 119 Introduction to GTAW 20 80 4.0
WT 121 Advanced GTAW 20 80 4.0
WT 123 H.F. GTAW/Downhill Welding 20 80 4.0
WT 301 Career Preparation 15 85 3.5
Degree Requirements

BUS 2213 Principles of Business 45 0 3.0
MGT 2123 Leadership Development 45 0 3.0
MKT 2423 Introduction to Marketing 45 0 3.0
MGT 1373 Human Resources 45 0 3.0
BUS 2313 Business Law 45 0 3.0
ACC 2213 Accounting Principles 45 0 3.0
General Education Courses

ENG 2343 Business Communications 45 0 3.0
BUS 1353 Business Math 45 0 3.0
MGT 2213 Principles of Management 45 0 3.0
GEN 1113 Critical Thinking and Problem Solving 45 0 3.0
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COURSE DESCRIPTIONS

Accounting Specialist and *Associate of Occupational Science Accounting

AH 100 Career and Life Development

Lecture Hrs: 50 Lab Hrs: 10  Credit Hrs: 3

Career and Life Development teaches the foundational skills required for success as a student and professional. The three primary areas of focus are: High
Performance Skills including time management, learning styles, and study skills; Mobile Technologies that are applied to personal branding and the
workplace; and Financial Literacy focusing on managing debt, personal budgeting, and saving for the future. In addition, professionalism and career-building
skills are discussed.

AH 101 Career and Life Development (online)

Lecture Hrs: 45 Lab Hrs: O Credit Hrs: 3

Career and Life Development teaches the foundational skills required for success as a student and professional. The three primary areas of focus are: High
Performance Skills including time management, learning styles, and study skills; Mobile Technologies that are applied to personal branding and the
workplace; and Financial Literacy focusing on managing debt, personal budgeting, and saving for the future. In addition, professionalism and career-building
skills are discussed.

ACC 2313 Financial Accounting

Lecture Hrs: 45 Lab Hrs: O Credit Hrs: 3

An overview of the accounting cycle including the theory and practice of measuring and recording financial data for an economic unit: journalizing and
posting transactions, and adjusting entries for revenue and expense items. Additional topics include sales tax and non-sales tax items. The course also
covers preparation of the income statement, balance sheet, statement of owner’s equity, and cash flow statements.

ACC 2273 Accounting Software: QuickBooks

Lecture Hrs: 45 Lab Hrs: O Credit Hrs: 3

In this course, students will use applications to perform accounting activities and take a small business through the entire accounting cycle. Accounting
principles are reinforced and placed in a real world context, including analyzing data, managing inventory, bank accounts and petty cash, point of sale,
disaster recovery, and setting up customers, jobs, and vendors.

ACC 2253 Managerial Accounting

Lecture Hrs: 45 Lab Hrs: O Credit Hrs: 3

This course is a review of the accounting cycle and advanced work in the areas of cash, receivables, depreciation, error correction, adjusting entries,
internal control, and fraud prevention. This course includes an introduction to cost accounting, and sales tax reports. The student will learn to record
managerial accounting concepts manually and electronically in QuickBooks.

Prerequisites: ACC 2313

ACC 2333 Accounts Receivable and Accounts Payable Management

Lecture Hrs: 45 Lab Hrs: O Credit Hrs: 3

This course covers topics on Accounts Receivable such as approving credit, the billing process, collections, customer service, handling deductions, legal
considerations, and bankruptcy. Topics covered on Accounts Payable include invoice handling, funds disbursement, error prevention, statement
reconciliation, customer service, internal controls, and audit preparation. All topics in AR and AP will be covered in QuickBooks.

ACC 2263 Accounting Applications: Excel

Lecture Hrs: 45 Lab Hrs: O Credit Hrs: 3

The student will learn software applications to perform tasks in a business environment. Students will create, revise and format workbooks. Formulas,
functions, charts and data analysis tools are explored in detail. The course also covers word processing, database, and presentation graphics skills using
a Windows operating system.

