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Welcome toVerve Collegé Congratulations on making the important decision to further your education and choosing our
school to begin your careerYou are joining the ranks of many graduates who are making a difference in the lives of the
patients they touchBeginning wth your introduction to the school during the admissions process through your graduation, we
are dedicated in providing a school experience that will allow you to become the person you want to be in pursuing your
professional and educational goalgVe stive to provide that experience through a set of values and principles that ensure
quality and excellence in all aspects of your educatioWhile completing your educational journey, you will work and
collaborate with outstanding faculty, staff and adnsimators who are committed to your succesé/e specialize in smaller
classes, state of the art technology and excellent support servidesa student you will become a member of tierve
Collegefamily that is rich in diversity and various interese have learned that students who are actively engaged in school
activities, school organizations and community service are most likely to excel in their studies and become successful in the
chosen field. You will meet various people from different ands and backgrounds who will expand your horizons and add
value to your life.

Healthcare Trainings the fastest growing Sector for the XTentury.Verve Collegés committed in helping you develop your
Health CareCredentials bysing the latest techiques, curriculum, and equipment to help you gain the expertise that would
make you stand out in today's job market

As a student oVerve Collegeyou will have the opportunity to experience a diverse mix of nursing curriculum as you gain the
educationyou need to provide high quality care in our dynamic healthcare environment. The opportunities available to learn
with emerging professionals from other disciplines will serve you wWelur clinical experiences will occur in a variety of
healthcare settigs and together with your hanesn experiences, you will gain vast knowledge of what it means to become a
nurse. The faculty and staff are eager and ready to work with you to encourage your personal and professional growth.

Our facilities are equipped witnursing labsfor students in pertinent fields of study. We of[gar job placement assistance
through our Career Services Departmelerve Colleggd FNASYyRf & FyR SELISNASYOSR aidl FF Aa
expertise.

Our professionals are equipd with real world experience that is critical for your training success, and offers one to one
training in our small classroom settinggerve Collegé’N program is accredited by COE (Council on Occupational Education)
and ABHES (Accrediting Bureau of IHe&ducation Schools)All courses are approved by thHbinois Board of Higher
Education, lllinois Department of Public Healtlnd lllinois Department of Financial and Professional Regulationgrve
Collegeis a member of National League of Nursing.
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LCD monitors. Most importantly each student is provided the necessary equipment and supplies to complete the course.

Thank you foconsideringverve Collegas your school of choicalVe look forward to the experience of working, learning and
serving you. Please visit our two great campus locations in Oakbrook and Chicago lllinois.

Sincerely,

Naveen Bindra
President

For Further Details Visitvww.vervecollege.edu
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In 1997Verve Collegéformerly PCCTI Healthcarejps incorporated in the State of lllinois. The founder of the company
Naveen Bindrahas an MBA in Business Management and Finance has been successfully running other businesses and has over
25 years of eperience within a management setting. The development of the company began as a result of the huge explosion

in the IT field. The demand for qualified personnel in this field grew to great capacities. Nemnee,Collegémplemented IT

courses that paradlled with the direct training of such larger organizations saglicrosoft, CompTIA, Cisco, and Oracle.

After starting the trainingVerve Collegapplied and received approval from the lllinois State Board of Education to provide
formal schooling in véous IT fieldsVerve Collegalso applied and affiliated itself with highly recognized companies in the
industry like Microsoft, CompTIA, Cisco, Oracle, Checkpoint, and Sun Microsystems. As the company d¥esi@pEmllege
became partners with suchogporations. Consulting and discussing with IT certified and highly knowledgeable professionals, a
curriculum was designed for each program. The curriculum was based on thorough knowledge of the subject and hands on
training. This curriculum would allow eéhindividual to receive certification from the appropriate agency in the industry after
taking the course and passing the appropriate exam(s), hence allowing the student to not only receive employment in a short
and speedy manner, but also to excel in fhasition. Since then, the school has grown tremendously into other areas such as
Healthcare. In 2000erve Collegdiversified into the Healthcare field as well.
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slant and various documentations have stated the continuation of this tremendous growth. According to the US Bureau of

Labor Statistics, the health care industry is predicted to add nearly 3.5 million new jobs in themgears. This would lead to

an increase of 30%. They also stated that 10 out of the 20 fastest growing jobs were in health care. In addition, employment

growth is estimated at around 12% in a hospital setting and over 50% in a smaller medical ke0@y,Verve Colleggained

its approval from IDFPR to offeN (Practical Nurse). In 2008rve Collegassumed a legal name change\ferve College

Verve Collegbas focused and will continue to focus in the educational fields which enable an individual to add necessary skills
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Currently,Verve Collegéhas two locations in Oak Brook lllinois and Chicago lllinois. Our Oak Brook location is set in the hub of
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Midway and several major expressway&erve Collegeontinues to go forward and provide the cutting edge educational
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Verve Collegeguided by its unique national and diverse heritage, provides the student body with educational opportunities
that promote learning, ensure success and provide knowledge and skills that alemsto meet curent and the future
demands of educational needs our changing nation. We exist to provide educational opportunities to those seeking to
enhance the quality of their lives and that of others. We recognize that a quality education mgigsseassisting the student
develop a sense of worth, high ethical standards and a sense eéctadlization as they pursue their professional and
educational goals.
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Verve Collegewill be a leading provider of clinical education in the comibuand the region. It will be known for its
responsiveness to today's needs for qualified professionals, the excellence of its programs of study, and the skiltyaofl abili
its graduates. Th¥erve Colleggraduates will also express in their professiblives and their service to the community the
core value of the school, and they will demonstrate high ethical standards and the senseatftsalization as they pursue
their professional and educational goals.
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The School assists each student in their journey toward becoming a meaningful, participating member of society through its
integration of core values throughout the fabric of the institution. The core values which Y@de Collegén realizing its
misson are:

il Integrity: We uphold honesty, ethical behavior, trust and open communication as attributes of a value based
institution. The institution's reputation, relationship with students and institutional stakeholders is contingent upon
the demonstration othese characteristics. We believe that everyone in Yfexve Collegeommunity must possess
these attributes in order to accomplish our goals and demonstrate professionalism in work and study. Administration,
faculty and staff role model these behavior$iieh our students demonstrate both in the educational setting and in
the community.

il ReSQeCt\Ne respect the dignity and worth of each individual and foster a climate of acceptance, trust, support and
collegiality. We are a welcoming community and our @eab enrich and enhance the quality of life for each person
who comes in contact with the School, its administration, personnel and students.

f  Service we value collaborative partnerships with groups and organizations in the community with mission and
values that mirror our own. These partnerships strengthen our bonds with the community and allow both students
and School personnel develop a spirit of humanitarianism, the ability to appreciate the culture of giving and the ability
to enhance their own potetil for growth.

il Knowledge We acknowledge that the ability to teach and learn is a gift and responsibility that should be
respected and nurtured. We support faculty who are dedicated to the mastery of their area of expertise and who
engage students to bectively involved in the pursuit of knowledge. We honor, celebrate and reward high
performance in both teachers and students who excel in this endeavor.

il Diversity. We celebrate the diversity of our school and neighboring communities as we seek to provide
opportunities for all those we serve. We recognize that everyone brings some form of diversity to our community and
we strive to welcome each one's differences as well as the common bond that unites us as the academic community.

1 Excellencewe are dedicatd to setting high standards with the right priorities for ourselves and our students

through the 'Verve Colleg€ommunity for Excellence." We infinitely endeavor for the institutional evolution through
the assessment, strategic planning, curricula expanaiwd the outcome evaluation.
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2625 Butterfield Rd., Suite 102E
OakBrook, IL 60523
630.705.9999
www.vervecollege.edu
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216 W. Jackson Blvd, Suite 900
Chicago, IL 60606
312.920.8822
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Verve Collegeffers following schedule for its classes:

Day classesl0:00am to 2:00pm
Evening Classe$:00pm to 9:00pm
Weekend classes8:30am to 4:30pm

To ensure all student schedules are accommodated with a financial aid services and other student Semie€gnllegestaff
is available to assist students as follows:

Financial aid office availability:

Oak BrookMain Campus

Financial Aid Advisors are available from:
M ¢ F 9:30am to 6:00pm

Sat¢ 8:30am to 12noon

Sunc Closed

Admission and Student Services avaédbbm:
M ¢ F 9:30am to 6:00pm

Sat¢ 8:30am to 12noon

Sunc Closed

For updated information, visit our website wivw. vervecollege.edu

12f ARI & &

Verve Collegés closed on:

Easter

Mother@ Day
Memorial Day
Fathe@ Day
Independence Day
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Labor Day
Thanksgiving Day
Christmas

New Yea® Day

E R

(Refer to the school academic calendar on the school wehbsite.vervecollege.ed)l
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Verve Colleghas two campuses which are both equally well outfitted with instructional materials both in the classrooms and
in the laboratory, including computers, spacious seating, projector, wall talkers, student resource room, cafeteria area,
administration area ad storage.

LYOGNRRdAzOGA2Y

This handbook provides information about major policies, procedures, and guidelinéerfar CollegeThis information is also
available on the/erve Collegavebsite atwww.vervecollege.edu All of the information in this Handbook is applicable to both
the Oak Brook Main Campus and the Chicago-Mam Campus (Extension)

Please become very familiar with the handbook. However, remember that it is not a substitute for the Student Services
Depatment or faculty mentoring.

b2BAAONARYAYIl A2y t2fA08

Verve Colleg&vill not under any circumstances discriminate on the basis of race, color, religion, creed, national origin, sex, age
ancestry, marital status, sexual orientation, arrest record, nmilitgtatus, citizenship status, physical or mental disability.

For questions, concerns or complaints please contact corporate office:

Phone:630.705.9999
EMail: inqgury@vervecollege.edu

/ FadFft23 5A3a0f1 AYSNJ

VerveCollegeprovides its catalog, website, handbooks, and any other printed materials or electronic media for your general
guidance. The school does not guarantee that the information contained within them, including, but not limited to be a
complete statemeh of all the policies, practices, rules and regulationsvefve College Any information provided here in
(Catalog, website, handbooks or other printed materials) is subject to change by the governing BéetyefColleger its
authorized representaties.


http://www.pccti.com/
http://www.pccti.com/
mailto:inqury@pccti.com

Verve Colleg&chool Catalog 20182019

= =4 =4

Il OONBRAGIOAZ2Y & YR aSY0oSNBKALJ

Approved by the Division of Private Business & Vocational schools ofltmois Board of
Higher Education

Verve Collegbas gained approval for all of the courses offered by@hasion of Private Business\@cational schools of the
lllinois Board of Higher Educatic@n February 1, 2012, the oversight of Private Business and Vocational Schools was
transferred from the lllinois State Board of Education (ISBE) to the lllinois Board of Higher Educatigpuftid&) to the
Private Business and Vocational SchoolsofA2012 (Public Act 9850).

COI Council onOccupational Educatio
7840 Roswell Road

Building 300, Suite 325

Atlanta, GA 30350

P: 7763963898

F: 7763963790

www.council.org
Verve Collegés accredited by the Commission of the Council on Occupational Education.

ABHES Accrediting Bureau of Health Education Schools
7777 Leesburg Pike Suite 314

Falls Church, VA 22043

P:703917-9503

F: 703917-4109

www.abhes.org
Verve Collegés accredited by the Accrediting Bureau of Health Education Schools

IDFPR Illinois Department of Financial and Professional Regulation

Verve Collegés an Approved institution by the Illinois Department of Financial and Professional Regulation. Such approval
establishes proof that ouPNprogram and instructors are well qualified, and that we are indeed capable of deliveringotate
the-art educatioral programs such as the Practical NuRH)( offered by very few other schools. For more information, visit
the IDFPR website at wwidfpr.com.

NLN- National League for Nursing

Verve Collegés now a member of the National League for Nursing (NLN). &tedido excellence in nursing education, the
National League for Nursing is the preferred membership organization for nurse faculty and leaders in nursing education. NLN
members include nurse educators, education agencies, health care agencies, andedtenesnbers of the public. The NLN

offers faculty development programs, networking opportunities, testing and assessment, nursing research grants, and public
policy initiatives to its 20,000 individual and 1100 institutional members.

Founded in 1893 as th&merican Society of Superintendents of Training Schools for Nurses, the National League for Nursing
was the first nursing organization in the United States. Today the NLN is a renewed and relevant professional assottiation for
twenty-first century. Cied by the American Society of Association Executives for the "will to govern well," the NLN is committed
to delivering improved, enhanced, and expanded services to its members and championing the pursuit of quality nursing
education for all types of nursineducation programgResourcewww.NLN.org

Veterans Affairs (VA)

Verve Collegés a VVAapproved institution. For more information, visit: https://benefits.va.gov/gibill/
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Students applying for financial aid must first fill out a FAFSA. This is a free application that can be filledwufafsa.ed.gov
Please apply and enter our school code: 041791

VA education funds do not affeét i dzZRSy 1 aQ St A 3 A 0 A {Shbiléans2 Howeves, StlidEnts etz to lepbiRno@ NJ | vy
education VA benefits on the FAFSA. Ndocation benefits include: disability, death pension, dependency indemnity
compensation and / or VA Woi&tudy allowances

WIA - Workforce Investment Act

WIA (Workforce Investment Act) is a federally funded job training and placement initiative that is designed to assist youth,
dislocated workers and low income individuals and increase their employment, retention andgsapaitential Verve College
isapproved and accepts grarttsroughWIA and has been offering various programs in both IT and

Healthcare that lead to the certificatioWerve Collegdas been offering training to the individualsvayer baiey's ]

who have been awardetlaining vouchers through WIA. WorkNet

| Mayer's OfFice of Werkforce Davelogement |

Statement of Legal Control:

Verve Global, Inc. db¥erve Collegés a registered corporation in the state of IllinoAll Verve Collegénstitutions are of
common ownershipWe have an advisory board and institution is tied by the president and CEO.

The president and CEO¢érve Colleges Mr. Naveen Bindra

Verve CollegBOARD Members

Naveen Bindra, President, CEO and the Chairperson
The Chairperson who is the President and CEO exercises ultimate control dherdaitision of all parts of the School and has
all the rights to veto any decision made by any other board member.

Naveen Bindra, President & CEO
Nitasha Bindra, Vice President & COO
Mahomed Oudego, CPA

Rishi Agrawal, Esq

Bryan RancherdNBSN
KatherineMitchell-Ollie, MSN

The President, CEO and the Chairperson reserves the right to veto any proposal at any time that has been voted by the other
members of the Board if the proposal does not serve the best interest of the organization or if does not align to the MVV of
Verve Ollege
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Start Date Session / Campus / Schedule End Date
November 13, 2017 N101 / Chicago Campus / Evening Session April 20, 2018
December 1, 2017 N103 / Oak Brook Campus / WeekeBelssion February 3, 2018
December 8, 2017 N101 / Oak Brook Campus / Weekend Session May 13, 2018
December 11, 2017 N102 / Chicago Campus / Day Session May 18, 2018
December 16, 2017 N102 / Oak Brook Campus / Weekend Session May 20, 2018
February 192018 N103 / Oak Brook Campus / Day Session April 26, 2018
February 26, 2018 N101 / Oak Brook Campus / Day Session July 27, 2018

March 17, 2018

N102 / Chicago Campus / Weekend Session

August 19, 2018

March 19, 2018

N102 / Oak Brook Campus / EvenBegsion

August 24, 2018

March 23, 2018

N101 / Chicago Campus / Weekend Session

September 2, 2018

March 26, 2018

N103 / Oak Brook Campus / Evening Session

May 25, 2018

March 31, 2018

N103 / Chicago Campus / Weekend Session

June 3, 2018

April 9, 2018 N101 / Oak Brook Campus / Evening Session September 14, 2018
May 14, 2018 N102 / Chicago Campus / Evening Session October 19, 2018
June 9, 2018 N102 / Oak Brook Campus / Weekend Session November 18, 2018

June 11, 2018

N103 / Chicago Campus / Day Session

August 17, 2018

June 11, 2018

N101 / Chicago Campus / Day Session

November 16, 2018

June 15, 2018

N101 / Oak Brook Campus / Weekend Session

November 18, 2018

June 16, 2018

N103 / Oak Brook Campus / Weekend Session

August 19, 2018

August 29, 2018

N102/ Oak brook Campus / Day Session

January 25, 2019

September 14, 2018

N101 / Chicago Campus / Weekend Session

February 17, 2019

September 15, 2018

N103 / Chicago Campus / Weekend Session

November 18, 2018

September 18, 2018

N101 / Oak Brook Campugiening Session

February 22, 2019

September 21, 2018

N103 / Oak Brook Campus / Evening Session

November 30, 2018

September 29, 2018

N102 / Chicago Campus / Weekend Session

March 3, 2019

October 1, 2018

N102 / Oak Brook Campus / Evening Session

March 7,2019

November 12, 2018 N101 / Chicago Campus / Evening Session April 19, 2019
November 12, 2018 N103 / Chicago Campus / Evening Session January 25, 2019
December 7, 2018 N101 / Oak Brook Campus / Weekend Session May 12, 2019
December 10, 2018 N102 /Chicago Campus / Day Session May 17, 2019
December 14, 2018 N102 / Oak Brook Campus / Weekend Session May 19, 2019

December 15, 2018

N103 / Oak Brook Campus / Weekend Session

February 24, 2019

*Dates are tentative and are subject to change

/| f HEOK SRdzZt Sa

Course schedules vary in an effort to accommodate an assortment of availability. Please contact the school to find specific

dates and times of courses. Students can choose day, evening or weekend c@lassschedules are as follows:

Daysessions
Theory:

Clinical:

Evening sessions
Theory:

Clinical:

Weekend sessions
Theory:

Clnical:
Breaks/Mealtimes:

Monday¢ Friday 10am¢ 2pm
Wednesday or Friday 7am¢ 3:30pm
Mondayc¢ Friday 5pm¢ 9pm
Wednesday or Friday 7am¢ 3:30pm

Saturday/Sunday

4-hour sessions have one -B@inute break.
8-hour sessions have two dfin breaks and one 3thin break.

8:30am¢ 4:30pm
Friday 7am¢ 3:30pm

15
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Practical Nurse Program
Tuition
Books
Scrubs & Stethoscope
ATI Student System
Evolve Student System
Evolve Lab Simulation System
NCLE®N License Exam’{attempt)
Kaplan NCLEX Review Book
PNApplication Fee:
PNRegistration Fee:
ATI TEAS Entrance Exdnh(
Background/Drug ScreeningN):
Professional Liability InsurandeN):

Fingerprinting PN

$21,995

Included

Included

Included

Included

Included

Included

Included

$75 (nonrefundable)

$150 (nonrefundable)

$50 (nonrefundable)

$80 (approx/paid tocastlebranctcom)
$38(approx /www.nso.com

$62 (approx/paid to Accurate Biometrics)

*$75 nonrefundable application fee and $150 rogfundable registration fee are not included with $&1,995tuition.

Anatomy & Physiology Prepourse
Tuition
Books
Anatomy & Physiology Registration Fee:

Tuition FeesRequirement
Deposit Down Payment requirement:

Misc.Fees
Make-Up Hours
Tutoring
Late Payments
Additional Certificate & Transcripts
ID replacement

$1,795
Included
$100 (nonrefundable)q included in tuition

$300

$35/hour
$35/hour

$10 per week
$10 each

$5

In case of Student Withdrawal or student dismissal from any program, the tuition and fee chargeb®ilomputed as per
the Refund Policy outlined in the Enroliment Agreement and the School Catalog.

t NEPANF Ya hTFSNBR

Practical Nurse Program

t NB l&JdzNE S

1080 Clock Hours

Anatomy & Physiology Prepourse

160 Clock Hours

/| 201 | 2dzNJ 5SFAYAGAZY

For each clock hour, the student is required to attend a minimum of 55 minutes of each lecture, lab and clinical hours.
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Anatomy & Physiology PrefCourse

A thorough introductory course on human form darfunction, this course presents a large, complex body of scientific
knowledge in an easily understood, conversational writing style. Focusing on concepts rather than descriptions, the &éext uses
"big picture" theme of body function and also explains thedy's homeostatic regulation. For the first time, every new
textbook includes a downloadablet®mok, which is a fully searchable, electronic version of the text plus learning resources
from Anatomy & Physiology Onlingvith animations by body system, imes, an electronic coloring book, interactive exercises,
and more.

Grading Scale
The following grade scale is for the Anatomy & Physiology-pogjpse atverve College

All grading scales to pass the course are on a fixed grading scale

A 92%-100% =.0

B 84%-91% = 3.0

C 76%-83% =2.0

D 70%-75% =10

F 69% and below = 0.0

W = Withdrawal

Final grade will be rounded to the nearest whole number, e.g. 83.5 = 84 and 83.4 = 83.

= =4 =4 -4 -8 -

A student must receive an 84% or higher to pass the pmpse.

Students in the Anatomy & Physiology prequrse will be assessed by the Exams based on the following Categories:

1 QUIZZES (4)

1 EXAMS (3)

1 ASSIGNMENTS (2)

T FINAL EXAM
Completion:

To successfully complete the prepurse, students must complete all prepuse requirements. In addition to meeting all
prep-course requirements, students must also meet the minimum attendance requirement which is a minimum of 144 clock
hours. All financial obligations t&erve Collegenust also be fulfiledUpon successful completion of all the requirements of

the prep-course, the student will be awarded a certificate of completion.

Prep-Course Objective

Upon successful completion of the prepurse the student will be able to recognize and use terminglagyeral principles
associated with the structure and function(s) of human body systems. Student will able to apply normal and clinical edncepts
human anatomy and physiology. Recognize, identify, and state the major function(s) of human organs liegsedrahlecture
information

PrepCourse Outline

The Body as a Whole
9 Organization of the Body
I The Chemical Basis of Life
T Anatomy of Cells
9 Physiology of Cells

[
\l
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I Tissues

Support and Movement
9 Skin and its Appendages
9  Skeletal Tissues
9  Skeletal System
9 Articulations
il
il

Anatomy of the Muscular System
Physiology of the Muscular System

Communication, Control, and Integration
Nervous System Cells

Central Nervous System
Peripheral Nervous System
Sense Organs

Endocrine System

= =4 =4 -4 -4

Transportation and Defense

Blood

Anatomy of the Cardiovascular System
Physiology of the Cardiovascular System
Lymphatic System

Immune System

Stress

=A =4 =4 -4 -8 -4

Respiration, Nutrition, and Excretion
Anatomy of the Respiratory System
Physiology of th&espiratory System
Anatomy of the Digestive System
Physiology of the Digestive System
Nutrition and Metabolism

The Urinary System

Fluid and Electrolyte Balance
AcidBase Balance

=4 =4 =8 -4 -4 -8 -89

Reproduction and Development
I Male Reproductive System
1 Female ReproductiveyStem
Growth and Development
i  Genetics and Heredity Miitlas of Human Anatomy Appendixes (Available on companion website.)

Prerequisites:
High School Diploma/GED or a minimum of 8 credit hours from an accredited U.S. College or University

Hours: 160; Approximately 3 Months

Program Deliver MethodResidential

Tuition: $1,795.00 (Bookincluded)
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Practical NurseRN Program

Practicalnurses PNs) care for the sick, injured, convalescent, and disabled under the direction of physiciansgastdred
nurses.

Most PNs provide basic bedside care, taking vital signs such as temperature, blood pressure, pulse, and respiration. They also
prepare and give injections and enemas, monitor catheters, apply dressings, treat bedsores, and give ralolaoid
massagesPNs monitor their patients and report adverse reactions to medications or treatments. They collect samples for
testing; perform routine laboratory tests, feed patients, and record food and fluid intake and output. To help keep patients
comfortable, PNs assist with bathing, dressing, and personal hygiene. In States where the law allows, they may administer
prescribed medicines or start intravenous fluids. Soiis help to deliver, care forand feed infants. Experiencdt\s may
supervise arsing assistants and aides.

In addition to providing routine bedside cafi\s in nursing care facilities help to evaluate residents' needs, develop care plans,
and supervise the care provided by nursing aides. In doctors' offices and clinics, theyagisoake appointments, keep
records, and perform other clerical dutieBNs who work in private homes may prepare meals and teach family members
simple nursing tasks.

Most practical nurses in hospitals and nursing care facilities work-laodi® week, but beause patients need rounithe-clock
care, some work nights, weekends, and holidays. They often stand for long periods and help patients move in bed, stand, or
walk.

Program Objective

Verve Collegeill train every enrolled student to gain knowledge in both clinical and didactic areas in the field of practical
nursing.

Program Description

Verve Collegs Practical Nurse (PN) program / courses in Chicago and Oak Brook is a certificate / diglgrae prhich
prepares students to provide nursing care for the sick, injured and otherwise disabled health patients. The program ks46 wee
of instruction time (56 weeks approximately when you incorporate holidays, breaks, and remediation).

ThePNprogramutilizes a blended learning methodology, which includes classroom instruction, ATI, Evolve Resources, Elsevier
SLS Simulation Software, Nursing Laboratories at both campuses, placement in clinical settings such as long term care and
nursing care facilitie and online practice and exam preparation.

Upon successful completion of the program, students must pass the ATI Comprehensive Predictor Exam (ATl Exit Exam). This
exam estimates the likelihood of passing the NGRE>Xexam on the first attempt. Any skent with a score of 94% or higher

on the ATI Exit Exam must still complete the ATl Focused Review. Upon completion of the focused review, the student must
submit the transcript of the completed focused review. Once the transcript for the focused révimeeived by Student

Services, the ATI Virtual Coach will be activated for the student. The ATI Virtual Coach will pair the student withntheir ow
online coach to help the student prepare for the NGEERXexam.