ACC 2243 Payroll Management

Lecture Hrs: 45 Lab Hrs: O Credit Hrs: 3

This course covers the basic concepts and procedures of payroll management and payroll administration in QuickBooks. Topics include maintaining
payroll records and the preparation of federal, state, and local payroll tax reports. The course will concentrate on the administration of the payroll function
under the Fair Labor Standards Act and the Internal Revenue Code. Other subjects include payroll and personnel records, computing wages and salary,
social security taxes, income tax withholding, unemployment compensation taxes, and analyzing and journalizing payroll transactions.

MGT 1463 Office Management

Lecture Hrs: 45 Lab Hrs: O Credit Hrs: 3

The Office Management course prepares students to assume positions as office managers, supervisors, or as assistants to top executives. Topics
covered include office operations efficiency, customer service, professional communication and marketing, and event planning and budgeting.

MGT 1483 Human Resources Administration

Lecture Hrs: 45 Lab Hrs: O Credit Hrs: 3

This course enables students to complete a wide range of human resource administration tasks. Topics emphasize the procedural requirements of Human
Resources, including employment rules, regulations, and laws; labor relations; insurance and benefits; retirement and all phases of managing and
administering HRM responsibilities — from recruitment through termination.

ACCEXT 711 Externship

Clock Hrs: 135 Credit Hrs: 3

The externship is undertaken following the successful completion of all classroom training, and consists 135 clock hours. Students will practice the skills
necessary to perform the duties of an accounting specialist. Externship sites may be chosen by the student with prior approval from the department of
career services or may be performed with an established site of the institution.

*Associate of Occupational Science General Education course descriptions on page 120
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*Associate of Occupational Science Business Administration - Resident

AH 100 Career and Life Development

Lecture Hrs: 50 Lab Hrs: 10  Credit Hrs: 3

Career and Life Development teaches the foundational skills required for success as a student and professional. The three primary areas of focus are: High
Performance Skills including time management, learning styles, and study skills; Mobile Technologies that are applied to personal branding and the
workplace; and Financial Literacy focusing on managing debt, personal budgeting, and saving for the future. In addition, professionalism and career-building
skills are discussed.

BUS 2313 Business Law

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Business Law teaches students about contracts, criminal law, sales laws, property laws, and laws when conducting business in cyberspace. The legal
environment of business will also be discussed.

MKT 2423 Introduction to Marketing

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Introduction to Marketing will provide the student with the knowledge to build customer relationships through effective marketing, to create and price
products that will satisfy the customer and to develop integrated marketing communications.

ACC 2213 Accounting Principles
Lecture Hrs: 45 Lab Hrs: 0  Credit Hrs: 3
Accounting Principles is designed to give the student a full understanding of the accounting cycle and how to record financial data.

MGT 1373 Human Resources

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

The study of Human Resources will familiarize students with the legal and regulatory environment that pertains to the business world. Hiring, training and
development, performance appraisals and compensation will all be discussed.

MGT 2213 Principles of Management

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Principles of Management teaches the foundations of management: planning organizing, execution of objectives and the dynamics and impact of
leadership.

MGT 2123 Leadership Development

Lecture Hrs: 45 Lab Hrs: 0  Credit Hrs: 3

This course is designed to provide future and existing leaders the opportunity to explore the concept of leadership and to develop and improve their
leadership skills. In this course a variety leadership roles expected of team members with practical suggestions for improved leadership skills will be
discussed. Additionally, sources of power and influence, delegation, group processes, conflict resolution, and group decision-making techniques will be
discussed.

ENG 2343 Business Communications

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Business Communications (ENG 2343) teaches the principles of writing letters, memoranda, and reports. Students will learn to use email and
communication technology. The course also emphasizes the communication skills of effective listening and speaking.

BUS 2213 Principles of Business

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Principles of Business will teach students the basis for business operations and professionalism with an emphasis on entrepreneurship and the risks and
rewards of starting their own business or improving business processes in an existing business. Working in groups and making effective presentations
will also be explored.

BUS 1353 Business Math

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Business Mathematics (BUS 1353) students will receive a rapid review of basic mathematics (i.e., addition, subtraction, multiplication, division, fractions,
percents, and algebraic equations) with a view toward improving speed and accuracy. The Business Math course is designed to provide students with
practical learning in key areas of business math applications. These skills include figuring percents, discounts, taxes, payroll, and interest, and
understanding annuities, installment buying, statistics, and the stock market.

GEN 1113 Critical Thinking and Problem Solving

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

The Critical Thinking and Problem Solving (GEN 1113) course teaches basic principles and techniques in these important skills. This course provides
instruction in an overview of critical thinking to include argument, rhetoric as a persuasion tool, fallacies, and types of reasoning. This course will
specifically focus on using these critical thinking skills in writing, assessing cred bility issues, and forming opinions. Additionally, it addresses problem-
solving skills based on using critical thinking.

BUS 2153 Business Ethics

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

In business ethics, the course will consider business actions and decisions in the light of moral principles and values, ask whether ethical motives in
business activity would make business better and more successful, and examine fundamental ethical consequences of business decisions made in
today's thriving organizations. Further, this course will examine issues and conflicts that typically arise in business that have moral aspects to them, such
as the way employers treat their employees, employees their employers, and the ways businesses treat their competitors, their customers, their society,
and even their environment.

BUS 2523 Customer Relations Management

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Students will learn strategies for managing a company’s interactions with customers, clients and sales prospects. This course will focus on using
technology to organize, automate, and synchronize business processes—principally sales activities, but also those for marketing, tech support, and
customer service. The overall goals of this course are to illustrate ways to find, attract, and win new clients, nurture and retain those the company already
has, entice former clients back into the fold, and reduce the costs of marketing and client service. Customer satisfaction and value will be at the core of
this course.
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BUS 2543 Information Technology and Trends

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

This is an introductory course to information systems in business. This course explains the difference between computer literacy and information literacy.
Students will gain valuable insight on emerging trends, technologies, and applications. Students will look at the risks associated with information
technologies, as well as the value of e-commerce.

BUS 2553  Project Management

Lecture Hrs: 3 Lab Hrs: 0 Credit Hrs: 3

This course is designed to provide insight into depth of Project Management. Students will become more aware of the roles of project managers and team
members. They will also learn how to define the scope of a project. Students will be challenged in Resource Planning and Project Controls.

BUS 2563 Operations Management

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Fundamental concepts of operations including: productivity, quality, logistics, distribution, supply chain technology, inventory management, and project
management will be taught in this course. Other concepts include design and scheduling of personnel activities, design of operations and work systems,
job simplification, service location problems, vehicle scheduling and routing, utilization of service capacity, and quality control in service operations.
Managing operations well requires both strategic and tactical skills. This course is designed to give and improve both skills and combine them with other
needed business expertise.

BUS 2573 Entrepreneurship

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Developing a business plan is one of the most important challenges an entrepreneur will face. The process of developing a good business plan requires
an understanding and appreciation for the tools required to do it right. This course will explore some of the pitfalls of starting a business, the
responsibilities of the owner and the resources available to help make an informed decision and reach the target market.

BUS 2583 Professional Sales

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Students will obtain a broad overview of the basic concepts of sales management. They will gain valuable understanding of the topics of personal selling,
understanding buyers and current developments in purchasing, effective sales dialogue, evaluating salesperson performance, and preparations of sales
presentations. Students will also explore components of retail management, This course is designed to give the student a strong start in salesmanship.

BUS 2593 Professional Development

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

This course is an advanced study of business administration and management, and human resources. Students will be introduced to small business
enterprises and management. Emphasis will be placed on personal and professional strategies for growth and development. Management strategies for
high-performance skills will also be discussed

BUSEXT 2601 Externship
Clock Hrs: 135 Credit Hrs: 3
In this course, the student will spend 135 hours in a Business or Corporate setting applying various skills learned in the program.