The student must complete the full AVirtual to be eligible to be registered for the NCIHX exam. Once the school
administration receives confirmation from ATI that the student has completed the ATI Virtual, the student will receive the
green light and will be eligible to sit for the NCIENK State Licensure Exam.

Students failing to complete the ATI Virtual will not be eligible to sit for the NENEtate Licensure Exam.

Grading Scale

The following grade scale is for tR&Program aterve College

All grading scales to pass the course are on a fixed grading scale
T A 92%-100% = 4.0

19
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B 84%-91% = 3.0

C 76%-83% =2.0

D 70%-75% =1.0

F 69% and below = 0.0

W = Withdrawal

CP = Clinical Pass

CF = Clinical Falil

Module grades will be recordeto 1 decimal point, e.g. 83.6 = 83.6 and 83.2 = 83.2. Final semester grade will be rounded to
the nearest whole number, e.g. 83.5 =84 and 83.4 = 84.

=A =4 =8 -4 -8 -4 A

ForPN a student must receive an 84% or above and a Pass mark in clinical to pass the program.

Students in the Practical Neg program will be assessed bsriss of exams along with ATl Specialty Exams, Lab skills and
Clinical on Pass/ Fail criteria. Students must pass theokir€hensive Predictor (The Bxixam.

Courses in the nursing prograame taken in sequential order. This means that all of the required courses as listed for a specific
AaSYSAGSNI Ydzald 68 O2YLX SGSR ¢gAdGK I INIRS 2F a.¢ 2NI 6SGGSNI 657
rotation at any time will reglt in concurrent failure of nursing theory for the semester. The student will be required to retake

the clinical and theory in order to continue progression in the PN program. Failure of a clinical for a second timelwiill resu

immediate dismissal frorthe PN program.

Every student must maintain 84% throughout the PN program and pass all clinical in ordered for themdovee &l take the
final ATl Exit Exam

Any PN student deemed unsatisfactory in clinical for failing to meet minimum clinicalastis will fail both clinical and theory

and will be dropped from the program. The students dropped from the program at this time will be responsible for the entire
tuition and any additional expenses incurred to this point (e.g. books, uniform, stethmsar any instructional items), as per
school refund policy.

The following policy has been in effect for any students who enrolled on or after Jyn2009. Students who do not
successfully complete and pass Nursing 101, Nursing 102, or N103 mustthetalourse and successfully pass.

'b ' *9w! D9 ¢1 9hw, Dw!59 hC d&d.€ hw .9¢¢9w 2L¢I !'b | b{lti¢eL{C! /¢
WILL RESULT IN A FAILURE TO COMPLETE THE PROGRAM

N101 (19 weeks) (450lock Hours)
Prerequisites: High School transcript with graduation date GED state cetified nurse assistant, college transcripts of
lyld2Yé 9 tKeéaraztz23e sAGK | 3INIRS 2F a/ ¢ 248pdthighetSNE (115 FyR
T Module A:
U History/ Legal, Scope of Practical & Delegation
0 Asepsis & Infection Control/Nutrition, Elimination & Hygiene
U Physical Assessment/ Vitals
1 Module B:
U Nursing Process, Critical Thinki@pmmunication
U Medical Calculation (Pharmacology)
T Module C:
U Admissions, fansfer, Discharge/ Documentation
U  Safety & Body Mechanics/ Patient Mobility
Y  Module D:
U Wound Care, Specimen Collections, Fluid & Electrolytes, Intravenous /Perioperative Care
U Life Span Development/ Culture / Pain / Loss, Death
N102 (19weeks) (45@lock Hars)
Prerequisites: Successful completion of N101 with an 84% or higher.
 Module A:
U Neurology

20
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U Mental Health
 Module B:
0  Gastrointestinal & Liver
U Blood, Lymph, Cardio & Peripheral Vascular Disease
U  Respiratory
U Musculoskeletal
T Module C:
0 Genitourinary
U Endocrine
U0 Reproductive, Visual and Auditory
U Immune & Oncology
N103 (8weeks) (180 Clock Hours)
Prerequisites: Successful completion of N102 with an 84% or higher
T  Module A:
U Antepartum, Postpartum, Newborn
U0  Pediatrics
0 Community, Older Adult, Palliative @Human Immune Deficiency Virus

Graduation

To graduate from the program, students must complete all program requirements. In addition to meeting all program
requirements, students must also meet the minimum attendance nesmeéent which is a minimum of 426élock hours in N101,

426 clock hours in N102, and 168 clock hours in NJBfinancial obligations t&erve Collegenust also be fulfilled.Upon
successful completion of all the requirements of the program, the student will be awarded a diploma.

Certification/Licensure NLCEX PN

lllinois PNs are licensed by the lllinois Department of Financial & Professional Regulation. Although lllinois is not a Nurse
Compact state, nurses may be licensed by examination or endorsement. Those who have takejuitleel ®xam elsewhere

Y& 68 fA0SyasSR o6& a4l OOSLIIyOS 2F SEFYé¢ S@Sy AT (GKS& INB yzi

In order to register for the NCLEPN Examination, students must complete an approved program. Paperwork attested by the
school is requird to register. Verve Collegés approved by IDFPR.

Licensire is required to practice d$N in the state of lllinois.
Hours 1080,46 weeks of instructiof56 weeks approximately when you incorporate holidays, breaks, and remediation).

Program Delivey Method: Residential

Tuition: $21,995.00*

Registration fee $150.0(hon-refundable)
Application Fees-$ 75.00 (Nonrefundable)
Tuition --Included

ATI --Included
Uniform -- Included
Books --Included

Supplies-- Included
NCLEX Prep Boekincluded
Licensure Exary Included

*$75 nonrefundable application fee and $150 nerefundable registration fee are not included in tH&21,995tuition.

If a student withdraws from thd®N program or dismissed from the program any charges incurred will be basedee
Collegerefund policy and any books or instructional product provided will be clibsgparately in addition to tuition.
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Experiential Learning

Credit is not given for experiential learning due to programmatic requirements to fully assessuttent knowledge and
achievement of the required competencies.

Advance Placement

The granting of Advancedd@ement does not apply to theN Program.

Language Disclosure

PN Program instruction is delivered in English language only.

Alpha Beta Kapp#ational Honor Society

It is an honor and privilege faferve Collegéo be a part of the Alpha Beta Kappa National Honor Society. This
honor society emphasizes characteristics such as wisdom and courage, and we would like to give our excellent
students his rare opportunity to be a part of such a special society. In addition, Alpha Beta Kappa believes in the
pursuit of truth and excellence in all fields and hopes to recognize institutions and individuals who have achieved
and who hold forth the promise dtiture growth and service. In order to become a member of this prestigious
honor society, please read the membership criteria below.

Alpha Beta Kappa National Honor Society
Criteria for Eligibility

1. Complete the PN program with 86% or higher. Thel finades will be taken from N101, N102, and N103
aggregated and divided by three.

2. Maintain academic integrity. Any student who has failed academically any semesteramuaited will
automatically not qualify for Alpha Beta Kappa.

3. Maintain profesionalism across the span of the entire program.

4. Must not have any breach of the student code of conduct.

5. No disciplinary actions for either academic reason and/or any misconduct.

6. Must pay a ongime $40 fee to join the honor society.

G ¢ KS seldzdhdddciety is to help institutions, and their students and alumni, through the
encouragement and recognition of superior academic work in honorable fields of endeavor. Alpha Beta Kappa
seeks to promote and reward personal integrity and excelleneedntal and physical work and skills without
regard to race, color, sex, creed, or national origin. Membership is based on merit. It is the uncommon person who
jdzl f ATAS& F2NJ YSYo S NalfhdBeta Kappa HonodBdciety SG I Y I LILI- €

Membership Priveges
National student recognition
Reference Alpha Beta Kappa on all future resumes
Lifetime membership (no annual fees)
Letters of reference (upon request) when seeking employment of further education
Responds to all inquiries from employers, colleggaduate schools, and scholarship committees
Personalized membership certificate
Each certificate includes the Alpha Beta Kappa Gold Seal of Distinction

=A =4 =4 -4 -4 -4
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Entrance Requirements

To be accepted into the school, students must hgvaduated from high school, have achieved a GED equivalent, or have
completed a minimum of 8 credit hours form an accredited college or university*.

Acceptable documentation:
High School Diploma or High School Transcript
GED Transcripts or High Schomliizalency Certificate
College Transcripts*

*A college transcript showing a minimum -8 credit hours from an accredited college or university is only accepted for
foreign students who have completed their high school outside of the U.S and are unablebtain record of their High
School Completion. In addition, for the college credits to meet the entrance requirement, the student must have received
Financial Aid for the college credits submitted ¥erve College

Foreign High Schools

Students thathave graduated from with a foreign high school must have their foreign transcripts evaluated into United States
equivalency of a high school graduatioBopy of US Equivalency evaluation transcriptst be submitted to the schddefore
the start of theclass.

Admissions & Registration Requirements for the Anatomy & Physiology Feeprse:

Admissions Requirements
High School Diploma/GED or a minimun® credit hours from an accredited U.S. College or University

Registration Requirements
To beregistered for the pregourse, the following documentations must be submitted to the school by no later than the first
day of the program:
Signed Enrollment Agreement
Completed Financial Obligation
{dzoYAlG I+ O2L® 2F S5NAGSNRa [ A
Submit a copy of S@t Security Card
Student Graduation Agreement
Student Information Form
Medical Records Form
Zero Tolerance Policy
Release and Consent
Receipt of Drug Testing Form
Student Health Record Form
Contingent Enrollment Form
Attestation

O«
u»
<
ax
w

Admissions & Rgistration Requirements for the Practical Nursing Program:

Admissions Requirements
High School Diploma/GED or a minimun®@& credit hours from an accredited U.S. College or University
State certified Basic Nurse License
College transcript of Anatory t K@ A 2f 238 gAGK  INFRS 2F W/ Q 2NJ KAIKSNI
Take and Pass the ATI TEAS entrareen with a minimum score of #or higher
Complete the PN application along with the A@fundable PN application fee of $@bdthe registration fee of $150
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RegistratiorRequirements

To be registered for the program, the following documentations must be submitted to the school by no later than the first day
of the program:
Signed Enrollment Agreement
Completed Financial Obligation
Completed Financial Aid file (if applite)
{doYAl I O2Lk 2F S5NAGSNNa [AOSyas$s
Submit a copy of SSN
Student Graduation Agreement
Contingent Enrollment Form
High Schoohttestation
Student Information Form
Zero Tolerance Policy
Release and Consent
Receipt of Drug Testing Form
Graduate Ricement Packet
PN Packet
PN Interview
Student Health Record Form
Proof of active C.N.A Licensure
2 Letters of Professional Recommendation
Personal Essay

Clinical Requirements
Current School Physical within 1 year of the start date of the prognanst be signed and stamped by physician)
Current TB within 1 year of the start date of the program
Immunization records of Measles, Mumps, Rubella, Varicella and Hepatitis B
Cleaed Background Check Results
Cleared Drug Testing Results
Copy of current Medical Insurance Cékkdical Insurance must not expire within the program)
Copy of current CPR Card (CPR must not expire within the program)
Copy of current Professional LiatyilinsurancgProfessional Liability Insurance must not expire within the program)

* Attendance to classroom will not be permitted if admission and registration requirements are not met. Clinical attendhnce wil
not be allowed unless all clinical requirents have been met.

Entrance Exam

Applicants interested in enrolling in the PN program are required to pass the ATI Test of Essential Academic SkillafTEAS) ex
with a 45% or higher to be admitted into the program. The cost of the exam is $50.

If astudent does not pass with a 45% or higher on the first attempt, the student is required to wait 7 days before the making a
second attempt on the exam. If the student fails the exam on the second attempt, the student must wait 14 days to retest
again. Th student must pay $50 for each attemptEAS Entrance exam results are valid for 1.year

Health Insurance Requirements

It is the policy oiVerve Collegé¢hat all students carry their own health insurance and must submit proof of insurance to the

schoolat the beginning othe PN program Proof of insurance must include students name, insurer, and effective dates of
028N} 3So LT GKS AyadaNI yOS OFNR R2S8a& y2iG AyOfdzRS (akKdS &G dzRSY
sent diredly to Verve Collegen insurance company letterhead.

Students receiving Public Aid must bring in their current PA card and have a copy placed in theiVéteebollegestaff.
Each new month of coverage must be brought in as above.
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All studentsare responsible for maintaining their own continuous health care coverage and insuring that the documentation of
that insurance be maintained at the school. If the student has any changes to their insurance coverage, the school must be
updated.

If any stident does not have health care coverage or if you have any questions, cofeaa Colleggd Y I Ay OF YLIdza Ay
Brook.

Professional Liability Requirements

It is the policy ofVerve Collegehat it is mandatory for students to obtain and maintain Rysfional Liability Insurance.
Students may purchase professionabliity insurance througlvww.nso.com if they chase. This insurance is specifically for
students and offered at a substantially lower premium than regular professional lialSliidens must submit proof of
professional liability insurance.

Background Checks

Students must have a cleared background check to be registered for the program. Background checks must be registered
through www.castlebranch.conwith Verve Colleggd & OK22f O2RS® {GdRSyGa gAGK | o6 O3
program if he/she had been convicted or pleaded guilty to:

Abuse or neglect of patient

2. Domestic abuse

3. Sexual offense of any kind
4. Child endangenent

5. Assault
6

7

8

9

=

Any theft related offense. This includes receiving stolen property.
Carrying concealed weapon
Improper discharge of a firearm
. Possession of drugs

10. Trafficking of drugs

11. lllegal manufacture of drugs

12. Cultivation of marijuana

13. Placing harmful objds in food or confection

Drug Testing Policies

All students enrolling iWerve Colleds healthcare courses are required to complete aPEhel Drug Screening Urinalysis, with
the exception of enroliment in the Anatomy Rhysiology Course. Students must do the urinalysis thrdteyive Collegs
approved vendor ofvww.castlebranch.com. At the time of enroliment, the student will receive an Instruction Card as well as
the Forensic Drug Testing & Control Form. Students fallstv the specificristructions as required by wwwastlebranch.com.
Results will only be available to the school for students which follow the steps outlined in the instructions provided.

The drug testing requires a fee whighto be paid directly to ww.castlebranch.comVerve Collegés in no way liable for any
fees or charges associated with attaining this or any prerequisites. The test must be completed within two weeks of@agistrat
and/or prior to the start date of the clasahichever is firstComplete tests are those for which the results have been received
by the school and are negative.

Students who do not pass the drug screening may transfer to a future program. However, they must wait a minimedayasf 90
prior to the start of the next clas The sequential drug test must be completed after thed@9 waiting period and two weeks
prior to the start date of the class.
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Transfer of Credits

. Verve Collegeoes accept PN transfer students. Completed course work must be earned at another institution accredited
by an agency recongnized by the United States Department of Education (USDE) or the Council for Higher Education
Accreditation (CHEA). In order to tisfer, a student must have the following:

1. Submit your copy of youwffical transcripts of PN program attended, which must reflect-pequisites and
coursework completed. The transcripts will be reviewed and evaluateWfdsye CollegeAdministration.
(Thisstep must be completed prior to progressing through the transfer process). Students must have a
minimum of 20 Nursing credit hours or 450 nursing clock hours with a grade of C or above.

2. Attend scheduled meeting with the Admission Advisor to determirsififimitted PN Coursework and pre
requisites are compatible withVerve Colleggd O dzNNXA Odzt dzY yR O2dzNBSG2N) o
appointment via telephone, 638059999 or email inquiry@ervecollege.edu

E

3. Successfully pass written/onlinéerve Colleg&xam ad a dinical Exam, which should reflect competency
and knowledge level of content in previous courseadditionally, this will serve as thénal exam for
previously completed courseworRhe final exam is required in progressing forward and being registered
into the Verve Collegeourse you are entering. For example, if you will be transferring into the 2nd
Semester N102 of the program, you will be required to take the final exam foramantals and
Pharmacology. The online exam and the skills exam must be scheduled a week prior to testing.

4. There are a maximum of two attempts for the online exam and the skills exam. Should a second attempt be
needed, the second attempt must be complete@dhin 30 days of the first attempt.

5. Upon siccessful completion and passing of the final exam with a minimum of 76% and prior to beginning
the program, transfer students must submit required paperwork as our regular PN students. (This includes
but is not Imited to: High School Diploma or GED, immunizations, CPR, Drug testing, physical, background
check).

6. Transfer students can enter the PN program based on availability only. Student must complete at least two
Semester (N102 & N103) in order to become algede ofVerve College

7. As N101 books are used throughout the PN program, transfer students will have to purchase the
Foundations of Nursing, Nursing Interventions and Clinical Skills, and Basic Pharmacology for Nurses books.

8. Students wishing to transferedits earned at an institution not located in the United States or its territories
must have their transcript evaluated by a NACES approved agency. The Evaluation report must include
credit earned as well as grades earned in a course by course listing.

ll.  Verve Collegt OOSLIida (GKS LINENBIldzAaAGSa 2F O02ttS8S3S tS@St 1yLraz2ye ¢
accredited institutions, colleges and universitiékhe credits are evaluated by the registrar / campus manager and on
site administréor. The following steps will be takeo determine if the credits aracceptable:
1. The student must submit transcripts of their credits.
2.  The campus manager and registrar will evaluate on the following criteria:
a. Verify that the school is accredited by anceeditation agency that is recognized by the US
Department of Education.
b. +SNATE (KIG GKS &idRSyid Kla I OKASOSR | 3INIRS 27
c. Verify that the course meets a minimum of 2260 clock hows or 68 credit hours

Any student wishing to enroll into the PN program\érve Collegand has completed the entire PN program at different
institution and failed, must follow the same enrollment process but will be exempt from furnishing Anatomy & Physiology
transcript.

Please note that at the time of publication/erve Collegés a vocational technical certification schogkerve Collegeloes not

work on a credit system. Credit hours will not be accepted from other institutions. The amount of clock hours transfemred fro
Vewe Collegao another institution may not be accepted as credit hours.

Completion of PN program & gaining NGIEEXlicensure may be transferable to other schools, colleges, or universiiase

Collegehighly recommends that students should consult witistitutions to which they may seek to transfer. For further
information, please call 63005-9999.
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The school does not guarantee the transferability of credits to another school, college, or university. Credits or cauasewor
not likely to transferany decision on the comparability, appropriateness and applicability of credit and whether credit should
be accepted is the decision of the receiving institution.

ReEnrollment Policy

If a student fails N101, N102, or N103 and chooses {enrell, he or she is required to complete all entrance requirements,
furnish any documents which may have expired and comply with administrative staff to complete their files. It is the sole
respongbility of the student to secure their financial obligation towards the tuition before the start of thenreliment
process. Clinical hours will not be exempt from thesreollment. Students will be required to complete all theory, lab, and
clinical hous again in their reenroliment.

After failing the PN program or any one semester (N101, N102, or N103), the student will be permittezhtoltdéor a second
attempt. Should the student fail the PN program or any one semester (N101, N102, or Nd&@3)ral time, the student will
not be permitted to reenroll for a third attempt.

Rationale: Should a student fail the PN program or any one semester (N101, N102, or N103) on their second attempt, the
student has demonstrated that they are not proficiéntthe skills and knowledge of nursing discipline.

¢KS FTAYLIE OOSLIIIYyOS 2F NBSYyNRttYSYyld A& O2yiAryYddwGolegprl2zy (KS
after receiving all of the application materials, conducts a full and thgihoreview of each applicatioNerve Collegeetains

discretion in admissions and will not accept students simply because they satisfy the basic academic requikéeneats.
Collegeseeks students that will excel in the programs offered and be a positareber of the school.

Readmittance into the program will not be granted for students who were terminated due to violation of the Academic
Honesty Policy and/or the Student Code of Conduct.

If a student was dismissed or terminated from the programdoademic reasons, he/she may reapply for the program and
must meet all admissions requirements at the time ofreollment. If the student is granted 4@&dmittance into the program,
the student must follow all curriculum and programmatic policies ieaffor the program in which the renroll into.

Students applying for radmittance into the program must complete the following:
a) Meet all entrance requirements for the program at the time ofererollment.
b) Submit an updated TB test, CPR card, schiogdipal, medical insurance card, and professional liability insurance.
c) Complete a new drug and background check throwaw.castlebranch.comnwith the school code if more than 1 year
has lapsed since the date the last background and drug check were submitted.
d) Meet with Admissions to discuss new programmatic start dates.
e) Meet with the Financial Aid department to determine Financial Aid ellityibi

The PN course must be completed within 2 years of acceptance into the program. Any student unable to comply with this
regulation must meet with the program administrator and nursing faculty to discuss alternatives. Again, the decision of the
nursing administration is final.

Any student reenrolling into the N101 or N102 must do so within the 2 year period post their last day of attendance (LDA)
Any student reenrolling into N103 must do so within 60 days of failing N103.

Students reenrolling after 1 year must resubmit all new documents for their financial aid and admissions files.

7
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1. PN: Absences of students enrolled in the PN program must be excused by advance notice to the instructor or
coordinator followed by written documentation explaining the absence. This written documentation will then be
evaluated by a nursing administrator and / or the management of the school. Absences cannot exceed the allowable
number of hours per semester of combined thgplab, and / or clinical. Below is number of hours PN students may
miss per semester:
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a.
b.
c.
d.

N101: 24 hours

N102: 24 hours

N103: 12 hours

Student progress in clinical and theory will be evaluated and all grades will be reviewed post each module.

AnyPNstudentdeemed unsatisfactory in clinical for failing to meet minimum clinical standards will fail both

clinical and theory and be withdrawn from the program at the midterm point. The students withdrawn from

the program at this time will be responsible fful tuition of the respective semesteand any additional
expenses incurred to this point (e.g. books), as per school refund policy.

2. PNstudents that cannot continue program for personal or medical reasoag request a Leave of Absengfilling
out an officid Leave of Absence form amdust provide supporting documentatidior the reason to take a leave of
absenceThe school will review thenEoliment Agreement for approval of the leave of absence

3. Itis mandatory for all nursing students to purchase the studianility insurancen order to participate in the clinical.

4. PNstudentsin N101that are onprobationary status havé year from the original date of endohent to complete
N102.

5. Tutoring wil be provided toPNstudents. The student must submit a request to the school and will require a pre
payment of $35 per hour in the form of credit card, money order, or cashier's clibekutor will be determined by
administration ands based on thewvailability of faculty. Upon completion of the tutoring session, the student and
faculty must sign specified document to attest to the successful completion of the session.

6. PNStudents who do not pass the final administered ATI Exit Exam (Comprehensii@oPiedam) with a score of
94% on the Predicted Probability of Passing NERNEXill not be permitted to sit for the NCL-BX exam.

7. All absences regarding clinical and/or labs must be made up to attain applicable objectives. Forms will be submitted
to students by appropriate faculty. A fee of $35 per hour will be applicable. Payment is required by the student prior
to scheduling the makep for clinical and/or lab. This fee applies whether student is part of instructors regularly
scheduled clinical or labours as well as for extra days the instructor must be in attendance in order for the student
to make up applicable absences. Credit will not be given for the makeup session until successful completion is
ensuredby submission of thitMake-up Hours Form

8. The PNStudent Handbook is an addendum to this agreemBiNStudents must refer to their program handbooks for
additional policies and procedures. All policies and procedures contained therein have been implemented and must
be adhered to.

9. The following potiy went into effect for any students who enrolled on or after March 1st, 2009. Students who do not
successfully complete and pass either Nursing 101 or Nursing 102 must retake the entire semester again and
successfully pass.

10. All schedules are subject thange without notice.

a. Verve Collegeeserves the right to limit the number of hours for each student in lab.

b. Verve Collegés not responsible for changes in eligibility criteria R certification or licensure by the
respective agency.

c. Exams and/or angther promotional items, if applicable, are only valid for the first year from the start date
of the first class.

d. Verve Collegassists in career servicegerve Collegaloes not guarantee job placemer¥erve College
does not make any claims to guarantee job placement.

e. Verve Collegedoes not offer any complimentary course retakes; course enrollment is for one course
attempt only.

f.  Verve Collegeeserves the right to postpone a class or classes due to acts of natutlejnatructor
emergencies.

11. Graduates may affiliate with a variety of credentialing, certifying, and/or testing organizatienge Collegés in no
way directly affiliated with these organizations. The school does not control and is not responsiblarigestin
requirements, policy, and/or procedure on their behalf. Affirmative signature on the enrollment agreement waives a
student's right to seek restitution or any other actions against the school.

12. Electronic device (mobile phones, pagers, etc.) usageohibited in all classrooms. Students caught using electronic
devices during class will be asked to leave class for the remaining class period. These hours may not be made up and
will count towards the student's total number of hours absent. In caswitifdraw, these hours will be counted as
present and do not count towards any eligible refunds, if and where applicAbfeisconduct report regarding the
usage of electronic devices will be submitted by the instructor and will remain in the student'sipentfile. In the
case of withdrawal, these hours will be counted as completed and the student will not be eligible for tuition
reimbursement for any unexcused hours of absence.

13. Students are not permitted to use the internet and/or PC's during class witt®ut the explicit permission of the
instructor. Students not following this policy will be asked to leave class for the remaining class period. These hours
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may not be made up and will count towards the student's total number of hours absent. In castndrfaw, these
hours will be counted as present and do not count towards any eligible refunds, if and where applicable.