*Associate of Occupational Science General Education course descriptions on page 120

*Associate of Occupational Science Business Administration - Online

AH 101 Career and Life Development

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Career and Life Development teaches the foundational skills required for success as a student and professional. The three primary areas of focus are: High
Performance Skills including time management, learning styles, and study skills; Computer Literacy emphasizing competency in the office productivity
applications; and Financial Literacy focusing on managing debt, personal budgeting, and saving for the future.

BUS 2313 Business Law

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Business Law teaches students about contracts, criminal law, sales laws, property laws, and laws when conducting business in cyberspace. The legal
environment of business will also be discussed.

MKT 2423 Introduction to Marketing

Lecture Hrs: 45 Lab Hrs: 0  Credit Hrs: 3

Introduction to Marketing will provide the student with the knowledge to build customer relationships through effective marketing, to create and price
products that will satisfy the customer and to develop integrated marketing communications.

ACC 2213 Accounting Principles
Lecture Hrs: 45 Lab Hrs: 0  Credit Hrs: 3
Accounting Principles is designed to give the student a full understanding of the accounting cycle and how to record financial data.

MGT 1373 Human Resources

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

The study of Human Resources will familiarize students with the legal and regulatory environment that pertains to the business world. Hiring, training and
development, performance appraisals and compensation will all be discussed.

MGT 2213 Principles of Management

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Principles of Management teaches the foundations of management: planning organizing, execution of objectives and the dynamics and impact of
leadership.

MGT 2123 Leadership Development

Lecture Hrs: 45 Lab Hrs: 0  Credit Hrs: 3

This course is designed to provide future and existing leaders the opportunity to explore the concept of leadership and to develop and improve their
leadership skills. In this course a variety leadership roles expected of team members with practical suggestions for improved leadership skills will be
discussed. Additionally, sources of power and influence, delegation, group processes, conflict resolution, and group decision-making techniques will be
discussed.
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ENG 2343 Business Communications

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Business Communications (ENG 2343) teaches the principles of writing letters, memoranda, and reports. Students will learn to use email and
communication technology. The course also emphasizes the communication skills of effective listening and speaking.

BUS 2213 Principles of Business

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Principles of Business will teach students the basis for business operations and professionalism with an emphasis on entrepreneurship and the risks and
rewards of starting their own business or improving business processes in an existing business. Working in groups and making effective presentations
will also be explored.

BUS 1353 Business Math

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Business Mathematics (BUS 1353) students will receive a rapid review of basic mathematics (i.e., addition, subtraction, multiplication, division, fractions,
percents, and algebraic equations) with a view toward improving speed and accuracy. The Business Math course is designed to provide students with
practical learning in key areas of business math applications. These skills include figuring percents, discounts, taxes, payroll, and interest, and
understanding annuities, installment buying, statistics, and the stock market.

GEN 1113 Critical Thinking and Problem Solving

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

The Critical Thinking and Problem Solving (GEN 1113) course teaches basic principles and techniques in these important skills. This course provides
instruction in an overview of critical thinking to include argument, rhetoric as a persuasion tool, fallacies, and types of reasoning. This course will
specifically focus on using these critical thinking skills in writing, assessing cred bility issues, and forming opinions. Additionally, it addresses problem-
solving skills based on using critical thinking.

BUS 2153 Business Ethics

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

In business ethics, the course will consider business actions and decisions in the light of moral principles and values, ask whether ethical motives in
business activity would make business better and more successful, and examine fundamental ethical consequences of business decisions made in
today's thriving organizations. Further, this course will examine issues and conflicts that typically arise in business that have moral aspects to them, such
as the way employers treat their employees, employees their employers, and the ways businesses treat their competitors, their customers, their society,
and even their environment.

AH 101 Career and Life Development

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Career and Life Development teaches the foundational skills required for success as a student and professional. The three primary areas of focus are: High
Performance Skills including time management, learning styles, and study skills; Computer Literacy emphasizing competency in the office productivity
applications; and Financial Literacy focusing on managing debt, personal budgeting, and saving for the future.

BUS 2523 Customer Relations Management

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Students will learn strategies for managing a company’s interactions with customers, clients and sales prospects. This course will focus on using
technology to organize, automate, and synchronize business processes—principally sales activities, but also those for marketing, tech support, and
customer service. The overall goals of this course are to illustrate ways to find, attract, and win new clients, nurture and retain those the company already
has, entice former clients back into the fold, and reduce the costs of marketing and client service. Customer satisfaction and value will be at the core of
this course.

BUS 2543 Information Technology and Trends

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

This is an introductory course to information systems in business. This course explains the difference between computer literacy and information literacy.
Students will gain valuable insight on emerging trends, technologies, and applications. Students will look at the risks associated with information
technologies, as well as the value of e-commerce.

BUS 2553  Project Management

Lecture Hrs: 3 Lab Hrs: 0 Credit Hrs: 3

This course is designed to provide insight into depth of Project Management. Students will become more aware of the roles of project managers and team
members. They will also learn how to define the scope of a project. Students will be challenged in Resource Planning and Project Controls.

BUS 2563 Operations Management

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Fundamental concepts of operations including: productivity, quality, logistics, distribution, supply chain technology, inventory management, and project
management will be taught in this course. Other concepts include design and scheduling of personnel activities, design of operations and work systems,
job simplification, service location problems, vehicle scheduling and routing, utilization of service capacity, and quality control in service operations.
Managing operations well requires both strategic and tactical skills. This course is designed to give and improve both skills and combine them with other
needed business expertise.

BUS 2573 Entrepreneurship

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Developing a business plan is one of the most important challenges an entrepreneur will face. The process of developing a good business plan requires
an understanding and appreciation for the tools required to do it right. This course will explore some of the pitfalls of starting a business, the
responsibilities of the owner and the resources available to help make an informed decision and reach the target market.

BUS 2583 Professional Sales

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Students will obtain a broad overview of the basic concepts of sales management. They will gain valuable understanding of the topics of personal selling,
understanding buyers and current developments in purchasing, effective sales dialogue, evaluating salesperson performance, and preparations of sales
presentations. Students will also explore components of retail management, This course is designed to give the student a strong start in salesmanship.
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BUS 2593 Professional Development

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

This course is an advanced study of business administration and management, and human resources. Students will be introduced to small business
enterprises and management. Emphasis will be placed on personal and professional strategies for growth and development. Management strategies for
high-performance skills will also be discussed

BUSEXT 2601 Externship
Clock Hrs: 135 Credit Hrs: 3
In this course, the student will spend 135 hours in a Business or Corporate setting applying various skills learned in the program.

*Associate of Occupational Science General Education course descriptions on page 120

Dental Assistant and *Associate of Occupational Science in Dental Assisting

AH 100  Career and Life Development

Lecture Hrs: 50 Lab Hrs: 10 Credit Hrs: 3

Career and Life Development teaches the foundational skills required for success as a student and professional. The three primary areas of focus are: High
Performance Skills including time management, learning styles, and study skills; Mobile Technologies that are applied to personal branding and the
workplace; and Financial Literacy focusing on managing debt, personal budgeting, and saving for the future. In addition, professionalism and career-building
skills are discussed.

PHI 1153 Medical Law and Ethics

Lecture Hrs: 20 Lab Hrs: 0 Credit Hrs: 1

This course covers legal relationships of physicians and patients, contractual agreements, professional liability, malpractice, medical practice acts, informed
consent, and bioethical issues. Emphasis is placed on HIPPA, legal terms, professional attitudes, and the principles and basic concepts of ethics and laws
involved in providing medical services.

BIO 1316 Anatomy & Physiology
Lecture Hrs: 20 Lab Hrs: O Credit Hrs: 1
This course is a study in human anatomy and physiology. This course will focus on an in-depth study of the human muscular system and skeletal system.