14. Students are not permitted to have food and/or beverage items in the classroom with the exception of bottled water.

15. Students are expeet to act mature and keep the school and property neat, orderly, and report any
incidents/accidents to staff. Students are expected to keep all areas clean, disposing of refuse properly and cleaning
up after themselves.

16. Absolutely no visitors, family memitse children, and/or friends are permitted in the classrooms, cafeteria, and
laboratories.

17. Recording of lectures is NOT permitted in classroom, Lab or Clinical.

18. Do not leave personal items unattended; the school is not responsible for lost or stolen fteenschool encourages
students to label personal items, such as books, with their name.

19. Transprtation to and from the schoolgooperating clinical agenciesd field tripsmust be the individual student's
responsibility. Problems with transportaticand/or parkingare not a valid excuse for missing or being late to class,
lab, and/or clinicalParking Fees for class or clinical are the sole responsibility of the student.

PNRemediation Policy

Any student not obtaining a passing score of 84% or abovheary and passing in clinical, will be providédrve College
Remediation Plan and the student will receive remediatiomprehensive revievior up to maximum of 1@&ours for N101 and
N102 and a maximum of 12 hours for N103. Date, time, and specific course details will be determidiedséoyCollege
WSYSRAIFIGAZ2Y a0OKSRdzZA S Attt y20 0S5 alyS +a GKS addzRSydQa 02 dzN&

1 Remediation is only allowed fatudentswho arebelow the 84% at the end of each semester, either Nursing
101, Nursing 102 or Nursing N10A. student must have 76% or higher in order to qualify to receive
remediation.

1 Attendance is mandatory for remediatiomeview. Nonattendance will result inforfeiting of retakes of all
eligible exams post remediation.

1  After successful completion of remediation, which is mandaforystudents who arén-between 75.86- 83.4%,
students may be allowed to fake some exams the student showed low performanceloring the course.

1 A schedule for retakes of exams will be given, outlining which exam is to be taken on which date and time. The
schedule cannot be adjusted or selected by the student in any way. Students who miss a retake of exam,
forfeits the exam sbeduled for the date missed and the original score will remain in the grade sheet.

1  After remediation, if a satisfactory grade of 84% has not been met, the student will be requireettmalkin
either N101, N102 or N103 in accordance with theEReollment Policy

Any student who fails to comply with any required componentMgrve CollegeRemediation Plan, is tardy, has poor
attendance, poor in class work and homework will also result in automatic dismissal from the program.

ATI Exit ExanilComprehensive Predictoifolicy

The ATI Exit Exam is a comprehensive online exam that uses the same test blueprint as the National Council of State Boards of
Nursing for the NCLEPN. As a result, the ATl Exam is one of the most accurate NROlgEeparation exams available. The ATI

Exit Exam has proven statistically to be an excellent predictor for success in the R\CEekaxmination. Students must pass the

ATI exit exam with a 94% or higher for the Predicted Probability of Passing-RRLdfXtheFirst Attempt. This score will be

taken from the individual performance profil8hould the student not pass on the first attempt, a second and final attempt will

be provided to the student after completion of focus reviews and NCLEX review course.

Priorto taking the ATI Comprehensive Predictor, students will take the ATl Comprehensive Predictor Pr&ttickerits will

have to submit focuseviews for Practice 1 in order to then take ATl Comprehensive Predictor Practice 2. Students will then
take the Al Comprehensive Prace 2. Students have to submidusreviews for the Practice 2 exam in order to be able to
take the ATl ComprehensiWredictor (Exit Exam). Comprehensigeus eviews must be completed within thetipulated time

of 72 hours in ordefor the school to activate VATI (Virtual ATI) for the student.

Students Who Fail the ATI Exit Exam

PN students who do not pass the final ATI comprehensive predictor exam with a percentage of 94% or higher on the Predicted
Probability of Passing NCLBX on the First Attempt will not be permitted to sit for the NCHEX Studens must also
complete the focugeviews for the comprehensive predictor (ATl remediation) along with any other review & remediation
provided byVerve CollegeThese studnts willhave to submit focuseviews within 72 hours. Focus reviews must be graded
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and approved by the instructor to be considered as complete. These students will be required to attend an NCLEX review
course approved byerve CollegeThe NCLEX Review course must be completed within 6 weeks from the date of the Exit
Exam. The student must submit a certificate of completion for the review before they will be able to retake AKbExkite

second time.

Once the focused review for th&TI Exit Exam and the certificate of completion for the NCLEX review course are received by
the school, the student will be scheduled for their second attempt at the ATI Exit EMaensecond attempt on the Exit exam
must be within 90 days of the firsttampt.

If the student fails for a second time, the student will not be endorsed to take the NCLEX ExaviefvenCollegand will have

to re-enroll. Students must renrollwithin 30 calendar day® be able to reenroll into N103. Should a student-earoll after

30 calendar dayBom the date of 2ndATI EXIT attempt, they mustearoll into N102andN103.

Any student reenrolling into the N10br N102 must do so within th2 year period postheir last day of attendance (LDA)

Students Who Pass thET| Exit Exam

Students who pass the ATI predicted probability of passing NENEMth 94% or higher mustill complete the ATI focus

reviews within 72 hoursUpon completion of the focused review, the student must submit the focus reviews to themdist.

Focus reviews must be graded and approved by the instructor to be considered as complete. Once the graded focus reviews
have been received by student servicese tATI Virtual will be activated for the student. The ATI virtual will pair the student
with their own online coach.

Students who have successfully completed and passed all coursework and the ATI Exituskaimomplete the ATI Virtual
within 6 weeks from the @te of submission of the focuseview. Any student who does not complete the Afittual in the
specified timeframe must complete and provide evidence of passvigree Collegapproved NCLEX preparatory course.

Once ATI green light is achieved, studemust proceed with the fingerprinting process. Fingerting receipt expiresvithin 60
days from the date of receipt. Students are respblesfor attaining a new fing@rinting receipt, should the first one expire, in
order to proceed with the next step for NCLEX registration.

Students who have successfully completed and paafienburse worlare required to take the NCLEXN exam within 60 days
of completing and passing the ATl Exit ExaBtudents who fail to take the NCL-BEX exam within the allotted time must
complete and provide evidence of passingerve CollegapprovedNCLEX preparatory course.

Rationale The highest success of passing occurs within 60 days of completing your requirements. The longer you wait to take
your NCLEX, the less likely you are to pass it on the first attempt.

Any PN student who succeskjupasses the program with an 84% or must complete the following Exit academic policies:
1 Take ATI PN Comprehensive Predictor (Exit Exam)
T  Submit focused reviews 72 hours post ATI PN Comprehensive Predictor
1 Achieve a Green Light in ATI Virtual (VATI) wiihireeks of having passed the ATI Comprehensive Predictor
1 Take the NCLERN

Any PN student who successfully passes the program with an 84% or higher and does not folloemaftete Post Exit
academic policies (focusviews submitted within 72 hours, aelving the Green Light in ATI Virtual within six weeks of passing
the Comprehensive Predictor, and taking the NGREXexam) must attend a Hurst, NCSBN N®NEXeview or another
recognized NCLEPXN review approved byerve CollegeAfter successful completion of an approved NGBEXreview, the
student must submit a certificate of completiofhe student will then be required to renroll and complete N103 again with

a passing grade. This requirement will only apply to studentser@olling within 6 months from the last date of attendance in
their previous program withVerve CollegeShould a student fail to complete the Exit Academic policies within the stipulated
time frame and exceeds 6 months from the last date of attendance, timeyst re-enroll into N102 and N103.

All exit coursework is mandatory and must be completed within the specified timeframe. Students who fail to comgalitte
required exit coursework withinthree monthsof their last date of attendance must take an appred NCLEXRN review and
re-enroll and pass N102 and N103 again.
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It is the responsibility of the student to pay any owed balances towards the tuition and make up hours, if applicabteeln a t
manner.

Test Taking Policy

 The candidate will not take thollowing types of personal items into the testing room: cellular phones, Heaid

computers / personal digital assistants (PDASs) or other electronic devices, pagers, watches, wallets, purses, hats, bags,

coats, books.

Studying is not allowed in the té#isg room.

Cellular phones, pagers and other electronic devices must be turned off prior to placing them with testing

administrator. Testing center and or the school is not responsible for lost, stolen or misplaced personal items.

9 The administrator willog the candidate into the assigned workstation, verify that the candidate is taking the intended

exam and start the exam. The candidate will sit in his assigned seat. The candidate must understand that eating,

drinking, smoking, chewing gum and makingseothat creates a disturbance for other candidates are prohibited
during the exam.

The candidate will not talk to other candidates or refer to their screens, testing materials, or written notes.

The proctor will monitor the candidate continuously while thandidate is taking his exam. The session may be

videotaped or otherwise recorded for security or other purposes.

9 If the candidate experiences problems that affect his ability to take the exam, he should notify the administrator

immediately.

Theadministrator cannot answer questions related to exam content.

Caution: Students must notify staff prior to exiting the classroom for any reason or length of time. If student(s) fails to

notify staff before exiting, this will count as failure / walkt for the attempt.

No bathroom breaks are allowed during any exam.

After the exam ends, the candidate will ensure his exam has ended properly and approach the administrator.

It is expressly prohibited to disclose, publish, reproduce, or transmit any p#risoéxam in any form, by any means,

verbal or written, for any purpose, without the express written permission of the certifying organization. Violation

may result in civil or criminal prosecution.

9 The candidate will not copy questions and or answersnafit to take them out of the testing area, or share them
with other candidates. If the candidate has a concern about a test question, he should see the administrator.

9 The candidate will conduct himself in a civil manner at all times when on the premisissaiesting center.
Exhibiting abusive behavior towards the Test Center Administrator, or any other staff member of this facility, may
result in criminal prosecution.

1 The candidate has reviewed the above test center regulations and fully understands fhieen candidate
understands that if he fails to comply with the above regulations, the candidate's test will be forfeited, he will not be
eligible to receive a refund, and could be permanently ineligible for further testing.
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Evolve Adaptive Learning

Corresponding chapteby-OK | LJG SNE € SIENY FF&aG0SNI I yR NBYSYO6SNI £t 2y3ISNE LGEQA T
content whenA (in@eled. Student will be graded as the same scale as ATI grading scale. Weekly reports will be printed to see
student<progress.

Grading Scale
61-80 Points = 94%
41-60 Points = 85%
21-40 Points = 76%
1-20 Points = 69%
No Participation- 0%

ESGASNRA C2dzyRFGA2Y 2F bdz2NBEAYy3d O2yidtAyad um OKFLIGSNE 6KAOK | N
the student would be graded as an example if the sample student reached level 2 on 10 chapters and Level 3 or 11 chapters:

10 Chapters at Level 2 = 20 points
11 Chapters at Level 3 = 33 points
Total Points Earned = 53 points
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Utilizing the conversion scale above, at 53 points earned, the student would fall at 85% for EAL.

A level 3 is required for all 21 EAL assignments in N101. Achieving a Level 3 in all 21 assignments awards the students 63 po
which would be translatesito 94% for the EAL semester grade. If a student does not meet the requirement, a grade will be
awarded on the grade sheet as per the grading scale above based on the total points earned

For example, if N101 has 21 chapters assigned in EAL and the shstietes the following:

1 Adaptive Learning is 10% of the total N101 Semester grade. Based on the total points earned, the
respective percentage score will be input on the grade sheet.

1 2-3 Hours Per WeekRecommended

1 WEEKLY REPORT will be monitoredhgyinstructor.

ATI Specialty Examinations

During the course of the 1 year Practical Nursing Program, there will be 6 ATI Specialty Exams, which will be admixistered an
inclusive in the class grade. The ATI specialty exams will comprise fifteen perdemtsemester N101 grade, twenty percent
of the semester N102 grade, and thirty percent of the semester 103egra

Clinical Evaluation

Clinical evaluation related to nursing theory is evaluated and graded as "Satisfactory/Unsatisfactory." A studeatrgha

grade of "Unsatisfactory" in clinical performance, regardless of the theory grade, will fail the course. Students areddrpecte

be able to perform skills satisfactorily in the lab before that skill is performed in the clinical setting. Modslélllaxams are
conducted throughout the nursing program. Students who are unsuccessful in their first attempt to pass a module skill exam
will be permitted to retest only once. At the retest, a second faculty member will be in attendance. The retesbenust
completed within two weeks. If the student does not safely and competently perform the nursing skill after the retest, this
unsatisfactory clinical performance results in a clinical failure. Clinical performance is evaluated by measuring thé& student
ability to meet the stated lab and clinical objectives related to each module as well as those continuing abilities tisted in
"Criteria for Effective Clinical Performance.” Students are apprised of their progress on an ongoing basis througbndiselissi
written and/or oral evaluation reports.

Unethical or Unsafe Performance

Incidents in the clinical setting involving a serious breach of safety or ethics may be cause for immediate dismissal from th
Nursing ProgramThe decision to dismiss a studembuld be made by the full time faculty and those part time faculties that
have supervised the student. The final decision will be made by the nursing administrator and vice president.

I OF RSYAO t2f A0ASa

Make-Up Work

Students who have missed a significamount of classes, and have shown proof of an acceptable circumstance in writing, may
be able to make up the work that he or she has missed. It is the responsibility of the student to approach the instrtiotor on
matter whether before or after the abseracas occurred. For each day of the excused absence, a student is permitted one day
of class in which to complete any assignments. Any worked completed outside of this timeframe is not acceptable under any
circumstance.

Attendance Policy Is Applicable tdlA&rograms Offered aVerve College
Verve Collegenforces a strict attendance policy. Please see below for the allowable class, lab or clinical absences:

1. PN Absences of students enrolled in tHeN program must be excused by advance notice to the ircstnu or
coordinator followed by written documentation explaining the absence, which documentation will be evaluated by a
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nursing administrator and/or the management of the school. Absences cannot exceed the allowable number of hours
per semester of combirtetheory, lab, and/or clinical. Below is number of hoRstudents may miss per semester:
N101: 24 hours
N102: 24 hours
N103: 12 hours

Verve Collegeequires substantial medical documentation for @imsenceo be excused for medical reasonsedical
documentation must be but not limited to emergency department related, urgent care, or other emergency
nature. For students exceeding 24 hours for N101 and N102 or 12 hours for N103 of unattended classes for
significant medical reasons, an exceptiomay be made as long as substantial documentation is provided and
approved by Administration.Aside from medical circumstancetsencewill also be excused upon review of
FRSljdz2l S R20dzySy il A2y &dzoYA&A&aAA2Y T2 Nkdlas ilmediaté familyy SY 6 SN &
members (spouse, child, sibling, and or parent). No other death rekttedncesvill be excused. Student must
provide proper documentation within the same week of missea @f the scheduled theory/lablinical class.
Administration will not accept or approve any documentation that is provided at the end of the program anther a

end of each semester f&?N program. Should the student submit documentation after a week from the missed day,
that document will not be acepted andbr reviewed. All minimum required hours must be met. Any hours missed

in excess of 24 hours (N101 & N102) or 12 hours (N103) must be made up at $35 per hour. Any students missing more
than the allowable hours aibsencesind have not made upy the end of the semester will not be eligible to start

the subsequent semester. Student applications for readmission will be reviewednursing administrator and/or

Verve Collegenanagement. Readmission will be considered on a case by case bastsahpnot guaranteed. The

change in allowable missed hours per semester went into effect 6/22/2015 for classes starting on or after this date.
Students who mis&5% of total hours in N101, N102, or N103 will be dropped.

2. A&P: Students are allowed to mimsly 16 clock hours for the entire pregurse.

9 Due to the concentration of the curriculum in tf&Nprogram and the essential nature of every contact hour, class and
lab/clinical attendance are both required

9 Students are expected to arrive on tim8tudents arriving to class / lab beyond the 5 minute grace period will not be
permitted in class / lab until the first breaklo grace policy for clinical. Students must arrive to clinical before 7am, as they
need to be ready to work and or receive assigminat 7am.

9 Students are expected to stay until the dismissal of class

9 If you are unable to attend a scheduled class you must notify either your instructor and/or school administration at least
one day prior to your absence

9 If a student is consistentlybaent a student/teacher conference will be scheduled to address the poor attendance

1 Absences exceeding the allowableursfrom the entire course duration may result in expulsion from class and enroliment
cancellation. Every student case is reviewednindividual case.

9  Missing more than allowable of class lab or clinical sessions will result in incompletion

9 A student will receive unsatisfactory, failing status for the clinical rotation until all make up hours are successfully

completed including medi¢&ircumstances.

9 All clinical and lab absences, regardless of circumstances must be made up in order to achieve competency in all nursing

requirements. This includes documented and undocumented medical circumstances.

Make up hours cost $35 / per hour andist be paidprior to the scheduling of makep hours.

Payment is required by the student prior to scheduling the make up for theory, clinical or lab. This fee applies redardless o

if the scheduled makdzLJ FI £ £ & RdzNRy 3 | ycliricsl arifabliadrsi Zhidieé alsdzipgliestif aniifstBugtine =

must be in attendance an additional day in order to provide time for the student to make up applicable absences.

9 For all programs a¥erve Collegeas per the SAP Policy, students with missagtexceeding the allowable absences per
semester will not be able to take the Final Exam until all hours have been made up.

9 Students missing in excess 6% of N101, N102, asf N103 must provide a Leave of Absence form with medical
documentation. Withait proper medical documentation, the Leave of absence will not be approved and the student will
be dropped from the program.

= =4

Absences of students enrolled in tRNprogram must be excused by advance notice to the instructor or coordinator followed
by written documentation explaining the absence.
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The documentation will be evaluated by a nursing administrator and/or the management of the school. Absences cannot
exceed 24 hours in N101, N102 and 12 hours in N103 of combined theory, lab, and/or. clinical

Swudents will not be permitted to begin the subsequent semesters if they are missing more than the allowable absences per
semester until the required minimum hours have been met.

Academic Progress Policy
Successful completion &ferve Collegg a LINE determinad by diset of standards defined in the Satisfactory Academic

Progress Policy. Such standards are the basis of determining graduation from the educational programs.

Academic Integrity

O«

A commitment to academic integrity is at the heart\6érveColleg®a YA aaiazy +ta +y AyidSttSOldz ¢
students alike, the scholarly enterprise requires clear and rigorous argument, acknowledging the sources of our ideas, the
quality of the evidence that supports them, and taking respongjtiit the errors we have made.

The effort of students to cultivate these academic skills and intellectual virtues in turn requires formative evaluatioatehcc

YR 2dzadte FaasSaairy3d adGddRSyd LINRPINBaad Ly 2NRSNI (wh andOKAS@S
that all records of accomplishment are authentic and reliable. In this context, when students misrepresent their knowledge or

abilities, they are more than simply breaking the rules of academic conduct. Such behavior undermines not only th@ student

own academic progress, but the integrity of academic evaluation itself. For that reason, it may result in failure for the
assignment, failure for the course, suspension from\feeve Collegeor permanent dismissal frovierve College

The principles bacademic integrity should govern all forms of academic work, from the content of papers, projects and
LINBaSyidaliArzya (2 2ySQa O2yRdzOG 0o S¥T 2 A thitsyhe veR quds3ibyfitd of Bdaésty A y' I (1 A 2
evaluation-- can be jeopardied by a number of actions, including but not limited to:

1 Cheatingon an examination, including but not limited to using cheat sheets, unauthorized materials, copying from
peers, or obtaining copies of tests through unauthorized means.

1 Unauthorized collabrationg A (i K 2y $Q& LIS S Nains, pryjects ér arasanyatioBsy (i 8 = S E

1  Plagiarizingthis may include:

1. Copying phrases or sentences word for word from a source without enclosing the copied words in quotation
marks and indicating the actual source; or

2. Changing the wording of a source slightly, but still incorporating all the ideas of the source without
indicating the source; or

3. Altering the wording significantly but still incorporating the main ideas from other sources without
indicating, through standa forms of documentation, which sources have been used, thereby implying that
iKS ARSIa INB 2ySQa 26yT

1 Unacknowledged and unauthorized resubmissidémvork completed in other courses;

1 Using unauthorized or falsified instruments of identificatiaiith the intent of academic fraud; supplying false
academic records (transcripts, grade reports, etc.) to any officidVaf/e Collegeforging, altering, or making
unauthorized use oferve Collegg & NS O2Wvderis. 2 NJ R2 O

1 | Ay RSNy 3 byrefmduing, misiiSg\ukdefacing library or other instructional materials.

1 No food, drinks, gum, candy, lip balm, please refenttps://www.ncsbn.org/1268.htm

1 Exam Day Pointers, please refemttps://www.ncsbn.org/2914

Violations or Suspected Violations of Academic Integrity

Violations of Academic Integrity include, but are not limited to, plagiarism, cheating on exams, falsifying informatimg, shar
and downloading of intellectual property. Students violating academic integrity will be subject to disciplinary action.

Any activity of academic dishonesty is an Academic Violation. Faculty members are responsible for reporting any activities or

suspicion of academic violations Werve Colleggd | RYAYAAUGNI GA2y @ {K2dZAZ R | aiédzRSyid o
integrity will have the instance recorded in their file and may be expelled v@nve College
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Guidelines for Breach of Academic Integrity

Protection of Academic Integrity is strictly enforcedvarve College Any students found guilty of an Academic Violatwaill
be subject to the following consequences:

First Academic Violation: A grade of zero will be given for the work or exam in question. The instance of academic
violation will be reported tovVerve Colleg@ & F RYAYA&AGNI GA2Y FiytRa NEAG2NIR S R¢ RS/ &i(KAER |
required to have a conference with the instructor.

Second Academic Violation: A grade of zero will be given for the work or exam in question. The student will fail the
course andbe expelled fromVerve College The stuént will not be able to resnroll atVerve College

Investigation

An investigation will be conducted for any students accused of violating academic integrity. Once it has been verified, anyo
involved will be informed. If the claim of academicdigf®a i@ Aa F2dzyR (G2 0SS (GNHSZ GKS | OGAzy
F2NJ . NBIOK 2F ! OFRSYAO LyGSaINrRGes gAff 0SS F2tit258RD

Federal Copyright Law

Copyright infringement is a federal offence. Penalties can include fines and/or imprisonment. Aeshaiit be contacted
accordingly should a student be found guilty of copyright infringement. More information regarding copyright can be found at

www.copyright.gov

Expectant Mothers Policy

Students who are pregnant or become pregnant during the duration of the course theanestled inmust provide clearance

from their doctor in writing. This information must be disclosed to the school due to the nature of the training programs and
internship/externship requirements. The ability to perform in strenuous activities during theory, labs and/or clinical is required.
If a student should become pregnant during enrollment, the doctor's clearance must be given at the earliest point available.
The stident bears the responsibility of the welfare for themselves and their child and cannot hold the school, clinical site, or
other affiliates to any liability whatsoever. The school, clinical, sites, and/or other affiliates will not be held liabie the
student negligence or nedisclosure regarding pregnancy and/or the state of health.

Student is also required to submit clearance from her physician in written form stating that she is medically able to attend

nursing classes, labs & clinicehis writtey’ Of SI NI yOS FNRY (KS aGdz2RSyiQa R200G2NJ Aa NB
student is responsible to provide such documentation to their class coordinator. Failure to comply will prevent the student

from progressing in the program.

lliness & Inpry Policy

If a student has an illness or injury that imposes physical or psychological limitations during the program, the student must

submit a medical release from his/her physician clearing the student to return to classroom and clinical work. di€a me

release is not turned into the administrative office, the student will not be allowed to return to classroom or clinitigitie&c

ghftf 68 NBAGNAOGSR | OO0O2NRAy3If & akKz2dAZ R GKS & dzR S yhicetain LIK&@&a A OA
FOUGAGAGASA® lye YA&aaSR Ot AyAOrf 2NJ GKS2NEB RIFI& |a NBadg il 27
semester. Should a student fall ill in the classroom or clinical, the student will be sent home or transferrechaatbst

hospital or melical center by the paramedics.

Leave of Absence

Verve Collegeequires students to provide a written, signed, and dated request for a leave of absence prior to the leave of
absence. However, if unforeseen circumstances prevent the student from providing a prior written réderst,Collegenay
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INI yi (K &quastifdzR Balei dRabsenceMérve Collegdocuments its decision and collects the written request at a
later date.Adequate and appropriate documentation will be needed for all leave of absence requests. All documents submitted
with Leave of Absendeequests will be thoroughly reviewed before a decision is made.

Students may request official leaves of absence subject to the following U.S. Department of Ediméatibons:

9 No more than 180 combined days of leaves of absence are permitted inhzetwenth period.
9 The twelve month period referenced in these provisions starts on the first day of the first leave

A Leave of Absence can only be requested for the following reasons:
 Medical/ Health
1 Personal Emergency

A leave of absence can only teguested within the following time frames
1 N101: No later than by the midterm. Requests submitted after the midterm will not be approved.
1 N102: No later than exam 5. Requests submitted after exam 5 will not be approved.
1 N103: No leave of absences will &gproved
1  A&P: No later than by the midterm. Requests submitted after the midterm will not be approved.
The only exception to these time frames is unforeseen medical emergencies accompanied by substantive documentation.

Any student wishing to take a leavéabsence must submit a written request that includes:

Reason for which the Leave of Absence is being requested
Anticipated date of return on the LOA form.

Student signature

Documentation

= =4 -8 A

All LOA requests should be submitted to:

Verve College
Officeof Financial Aid Registrar
2625 Butterfield Rd., Suite 102E
Oak Brook IL 60523
OR
One can also email the class coordinator
Email:inquiry@vervecollege.edu
Fax: (630) 708422

Verve Collegevill not treat a Leave of Absence as a withdrawal if it is an approved leave of absence. A leave of absence is
approved if:
The student followed/erve Colleggd L322t A 0& Ay NBljdzSadAay3a GKS [SI @S 2F 1648y
Verve Collegdetermines that there is a reasonal#epectation that the student will return to the school
Verve College LILINE SR (G KS aidzRRSy i Q¥ervhlBolleggssa GLI2AfYA 38002 NRI yOS A lGK
The leave of absence does not involve additional chargé&ebye College
No more than 180 combined days of leawésbsence are permitted in a twelve month period.
Upon the student's return from the leave of absence, the student is permitted to complete the coursework he or she
began prior to the leave of absence
1 Verve Collegeavill explain to the student, prior tgranting the leave of absence, the effects that the student's failure
to return from a leave of absence may have on the student's loan repayment terms, including the exhaustion of some
or all of the student's grace period.

=a =4 =8 -8 -4 -a

If a student does not resume &dance on or before the end of a leave of absenteryve Collegavill treat the student as a
withdrawal.

The numbers of days in a leave of absence are counted beginning with the first day of the student's initial leave ofialasence
12-month period.
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student loans may be forfeited resulting in the obligation to immediately begin loan repayment.

The school reserves the right to cancel any student's enrollment on the basis of misconduct, misbehavior and refusal to abide
by the policy of the institute ancetain the tuition fee for the percentage of the classes attended plus ten percent of tuition of

the entire package and other instructional charges. If any exams are included in the package, upon cancellation theme will be
monetary compensation or refud on exam fees, as they are ingéd in the package as a part of the program

Students must contact the school in writing 30 days before their Leave of Absence is ending to express their intent to return
to school. Should a student fail to do so, tretudent might not be able return from Leave of Absence and might be dropped

from the program.

I 2YLX Al yOS
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student is responsibleof working with the scbol to comply and complete thedmissions aroliment file, financial @ file, and
making timely tuition payments.

~
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Act) of 1974.

What is FERPA?

The Family Rights and Privacy Act of 1974, as amended, (commonly known as the Buckley Amendment) isaavfedecal |

provides that schools will maintain the confidentiality of student education records. The law basically says that no iolee outs

1KS AyalAalbdziazy akKrit KI@S | 00Saa (2 &a4iGdRSy(iaQ SRimd¢ GA2Yy NB
records without the written consent of students. There are exceptions, of course, so that certain personnel within the
institution may see the records, including persons in an emergency to protect the health or safety of students or othes.perso

What is considered Directory Information?

In compliance witiFERP Athe following statement reflectyerve Colleg@d LJ2 f A O&8 Y

¢KS F2tft26Ay3d RANBOG2NE AyF2N¥NIGA2Y YI& 0SS NBtSFraSR o& GStSL
deANBS 2NJ OSNIATFTAOFGS SIFENYSR® hiGKSNI {AyRa 2F RANBOG2NE Ay TF2N
study, awards received, and the most recent previous education agency or previous institution attended, will be released only

response to a written requesterve Collegeeserves the right to refuse the above information if the reason for the request is

y2i O2yaARSNBR (G2 0SS | adzZFFTFAOASYd ySSR (2 1y26d LYTFHNNIGAZY
YdzZYo SN ' yR 20KSNJ LISNE2Y It AYyF2NXNIGA2Y @Attt y2i 0SS NBtSIFHaSR ¢
However, the Act states that each student has the right to infdfenve Colleg&chool that any or all of the information is not

to be released. No information will be released without the written consent of the student. This status is binding urtiihguch

that Verve Collegés notified in writing by the student to permitreleage¥ G RANBOG2NE AYTF2NN I A2y ¢ ®

What about . ... ?
tFNByidlrt 1 00Saa (2 /KAfRNByQa 9RdOFiAz2y wSO2NRA
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limited solely to the student. Records may be released to parents only under the following circumstances: (1) through the

written consent of the student, (2) in compliance with a subpoena, or (3) by producing a copy of the most recent Federal

Income Tax form showing that the student was claimed as a dependent.

Posting of Grades by Faculty

The public posting of grades either by theli dZRSy i Qa Yy I YSTI AyadAaddziazylf &adiddR
gAlK2dzi GKS aididzRSyiQa o¢MERPASY LISNXYAadaaAiAzy Aa | f1raA

Your responsibilities as a Staff Member

As an employee o¥erve College&school, you may have access to smdeducation records. Their confidentiality, use, and

release are governed bFERPAYour utilization of this information is governed by the regulations and the duties and
responsibilities of your employment and position. Unless your job involves retdasfarmation and you have been trained in

that function, any requests for disclosure of information, especially from outside the school should be referred to ther Direc

2F GKS 1 OFRSYAO !'FFIANERS® wSft Sl a8 2 FThou thd Rriev lcahgert yf th® geysdnl A Yy SR 2
identified on the document is in violation of Sec. 438 Public La®490 As a school employee, all of you should have your own

accounts and passwords on the administrative computer system androaile You are respwsible for your personal account

and will be held accountable for any improper use. Protection of youraigpassword and procedure is critical for security.

Your password is the only protection your account has, and the only way the computer systeeriathat you are actually

who you say you are. Please picgood password and protect it.

In Summary, Remember . . .

I OKSO(lAYy3 | LISNE2YQ& LAOGdINBE ARSYGATAOFIGAZ2Y 6KSYy NBfSlIaray3
permitted disclosure of information before you release any information on the student.
I RAaAOdzaadaAy3a + alGdzRSyidiQa NBO2NR gAGK ye LISNE2Y FBRRAThiR2Sa y2i

pertains to conversations on and off the job.

# removing any document from the office for nbosiness purposes is a violationkERPA

# releasing confidential student information (nalirectory) to another student, College or University, organization, or to any

person who does not have a legitima®eR dzOl G A2yl Ay iSNBadsz 2N G2 GKS LI NByida 27
written authorization is in violation dFERPA

# Leaving reports or computer screens containing confidential information in view of others who do not have a legitimate
educational interest in the data or leaving your computer unattended is in violatiGfE&PA

# making personal use of student information is in violatioRBRPA.

# allowing another person to use your computer access code is in violatElBERIPA

#puth y3 LI LISNB2N] Ay GKS GNI}aK gAGK  A0dRSYydQa AyTF2NNIGAZY
FERPA

# In addition to the possibility of personal litigation, proveBRPAriolations may result in loss of federal fundsuvterve Cege

School

Each educational agency or institution shall annually notify parents of students currently in attendance, or eligiblesstudent
currently in attendance, of their rights under the Act and this part.

The notice must inform parents or eligitdtudents that they have the right to

1. Inspect and review the student's education records;

2. Seek amendment of the student's education records that the parent or eligible student believes to be inaccurate,
misleading, or otherwise in violation of the studergisvacy rights;

3. Consent to disclosures of personally identifiable information contained in the student's education records, except to
the extent that the Actauthorize disclosure without consent; and

4. File with the Department a complaint under concernalpged failures by the educational agency or institution to
comply with the requirements of the Act and this part.

If aparentor eligible studentbelieves theeducation recordselating to the student contain information that is inaccurate,

mideading, or in violation of the student's rights of privacy, he or she may askdiheational agency or institutioto amend
the record Theeducational agency or institutioshall decide whether to amend threcordas requested within a reasonable
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time after the agency or institution receives the request. If dukicational agency or institutiotecides not to amend the
recordas requested, it shall inform thgarentor eligible studenbf its decision and of his or her right to a hearing.

A parent or eligible student may file a written complaint with the Office regardimglieged violation under the Act and this
part. The Office's address is: Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue, SW.,

Washington, DC 20202

CAYlFYyOALFtf t NRPOSRdAz2NS& 9 t2f A0ASa

Payment Requirements

Students arerequired to make timely payments on their tuition as agreed upon on the enrollmenteaggnt signed at
registration. There will be a charge of $10 per week on all late payments.

A student may be pulled from classes if they are 14 days past due withepdy. If students are 36ays delinquent on a
payment, they will be placed on suspensiattil their balance is cleared.

All tuition and fees must be paid prior to the Final Exam for each semester. Any student with a balance on their acamint will
be able to take the Final Exam for the semester.

Nonpayment of tuition will result in termination or removal from the program.
Types of Payments

Payments can be made towards classes by Visa, MasterCard, American Express, Discover, ATM/Debit Card, Money Order,

/ FAaKASNRE / KSO1X 2NJt SNE2YLFE / KSO1® LT &idzRS yVerveiColledsdilleé Ay 3 @Al
onlyallow ENE 2yl f OKSO] LIl eyvySyida GKIFIG FINB y2i Ay (G(KS adGdRSydiQa vy
writing to Verve CollegeVerve Collegdoes not accept cash payments.

Verve Collegaccepts private loans through banks or Sallie Mae. A stuckemalso obtain State Wide Grants through local WIA
offices, Work Net offices, IDES, IETC, etc.

Verve Collegalso offers payment plan options. The payment plan is broken up after all Financial Aid, Scholarships, Grants,
loans, or other Financial Assiace have been applied. The remaining tuition is the broken down inteebkly ormonthly
payment installments to accommodate whiatmost suitable for each student.

Financial Aid Services

Verve Colleg@ BN programis eligible to receive financial aid for those who qualierve Collegés approved to receive Pell
grant and Direct loans (Subsidized & Unsubsidized). Students must meet with the financial aid department to determine
eligibility of financial aid awards.

Sudents are welcome to contact the Financial Aid department regarding available assistance through the Pell Grant, Subsidized
and Unsubsidized loans, application process and status, eligibility and satisfactory academic progress. Pell graet aubsidiz
unsubsidized loans are available for those who qualify.

Financial Aid Payment Periods
Title IV financial aid funds will be disbursed at theofelhg intervals of th&®Nprogram

1. Start of the progranfN101)

2. 450 hourgN102)

3. 900 clock hourgN103)

4. End of the program

Verve Collegés a clock hour program with the PN program consisting of 1080 clock hours. As one Academic Year (AY) is
900 clock hours, the PN program\&rve Collegés longer than 1 AY, in fact it is 1.2 AY long.
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As per Financial Aigtgulations, the Academic Year is divided into two payment periods. The first payment period is point
at which a student completes half the clock hours and half the weeks of instructional time in the AY. The second payment
period is point at which a stus¢ completes the remainder of the AY. For PCCT the following is a breakdown of the
payment periods:

AY=900 hours
PN Program is 1080 hours

First AY
First Payment period is 450 hrs.
Second Payment period is 450 hrs.

= =

Second AY
1 Single Payment period is 186s.

Disbursements will be made as per the Satisfactory Academic Progress Policy.

Applying for and Awarding Federal Student Aid

Policy & Procedures Regarding FAFSA Application Processing

Students seeking to apply for federal student financial assistantieorized under Title IV of the Higher Education Act, as

amended, are required to submit a Free Application for Federal Student Aid (FAFSA) to the United States Department of
9RdzOFGA2yQa C! C{! LINRBOSaairy3a 02y iahplicaticas\tine throiligizfhé ngabramendddS NB |j dzA
federal web site. Students can access the web sitenatv.fafsa.ed.goy or through a link to the FAFSA web site from
www.studentloans.gov School administrators are authorized to assist the student with web site navigation and general
questions regarding the data elements required in the application.

School administrators are required to emphasize the importance of the apfili€ad LINR LISNJ dza 8 2F G KS Ly d SN
5FaGF wSONARS@GIE ¢22f oLw{k5we¢0® CKAa 2ytAYyS (22t gt AYLR N
married orparent, if dependent) from the IRS database into the FAFSA rednaper use of the IRS/DRT ensures that the

financial information includedn the FAFSA is accurate and complete. Upon completion of the online FAFSA application

process, the applicant must electronically sign the required certification using their unique Federal User ID. The resulting
Institutional Student Information RecoftSIR) will be used by the school to prepare a financial aid package for the student.

In the event corrections to FAFSA/ISIR data elements are required, students may make such corrections by accessing their
FAFSA record at the web sites identified abawmd correcting the erroneous information. An authorized school administrator

YIe fta2 YIFI1S Ftye ySOSaalNB O2NNBOGAzya G2 Fy FLWLXAOIyGiQa L
process or other analysis which results in backupudmentation being already on file with the institution, then no further

authorization from the applicant will be required to process those ISIR corrections. If no such backup documentatiaheexists,

applicant is required to authorize the data correctionway of signature or initials on the ISIR document requiring correction.

In order to ensure privacy of information, school administrators are encouraged to caution students about keeping their User

IDs and passwords safe, secure, and private. AsthBo¥ A Y A & i N> G62NJ aKlFff yS@SNI al F2N y2N
ID or password. Students are to be advised that sharing User IDs or passwords is a violation of federal regulaticensts Applic

will be given the attached guidance in an effortassist them with their upfront responsibilities regarding applying for federal

student aid.

The following page contains guidance that is provided to applicants to assist them in initiating the federal aid process:

U.S. Department of Education Student@ncial Assistance

Students interested in applying for financial assistance available through the U.S. Department of Education (USDE) must
complete their application process as soon as possible to ensure eligibility for these funds and to ensure thdugational

goals can be met without interruption. The most common sources of federal aid are made available to students through the
Federal Pell Grant Program and the Federal Direct Student Loan Program.
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Federal Pell Grants are available to low incdamailies and do not have to lrepaid. Effective with the 202B017award year,

these grants provide up to $5,818 free financial assistance for each academic year of education. Federal Stafford Loans are
also available to most students and can provaggroximately $9,500 per academic year for independent students or $5,500

per academic year for dependent students. The USDE may subsidize a portion of these loan amounts for low income families
resulting in the family incurring no interest on these Isamhile the student is completing his/her education. Unsubsidized
Stafford Loans are generally available to any student regardless of income or credit history. These student loansese not fr
money and must be repaid. Repayment of your student loameigdly begins in the " month after you complete your

training or withdraw from the program.

Applying for federal financial aid is an easy, walsed process. You can apply for and monitor your financial aid process at
www.studentloans.go® ¢KA& ! {59 S0 aritsS Aa I &ildRSyi{iQa K2YS LI 3IS F2NJI
two documents that you need to complete via this web site to begin your financial aid process:

1 Free Application foFFederal Student Aid (FAFSA)
This application must be completed by you (and your spouse, if married OR your parents, if you do not meet the USDE
RSTAYAGAZ2Y 2F |y GAYRSLISYRSyi(é¢ aitdzRSyid |a RS(SNapigedie RdzNRAy 3
NBLI2ZNISR 2y GKS C!C{! Aad AYLRNISR dzaAy3a G(KS aLw{ 5F&GF wSiNRS
This will ensure accurate data and will reduce the possibility that you will need to obtain proof of your tax iidarfram the
Lw{ 6KAOK gAff AAIYATAOLyi(fte RStlI& &2daNJ FSRSNI f | A-digie 2 KSy &
code number so the institution receives the results of your application.

1  Electronic Master Promissory Note-({#PN)
If you are applying for student loans, you must complete an electronic master promissory AdeNE You must also include
i KS a Odgt 2olethéimber on this document.

Both of the above documents require your electronic signature for authtion. Your USDE issued FSA (Federal Student Aid)
ID (formerly your PIN) is used as your electronic signature. If you do not have a FSA ID or PIN, you may also regidter for o
be issued through the USDE web site.

Before the institution may disbdB S | y& 21y LINROSSRa 2y @&2dzNJ 0 SKI f Ent@regedz YI & | ¢
Counseling ® ¢CKAA A& NiBg okrdWBrRk and éan &lsb e cBrmphdiediby you electronically through the
www.studentloans.gowveb site. This counseling should be taken very seriously as it explains your rights and responsibilities
regarding your student loans. We encourage you to review your responsibilities regarding your federal student loan multiple

times. The programs in which you enroll, and whether or not you complete your program, have significant effects on your
eligibility and on your loan repayment obligations.

Financial aid administrators are available at the school for any questions youawayhout your financial aid process. Please
complete the requirements described in this guidance as soon as possible and congratulations on your decision to further your
education.

Awarding Federal Student Aid

After completing the FAFSAMPN, and02 dzy 8 St Ay 3 NBIdZANBYSyid o6AF NBIdzANBRO (GKS &iic
aid administrators to determine eligibility for federal student aid. In order to begin receiving aid, and to continuéngeceiv

future disbursements, students mustSb Yl { Ay 3 &F GA&FF OG2NE I+ OFRSYAO LINRPINBaa Ay
Students may also be required to provide additional information to confirm their eligibility in accordance with the résiés o

C! C{! | LILX AOI (A 2y financiad &dSfile is icdmPleted finambiad sleddVill be determined and a financial aid

LI 01138 sraftt 068 2FFSNBR o0& (KS Ayadaddaiazyo ¢tKS abtadzRSy G Q&
dGdzRSyGQa FAYFYOALFE FAR LI O1F3So

Financia ySSR A& 3ISySNIffeé RSGSNNVAYSR o6& SEFYAYAYI Ly SadavYlas
F3FtAyad GKS FlrYAfeQa SELISOGSR FAYlIyOAlLf O2yiNROdziAdmy ' yR | yé
be receivingfor that school year. If the student has a complete file containing no conflicting information, meets all other
eligibility requirements, and is determined to have financial need, the student will be eligible to receive federal student

financial assistaze.

Federal grants and subsidized student loans (to the extent the student is eligible) will be awarded before any unsubsidized
6 NRa® CKAa LINPQOARSE GKS AINBIFGSad FTAYFIYyOAlLf oSySdskid G2 KS
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the school year will be divided into two equal payments. Half of your federal aid will be disbursed for the first half of th
academic year and the second half is eligible to be disbursed when you successfully complete the midpoint of the academic
yea. For programs that are less than a full academic year in length, financial aid disbursements will also be made in two
installments, one for each half of the program length. Students are advised to contact the financial aid office with any
guestions rgarding their financial aid.

Students will be notified whenever any federal aid has been disbursed. In accordance with applicable statutes and sgulation
FSRSNIf AR oAttt 0SS ONBRAGSR (2 GKS & daRiStyigitian ahdde@ 2hdages o A G K
for the current year, as well as to any other educational charges (i.e., textbooks, supplies, and equipment) for whialetite st

has authorized the institution to apply federal aid. In the event federal aid disburseregoéed the balance of any charges

owed to the institution for that period, the student may receive the excess credit balance and use those funds-for non
institutional costs of attendance.

The institution will make every effort to disburse federal aidon G A YSt & o6l aA 43X K26SOSNE || NBGASSH
financial aid files must be done prior to disbursing any aid to confirm that students are maintaining satisfactory pnodress a

remain eligible for federal student aid. Failure to complete ffrogram of study can also have adverse impacts on federal aid

F 61 NRao® {GdzRSyia INB I ROA&ASR (2 NBOASs GKS AyadAalddzZiazyoQa L
Return of Unearned Aid for more detailed information about howstheolicies affect federal aid eligibility.

Financial aid administrators are available to answer any questions about financial aid eligibility, awards, and disbursements

Academic Award Year

The institution defines its academic year 1 as containing 900 clock hours and academic year 2 containing 180 clock hours / 46
weeks for students enrolled for 24 hours of weekly attendance.

PELL Formula

Ly | OO02NRIyOS 6AlK TS 6t disbuksEnikole akeicdicRlafell Bndet Bodail§ #4which cavels clock
hour and credit hour, noterm academic programs9 8 a Sy G Al ft f & | &adGdzRSydQa tStf DNIyid &a0K:
iKS aitdRSyGaQ 9cCc/ | yR t Sttliie F@iddl Peli Gran? Raiimest Bcheduiat!S gisBursgniefY is dza A y 3
calculated by taking the scheduled award and multiplying it by the lesser of:
1 the number of clock hours in the payment period divided by the number of clock hours in the academic year,
OR

1 the number of instructional weeks in the payment period divided by the number of instructional weeks in the
academic year

Determining Cost of Attendance

Costs of attendance (budgets) are used to calculate student federal aid eligibility and are madeotip difect costs (tuition,

fees, books, materials) as well as indirect costs (room, board, transportation, personal expense, etc.). What we recommend is

that the institution determines a standard amount per month for the indirect costs, i.e., living egpe®nce you have a

standard monthly allowance for these items it's easy to simply multiply that number by the number of months in the standard
0dzRISG LISNA2R® C2NJ 40GdzRSyd f2Fy I 6FNRAZ o0dzZRISE teSudIFarRa oA f €
clock hour programs, part time students will take more calendar time to complete an academic year/loan period than full time
students. An institution must have cost of attendance budgets for both Pell and loan awards.

Pell Costs of Attendare

The Pell cost of attendance is used to determine federal Pell eligibility but is often different than the cost of attensledice
for loan awards. For purposes of Pell eligibility, you only need to have one budget for a full academic year of traanfd f
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time student. That is typically a 900 hour and 26 or more week period of time for most clock hour programs. Regardless of
whether a student is full time or part time, or getting Pell for a full academic year or for only a partial academioyasmey

the same budget for all Pell award periods. This may seem odd, but the law states that you ALWAYS use a full academic year,
full time budget for Pell. The actual Pell payment will be prorated down if the student is being paid for less thanaalémiiac

year in hours but the budget is always for a full academic year. So whether you're processing Pell for academic ygaul or 2,

use the same budget. That makes Pell a very easy award to package. If your FT students are scheduled for 30 hekraper we
typical 900 hour period would be 30 weeks long (7 months). That's why we suggest a monthly amount for living costs that you
can simply multiply by 7 months for a full time, full academic year budget. Your Pell cost of attendance includes thegfollowi
components:

Tuition & Fees
Books & supplies
Room & Board
Personal Expenses
Transportation

= =4 =4 -8 9

Each of the above amounts must be based on a full academic year for a full time student. This will require that youherorate t
tuition and fee amount if the prgram in which the student enrolled is not equal to one full academic year. An example of that
proration for a program greater than one academic year is found below:

Program Length = 1500 Hours

Program Tuition & Fees = $14,900

Academic Year Length = 900

Hours Academic Year Tuition & Fees = $8,940 ($14,900 x 900 / 1500)

Below is an example of that proration for a program less than one academic year:
Program Length = 750 Hours

Program Tuition & Fees = $9,995

Academic Year Lgth = 900 Hours

Academic Year Tuition & Fees = $11,994 ($9,995 x 900 / 750)

Tuition & Fees are always prorated by multiplying the total program tuition and fee amount by the following fraction:

Clock Hours in the Academic Year
Clock Hours in the Progm

This formula will adjust your tuition and fee amount either upward or downward, depending on the length of the program, so
that it results in a tuition and fee component for a full academic year.

The books and supplies component of the cost of atteregashould be either the actual amount or an estimated amount of

books and supplies costs for the full academic year. The remaining cost of attendance components (living costs) will also be

based on a full academic year of study for a full time studerthdrexample on the previous page of a 7 month academic year,

82dz 62dA R aAYLIE & AyOfdzRRS 7T Y2yiK&aQ 62NIK 2F SadAYFGSR SELSY
transportation to and from school. Determining estimated living costs isssd in greater detall later. The sum of all five of

the budget components as described above will be your Pell Cost of Attendance.

Loan Costs of Attendance

Your cost of attendance for loan purposes is different from Pell and will more accurate® fefleli KS a G dzZRSy i Qa Sada
for the academic year/loan period. The complete cost of attendance for loan purposes contains the same components as those
required for Pell costs:

Tuition & Fees
Books & supplies
Room & Board
Personal Expenses
Transportation

= =4 =8 -8 A
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Contrary to Pell costs of attendance rules, which require that you always use a full time, full academic year cost é&stimate,
costs of attendance will be based on the loan period for each student. For clock hour programs, the lodnnpest be
consistent with the period of time that the loan is intended. There are only 3 scenarios that you will encounter in deigrmini
the loan period for a student.

The program is shorter than the academic year

Academic Year (at least 900 cldwdurs and 26 weeks)
Program Length = 750 Clock Hours

In these cases, your loan period includes 750 clock hours and the calendar time it will take for the sbudemiptete the
entire program.

The program is equal to the academic year

Academicyear (at least 900 clock hours and 26 weeks)
Program Length = 900 Clock Hours

In these cases, your loan period includes 900 clock hours and the calendar time it will take for the student to complete the
entire program.

The program is longer than the ademic year

Academic Year (at least 900 clock hours and 26 weeks)
Program Length = 1500 Clock Hours

Ly GKS&as8S OFrasSazr GKS &aidRSyiQa SyNRttYSyd Attt &L}y thedzZ GALKX S
first academic yearfostudy. When the student completes that academic year and progresses to academic year #2, the second

loan period will include only the remaining portion of the program (900 to 1500 hours in this example). Each loan period will

only include costs of atterahce that are incurred during that calendar time.

A full time student in this last example may be enrolled in a 1500 clock hour program that will require 12 calendar months to
complete. The first academic year of 900 hours might be estimated at 7 mamtlesgth and the remaining 600 hours of
training required during academic year 2 would take an additional 5 months. The end result would be that 1500 hours of
training over 12 months is split into two separate periods of enrollment, i.e., loan periods.