BIO 1387  Nutrition

Lecture Hrs: 20 Lab Hrs: 0 Credit Hrs: 1

The student will learn tools for nutritional assessment and will be provided with the skills to educate patients on current trends and diets that work
especially those that are endorsed by the medical community.

AH 225  Sterilization Procedures/OSHA

Lecture Hrs: 20 Lab Hrs: 0 Credit Hrs: 1

This course introduces the infection and hazard control procedures necessary for the safe practice of healthcare. Topics include microbiology, practical
infection control, sterilization and monitoring, chemical disinfectants, aseptic technique, infectious diseases, OSHA standards, and applicable laws.
Students are introduced to the autoclave and accessories as well as surgical instrument preparation, processing and wrapping. Upon completion, students
should be able to understand infectious diseases, disease transmission, infection control procedures, biohazard management, OSHA standards, and
applicable laws.

AH 115 Medical Emergencies and CPR

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

In this course the student will learn basic first aid and CPR training. The student will be instructed on the skills needed to recognize and respond to
various life-threatening situations for victims of all ages. Emergencies such as respiratory arrest, cardiac arrest, and foreign-body airway obstruction will
be addressed. With successful completion of this CPR program the student will receive a two year certification in Basic Life Support (BLS) for the
Healthcare Provider. The fundamentals of first aid will also be covered.

AH 220 Introduction to Pharmacology

Lecture Hrs: 20 Lab Hrs: 0 Credit Hrs: 1

This course is an introduction to pharmacology which includes terminology, drug category, use, side effects, contraindications, and interactions. Common
dosage ranges and routes of administration will also be examined.

DA 1115 Dental Terminology

Lecture Hrs: 20 Lab Hrs: 0 Credit Hrs: 1

Students will learn the parts and functions of bodies being treated in dentistry. Emphasis is placed on abbreviations, prefixes, root words, suffixes and their
meanings.

DA 1111 Practice Management/Patient Relations

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course provides an overview of the business aspect of the dental practice and the role of the business office auxiliary. This course focuses on several
key behavioral concepts and techniques for effective patient management and interpersonal office skills. Students will learn to function as a successful
professional in health care delivery and will develop knowledge of the psychology of individuals and groups.

DA 1113 Introduction to Dental Assisting

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course covers an introduction to the basic knowledge of dentition and the principles of morphology. Student will also place their focus on identifying the
landmarks and anatomy of the head and neck.

DA 1114 Pre-Clinical

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course emphasizes the names and uses of a wide range of dental instruments and equipment. The student will be taught the ergonomics of dental
assisting and concepts of four-handed dentistry.

DA 1213 Preventative

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course covers the skills and concepts for preventing periodontal disease, oral hygiene instruction, nutritional counseling, and plaque control and
fluoride therapy.
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DA 1215 Periodontics

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course covers different types of periodontal disease, treatment, prevention and instruments and matenals used in this specialty.

DA 1118 Introduction to Dental Radiography

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course covers the basic concepts in radiation and principles of radiography, focusing on patient and operator safety. Students will leam the principles
of x-ray production, x-ray film processing techniques, methods of evaluation in identifying exposure errors, and occupational radiation safety.

DA 1119 Dental Laboratory
Lecture Hrs: 15 Lab Hrs: 5 CreditHrs: 1
This course covers the use of dental materials and gypsum products.

DA 1217 Prosthodontics
Lecture Hrs: 15 Lab Hrs: 5 CreditHrs: 1
This course covers fixed and removable prosthetic devices, and dental implants.

DA 1225 Operative

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course includes instruction in assisting with the removal of dental caries, and placement of filling materials. The student will be taught the composite
restorations, suctioning, retracting, tray setup, dental charting, and post-operative instructions specific to composite restorations procedures.

DA 1219 Restorative Dentistry
Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1
This course includes instruction in assisting with the removal of dental cares, and placement of filling materials. The student will be taught the amalgam

restorations, suctioning, retracting, tray setup, dental charting, and post-operative instructions specific to amalgam restorations procedures.

DA 1221 Pedodontics
Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1
This course covers the prevention, diagnosis, and treatment of children’s dental health problems.

DA 1223 Orthodontics

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course will focus on the growth and development of the jaws and face, the positioning of teeth, influences on development, and prevention and
correction of malocclusions.

DA 1126 Endodontics

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course will focus on the dental specialty concerned with the treatment of pulpal and periapical diseases of the teeth. The student will leam proper chair
side techniques for assisting with pulp capping, pulpotomy, pulpectomy, instrumentation and obturation of infected root canals, and removal of diseased
periapical tissues.

DA 1181 Dental Sciences

Lecture Hrs: 15 Lab Hours: 5 Credit Hrs: 1

This course will focus on Embryology, histology of the life cycle of the tooth, tooth structure and components of the periodontium. Students will also be
taught Microbiology, groups of microorganisms, and the disease of major concem to the dental assistant.

DA 1129 Oral Pathology/Oral Surgery

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

In the duration of this course, the student will focus on the aseptic techniques, suctioning, retracting, dental charting, proper instrument handling, tray setup
and post-operative instructions for procedures involving a variety of oral surgeries.

DA 1131 Essentials of Dental Radiography — Bisecting/Paralleling

Lecture Hrs: 15 Lab Hrs: 5 Credit Hrs: 1

This course will focus on placement exposure and processing of the radiograph using the bisecting and paralleling method. Darkroom procedures and
mounting are included.

DA 1133 Essentials of Dental Radiography-Lab
Lecture Hrs: 0 Lab Hrs: 20 Credit Hrs: 0.5
This course is lab intensive; the student will continue to expand practical skill based knowledge and will practice proof of competency on manikins.

DAEXT 311 Externship

Clock Hrs: 180 Credit Hrs: 4

In this course, the student will spend 180 hours in a dental setting. A portion of the externship may take place on campus at the Community Care College
dental facility. A student may fulfill their remaining requirements off campus.

*Associate of Occupational Science General Education course descriptions on page 120
Early Childhood Education and *Associate of Occupational Science Early Childhood Education

AH 100 Career and Life Development

Lecture Hrs: 50 Lab Hrs: 10 Credit Hrs: 3

Career and Life Development teaches the foundational skills required for success as a student and professional. The three primary areas of focus are: High
Performance Skills including time management, learning styles, and study skills; Mobile Technologies that are applied to personal branding and the
workplace; and Financial Literacy focusing on managing debt, personal budgeting, and saving for the future. In addition, professionalism and career-building
skills are discussed.

72



C
AH 101 Career and Life Development (online)

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

Career and Life Development teaches the foundational skills required for success as a student and professional. The three primary areas of focus are: High
Performance Skills including time management, learning styles, and study skills; Computer Literacy emphasizing competency in the office productivity
applications; and Financial Literacy focusing on managing debt, personal budgeting, and saving for the future.

ECE 101 Introduction to Early Childhood Education

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

This course provides an introduction to early childhood education, including an overview of the history of early education programs, philosophies of child
development theorists, and current issues in the field. Making professional and ethical decisions based on knowledge of child development theories and
best practices is emphasized. The framework of developmentally appropriate practice is defined in this course.

ECE 103 Child Growth and Development

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

This course focuses on the study of growth and development beginning with conception and continuing through age eight. The role of play, as it relates to
theories of leaming and behavior, is explored. Students will identify young children’s characteristics and needs, influences on development and learning,
and how to use this knowledge to create developmentally supportive leaming environments.

ECE 105 Curriculum and Development

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

This course prepares students to develop, implement and assess developmentally appropriate environments and activities for young children, including
those with special needs. Past and current curriculum models are discussed in relation to child development theories. Observation and assessment of
young children is also covered.

ECE 107 Early Childhood Program Management

Lecture Hrs: 45 Lab Hrs: 0 Credit Hrs: 3

This course examines the issues involved in managing a variety of early childhood programs. The following topics will be discussed: structural
organization, policy 