The cost of attendance used to determine loan eligibility for a loan period must reflect the estimated costs that the siilident

incur during that loan period. Again contrary to Pell, you will have different loan costs of attendance for full time stadént

part time students because the loan period in calendar time will be longer for part time students to complete the number of
clock hours in the loan period. Accordingly, living costs will be greater if the loan period is longer than that ofnaefull ti
student. Academic Year (at least 900 clock hours and 26 weeks) Program Length = 750 Clock Hours Academic Year (at least 900
clock hours and 26 weeks) Program Length = 900 Clock Hours Academic Year (at least 900 clock hours and 26 weeks) Program
Length =1500 Clock Hours

It is a prerequisite that one understands how to determine a loan period before one can determine a cost of attendanee for th
f2Fry LISNA2R® hyOS &2dzQ@8S RSGUSNNAYSR (GKS 2y LIAdeATRBeRoSF 2 NJ | & (
will include te five traditional components:

Tuition & Fees
Books & supplies
Room & Board
Personal Expenses
Transportation

= =4 =8 -8 A

44



Verve Colleg&chool Catalog

Only expenses incurred during the respective loan period should be included in the cost of attendance @arihmriod. The
bottom 3 living expense components should simply include your monthly allowance for those expenses multiplied by the
number of months in the loan period. The tuition & fee and books & supplies amounts should be the actual costs for those
components incurred by the student during the loan period.

In the case of a program that is longer than one academic year it is important that the correct tuition and fee amount is
included in the cost of attendance budget. For institutions that chargeotuiand fees separately by academic year, this is
easily determined and the budget for each loan period will include the tuition and fees charged to the student for thét speci
period of time.

If students are charged for the entire lotgrm program upn enroliment resulting in no additional charges being assessed for
the 2nd academic year, then the entire tuition and fee amount is considered to be charged in the first academic year and
accordingly, is only included in the cost of attendance for thst fioan period. In these common scenarios the cost of
attendance for the second academic year will contain no tuition, fees, books or supplies and will only include estimgted livi
expenses during the second loan period.

Determining an estimated cost fdiving expenses
Costs associated with room & board, personal miscellaneous expenses and transportation are determined separately for two
groups of students:

1  Students, with no dependents of their own, who are living with a parent(s)
T  All other students

/2y ONFNBE (G2 LRLMzZFN 6StASTE GKS tA@Ay3a 02480 LRNIAZ2Y 2 @ 2 d:
FRYAYAAGNI 02NBE 2F0Sy NBFSNI 2 aAyRSLISYyRSyilé o0dzRISGa |y 4dRS
basedonwhet NJ 2 NJ y2( GKS addzRSyd fA0Sa 6A0GK KAAKKSNI LI NByGoaonz N
student independent by virtue of age who is living at home with mom and dad, will get a lower cost of attendance budget than

a 22 year old depsdent student who lives on his/her own.

¥
R

Room & Board

You should determine a monthly allowance for room and board for students based on the two categories noted above. Let's say
you determine this to be $350/month for students living with their parents and $700/month for those living on their ovan. For

7 morth full time budget, you would then have $2450 room & board for students living with parents, and $4900 room & board
for students on their own. For a 10 month PT budget, the figures would be $3500 and $7000, respectively. Keep in mind that
budgets are meanto estimate a standard, typical living cost and should not reflect an increased or higher standard of living.
You should not use a rent average for upscale, one bedroom condos in gated communities. Rents should be reflective of
GNBI a2yl of $gin heaied. alo &ribe at hateAconservative allowances for rent, you may consider an average 2
bedroom rental cost and use 50% of that as a rent allowance for the student.

Personal Miscellaneous Expenses

Using the same concept as the room and boaxdraple, determine a monthly allowance for personal expenses and multiply
that amount by the number of months in the budget. Personal expenses include things like clothing, insurance, utilities,
reasonable recreation, etc. Anything other than rent and foasl those costs are covered under the room and board
component. This allowance is also typically lesser for students living with a parent. If your allowance is determined to be
$100/month for students living with a parent and $250/month for students onrtb&in, then the personal expenses portion

of a 7 month budget would be $700 and $1750, respectively.

Transportation

CNF YALRNIFGAZ2Y O2ada OlFyy2i AyOfdzRS OFNI LI e&yvySyda y2N Oy Afd
should only repreent transportation to/from school. If you are in an area that has good public transportation and a bus pass

costs $125/month. Then that's a good allowance for transportation. If not, | would suggest using a simple estimate for all
students. If the typicastudent drives 5 miles to school, that's 10 miles per day roundtrip or about 200 miles per month. Using

an IRS allowance of about 50 cents per mile, you would have a $100/month transportation allowance. In a 7 month budget, you

have $700 in estimated traportation costs.
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Those are the only items you need in a standard budget. You may add an "Other" category to account for special circumstances
like child care but you should not have it in a standard budget. Not all students will incur child care dlesthevétudent is in
d0K22fd |, 2dz YIFe FTRR (1KSaS 2NJ 2GKSNJ NBlFaz2ylofS Oz2ada G2 |y
When all is said and done, you could conceivably end up with at least 5 different costs of attendances badgesingle
program at your school as follows:

One Pell cost of attendance

1 Two loan costs of attendance for full time students (one for students living with parents and one for those on their
own)

1 Two loan costs of attendance for part time studefwse for students living with parents and one for those on their
own)

For programs longer than one academic year, we previously discussed that multiple academic years and loan periods are
involved. This results in even more budgets for estimated expefmsesecond academic year loan periods. Once a monthly
allowance is determined for room & board, personal expenses, and transportation it is easy to establish dozens of different
budgets for different loan periods. These budgets can be stored in your Eefimare for easy retrieval during the award
packaging process.

After your standard budgets are developed they should be used consistently from that point forward. You may find the need to
develop additional budgets as time goes on and those can be atidgdur database. You should also review your cost of
attendance budgets annually and make modifications if you desire.

You must maintain documentation of how your budgets were determined. The tuition, fee, book and supply costs are easily
documented byenrollment agreements and other school publications. Regarding the living expense portion of the budgets, we
recommend a couple of different approaches to both determine your allowances as well as maintain documentation on those
estimates.

Online Researh

The Internet is a vast tool that can assist you in obtaining estimated costs of living. You can search for local atiaatd es

FYR @GA&AG F2@SNYYSyidlt adGqraradcaort aradisa GKIFIG OFy BINBOARS
will display a number of helpful sites. Attached to this publication is a copy of monthly living cost estimates prepdred by t
Internal Revenue Service in 208kee its web site for more up to date information as time passes.

Student Surveys

Another option is to create a survey requesting information about rent expenses, grocery expenses, utility fees, andstgher co
of living. The survey can be distributed to current students. The results can be averaged to determine estimated mosthly cost
of living of your student population. There are certainly other sources of data that you can utilize but the above tws option
should be more than adequate to determine reasonable costs and have the documentation to back it all up. The following chart
provides an example of cost of attendance calculations for a typical program that has been used throughout this publication.

2017Allowable Living Expensiational Standards

Expense One Person Two Persons Three Persons Four Persons
Food $345 $612 $737 $845

House Keeping Supplies $32 $65 $66 $65

Apparel & Services $83 $138 $193 $293
Personal care { $36 $63 $73 $77

services

Miscellaneous $143 $254 $309 $370

Total $639 $1,132 $1,378 $1,650

More than four persons Additional Persons Amount

For each additional person, add to four person total allowance $325
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Please note that the standards change. We recommend you check the IRS.gov website periodically to assure you have the
latest version.

The Cost of Attendance (COA) information describetiis document reflects the cost for completi per academic year for YR
20182019%> [ AQPAY 3 FyR tSNA2Yylf 9ELISyasSa INB olaSR 2y SyNeftfYSyl
Free Application for Federal Student Aid (FAF8g&)ve Collegedoes not provide orcampus housing. These disclosed rates

reflect a historical time period and should not be relied upon as an implicit or explicit representation or promise of cost o
attendance for any studerregarding a program of study.

PN(Practical Nurse Program)Undergraduate Diploma Program
AY 1
PP1 $9,238
Tuition: $7,608
Books: $500*
Uniform: $80*
Supplies: $50*
ATI Resource: $1,000*
*These costs are approximate as they are included in the tuition for N101 which is $9,238.00
PP2 $9,091
Tuition: $8,341
Books: $250*
ATI Resource: $500*
*These costs are approximate as they are included in the tuition for N101 which is $9,091.00

AY2
PP1 $3,666
Tuition: $2,375
Books: $250*
ATI Resource: $500*
NCLEX Prep Book: $150.00*
Licensure Exam: $391*
*These costs are approximate as they are included in the tuition for N101 which is $3,666.00

Application and Registration fees are not included in COA and aresfiomdable fees.
Applicationg $75
Registration Feg $150

Grants/Scholarship Policy (WIOK)PH VA, etc.)

Any scholarship or grant received by the student such WIOA (Workforce Innovation and Opportunity Act), IDPH (lllinois
5SLI NIYSyYyid 2F tdooftAO |1 SHEGKO {OK2f | NEKALIX 2NJ | y&uriagdadyk a OK2f |
academic year. Upon receiving any such scholarship or grant, the student will be repackaged to determine if any over award
SEraGad 'ye &a0K2fFNBKAL 2NJ IN}yd Ydzad 0S8 AyOf dzZRSR My &9aiA)
package for that academic year. If the scholarship or the grant received by the student is causing over award with Tittle IV
CdzyRazr GKS &aidRSyiQa GAGES L+ TFTdzyRa osAff 068 lR2dzadi®R G2 St AY
{dox {dox FtYyR tStftao LT Ifft 2F (KS FdzyR&a F2N GKS I ObverSYA O &St
award of Title 1V funds resulting from scholarship and/or grant will be returned to the Department of Education.
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Military Students

Students applying for financial aid must first fill out a FAFSA. This is a free application that can be filledvoufafsa.ed.gov
Please apply and enter our school code: 041791

VA education funds do noffa¥ SOl a G dzRSy G aQ St A BhboLaahs Hotvever, Btuderfistnéed to {epad-noh y R 2 NJ
education VA benefits on the FAFSA. Ndocation benefits include: disability, death pension, dependency indemnity
compensation and/or VA Woi&tudy allowanes.

Additional Information
For any further information or if you have any questions, pleaseWesite Collegs Financial Aid office.

Phone: 6367059999
Email: inquiry@ervecollege.edu

The U.S. Department of Veteran Affairsvww.qgibill.va.gov
LtfAYy2Aa 5SLI NI Y § itth:./mvewl.illino® i /Mkte s R ag sl dfdulh alid

Student Rightto-Know Act

Summary

The Student Rigktb-Know and Campus Security Act (Public LawB4P) was signed into law by Presid Bush on November

8, 1990. Title | of the Act, the Student RigtitKnow Act (the Act), amended section 485 of the Higher Education Act of 1965 by
adding graduation/completion rate and student population information disclosure provisions for all colegkuniversities

that receive federal student aid. The Act was amended by the Higher Education Technical Amendments of 1991 (Public Law
102-26) and the Higher Education Technical Amendments of 1993 (Public Le20803n October 7, 1998, the Act wasiag
amended when President Clinton signed into law the Higher Education Amendments of 1998 (Public-R44) 105

The Act requires colleges and universities to disclose information about graduation or completion rates to current and
prospective students,pon request, and to provide certain types of data regarding the institution's student population and the
graduation or completion rates of categories of student athletes to the Department of Education and certain individuals who
are identified in the lawNoncompliance with the requirements of the Act will affect an institution's continued participation in

the Title IV student financial assistance programs authorized by the Higher Education Act of 1965, as amended. The general
policies and procedures thablfow have been formulated to facilitatéerve College implementation of the requirements of

the Act.

Policy
Verve Collegeomplies with the requirements of Title | of the Student RighKnow and Campus Security Act, the Student
Rightto-Know Act. The requirements of Title | are as follows:

Information on completion or graduation rates

(a) Each institution that participate in the Title IV student financial assistance programs must prepare annually the
completion or graduation rate of its certificater degree seeking, futime undergraduate students, as provided in
paragraph (d) below.

(b) An institution that determines thaits mission includes providing substantial preparation for students to enroll in
another eligible institution must prepare the transfeut rate of its certificate or degreeseeking, fultime
undergraduate students/erve Collegs mission does not ihede providing substantial preparation for its students to
transfer to a program at another eligible institution.

(c) An institution that offers a predominant number of its programs based on semesters, trimesters, or quarters must
base its completion or gragtion rate and, if applicable, transfeut rate calculations on the cohort of firfitne,
certificate- or degreeseeking, fukime undergraduate students who enter the institution during the fall term of each
year. An institution must count as enterirsgudents only firstime undergraduate students who are enrolled as of
October 15, the end of the institution's dregdd period, or another official reporting date.

(d) In calculating the completion or graduation rate under paragraph (a), an institution omustt as completed or
graduated students who have completed or graduated by the end of thedth period ending August 31 during
which 150 percent of the normal time for completion or graduation from their program has lapsed. For the purpose
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of calculaing a completion or graduation rate, an institution may exclude students who 1) have left school to serve in
the Armed Forces; 2) have left school to serve on official church missions; 3) have left school to serve with a foreign
aid service of the federagovernment, such as the Peace Corps; 4) are totally and permanently disabled; or 5) are
deceased.

(e) An institution must make available its completion or graduation rate no later than the July 1 immediately following
the 12month period ending August 31 dag which 150 percent of the normal time for completion or graduation has
elapsed for all of the students in the group on which the institution bases its completion or graduation rate
calculations. This information is to be made available to any enrollgaspective student, upon request, through
appropriate publications, mailings, or electronic media. In the case of a request from a prospective student, the
information must be made available prior to the student's enrolling or entering into any finastdightion with the
institution.

Procedures

The Administrator and Campus Manager are responsible for compiling the completion or graduation rate data required. The
Administrator and Campus Manager are also responsible for disclosing this informatiarréat and prospective students in
accordance with the provisions of paragraph (e). The information is to be disclosed through publication\ernwheCollege
website (vww.vervecollege.ed)u

ComplianceRequirements
Verve Collegés required to:
1 Make available to any enrolled or prospective student, on request through appropriate publications,
mailings or electronic media information concerning:
o Financial assistance available to students enrolled in the institution
0 The institution
0 ¢KS AyaildAalddzaZianzyQa O02YLIX SGA2y 2NJ AN} Rdz- 6A2y NI GS
1 Make available to enrolled students and current employees the annual security report through appropriate
publications and mailings.
1  Submit the annual security report to the US Dept. of Edocatind in the format specified by the DOE.

ComplianceMethods
Verve Collegannually must provide to all enrolled students a notice of the availability of the information required to be
disclosed. The notice must list and briefly describe the informatimhtell the student how to obtain the information.
An institution may satisfy any requirement to disclose information by posting to an Internet Web site. The following plfes ap
when reporting required information on the web:
9 Information disclosed totadents by posting on an Internet Web site must be preceded by the notice
described above. The notice must also include:
0 The exact electronic address at which the information is posted
0 A statement that the institution will provide a paper copy of the imfi@tion upon request

Annual SecurityReport

Enrolled Students must receive notice of the availability of the security report, the exact electronic address and a statemen

that the institution will provide a paper copy of the information upon request.

Curre/ i 9YLX 285884 Ydzad NBOSAGS | y20A0S8 GKIFIG AyOftdzRSa | adl G6Sy:
gKAOK (GKS NBLERNI Aa LRaGSRI I ONAST RSAONARLIIAZY 2 TpapgrKS NBLRN
copy of the report upon request.

t NPA&LISOGADGS {iGdzRSyidG&a k tNRALISOGAOGS o9YLX 2888a Ydzad &
availability, the exact electronic address at which the report is posted, a brief description NJBweJ2 NIi Qa O2y i Sy i a
statement that the institution will provide a paper copy of the report upon request.

Requiredinstitutional Information
Institutional information that the institution must make readily available upon request to enrolled and pérspeatudents
includes, but is not limited to:
The cost of attending the institution including:
9 Tuition and fees charged to fitlme and parttime students
i Estimates of costs for necessary books and supplies
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9 Estimates of transportation costs
9 Any additionacost of a program in which a student is enrolled or expresses a specific interest
9 Any refund policy with which the institution is required to comply for the return of unearned tuition and
fees or other refundable portions of costs paid to the institutimocedures for officially withdrawing from
the institution:
1 A summary of requirements for return of Title IV grant or loan assistance
1 The academic program of the institution including:
0 Current training programs
0 Physical facilities which relate to the aesic program
0 Faculty and other instructional personnel
0 Names of associations, agencies or governmental bodies that accredit, approve, or license the
institution and its programs.
0 The institutions must make available for review to any enrolled or prospeaiudent, upon
NBljdzSads I O2Lk 2F GKS R20dzySyida RSaONARoOoAy3ad (KS
9 A description of any special facilities available to disabled students
T ! adGrdisSyYSyid GKIFIG GKS & dzRSyabpad agponed orfcréd Yyithe hogme I LINE 3 |
institution may be considered enrollment at the home institution for the purpose of applying for assistance
under the title IV, HEA programs
 Completion and Graduation Rates
9 Institutional Security Policies and Crimat&tics

Noticeto StudentsRegarding?ossiblelmpactof CriminalRecords

Verve Collegeotifies students that arrests, charges, or convictions of criminal offenses may limit employment possibilities in

specific careers and occupations and may limitdzRtSy 1 Qa | oAf AdG& (2 20GFAYy FSRSENIEfSZ &0l
encouraged to investigate these possibilitida addition, all students are encouraged to apply for federal, state and other

financial aid.

Verification Policy
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Depatment of Education.
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some of all of the following information may be requested from the student:

i A completed Verification Wésheet, signed by the student, spouse, or parent when applicable.
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i Acopy of an IRS Tax Return Transcript from the U.S. Internal Revenue Service will be required unless the student (and
LI NByda 6KSNB | LIX AO0Fof S0 KIFEZS LINRPLISNIe& dz&AaSR GKS Lw{ 5Ii
FAFSA record. A TReturn Transcript will serve to confirm the accuracy of the income and other tax related amounts
that the student reported on his/her FAFSA application if the IRS/DRT has not been used.

Obtaining Tax Return Transcripts
Students can obtain tax return traoripts:
1 Viathe Internet atvww.irs.gov
1 Via phone by calling-200-908-9946
M Via mail or fax by completing IRS Form 458&T

LYGSNYySiG FyR LK2yS NBIljdzSad +NB Sk &aeé I yR adileds withis B@zNY G NI y -
days. Submission of Form 450BZ can authorize mailing of the transcript to a third party (such as the institution) but
will take approximately 30 days.
i Other documentation may be requested by the institution to verify the accurdcyoar application information
including, but not limited to, marital settlement agreements, divorce decreeg, /dfms, etc.

Verve Collegaequires Students to provide the above information to the institution within 14 calendar days from the
Orientation @ start date of the class. Failure to complete the verification requirements on a timely basis may result in forfeiture
of any federal aid awarded during the award year and/or cancellation of enroliment.
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Students will be notified byerve Collegé any dscrepancies are discovered during the verification process. Students may be
required to correct any erroneous information by using the ISIR correction processnatfafasa.ed.govThe verification
process is not atsidered to be completed during periods of corrective action. Corrections generally include a recalculation of
iKS aGdRSyiQa 9C/ X IyR St SOGNRYAO NBadzmyYAaaazy 2F FLILX AOFy
LF¥ | aiddzRSy i Qa dsultlofNiR vedfikdtioh prdcess ardl orlEFCNdhange, the student will be counseled and
informed of how the change effects his/her packaging and financial obligativietee CollegeStudent will contacted by email
and a phone call. Students will be readrto sign a new award letter.
In the event this verification process identifies that a student received an overpayment of federal aid, the student will be
required to refund the overpayment promptly. The student will be ineligible for any future fedatalntil any and all amounts
owed are repaid. If the student fails to repay any refund due, ¥eifre Collegéetermines that the student may have engaged
in fraud or misrepresentation regarding the federal aid process, the student will be referredetdJiS. Department of
Education for further investigation and persecution.
After conducting the review of an application, any credible information indicating that an applicant of Title IV assistgnce m
have engaged in fraud or other criminal misconduct@nnection with his or her application will refer to the Office of Inspector
General of the Department of Education for investigation. Examples of this type of information are:

i False claims of independent student status;
False claims of citizenship;
Usefalse identities
Forgery of signature or certifications

[ e

In addition, any credible information indicating that any employee, tpiadty services, or other agent of the institution that
acts in a capacity that involves the administration of the Title Bggams, or the receipt of funds under those programs, may
have engaged in fraud, misrepresentation, conversion or breach of fiduciary responsibility, or other illegal conduciginvolvin
Title IV programs. The type of information that an institution museré$ that which is relevant to the eligibility and funding of
the institution and its students through the Title IV, HEA programs.
If an applicant is selected to very any of the following informatigerve Collegenust obtain the specified documentation
i Adjusted Gross Income (AGI), income earned from work, or U.S. income tax- gaidapplicant selected for
verification of AGlI, income earned from work or U.S. income tax paid to submit
0 A copy of the income tax return or an Internal Revenue Servicef@RS}hat lists tax account information
of the applicant, his or her spouse, or his or her parents, as applicable for the specified year. The copy of the
return must include the signature (which need not be an original) of the filer of the return or obfie
filers of a joint return;
o For a dependent student, a copy of each IRS Forthfdf the specified year received by the parent whose
income is being taken into account if
A The parents filed a joint return
A The parents are divorced or separated or orfiehe parents had died
o For an independent student, a copy of each IRS Forthfdf the specified year he or she received if the
independent student
A Filed a joint return
A s a widow or widower, or is divorced or separated
o Verve Collegenay accept, in lieu adin income tax return or an IRS form that lists tax account information,
the information reported for an item on the applicant's FAFSA for the specified year if the Secretary has
identified that item as having been obtained from the IRS and not having ¢dreerged.
o Verve Collegenust accept, in lieu of an income tax return or an IRS form that lists tax account information,
if the individual for the specified year

A Has not filed and, under IRS rules, or other applicable government agency rules, is notréguire
file an income tax return

A Is required to file a U.S. tax return and has been granted a filing extension by the IRS

A Has requested a copy of the tax return or an IRS form that lists tax account information, and the

IRS or a government of a U.S. terntar commonwealth or a foreign central government cannot
locate the return or provide an IRS form that lists tax account information.

o Verve Collegenust accept for an individual that has not filed and, under IRS rules, or other applicable
government ageng rules, and is not required to file an income tax return a statement signed by that
individual certifying that he or she has not filed and is not required to file an income tax return for the
specified year and certifying for that year that individual's:

A Sources of income earned from work as stated on the FAFSA; and
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A Amounts of income from each source. In lieu of a certification of these amounts of income, the
applicant may provide a copy of his or her IRS For# fé&f each source of income earned form
work.

o For an individual required to file a U.S. tax return and has been granted a filing extension by the IRS, the
following is required:

A1 02LkR 2F GKS Lw{ C2N¥Y nycys> a! LI AOIGAZ2Y F2NJ ! d
Lyo2YS ¢l EttheSndiddNar fled with ke IRS for the specified year, or a copy of the
IRS's approval of an extension beyond the automatiemsirth extension if the individual
requested an additional extension of the filing time; and

A A copy of each IRS Form-2Mhat the individual received for the specified year, or for a-self
employed individual, a statement signed by the individual certifying the amount of the AGI for the
specified year

o For an individual that has requested a copy of the tax return or an IRS tlmmlists tax account
information, and the IRS or a government of a U.S. territory or commonwealth or a foreign central
government cannot locate the return or provide an IRS form that lists tax account information

A A copy of each IRS Form2ithat the indvidual received for the specified year; or

A For an individual who is samployed or has filed an income tax return with a government of a U.
S. territory or commonwealth, or a foreign central government, a statement signed by the
individual certifying theamount of AGI and taxes paid for the specified year.

0 Aninstitution may require an individual that is required to file a U.S. tax return and has been granted a filing
extension by the IRS to provide to it a copy of his or her completed and signed ineometurn when filed.

If an institution receives the copy of the return, it mustverify the AGI and taxes paid by the applicant and
his or her spouse or parents.

o If an individual who is required to submit an IRS Forr2 Vihder Adjusted Gross Income (AGhcome
earned from work, or U.S. income tax paid verification is unable to obtain one in a timely manner, the
institution may permit that individual to set forth, in a statement signed by the individual, the amount of
income earned from work, the soura# that income, and the reason that the IRS Forr2\§ not available
in a timely manner.

o Verve Collegenay accept in lieu of a copy of an income tax return signed by the filer of the return or one of
the filers of a joint return, a copy of the filer's return that includes the preparer's Social Security Number,
Employer Identification Number or the PreparEax Identification Number and has been signed, stamped,
typed, or printed with the name and address of the preparer of the return.

i  Number of family members in household\n institution must require an applicant selected for verification of the
number offamily members in the household to submit to it a statement signed by both the applicant and one of the
applicant's parents if the applicant is a dependent student, or only the applicant if the applicant is an independent
student, listing the name and ag# each family member in the household and the relationship of that household
member to the applicant.

U Number of family household members enrolled in eligible postsecondary institutions.
0 An institution must require an applicant selected for verificatafrthe number of household members in
the applicant's family enrolled on at least a htffie basis in eligible postsecondary institutions to submit a
statement signed by both the applicant and one of the applicant's parents, if the applicant is a dependen
student, or by only the applicant if the applicant is an independent student, listing:
A The name of each family member who is or will be attending an eligible postsecondary
educational institution as at least a hdiline student in the award year;
A The agef each student; and

A The name of the institution that each student is or will be attending.

o If the institution has reason to believe that an applicant's FAFSA information or the statement provided
regarding the number of family household members enroliadeligible postsecondary institutions is
inaccurate, the institution must obtain a statement from each institution named by the applicant that the
household member in question is or will be attending the institution on at least dih@fbasis, unless:

A The institution the student is attending determines that such a statement is not available because
the household member in question has not yet registered at the institution he or she plans to
attend; or
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A The institution has information indicating that tfetudent will be attending the same institution
as the applicant.

i Other information. If an applicant is selected to verify other information specified in the anRedéral Register
notice, the applicant must provide the documentation specified for thdrmation in theFederal Registatotice.

Once theVerve CollegeFinancial Aid office receives your documents we will review your FAFSA data. In reviewing the
information, we may have additional requests or clarifications that are needed. Be sure ¢k gher UCCS email often, as
requests will be sent thereSubmit the requested information as soon as possible so we can continue the review of your file.
Failure to submit the requested information prevents us from completing your file, you knowingaicpackage, and from
receiving most disbursements of funds.

Students will forfeit their right to federal assistance for necompliance with verification policies.

Professional Judgment

In certain cases involving unusual circumstances or recent docuihdirtancial hardship, the institution may exercise its
LINEFSaaAazylt 2dzRASYSyid (2 SyadaNB (GKS addRRSyidQa FTAylFyOAlf I AR

Dependency Overrides

In accordance with Federal regulations, any form of professioiglement is to be determined on case by case basis so there
Ada y2 alLRfAdOes 20KSNI KIy GKFEG GKS aoOKz22f RAaO2dz2NI 383 GKS
involving documente@buse or parental abandonment.

Validity of HS Diplomdolicy

REASON FOR THIS POLICY
Many students applying for a program of study\&rve Collegdiealth Care are enrolled in coursework pursuing, or have

completed the coursework required to obtain a high school diploma. As required by rule 688.16, the &alid2 ¥ | a (i dzRSy (i Q3
school diploma or transcript must be ensured by the Offices of Admission and Financial Aid. This policy governs thef process o
Syadz2NAy3d GKS OlFtARAGE 2F | LRGIGSYGALf aiGdRSyiQa KA3IK adKz2z2f R

STATEMENT OF POLICY

In the event that a potential student submits a high school diploma with their application for admission into any programs of
study atVerve College¢he Offices of Admissions and Financial Aid are required to ensure the high school diploma is valid. If
questions about the validity of a high school diploma arise, the Diploma and Transcript Validation Process is to be followed.

DIPLOMA AND TRANSCRIPT VALIDATION PROCESS:
1) Review the documents (diploma and/or transcripts) provided by the student

2) Contact the shool or individual listed on the document
3) Diploma and Transcript Validation

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

I PROCEDURES
When theOffice of Admissions receives an application for admission from a potential student which contains a high
school transcript or diploma, the document must be validated. If the validity of the document(s) submitted by the
student is in question, the evaluat@f the application must follow the Diploma and Transcript Validation Process.
After completing the Diploma and Transcript Validation Process, the application evaluator will be able to assess the
validity of any documentation provided by the stude¥erve Collegevill ensure to verify the high school or program
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was approved by the applicable governing or state authority. If the Transcript Validation Process is not sufficient, the
2FFAOS 2F RYA&dAaAA2Ya | YRk 2N Friapprovaldrécteditationstatlis. AQ Keded, thél KS a OK
state boards of education in the respective states will be contacted for validaliothe case of students applying for

Transfer admission t¥'erve Collegehigh school transcripts and diplomas are assumeede previously validated by

0KS LINB@GA2dza O2ff SIALGS AyaliAlbdzZiazyed Ly GKS S@Syd | addzR
Verve Collegethe student may be considered for enroliment upon successfully obtaining a GED.

StudentAcademic Progress Policy (SAP) for Title 4 Financial Aid

Process Overview & Responsibilities

To be eligible for Title IV aid, a student must maintain satisfactory academic progress (SAP) as per section 668.16(e) of HEA
1965. New SAP definitions were crehte 668.34 that go into effect on July 1, 2011. The school developed policies determine

the academic standards that students are expected to meet and built a means and schedule of measuring the achievement of
those Pace and qualitative standards. If thadent has made acceptable Pace and qualitative progress for that particular
AYONBYSyilis (GKSy (KS a0Kz2f NBOASsa GKS wmpr: 2F GKS YIEAYdzy |

SAP standards are established by the Financial Aid Office. The relevant SAP policies are summarized below

All students must maintain Satisfactory Progress according to the following standards in order to continue enrollment.
Satisfactory Progress is maed at the end of each payment period, and will be checked prior to disbursement of aid.

Same As or Stricter Than:
¢tKS a0Kz22fQa {!'t LRftAOE® F2NJ ¢A(GfS L+ &iddzRSyida Aa Gefdl alvy$S | a
programswho are not receiving Title 1V aid.

The Director in the financial aid office reviews the Title IV SAP policy to ensure it meets all federal requirementsdéihe Aca
Affairs Division notifies financial aid office if the school changes its academiegolic

Financial Aid Warning:

The school evaluates Satisfactory Academic Progress at the end of each payment period. If a student falls below an 84%
average (3.0 GPA) or if the student is not completing the required amount of hours to keep Pace witquinentents for

graduation within the 150% time frame; the student will be placed on financial aid warning for one payment period. Iethey ar

still not meeting SAP at the end of the warning period, the student may be placed on Financial Aid ProbatianC(8eél y OA I ¢
I'AR tNROFGARZ2YE o0St2d0 ! aGdzRSyd éK2 A& Lildzi 2y | CAYylFyOALlft
payment period after they receive the warning status. The status will be conferred automatically without the studenirappeal

their SAP status.

If the student does not make SAP at the end of the financial aid warning period, they lose their financial aid eligbility. T
student has the opportunity to have their financial aid eligibility reinstated by appealing the deaistbibeing placed on
Financial Aid Probation.

Financial Aid Probation:

When the student does not make SAP at the end of the next payment period, the student they are being placed on Financial Aid
Probation.. The student must advise the school as to wkihér grades have fallen below SAP and devise a plan to improve
grades during the next payment period. A plan must be developed to assist a student to achieve success in the coming payment
period.

A student may file an appeal due to a death in the fgnillness, or other serious reasons. The appeal must be in writing to the
Nursing Administrator explaining what caused the problem. The student would have to submit how circumstances have
changed that will allow him/her to attain satisfactory academicguess once the probationary period is over.

The student will receive a written decision as to the status of their appeal and any SAP plan that may be attached to it.

Students on financial aid probation, who fail to make satisfactory academic progréss bgxt payment period, will lose their
financial aid eligibility.
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Pace Measure of Satisfactory Academic Progress (SAP)

¢KS ao0OK22ftQa ardAaFTrOG2NE | OFRSYAO LINRINBaa LREAOASE Ydzad O
that our students must progress to ensure educational program completion within the maximum timeframe of 150%. For clock

hour schools, the maximum time frame is no longer than 150% of the published length of the educational program as measured

in the cumulativenumber of clock hours the student is required to complete

TIMEFRAME; ALL STUDENTS MUST SATISFACTORILY COMPLETE THEIR PROGRAM WITHIN 150% OF THE NORMAL

TIMEFRAME.
Maximum Program Total Program Normal Maximum
Diploma Hours Timeframe Timeframe
Practical Nurse 1080hrs. 56 weeksApprox.* 84 weeks

*Including remediation, holidays, and breaks.

1d GKS YARLERAYG 2F GKS YIEAYdzZYy GAYSTNIYS:E &a0dRSyida vYdaAaild K
requirements. For example: The maximum timeframe for hractical Nurse program is 8éeks. The total hours needed for

completion of this progranis 1080 hours. By the time the student has been in the program2aveeks (1/2 of the maximum

time frame), they must have earned at least 540 hours. This time frame is applicable for all students including those who did

not receive financial aid.

To céculate PACE take the cumulative number of hours the student successfully completed divided by the cumulative number
of hours the studehattempted. So if we take thBN program with 1080 hours, at the end of each payment period the student

is expected tchave attempted 450 hours and completed 4B6urs to complete the program within the allotted normal time
frame d 56 weeks. If the student only completed successfully B6@rs we would divide 362 by 450 or®0Based on this, we

must determine if a studencould complete the program within 150% of the tiraotted for the program, or 84veeks. The
student has 28veeks remaining and could complete the remaining 718 hours within the time frame. So the student is making
satisfactory pace progress.

The studats who have failed to meet the Pace standards are placed first on Financial Aid Warning; if no improvement over the
next payment period, they may appeal the decision and be placed on financial aid probation. The Director of Financial Aid in
coordination with the Academic Affairs Division monitors Pace progress.

Qualitative Measure of Satisfactory Academic Progress (SAP)

As per sections 668.16(e) (2) (i) and 668.34 of HEA 1965, the XYZ follows a qualitative measure. The measurement is graduated
The following policy provides a detailed description of how qualitative progress is monitored and by whom. The school realizes
that, oftentimes, students must make an adjustment to the academic demands of pursuing an education. The financial aid
office receives quatitative information about Title IV recipients from the Academic Affairs Division. The quantitative SAP is
reviewed manually and a copy of the latest transcript is kept on student file. The office of financial aid notifies students
writing their progress or lack of progress at the end of each payment period. The student must be at a high enough grade point
average to be able to reach graduation standards.

Grading System.

Numerical Scale Letter Grade GPA
92¢ 100% A 4.0
84¢91% B 3.0
76¢ 83% C 2.0
70¢ 75% D 1.0
69% and below F 0

W Withdrawn W
CpP Clinical Pass

CF Clinical Fail

Pasg; Satisfactory completion of negraded skills in the lab and clinical.
Failg Unsatisfactory completion of negraded skills in the lab and clinical.
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Thestudent must maintain an 84% average at the end of each payment period to maintain Qualitative academic progress. The
students who have failed to meet the Qualitative standards are placed first on Financial Aid Warning; if no improvement over
the next paynent period, they may appeal the decision and be placed on financial aid probation. The Director of Financial Aid in
coordination with the Academic Affairs Division monitors qualitative progress. Financial Aid Probation may be for one term or
multiple termsbased on an academic plan.

Remediation:

N101
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and the quantitative pace measurement of attendance, the student will be considere¢hgpn&@AP for the semester. If the

student does not meet the qualitative progress of an 84% or higher and the quantitative pace measurement of
FGGSYRIyOSz (KS &aidRRSyid eraft 068 O2yaARSNBR yz2d YF1Ay3a {1t
period. See citation on Financial Aid Warning above.

SinceVerve Collegeffers remediation, to be considered eligible for remediation, students must have achieved a minimum
average of 76% but less than 84%.

¢tKS aidzRSy i Qa -dvaluatedLaNtBeZNdSolNiLO1remediBon. If the student meets the qualitative progress
of an 84% or higher and the quantitative pace measurement of attendance, the student will be considered making SAP for
the semesterand S G 1Sy 2FF GCAYlIYyOALFf ' AR 2 NyAy3Iobé

Financial Aid Probation

When the student does not make SAP at the end of the next payment period, the student is now informed that they are
being placed on Financial Aid Probation. The student must advise the Isahdo why his/her grades have fallen below

SAP and devise a plan to improve grades during the next payment period. A plan must be developed to assist a student to
achieve success in the coming payment period.

Students on financial aid probation, wholféd make satisfactory academic progress by the next payment period, will lose
their financial aid eligibility.

N102
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and the quantiative pace measurement of attendance, the student will be considered making SAP for the semester. If the

student does not meet the qualitative progress of an 84% or higher and the quantitative pace measurement of
attendance, the student will be considergd2 & YIF 1Ay 3 {!t YR 0S5 LIIOSR 2y AGCAY!l yOA
period if this is the students first payment period not meeting SAP. If this is the second payment period not meeting SAP,
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SinceVerve Collegeffers remediation, to be considered eligible for remediation, students must have achieved a minimum

average of 76% but less than 84%.

¢tKS aidzRSy i Qa -dvaluated dNtReZNdSoBED2 réndediatidh. If the student meets the qualitative progress

of an 84% or higher and the quantitative pace measurement of attendance, the student will be considered making SAP for
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Financial Aid Probation

When the student does not make SAP at the end of the next payment period, the student is now informed that they are
being placed on Financial Aid Probation. The student must advise the school as to why his/hertgreeiéallen below

SAP and devise a plan to improve grades during the next payment period. A plan must be developed to assist a student to
achieve success in the coming payment period.

Students on financial aid probation, who fail to make satisfactorydandc progress by the next payment period, will lose
their financial aid eligibility.

N103
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and the quantitative pace measurement aftendance, the student will be considered making SAP for the semester. If the

student does not meet the qualitative progress of an 84% or higher and the quantitative pace measurement of
attendance, the student will be considered not making SAP and @ PIR 2y GCAYFYOALf ! AR 2F NYAY.
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period if this is the students first payment period not meeting SAP. If this is the second or third payment period not
YSSiay3a {1tz GKS aidzRSyd @Attt oS LI} I O&Bial BigWainihgapovg.OA I f | AR t

SinceVerve Collegeffers remediation, to be considered eligible for remediation, students must have achieved a minimum
average of 76% but less than 84%.

¢tKS aidzRSy i Qa -dvaluated.dNtBeTndSohNiLO3kremedials If the student meets the qualitative progress
of an 84% or higher and the quantitative pace measurement of attendance, the student will be considered making SAP and
0S8 GFr1Sy 2FF GCAYIFYOALFt ' AR 2FNYyAy3a¢eé 2N aCAylFyOAlf ! AR t NRO

Academic Probatio

If a student fails to meet the standards of satisfactory academic progress or conduct, the student will be notified by a

written academic warning and will be placed on Academic Probation, where the student will be required to attain a
minimum of 84% grael average within the probation period of 45 days. During such Academic Probation period, the
dGdzRSyiQa aldAratlrOi2NE ! OFRSYAO LINPINKaa adlilidza sAatf 0SS (K2

In the event the probation period ends before the student meets minimum scergiirements, the student may be
dismissed from the course. If the student is dismissed, he or she should be eligible for prorated refund as per school
refund policy.

Transfer Students:
Verve Collegeloes accept transfer students. Completed course worksirhe from an accredited institution only. Please
read the transfer policy for students who wish to transfeMerve College

Withdrawals:
I a0dzRSYyid o6K2 2FFAOAILIffE HAUKRNI ¢
the Pace component of Academic Progress.
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Drop Policy:

A student who does not attend class for 14 consecutive calendar days and does not notify the school with the reason of
absence will be dropped. The school will automatically drop the studemnh ftoe program and the student will be
responsible for any / all changes as per the refund policy.

Repeated Courses:

If a student repeats a module/semester only the highest grade will be counted. The previous grades will be excluded when
considering the galitative progress standard, but the clock hours will be counted when determining the Pace SAP
standard.

Extended Enrollments

Students that have lost financial aid eligibility due to failure to meet satisfactory academic progress and decides to re
enroll with the institution, are responsible to make financial arrangements for any tuition and fee costs incurred for the
extended enrollment period (renrollment). Students in extended enrollment cannot exceed 150% of the standard time
frame of the program.

Increments

¢2 SyadaNB (KS aiddzRSyid A& YF{1{Ay3a adzFFAOASY(d LINPINBaa 0620GK | dz
maximum time frame into equal evaluation periods called increments. These increments generally coincide with payment

periods. But in any case it cannot be longer than half the program or one acadgrar, whichever is less. TN

program is 1080 clock hours and an increment must not exceed 450 clock hours. See sections 668.16(e) (2) (ii) (B) and
668.34(e) of HEA 1966r details on the federal regulations.

Attendance Policy
Absenes of students enrolled in th®N program must be excused by advance notice to the instructor or coordinator
followed by written documentation explaining the absence, which documentation kel evaluated by a nursing
administrator and/or the management of the school. Absences cannot exceed the allowable number of hours per
semester of combined theory, lab, and/or ctiai. Below is number of houRPN students may miss per semester:

N101: 24 hours

N102: 24 hours
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N103: 12 hours

Verve Collegeequires substantial medical documentation for an absence to be excused for medical reasons. For students
exceeding 24 hours for N101 and N102 or 12 hours for N103 of unattended classes for significant medical reasons, an
exception may be made as long sisbstantial documentation is provided and approved by Administration. In this case,
unattended hours beyond the allowable hours of absences must be made up with tutoring at $35 per hour. All minimum
required hours must be met. Any students missing mdrant the allowable hours of absences and have not made up by

the end of the semester will not be eligible to start the subsequent semester. Student applications for readmission will be
reviewed by a nursing administrator and/derve Collegenanagement. Redmission will be considered on a case by case
basis; approval is not guaranteed.

The change in allowable missed hours per semester went into effect 6/22/2015.

Student Appeal Procedures:

A student, who wished to appeal a disciplinary action and/or sieci made in reference to the Satisfactory Academic

Progress policy, must submit a typed letter to the Financial Aid Director and Nursing Administrator. This letter must

O2y il Ay AYyF2N¥IOGA2Y [o62dzi GKS aidzRSy ( QdireabdBs véhy tfie sNieBtlHisNRA Yy 3 (i
wishing to appeal. Students must provide supportive documentation along with their letter in order to support their

position and any mitigating circumstances that may have existed. The Financial Aid Director and Nursingratimiwid

hear any student who disagrees with a disciplinary action and/or SAP decision, on an appointment basis only.

¢tKS a0GdzRSyld oAttt 0SS y20AFTASR 2F (GKS CAYyFYyOALf ' AR 54 NBOG 2 Nk
followind GG KS NBOSALIWG 2F GKS &0GdzRSyidQa I LIISEIE fSGGSNE | RRAGAZ2YI ¢
student, who wishes to appeal any SAP decision made, must submit a typed letter to the Director of Financial aid and
Nursing Administrator vth supporting documentation explaining the reason why the student is wishing to appeal the

decision. The Financial Aid Director and the Nursing Administrator will notify the student within fifteen (15) business days

of the receipt of the letter, additona G AYS Yl & 06S GF1S8Sy (2 GK2NRdzAKteé& NBGASs aid
'AR YR bdzZNBEAY3 ! RYAYAAUNI i2NRa RSOAaAz2Yy aKlft 068 FAYylL{ @

Reinstatement:

A prior student requesting to be reinstated as an active student, based on whatever reasomsuonstances, should do

so in writing. Supportive documentation and/or information concerning any mitigating circumstances should be noted in
the request. The requesting prior student shall be notified of the Reinstatement Review within 5 days following the
decision of School Director/ Nursing Administrator.

Cancellation & Refund Policy

P, 9wQ{ wLDI ¢ ¢h /! b/ 9]
The student has the right to cancel the initial enrollment agreement until midnight of the fifth business day after thetstude
has been acceptedind if the right to cancel is not given to any prospective student at the time the enrollment agreement is
signed, then the student has the right to cancel the agreement at any time and receive a refund of all monies paid to date

within 10 days of cancelian.

Any cancellation by the student should be in writing and must be delivered to school management. The unexplained absence of
a student from school for more than 15 school days shall constitute constructive notice of cancellation to the school. For
purposes of cancellation the date shall be the last day of attendance.

Withdrawal from a Class

If a student wishes to withdraw from a courségetstudent must fill out and submit an official Withdrawal foré refund, if

applicable, will be @culated andreturned within 45business days from the date of the written notice of the withdrawal.
Please refer to the Cancellation and Refund policy, stated in the enrollment agreement and availakle orrvecollege.edu

Refurd and Cancellation Policy

A. Written cancellation must be submitted utilizing tMerve Collegavithdrawal form. The school shall, when a student
gives notice of cancellation, provide a refund in the amount of at least the following:
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B. When written notice of cacellation is given before midnight of the fifth business day after the date of enrollment but
prior to the first day of class, all applicatioegistration fees, tuition, and any other charges shall be refunded to the
student;

C. When notice of cancellatiois given after midnight of the fifth business day following acceptance but prior to the
close of business on the student's first day of class attendance, the school will retain/not refund the application
registration fee which may not exceed $150 and $85refundable application fee (applicable to PN only) or 50% of
the cost of tuition, whichever is less;

D. When notice of cancellation is given after the student's completion of the first day of class attendance, but prior to
the student's completion of 5% dhe course of instruction, the school will retain/not refund the application
registration fee, an amount not to exceed 10% of the tuition and other instructional charges or $300, whichever is
less.

E. When a student has completed in excess of 5% of the coafrsestruction the school will retain/not refund the
applicationregistration fee but shall refund a part of the tuition and other instructional charges as follows:

1  After 5% of the course of instruction, but within the first 4 weeks of classes the sefilbeéfund 80% of
the tuition;

1 During the first 25% of the course, the school will refund 55% of the tuition;

1 During the second 25% of the course the school will refund 30% of the tuition;

T In cases of withdrawal after 50% of the course, there will beefiond of tuition.

F. The school wilbnly refund any bookfees when: (a) the bookare returned to the schooin original condition,
unmarked and accepted by the schpand (b) the student has provided the school withwatten notice of
cancellation.

G. The bllowing are norrefundable fees that are charged to the student upon withdrawal after acceptance intBlkhe
program:

1  ATI Learning System1(#0: N101 semester; $500: N102 semester; $500: N103 semester
1 Supplies ($80)
1 Books ($500: N101 semester; $250: RE@mester; $250: N103 semester)

H. Applicants not accepted by the school shall receive a refund of all tuition and fees paid Atitteendar days after
the determination of noracceptance is made. Books are refundable, all applicable charges will apply.

I. The school shall mail a written acknowledgement of a student's cancellation or written withdrawal to the student
within 15 calewdlar days of the date of notification. Such written acknowledgement is not necessary if a refund has
been mailed to the student within the 15 calendar days.

J. All student refunds shalbe made by the school within 4&alendar days from the date of receipt tife student's
written cancellation.

K. The school shall refund all of the investments in any of the following circumstances:

1 The school did not provide the prospective student with a copy of the student's valid enroliment agreement
and a current catalog diulletin;

9  The school cancels or discontinues the course of instruction in which the student has enrolled;

1  The school fails to conduct classes on days or times scheduletinéetally affecting the student.

L. Should a student submit a withdrawal practicaeafrequesting a Leave of Absence, the refund will be calculated
based on the number of days attended & policies F, G, H of the refund and cancellation policy will apply.

Return of Title IV Funds

When a recipient of title IV grant or loan assistance ditlws from an institution during a payment period or period of
enrollment in which the recipient began attendance, the institution must determine the amount of title IV grant or loan
assistance that the student earned as of the student's withdrawal dasedordance with percentage of enrollment period or
period of enroliment.

If the total amount of Title IV grant or loan assistance, or both, that the student earned is less than the amount\oftidet

or loan assistance that was disbursed to thadent or on behalf of the student in the case of a PLUS loan, as of the date of the
institution's determination that the student withdrew the difference between these amounts must be returned to the title IV
programs in accordance with return of unearned, responsibility of institutions and unearned aid, responsibility of the
student and no additional disbursements can be made the student for the payment period or period of enroliment

Federal regulations stipulate that students may forfeit a portafntheir federal student financial assistance if they fail to
complete the program of study in which they were enrolled. This policy affects students who:
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a) received or were eligible to receive federal student financial assistantieorized under TitleM of the
Higher Education Act (HEA), i.e., Federal Pell Grants, Federal SEOG awards, or Federal Direct Student Loan
(FDSL) program funds,

and

b) who withdrew or were terminated from the institution
duringthe first 60% of any payment period or period of enrollment.

Students will be considered to have withdrawn from their program of study on the date of their official notification to the

school d their intent to withdraw. Br unofficial withdrawalsthe shool will make the determinatioBasses off the students

flrad RIFe 2F FGidSyRIyOSs dzyft Saa (KS aiGdRSydG A& 2y | yes. | LILINR BSF
The school will make the unofficial withdrawal determination no latek  y mn Rl &a | FGSNJ 6KS &addzRSy (i Q
Eligible Title IV federal aid recipients whose last date of attendance is within the first 60% of a payment period oofperiod

enrollment are considered to have earned federal aid only in an amegual to the percentage of time that the student was

enrolled during the payment period or period of enrolimertccordingly, a required calculation will be performed to

determine if federal aid that has not been earned by the student has been dishursedhich case the unearned portion must

be returned to the U.S. Department of Education, or if federal aid that has been earned by the student has not yet been
RA&Z0d:2NBESRY Ay 6KAOK OFasS GKS addzRSyd Yl @edfeddral Sigihis calcufaton G2 | LJ2
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any return of unearned Title IV funds will result in the student owing tuition and fedsetdnstitution that would otherwise

have been paid with federal student aid. Unearned Title IV, HEA funds that must be returned to the U.S. Department of
Education will be returned first to Unsubsidized Direct Loans, followed by Subsidized Direct lieem$1JS Loans, Federal

Pell Grant awards and lastly, to any Federal SEOG awéahasarned funds to be returned to the U.S. Department of Education

by the institution, and any unearned grant funds owed by the student, must be repaid within 45 déesdzte the institution

determined that a student has withdrawrnearned, Title IV funds owed by the student to a federal loan program must be

NBLI AR Ay | O02NRIyOS gAGK GKS NBLI&yvYSyid GSN¥ya 2F GKS &addzRSy i

In the event a student has earned fedeeadl in excess of the amount disbursed at the time of withdrawal, and is eligible to
NEOSAGS G(K2a$S TdzyRaxr (KS a0Kz2ft gAftf LINRPOSaa | LRaAGTEAGKRNI &
with federal regulations and allowances.

If a student earned more aid than was disbursed to him/her, the institution must send written notification to the student (or
parent for PLUS loan funds) to offerapésh § KRNJ 6 f RA&6dzZNESYSYyd F2N Fyeé FYzdzyid y2i
later than 30 calendar days after the date that the school determines that the student withdrew . The institution is required to

make a postwithdrawal disbursement within 45 days of the student's date of determination that they withdrew for grants and

180 daysofi KS &0 dzRSy i Qa RIFGS 2F RSGSNNAyYylLGAZ2Y GKIG GKS&8 gAGKRNBS
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post withdrawal disbursement up the amount of outstangicharges.
The institution must disburse directly to a student any amount of a-pgttdrawal disbursement of grant funds that is not

credited to the student's account. The institution must make the disbursement as soon as possible, but no latér daegs 4
after the date of the institution's determination that the student withdrew.

The institution must offer to disburse directly to a student, or parent in the case of a parent PLUS loan, any amourst-of a po
withdrawal disbursement of loan funds thist not credited to the student's account.

The institution must make a direct disbursement of any loan funds that make up themibsirawal disbursement only after
obtaining the student's, or parent's in the case of a parent PLUS loan, confirmatiothéhatudent or parent still wishes to
have the loan funds disbursed.

The institution must provide within 30 days of the date of the institution's determination that the student withdrew a nvritte
notification to the student, or parent in the case of pat@lLUS loan, that:

1 Requests confirmation of any pesatthdrawal disbursement of loan funds that the institution wishes to credit to the
student's account identifying the type and amount of those loan funds and explaining that a student, or parent in the
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case of a parent PLUS loan, may accept or decline some or all of those funds;

1 Requests confirmation of any pesithdrawal disbursement of loan funds that the student, or parent in the case of a
parent PLUS loan, can receive as a direct disbursement, flagtithe type and amount of these title 1V funds and
explaining that the student, or parent in the case of a parent PLUS loan, may accept or decline some or all of those
funds;

1 Explains that a student, or parent in the case of a parent PLUS loan, whaaloesnfirm that a postithdrawal
disbursement of loan funds may be credited to the student's account may not receive any of those loan funds as a
direct disbursement unless the institution concurs;

1  Explains the obligation of the student, or parent iretbase of a parent PLUS loan, to repay any loan funds he or she
chooses to have disbursed; and

1 Advises the student, or parent in the case of a parent PLUS loan, that navipledtawal disbursement of loan funds
will be made, unless the institution choosesmake a postithdrawal disbursement based on a late response, if the
student or parent in the case of a parent PLUS loan, does not respond within 14 days of the date that the institution
sent the notification, or a later deadline set by the institution

The deadline for a student, or parent in the case of a parent PLUS loan, to accepiédtpdsiwal disbursement must be the
same for both a confirmation of a direct disbursement of the peghdrawal disbursement of loan funds and a confirmation of
apostwithdrawal disbursement of loan funds to be credited to the student's account.

If the student, or parent in the case of a parent PLUS loan, submits a timely response that confirms that they wishet@lieceiv
or a portion of a direct disbursement the postwithdrawal disbursement of loan funds, or confirms that a peghdrawal
disbursement of loan funds may be credited to the student's account, the institution must disburse the funds in the manner
specified by the student, or parent in the caslea parent PLUS loan, as soon as possible, but no later than 180 days after the
date of the institution's determination that the student withdrew.

If a student, or parent in the case of a parent PLUS loan, submits a late response to the institutimesremuesting
confirmation, the institution may make the pestithdrawal disbursement of loan funds as instructed by the student, or parent
in the case of a parent PLUS loan (provided the institution disburses all the funds accepted by the studeattaon plae case

of a parent PLUS loan), or decline to do so.

If a student, or parent in the case of a parent PLUS loan, submits a late response to the institution and the institstioot doe
choose to make the postithdrawal disbursement of loan fund#e institution must inform the student, or parent in the case
of a parent PLUS loan, in writing of the outcome of the puagidrawal disbursement request.

If the student, or parent in the case of a parent PLUS loan, does not respond to the insstutitice, no portion of the post
withdrawal disbursement of loan funds that the institution wishes to credit to the student's account, nor any portion of loan
funds that would be disbursed directly to the student, or parent in the case of a parent Pld)8&abe disbursed.

An institution must document in the student's file the result of any notification made of the student's right to cancekall o
portion of loan funds or of the student's right to accept or decline loan funds, and the final deteramimatide concerning the
disbursement.

If a credit is caused by a Direct Loan, the institution must notify the student or parent in the case of PLUS loan amoviding
opportunity for the borrower to cancel all or a portion of the loan.

Should a credit@OdzNJ FNBY |ye& FYz2dzyd 2F | LRad 6A0G0KRNI
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determination that the student vthdrew.

gkt RA&AO0dZINBSYS)
Ydzad ©S LINROAR

The written notification must include the following:

1 Identify the type and amount of Title IV Funds that make up the post withdrawal disbursement that is not credited to
KS aitdzRSyidaQa I 002dzyi

1 Explain the student or parent that they may acceptdecline some or all of the post withdrawal disbursement that is
not credited to the students account.

M Advise the student or parent that no post withdrawal disbursement will be made to the student or parent if the
student or parent does not respond withil4 days of the date that the institution sent the notification unless the
AyadAaddziazy OK22a8a G2 YIS I Llaid ¢6AGKRNI gt RAAOAINASY
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A postwithdrawal disbursement must be made from available gramids before available loan funds
Calculation of the amount Title IV Assistance Earned by the Student

The amount of title IV grant or loan assistance that is earned by the student is calculated by:
1 determining the percentage of title IV grant or loan assistance that has been earned by the student which is based on
GKS LISNDSyidl3asS Sljdzrt G2 GKS LI e&vySyid LISNA2R 2N LSNA2R 27
withdrawal date, if thiglate occurs on or before completion of 60% of the enrollment period.

and

1 applyingthis percentage to the total amount of title IV grant or loan assistance that was disbursed (and that could
have been disbursed) to the student, or on the student's behalf, for the payment period or period of enrollment as of
the student's withdrawatlate.

Example of Return of Unearned Funds Calculation
Clock Hour Institutions

Payment Perid Length 450 Clock Hours
Title IV Federal Aid Awarded for Payment Period $6,000.00
{GdzRSy (i Qa { OKSRdzf SshofWithddaNdiDage¥ ! (i Sy Rl y OS 150 Clock Hours

In this brief example $6,000 of federal financial aid was awarded to a student for a 450 hour period of trahengtudent

withdrew from school after only 150 scheduled hours of attendafexample: the student was scheduled to attend 30 hours

per week and withdrew at the end of the 5th week of enrollmergcordingly, this student was enrolled for 33.3% (150/450)

of the 450 hour payment periodSince the student was enrolled for onl®.3% of the payment period, only 33.3% of the

federal aid was earned by the studerthe remaining 66.7% of the aid that has not been earned must be returned to the U.S.
Department ¢ Education.In this case $4,02(66.7%) of the original aid awarded rhbs returned and only the 1980(33.3%)

2F SINYySR FSRSNIt AR YI& 0S5 I Weiikr&&culdtién isipé&fSrmet fodzl fegefaknid S RdzO |
recipients who withdraw from school during the first 60% of the period of time foiclwimonies were awardedOnce a

student has been enrolled for more than 60% of the payment period, all of the federal aid that has been awarded for that

period is considered to be fully earned.

Calculation of amount of Title IV Assistance earned by tingest if the student withdrawal occurs after completion of 60% of
the clock hours scheduled to be completed for payment period or period of enrollment for the program:

1 Percentage Unearnedlhe percentage of the Title IV Grant or loan assistance thatnbaseen earned by the
student is calculated by determining the completion of the percentage of Title IV Grant or loan assistance earned by
the student

 Total Amount of Unearned Title IV Assistance to be retwthedunearned amount of Title IV assistanae lie
returned is calculated by subtracting the amount of Title IV assistance earned by the student which is calculated
based on the percentage of title IV grant or loan assistance that has been earned by the student

1 Use of payment period or period of enimlent- The treatment of Title IV grant or loan funds if a student withdraws
must be determined on payment period basis for a student who attended a standard semester in an educational
program

Verve Collegenust consistently use either a payment period or period of enrollment for all purposes of this section for
each of the following categories of students who withdraw from the sameteom based or nonstandard teribased
educational program:

1 Students whohave attended an educational program at the institution from the beginning of the payment
period or period of enroliment.

M  Students who reenter the institution during a payment period or period of enrollment.

1 Students who transfer into the institution dug a payment period or period of enroliment

Percentage of payment period or period of enrollment completed
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The percentage of the payment period or period of enroliment completed is determined by dividing the total number of clock
hours in the payment péod or period of enrolliment into the number of clock hours scheduled to be completed as of the
student's withdrawal date. The scheduled clock hours used must be those established by the institution prior to the student's
beginning class date for the paynteperiod or period of enrolilment and must be consistent with the published materials
describing the institution's programs, unless the schedule was modified prior to the student's withdrawal. The schedule must
have been established in accordance with regoients of the accrediting agency and the State licensing agency, if such
standards exist.

The total number of calendar days in a payment period or period of enrollment includes all days within the period that the
student was scheduled to complete, exceqatheduled breaks of at least five consecutive days are excluded from the total
number of calendar days in a payment period or period of enrollment and the number of calendar days completed in that
period.

The total number of calendar days in a paymentige or period of enrollment does not include days in which the student was

on an approved leave of absence or for a payment period or period of enrollment in which any courses in the program are
offered in modules, any scheduled breaks of at least fivaseoutive days when the student is not scheduled to attend a
module or other course offered during that period of time.

Return of unearned aid, responsibility of the institution.
The institution must return, in the order specified below the lesser of:

The total amount of unearned title IV assistance to be returned as calculated based on the total amount of unearned
title IV assistance to be returned

1 An amount equal to the total institutional charges incurred by the student for the payment period avdpefi
enrollment multiplied by the percentage of title IV grant or loan assistance that has not been earned by the student
the percentage unearned

Return of unearned aid, responsibility of the student.

The student (or parent in the case of funds duetBLUS Loan) must return or repay, as appropriate:
1  Anytitle IV loan program in accordance with the terms of the loan; and
1  The portion of a grant overpayment amount that is equal to or less than 50 percent of the total grant assistance that
was disbursedand that could have been disbursed) to the student for the payment period or period of enroliment.

A student who owes an overpayment remains eligible for title IV, HEA program funds through and beyond the earlier of 45 days
from the date the institutionsends a natification to the student of the overpayment, or 45 days from the date the institution
was required to notify the student of the overpayment if, during those 45 days the student:
1 Repays the overpayment in full to the institution;
1 Enters into a rpayment agreement with the institution in accordance with repayment arrangements satisfactory to
the institution; or
1 Signs a repayment agreement with the Secretary, which will include terms that permit a student to repay the
overpayment while maintainingii or her eligibility for title IV, HEA program funds.

Within 30 days of the date of the institution's determination that the student withdrew, an institution must send a notice to
any student who owes a title 1V, HEA grant overpayment as a result sfutlent's withdrawal from the institution in order to
recover the overpayment.

If an institution chooses to enter into a repayment agreement with a student who owes an overpayment of title 1V, HEA grant
funds, it must:
1 Provide the student with terms thapermit the student to repay the overpayment while maintaining his or her
eligibility for title IV, HEA program funds; and
1 Require repayment of the full amount of the overpayment within two years of the date of the institution's
determination that the stuént withdrew.

An institution must refer to the Secretary, when an overpayment of title 1V, HEA grant funds owed by a student occurs as a
result of the student's withdrawal from the institution if:
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1  The student does not repay the overpayment in full to thstitution, or enter a repayment agreement with the
institution within the earlier of 45 days from the date the institution sends a notification to the student of the
overpayment, or 45 days from the date the institution was required to notify the studéthe overpayment;

1 Atany time the student fails to meet the terms of the repayment agreement with the institution; or

1  The student chooses to enter into a repayment agreement with the Secretary.

A student who owes an overpayment is ineligible for titfe HEA program funds:

1 If the student does not meet the requirements on the day following theld$ period; or
1 As of the date the student fails to meet the terms of the repayment agreement with the institution or the Secretary
A student who is ineliglb regains eligibility if the student and the Secretary enter into a repayment agreement.

The Secretary may waive grant overpayment amounts that students are required to return under this section if the withdrawals
on which the returns are based are wittadvals by students

1  Who were residing in, employed in, or attending an institution of higher education that is located in an area in which
the President has declared that a major disaster exists, in accordance with section 401 of the Robert T. Stafford
Disaster Relief and Emergency Assistance Act (42 U.S.C. 5170);

Whose attendance was interrupted because of the impact of the disaster on the student or institution; and

Whose withdrawal occurred within the award year during which the designation occurreduiing the next
succeeding award year.

= =

Order of return of title IV funds
1 Loans.
0 Unearned funds returned by the institution or the student must be credited to outstanding balances on title
IV loans made to the student or on behalf of the student for pagment period or period of enroliment for
which a return of funds is required. Those funds must be credited to outstanding balances for the payment
period or period of enrollment for which a return of funds is required in the following order:
(i) Unsubsiized Federal Stafford loans. (If applicable)
(i) Subsidized Federal Stafford loans. (If applicable)
(iii) Unsubsidized Federal Direct Stafford loans.
(iv) Subsidized Federal Direct Stafford loans.
(v) Federal Perkins loans. (If applicable)
(vi) Fedeal PLUS loans received on behalf of the student.
(vii) Federal Direct PLUS received on behalf of the student.
1 Remaining funds.
o If unearned funds remain to be returned after repayment of all outstanding loan amounts, the remaining
excess must be credited any amount awarded for the payment period or period of enrollment for which a
return of funds is required in the following order:
(i) Federal Pell Grants.
(ii) Federal SEOG Program aid.
(i) Other grant or loan assistance authorized by title IthefHEA.

Timeframe for the return of title 1V funds.

An institution must return the amount of title 1V funds for which it is responsible as soon as possible but no later theys 30
after the date of the institution's determination that the studewithdrew.
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An institution must determine the withdrawal date for a student who withdraws without providing notification to the
institution no later than 30 days after the end of the earlier of the:

1  Payment period or period of enrollment, as appropriate;
1 Academic year in which the student withdrew; or
1  Educational program from which the student withdrew.

Determination of Student Withdrawal

Students may officially withdraw from their training at the institution by submitting a notice of withdrawal to @okch
administrator. The notice should include your anticipated last date of attendance at the school and may be submitted in hard
copy format or by email to a school official. For students who officially withdraw from the institution, your last date of
attendance will be your withdrawal date as well as the date that the institution determined you to have withdrawn.

Students may also be considered to have unofficially withdrawn from the institution. An unofficial withdrawal is deemed to
have occurred whem student has failed to attend classes as scheduled for 14 consecutive calendar days.-dapeédod

does not include periods of leave of absence or scheduled school breaks of 5 or more days. In most cases if a student ceases
attending class and doewt officially withdraw, the student will be considered to have withdrawn from the institution on the

14th calendar day of absenteeism.

If a student has obtained an approved leave of absence and fails to return to classes as scheduled, the student will
considered to have withdrawn from the institution as of the date that the student was expected to return to classes. In all
OFLasSaz &2dzNJ GoAUGKRNY gkt RIGSéET 6gKAOK Ada GKS RIGS dzaSR (2 RS
phystal date of attendance at the institution.

Withdrawal Date

For a student who ceases attendance at an institution that is required to take attendance including a student who does not
return from an approved leave of absence or a student who takes a tefaalesence that does not meet the requirements, the
students withdrawal date is the last date of academic attendance as determined by the institution from its attendance. records

An institution must document a student's withdrawal date maintain the docoragon as of the date of the institution's
determination that the student withdrew.

Student Responsibilities

LG Aa GKS aiddRSyiQa NBalLRyaroAatAlde (2 y22G6AFe G(KS framalll yOAL f !
classes twany point during the term. If students withdraw from all classes at any point during the semester, the Financial Aid

Office will determine whether they are eligible for a cancellation of charges for tuition and mandatory fees; and, if so, the

correct paynent of the refund to the various financial aid programs, beginning with federal loans.
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classes with the intent to withdraw.

If students or parents received funds under federal or school loan programs, it is their responsibility to notify the lender or
holder of loans that they are no longer enrolled on at least atirak basis. Student borrowers of federal or school loans must
also satisfy exit loan counseling requirements.

Cancellation of Charges

In addition to the school refund policy, students who are recipients of Title IV federal financial aid are also coved=iaby fe
refund policies. The federal refund policy providesa prorated cancellation of institutional costs proportional to the duration

of student enrollment only in cases where the student withdraws from all classes. For exatagknts who withdrawfrom all

classes 50 percent of the way through the semestey be entitled to a 25 percent cancellation of charges for institutional
costs if they are continuing students, or a 50 percent cancellation of charges if they are new students. As Title IV federal
financial aid recipients, students are entitled to a celtation of charges under the policy, school or federal, that provides for

the largest refund to the federal financial aid programs from which they received funds.
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Title IV Federal Financial Aid

Students are considered recipients of Title IV federarfcial aid if they have used funds from one or more of the following
programs to meet educational expenses for the semester in question: Federal Stafford Loan (Subsidized and Unsubsidized),
Federal PLUS Loan, Federal Perkins Loan, Federal Pell Grand| Begiplemental Equal Opportunity Grant (FSEOG), and
Federal Work Study.

Institutional Costs
Institutional costs include charges for tuition and mandatory fees.
Refunds and Repayment

If the school cancels charges for tuition and fees and other ingtital costs under either the school refund policy or one of
the federal refund policies, and students used Title IV federal financial aid funds to help cover those costs, the diithncial
office will calculate the amount of the refund to the financial programs.

The amount refunded to financial aid programs will be reduced by any unpaid institutional costs remaining on the student
account for new students who completely withdraw before or on the 60 percent point in time for the period of enrollifnent.
students have a large billing balance at the time of withdrawal, it is possible that no refunds will be made to the faidncial
programs and they may continue to owe the school for unpaid institutional andimiitutional costs. It is also possikieat

once the refund payments have been made, they will owe the school for unpaidnsbtiutional costs, such as health
insurance, phone service and other similar charges.

The amount refunded to financial aid programs will not be reduced by any unpaidjes for continuing students who
completely withdraw on or before the 50 percent point in time. As a result, if they are carrying a billing balance atetloé tim
withdrawal, they may still be liable for unpaid institutional costs as well as anynstitutional costs.

If students and/or their parents made payments to their account in addition to the financial aid funds, it is possibladiey a
their parents may receive a refund after the financial aid programs (including state and universitynpsbdpave been duly
refunded and if no outstanding charges remain on the student account.

TREATMENT OF TITLE IV FUNDS WHEN A STUDENT WITHDRAWS /1S DROPPED FROM A CLOCK HOUR SCHOOL

The Financial Aid Office is required by federal statute to calculatpeéhsentage of earned Title IV Funds received or pending

to be received and to return the unearned funds for a student who withdrew, was terminated or failed to return from an
approved leave of absence. If a student fails to return from a Leave of Absendzate of Withdrawal is the last day the
student attended class before the Leave began. Recalculation is based on the percentage of earned aid using the following
Federal Return of Title IV funds formula:

Percentage of aid earned = the number of schéd@l K2 dzZN&BE Ay GKS LI @YSyid LISNAR2R 02YL
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If this percentage is greater than 60%, the student earns 100% of thardesb Title IV funds or aid that could have been
disbursed.

If this percentage is less than 60%, then the percentage earned is equal to the calculated value.

Funds are returned to the appropriate federal program based on the percent of unearned ragdthusifollowing formula:

Aid to be returned = (100% minus the percent earned) multiplied by the amount of aid disbursed toward institutional dharges.
a student earned less aid than was disbursed, the institution would be required to return a poitioa fonds and the student
may be required to return a portion of the funds. All Title IV funds that the institution must return will be made nchiatets

calendar days after the date the school determines that the student withdrew.

When Title IVdnds are returned, the student may owe a balance to the institution.
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Verve Collegés required to complete Return of Title IV Funds (R2T4) for any student who fails to earn a passing grade in any
semester completed or withdrawn. The institution must deténe the amount of title IV grant or loan assistance that the
student earned as of the student's last date of attendance in accordance with percentage of enrollenient @r period of
enroliment.

Consumer Information.
An institution must providstudents with information about the requirement of Return of Title IV Funds.

Definitions.

T ! GLISNA2R 2F SyNRtfYSyi(dé Aa GKS FOFRSYAO LISNR2ZR SadGlofa
generally assessed (i.e. length of the studepttsgram or academic year)
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1  For a student who provides natification to the institution of his or her withdrawal, the student's withdrawal date as
determined under paragraph (c) of thesction or the date of notification of withdrawal, whichever is later;

9 For a student who did ngorovide notification of his oher withdrawal to the institution, the date that the institution
becomes aware that the student ceased attendance;

Title IV ard Other Student Credit Balances Policy

Paying student credit balances

¢tKS {OK22tQa LRtAOE 2y LI e&Ay3 Ittt {GdzRSydG / NBRAUG . lesl yOSa Aa
A Title IV credit balance occurs whenever the Schodkdrei & ¢ A Gt S L+ LINRPINIY FdzyR& G2 |
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as credit balances not related to Title IV funds directlth®student as soon as possible, but no later than 14 days after:
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payment period; or

1 The first day of classes of the payment period if thedit balance occurred on or before the first day of class of that
payment period.

If the School determines that PLUS Loan funds created a credit balance, the School pays the credit balance amount to the
parent Although FSA regulations gives the Schbel latitude to determine which FSA program funds create an FSA credit
balance, the order of the sources of funds that are applied by the School may be found on the Financial Aid Office webpage
dzy RSNJ dal ylF3S |, 2dz2NJ CAYlIyOGiAYlI YyORED Y BRIARYY ({ il dzBRY & wS Al GAE NI2 &F
Treatment of Title IV credit balances when student withdraws

This treatment applies only to the handling of Title IV credit balances when a student withdraws. When a student withdraws

from the School during a sentes, a Title IV credit balance is handled as follows:

1. The School does not release any portion of the Title IV credit balance to the student, and does not return any portion to the

Title IV programs prior to the performing of the Return Calculatiofi biyS { OK22f Q& CAYylFyOAlLf ! AR h¥FTAC

2. Financial Aid Office performs the Return Calculation, including any existing Title IV credit balance for the period in the
calculation as disbursed aid.

3. Any applicable refund policy (state, accrediting agemsyitution, etc.) is applied to determine if doing so creates a new or
larger Title IV credit balance.

4. Title IV credit balances are then allocated as follows:
a. Any Title IV credit balance must be allocated first to repay any grant overpayment owed by the student as a
result of the current withdrawal. The School must return sfigids to the Title IV grant account within 14 days of the
date the School performs éhReturn calculation. Although not included in a Return Calculation, any Title IV credit
oFfLFyOS FTNRY | LINA2NI LISNRA2R GKIFG NBYlFAya 2y | aiddzRSyidiQa
funds when the School determines the amount of amalf Title IV credit balance when a student withdraws.
Remember, the School must use the final credit balance first to satisfy any current student grant overpayment.
b. Within 14 days of the date that the School performs the Return Calculation, tleSadlysany remaining Title
IV funds.
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Holding credit balances

The School may hold excess FSA funds (credit balances) if it obtains a voluntary authorization from the student or parent.
Because FSA funds are awarded to students to pay current yeareshargtwithstanding any authorization obtained by the
School from a student of parent, the School must gay

M any remaining balance on loan funds by the end of the loan period, and
1 any other remaining FSA funds by the end of the last payment perio@iavilard year for which they were awarded.

Student Services

The services listed in this section are available to all students enrolidraé College To receive assistance in these services,
students must submit a written request to Student Serviceh wie following information:

Name
Class
Contact Information
Service Requested

PwnNPE

Once the request is received, student services will contact the student and communicate the next step to be completed.

Students requesting to receive Career Services raostplete the Graduate Placement Packet and submit ithio office of
Student Services.

Student Resource Center

Students may contact Student Services to check out library resources for 7 days. The student may wish to renew théf resource
there is no waing list. Additional online resources can also be foundexve Colleg@ & ¢ S 6 & A \erSecdildie.edsThed
Student Resource Center is open during normal business hderge Collegalso has online resources available for students.

The online resorces can be located at the following addres$ps:// vervecollege.edlonline-library-resources/

Tutoring

Students wishing to set up tutoring sessions may contact Student Services. The student will be required to fill out a Tutor
Request form and a Tutor Agreement form. Once the form is received by student services, an instructor will be scheduled to
contacti KS aiGdzRSyd G2 &aSi dzld I (dziz2zNRAy3 &aSaarzyo LG Aa GKS aidR

Career Services

Assistance from our Career Services department is the final step before employment. As stated éarlier,©lleges
Educational Advisors and Career Services Coordinators work diligently to help find affiliations and partnerships with various
medical facilities.Verve Collegestaff also works in helping students find employment with these facilities. Websites,
newspapers, and magazines are checked regularly for the most recent job oparéngs.Collegstaff contacts those facilities

and attempts to work out an agreement to send our students over for employment. Our Career Services Manager sends emails,
faxes,and posts jobs on jobspath.com for our students. Leads are given on a regular\basis. Collegalso sends out
resumes of students where seen relevant. Students are encouraged to continue and maintain their job search as well as the
school is providingssistance only. However, the school cannot and does not guarantee employment.

Career Advising
CareerAdvisings the first step in aiding a student to attaining their career objecti&sdent Advisoand Career Advisors are
here to aid students in beginning their path to achieving their employment goals. Career counseling starts the moment an

individual enters through the door. Staff is trained to aid the student in making the correct career chpichedsing the
correct courses to achieve their career aspiration.
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After a student has completed a course he or she receives CArkasingthroughout the entire process. Students receive aid

in various aspects to make them not simply knowledgeablenanfteld that they are attempting to enter, but alsoveell-

rounded marketable employeeVerve Colleg@rovides students with various skills to achieve this. Communications skills and
AlicAround Presentation skills are taught. Students learn how to behadespeak in an interview setting. They receive mock
AYOSNIBASsa OGKIFG LINBLIFNBS GKSY F2NJ I NBFE fAFS aAddzaiame yaF { G dzR
interview process. Student workshops are held on a regular basisist sisglents.

Resume Guidance

Resume Critigue and development is the second component to our Career Development Services. Cover letters and resumes

are the first impression that employers receive of the student or individual. The resume is the filsdggln Ay i 2 |+ &0 dzRS
SELISNASYOSa yR o6l O13INRdzyR® | NB&AdzYS A& Vdrve Coleydffersh resudgeNdi | y G LI
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Educational Advisors and Career Advisors meet with the student to learn their educational and professional background to aid
the student in the proper format of the style of the cover letter and resume. Staff also checks for grammatical errors and
misspellings.n addition,Verve Collegstaff guides the student in the creation tfeir resume to assist in their job search.

Job Placement Assistance

Job Placement Assistance is the final step in the Career Development Services before employmaitdAsadier,Verve
Colleg® &tudent Advisoand Career Advisors work diligently to help find affiliations and partnerships with various medical
facilities.Verve Collegstaff also works in helping students find employment with these facilities. Websitegspapers, and
magazines are checked daily to see who is hirwigrve Collegestaff contacts those facilities and attempt to work an
agreement with the facility in sending our students over for employment. Our Career Advisor sends emails, faxestsand po
jobs on Job Boards for our students. Leads are given on a regular basis. However, the school does not guarantee employment.

Mock interviews are also conducted by the Career Services staff to better prepare students for the most important part of the
job search. Our staff can ask you typical questions asked in most interviews, or tailor the questions for a specifieldaaadr fi

even specific positions. After the interview and for the remaining time, we will provide feedback designed to help yaueimpr
your interviewing approach. The mock interview is an excellent opportunity to see how you present yourself, and to evaluate
your strengths and toee areas requiring improvement.

Access to Student Information

The Family Educational Rights and Privéay of 1974 (FERPA)

This Act, with which the institution intends to comply fully, was designated to protect the privacy of educational regords, t
establish the rights of students to inspect and review the educational records, and to provide guidefities ¢orrection of
inaccurate or misleading data through informal and formal hearings. Students also have the right to file complaints with The

Family Educational Rights and Privacy Act Office (FERPA) concerning alleged failures liytibe testormply with the Act.

Student Records

Students must submit a request in writing to the Administrative Office to access copies of their records during busirgeess hour
Students may not access other students' records at any time. It takes up to 2 weeks falsrecbecome available.

All student records are kept in a secure locationsite up to three years at the corporate location (2625 Butterfield Rd., Suite
102E, Oak Brook IL 60523) before it is transferreahtoffsite storagefacility.

Student recordwill not be released to any promotional or marketing agency without permission of such student unless the
request is in the accordance of the Family Education Rights and Privacy Act. For further information please visit
http://www.ed.gov/policy/gen/quid/fpco/ferpa/index.html
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Request for Certificate or Transcript

Transcripts are tbe requested online averve Colleg@ & ¢ $idps/Avén&college.edicontact-us/transcriptrequest/ . The

first copy issued is at no cost to the studeRar second requesind onward a $10 fee per copy will be chargekhy student
attended 4 years or ma from the time of request will be subject to the minimum transcript fe€ar expedited
transaipt/certificate rush fee of $8 per copywill apply. After the completion of class a minimum of 30 business days is
required to prepare and release TranscripC&rtificate of CompletionTranscript & Certificate of Completion are held and will
not be released for students who have not paid their entire tuition in full and or complied witlpletion of their enrollment
and/or financial aid files. Processing@drtificate and transcript takes up to two weeks.

Scheduling Appointments

Students may contact Student Services to schedule appointments to meet with the Dean of Nursing, Director of Education or
Administration. The student must first subnaitvritten request including the following information:

1. Their name, class, and contact information

2. Whom they would like to meet with

3. What the requested meeting is regarding.

Once the request is received, student services will contact theestiwhen the meeting is scheduled.

Accommodationsand Service$or Students with Disabilities

To be eligible for accommodations throulglerve Collegestudents must have a documented disability condition as defined by

the Americans with Disabilitiesct of 1990 (ADA), the Americans with Disabilities Act Amendments Act of 2008 (ADAAA) and
Section 504 of the Rehabilitation Act of 1973. Under the ADA and Section 504, a person has a disability if he or sl@ has: (a)
physical or mental impairment that satantially limits one or more major life activities (such as walking, standing, seeing,
speaking, hearing, sitting, breathing, reading, learning, thinking, performing manual tasks, taking care of oneself)a(b) has
record of such impairment; or (c) is @gled as having such an impairment.

Please contacVerve Collegé4) weeks before the semester, or immediately following diagnosis of a disability to discuss your
accommodation needs. An appointment can be made by calling763®999 or emailingnquiry@vervecollege.eduStudents

with disabilities are required to provide documentation of their disability and how it may limit their participation inesours
programs, services, activities and facilitied/efve College

Students wishing to request specatcommodations must first fill out a Special Accommodations Inquiry Form. This form can
be obtained from your Student Services representative.

Verve Collegavill write an individualized Letter of Accommodation (LOA) which certifies that the studerat Hesbility, and
describes the reasonable accommodations approved/ége CollegeThe LOA will be provided to the student and faculty to
contact Verve Collegéf there are concerns or questions about the accommodatidferve Collegevill work with schol
personnel and students with disabiliies to resolve disagreements regarding recommended academic
adjustments/modifications. The student should nofifgrve Collegd their disability changes in any way.

Students with disabilities are encouraged, butino NB1j dzA NERE (G2 NBIAAGSNI 6AGK adlisS NBI
Administration, or similar agencies in order to obtain the full range of services to which they might be entitled.

Students requesting disabilielated accommodations are requiréd provide current (within the last five years) diagnostic
documentation from a licensed clinical professional familiar with the history and functional implications of their respective
disabilities. Disability documentation must adequately verify the ratamd extent of the disability in accordance with current
LNEFSaaAirzylt aidlyRFNRa |yR (SOKyAljdzSaz FyR Al Ydzaid Of SF NI
accommodation requests.

All documentation must be submitted on the official lettedd of the professional describing the disability. The report cannot
be handwritten. It should be dated and signed and include the name, title, and professional credentials of the evaluator,
including information about license or certification. In generiélis not acceptable for such documentation to include a
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manifestations of multiple disabilities must provide evidence of alhsuonditions.

Disability documentation submitted tderve Collegehould conform to the following criteria:

Please note that any documentation for testing for the disability and any accommodation to be provided are not acceptable
from any other Individud Educational Program or any school.

In the event that a student needs a note taker or translator as per the required accommodativesye Collegewill allow

the student to have a note taker or translator present approved Bgrve Collegehowever itisti KS &G dzZRSy i Qa NB & LJ2
to fund the note taker or translatorVerve Collegeloes not pay for translators or note takers for enrolled students needing

such accommodations.

ALL DOCUMENTATION MUST INCLUDE:

w 'y ARSYGAFTAOFIGAZ2Y 2F GKS RAAlIOAfAGROAL®
w !sgessment of how the disability(s) affect your functioning.
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This information will be shared only with the appropriate faculty and staff. All HIPAA regulations will be maintained and the
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Students with Disabilities are entitled to and provided all of the services offeredebye Collegéo its student body. This

includes but is not limited to career and placement services. The transfet paitly for Students with Disabilities the same as
for all students. Please see the Transfelidy in the Student Handbook.

Photo Releases

Verve Collegenay take photos on occasions. Any students involved in photo sessions will be asked to sign a release and
consent form to allowerve Collegé post the image for publishg or advertisement purposes.

Health Services

Verve Collegeéoes not have health services on campus. Should a medical incident or problem occur, the student will be asked

to contact their own physician or health care provideri KS LJ} NI YSRAOa gAtt 06S OFttSR 2y GKS
the nearest mettal facilityas needed

Emergency Preparedness

An Emergency Planning binder is located at the front reception, in the student resource room and the administrative office.
Emergency evacuation maps are located strategically on campus. A first aidl&it available on premisei the case of an

emergency, students will be asked to evacuate in an efficient and orderly fashion if an alarm goes off.

Annual Security Report

Verve Collegés required to publish an annuakcurity reportd ¢ KS & Odanual secudty répbris Sai e found at
http:// vervecollege.edliesources/campussecurity/.

School Violence Zero Tolerance Policy

ZERO TOLERANCE FOR GUNS AND OTHER @USIBEHAPONS

It is a violation of thechool policy and state law for any person to carry a firearm or dangerous weapon on school premises, or
any affiliates ofVerve Collegesuch as clinical sites. Dangerous weapons include but are not limitiaoms, sling shots,

sand clubs, metal knuckles, daggers, dirks, spring blade knives, nun chucks sticks, throwing stars, air guns, stun guns, and
devices intended to injure a person by an electric shock.
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{OK22t Tl OALNESS 322 WIRiahatzath EbiEorEs ofthis policy will result suspension or dismissal from the
program, if the student acts with malice, displays instrument that appears to be a firearm on school on school premises, or
areas of facilities while being used exclusivelysichool activities.
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The security of students, faculty, staff and administratiodésve Colleg@ & (i 2 LJ VeI @legduill ibtdolerate any acts
or threats of violence. Any written or verbal comments and or gestures that are deemed threatening in any way to other
students, faculty, staff or administration will not be tolerated. The student will be expelled immediately from school.

Such acts or threats of violence will be refealto the local authorities.

Student Code of Conduct
All students are required to act professional and civilized while attenderge College

If a student commits or attempts to commit a violation tbe Student Code of Conduct on the institution premises, event,
function or activity sponsored or supervised by the Institution, discipline and sanctions may be imposed on the student. (See
Degrees of Student Discipline)

Violations of the Student Code 6bnduct include, but are not limited to:

1. Offenses involving drugs, controlled & illegal substancesdyrts etc. The abuse or (unauthorized) possession of
prescription medication, intoxicants, or materials dangerous to public safety (weapons, explpsiges, etc.)
Unauthorized and/or illegal possession, use or distribution of any alcoholic beverage.

3. Violations of the facility rules; including, but not limited to: parking regulations, smoking, and rules of us&/efke

Collegeproperty

Theft of progrty or service

Trespassing on institutional property or other unauthorized use of Institutional property or services such as

unauthorized use of Institution's Computer Network

6. Abuse/Misuse or Unauthorized Use of Institution's Documents. Modificationrutegin, misuse or fraudulent use of
the official Verve Collegelocument or allowing use by an unauthorized person. Institution's documents include, but
are not limited to: Identification cards, charge slips, student files, office files, grade reporisctifts, receipts.

7. Actions which negatively affect the institution's interests Actions which violate the student code of conduct or the law
or which intentionally and substantially affect the interest of tkferve Collegeeven if such actions take place
beyond/outside the institution premises or property ordérve Collegeponsored events

8. Fines/Reimbursement. Actions which result in destruction, loss or damage of property belon¥ier/éCollegand
others, or in elevated maintenance or repair costs fthe Institution or others, may result in the mandatory
repayment of the costs. In the case of injury inflicted to any person, payment of all emergency, hospital, medical and
other services of the injured person may be required. Proof of full paymentgaired to clear the student's
disciplinary record. Failure to make payment may result in further discipline. The penalty may be applied in
combination with other type's disciplinary actions at the time of the original decision.

9. Conduct which constituteBarassment or abuse that threatens the physical or mental-balhg, health or safety of
any individual.

10. Assault and or battery

11. Sexual assault or sexual harassment of another person.

12. Academic dishonesty including, but not limited to cheating, plagiarizinfurnishing false information on such forms
as transcripts or applications for admission

13. Disrupting the peace, the education process or related activity

14. Failure to comply with the direction of an authorized institution employee or representative wiperfsrming
his/her duties

15. Any conduct that constitutes a violation of the terms of any discipline imposed in accordance with procedure.

16. Any conduct that constitutes a violation of a Federal or State law, local, ordinance, or institution rule or regulatio

17. Disruptive or unprofessional classroom or clinical behavior is not permitted and may result in removal from the class
or clinical for the remaining timeShould inappropriate behavior occur, a misconduct report will be submitted by the
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instructor and wil remainin the student's permanent fileln case of withdrawal, these hours will be counted as
completed and the student will not be eligible for tuition reimbursement for any unexcused hours of absence.

18. Verve Collegeeserves the right to terminate anyuglent's enrollment on the basis of misconduct, misbehavior, or
refusal to abide by institutional policies. Should a student be dismissed from the program due to unprofessional
behavior,Verve Collegavill retain the tuition fee for the percentage of classattended plus ten percent of the total
tuition and will not provide reimbursement for any previous fees (application, registration, books, etc

19. A student who fails to maintain satisfactory progress, misses classes without notice, violates safedtioregul
interferes with other students' work, is disruptive, obscene, disrespectful, unprofessional, under the influence of
alcohol or drugs, is impolite, offensive, discourteous to any faculty member, staff, or management, or does not make
timely tuition payments, is subject to immediate termination and refund if any will apply as per policy stated in the
enrollment agreement.

20. Students are expected to arrive on time for each theory and scheduled clinical session. Students who demonstrate
blatant disregardor these standards despite one oral and one written warning will be subject to termination from
the program.

21. Students are expected to neither receive nor give assistance on class assignments or examinations unless previously
approved by the professoCheating, plagiarism, copying and any other behavior that is contraketee College
standards will not be toleratedAny students found guilty of committing such offenses will be given a warning for the
first offense and a misconduct report will be suitted by the instructor and will remain in the student's permanent
file. Should a second breach in academic integrity occur, the student will receive an "F" in the course and will be
immediately withdrawn from program. It is the student's responsibildybe familiar with the academic integrity
policies.

22. Usage of electronic devices such as mobile phones, pagers, iPods, CD players, etc. is prohibited in all classrooms.
Students using electronic devices during class will be asked to leave class for #igimgrtime. These hours may not
be made up and will count towards the student's total number of hours absent and are considered an unexcused
absence. A misconduct report regarding the usage of electronic devices will be submitted by the instructod and wil
remain in the student's permanent file. In the case of withdrawal, these hours will be counted as completed and the
student will not be eligible for tuition reimbursement for any unexcused hours of absence.

23. Students arenot permitted to use the internetor computers during class time without the explicit permission of
instructor. Students are prohibited from using computers for personal purposes (e.g. Face Ndpgixace Twitter,
shopping, personal email, ejcatany time Students using computers inaggriately will be asked to leave class for
the remaining time. These hours may not be made up and will count towards the student's total number of hours
absent and are considered an unexcused absence. A misconduct report regarding the inappropriate fusage o
computers will be submitted by the instructor and will remain in the student's permanent file. In the case of
withdrawal, these hours will be counted as completed and the student will not be eligible for tuition reimbursement
for any unexcused hours obsence.

24. Students arenot permitted to have food and/or beverages in the classrooms and labs with the exception of bottled
water.

25. Students are required to assist in keephMerve Collegeeat, orderly, and sanitary. Students are expected to keep all
areas {ean, dispose of trash properly, and pick up after themselves at all times.

26. Absolutely no visitors, family members, or friends are permitted in the classrooms, cafeteria, and laboratories. These
areas are for students only.

27. Do not leave personal items uriahded. Verve Collegés not responsible for lost or stolen itemgerve College
encourages students to label personal items, such as books, with their name.

28. Transportation to and fromVerve Collegeand clinical locations is the individual responsibility of the student.
Problems with transportation are not a valid excuse for missing or being late to class, lab, or clinical. Absences related
to transportation issues will be unexcused.

29. Threats / endangrs any other students, faculty or staff, physical or mental will being.

30. A student who is pregnant or becomes pregnant during the duration of the program must provide written permission
from her physician stating that she is medically fit to continue epghogram. Information regarding pregnancy must
be disclosed td/erve Collegelue to the nature of the training program and internship/externship requirements. The
ability to perform strenuous activities during theory, labs, and clinical is required.stiident should become
pregnant during enrollment, the physician's approval must be received/dérye Collegeat the earliest point
available. The student bears the responsibility of the welfare of herself and her child and cann¥eneédCollege
the cinical site, or other affiliates to any liability whatsoeveerve Collegethe clinical sites, and other affiliates will
not be held liable due to student negligence or nondisclosure regarding pregnancy and/or state of health.
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Violation of Policies

Vewe Collegéhas Zero tolerance Policy for any Violation of the institution and or programmatic. Violations of any
conduct that constitutes a violation of the terms, Student Code of Conduct, Academic Integrity, Federal or State law,
local Ordinance, or ingtition rule or regulation of any discipline are imposed in accordance with procedure stated
below.

Degrees of Student Discipline

Students may be subject to one or more of the following penalties if they amerirtompliancewith any of the above student
code of conduct.

1. Written Warning: The student will be given a written notice that the student has violsete Colleg@ & NXzt S &
and/or student code of conductShould further violations occur a more severe disciplinary action will be taken.

2. Probation: The student will be given a period of time that if any additional violatioccur, the student may be
suspended or dismissed frowerve College

3. Suspension: The student will not be allowed in any classes or clinical during a period of time. Dususpémsion,
the student will be marked as absent from the classes and clinical and will be required to make up the missed hours
as per the attendance policy.

4. Dismissal Expulsion The student wilbe permanently terminated fronVerve College

Drug & Acohol AbusePrevention

Verve College has a zemlerance policy for drug and alcohol abuse. Unlawful possession, use, distribution of drugs or alcohol,
or suspicion (smelbvill result in the student in question being drug tested. Students that test positive for drugs or alcohol will
be immediately dismissed from the program.
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Unlawful possessiqruse, distribution of drugs or alcohol will be reported to the local police department.
Students will also lose financial aid eligibility should the student be found guilty of drug or alcohol abuse.

Copyright Policy

1 What is a Copyright Infringement?
Copyright infringement is the act of exercising, without permission or legal authority, one or more of the exclusive rights
granted to the copyright owner under section 106 of the Copyright Act (Title 17 of the United States Code). These rights
include theright to reproduce or distribute a copyrighted work. In the Blearing context, downloading or uploading
substantial parts of a copyrighted work without authority constitutes an infringement.

1  Criminal Penalties for Violation of Federal Copyright Laws
Penalties for copyright infringement include civil and criminal penalties. In general, anyone found liable for civil topyrigh
infringement may be ordered to pay either actual damages or "statutory” damages affixed at not less than $750 and not
more than$30,000 per work infringed. For "willful" infringement, a court may award up to $150,000 per work infringed. A
court can, in its discretion, also assess costs and attorneys' fees. For details, see Title 17, United States CodBp&ections
505. Willful ceyright infringement can also result in criminal penalties, including imprisonment of up to five years and fines
of up to $250,000 per offense.

1  Exclusive Property
All equipment, services and technologies provided to students as parenfe Collegeomputer system constitute the
exclusive property oWerve CollegeSimilarly, all information composed, transmitted, received or stored viavtere
Collegecomputer system is also considered the propertyMa&rve CollegeAs such, all stored information $sibject to
disclosure to management, law enforcement and other third parties, witlititout notice to the student.

1  Student Responsibilities
Students are responsible for complying with copyright law and applicable licenses that apply to softwaréodilesents,
messages and other material they wish to download, copy, or transmit. This includesopsser sharing of files and
applications. Proprietary materials belonging to entities other than the student should not be stored or transmitted on the
Verve Colleg® &-Y ISA aeadasSy 2N Al GKS {OK22fQa LYyGSNYySaG O2yySOda
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prepared or created by another school/company or individual must respect any attached copyrights and may not copy,
retrieve, modify or forwad such copyrighted materials, except with written permission of the lawful owner. Students
receiving electronic files via théerve Colleg@ &mafb system or Internet connection should ensure that the sender is the
lawful owner or has obtained the necesy license or permission.

1 Policy Violation
Verve Collegenonitors and filters all internet activity and provides regular reports of internet use to the office of the Vice
President for Student Development. Therefore, to avoid disciplinary or crimgmaequences, students should be very
careful to investigate any material obtained via the Internet to be sure it is legal before copying. Students found to be in
violation of any part of the policy will be subject to disciplinary action up to and incla@ingssal from the University. Any
known or suspected violations of copyright infringement should be reported immediately to the office of the Vice President.

Grievance Policy

Student/faculty/instructor grievances are handled by a clearly written aodsistent process according to an established
protocol, communicated to affected partie&rievances must be typed and submitted via email, letter, or usingviree
CollegeGrievance Form.

Grievances could be initiated fany of the following reasons: acts of any physical actiots af pressure or intimidation;cis

of bulying or sexual harassment andts of discrimination based on color, sex, race, nationality, disability, age, marital status
and religious belief. I& student/faculty member needs to report a grievance against the instructor, school or any other
member, the student/faculty member should complete the Grievance Report and follow the hierarchy of the organization. The
organizational chart is below:

Verve College Organizational Chart

President and CEO
Maveen Bindra

Vice President |

and COO ‘
| Nitasha Bindra |
. )

Nursing Administrator Campus Manager |
Katherine Mitchell-Ollie Mayra Gutierrez
[ ) [
[ | [

Director of [inii = id Advi N Accounting missions
le_rel:ltor of g Clinical and Lab Finacial Aid isors Accounti S
Student Advisor Lurriculum and ge f : anielle Brown,
- 1 Facu Manager Monica Fiala, fizbeth) Mamne_z, Linda Norman,
Leona Anderson Development Roschell Holbert, Vanessa Mendoza, Nara Shoovdoi, Claudia Villanueva,
Michelle Agnoli Florence Edmon Jasmine lackson Christina Shao Saba Chaudhary,
- ) - - - ~ / ! Zakiyyah Seifullah,
N | J 7 \ Tywana Gill
\ N — —bl
Faculty ‘

|
| ) I
. ' Students ‘
Students ‘ R — ..

Should agrievance report remain unresolved for any reason at the level of organizational hierarchy, the grievance will then
proceed to the next level of hierarchy as outlined below:

1

1
1
1

Students must address any and all academic related grievance to their instructor. Student must address nonacademic
related grievance to the class coordinator or Campus Manager

Staff or Faculty must addressetigrievance to the Nursing Administrator, Deaf Instruction or campus manager.

The Dean, Director of Education or campus manager must address the grievance with the Vice President.

The Vice President must address the grievance with the President.



Verve Colleg&chool Catalog 20182019

Complaint

COMPLAINTSGRAINSTS THIS SCHMALY BEREGISTERED WITH BARARD OF HIGER EDUIOA:

Illinois Board of Higher Education

Division of private Business and Vocational Schools
1 N. Old State Capitol Plaza, Ste., 333

Sprindield, lllinois 627011377

Phone Number: 21:782-2551

Complaints can beegistered through the IBHE online complaint system at http://complaints.ibhe.org/, accessible through the

alSy 0e 0a Kewi.bhdlod.S o
Complaints can also be reported to Council on Occupational Education (COE):

Gouncil on Occupational Education
7840 Roswell Road

Building 300, Suite 325

Atlanta, GA 30350

Phone Numberg800-917-2081

Support & Rehabilitation Resources

Depression/Suicidal Thoughts

Your safety anavell-beingis a priority forVerve College

Feeling overwhelmed with the balance of family, school, and work are not uncommon for students, their families, and/or
significant others. Whether it be in relation to stress related demands or personal/private life issues, these again are not
unusual occrrences; however, may cause a student to feel less than their best. Please feel free to make an appointment with
the Director of Education or any other member of #erve Collegéeam that you may feel comfortable with and we will more

than happy to speatwith you and/or assist you with developing a plan that may help you in your current situation or need.

ThoughVerve Collegsstrives to assist our students in any way possible, there are some areas that are out of our realm of
expertise. If you become so overwhelmed and/or feel depressed to the point of suicide please do not hesitate to call the
National Suicide Prevention Hioik at 1.800.273.8255.

Rehabilitation Resources

Additional resources for other rehabilitation can also be found below:

Alcoholism and Drug Detox Help
106 West Calendar Ct Suite 142
LaGrange, IL 60525

Phone: (708) 392994

Gateway Foundation Alcohol &y Treatment
4301 West Grand Ave

Chicago, IL 60651

Phone: (877) 321326

National Institute on Drug Abuse:
http://www.drugabuse.gov/drugsabuse
Finding Treatment for Substance Abuse and Mental Healthics:

~
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http://findtreatment.samhsa.gov/

Sexual Harassment

The courts have determined that sexual harassment is a form of discrimination under Title VII of U.S. Civil Rights Aetsof 196
amended in1991.

Policy Statement

It is the responsibility of each individual employee and program participant to refrain from sexual harassment, andrighg the
of each individual employee and program participant to work in an environment free from sexua$iesat.

Definition of Sexual Harassment

According to the Illinois Human Rights Act, sexual harassment is defined as:
Any unwelcome sexual advances or requests for sexual favors or any conduct of a sexual nature when
1. Submission to such conduct is madéheitexplicitly or implicitly a term of condition of individual's employment.
2. Submissions to or rejection of such conduct by an individual is used as the basis for employment decisions affecting
such individual, or
3. Such conduct has the purpose or effectsabstantially interfering with an individual's work performance or creating
an intimidating, hostile, poffensive working environment

Other conduct commonly considered to be sexual harassment includes:

9 Verbal: Sexual innuendos, suggestive comments, sshitmor and jokes about sex, anatomgr gender- specific
traits, sexual proposition, threats, repeated request for dates, or statements about other employees, even outside of
their presence, of a sexual nature.
9 Nonverbal: Suggestive or insulting sosn(Wwhistling), leering, obscene gestures, sexually suggestive bodily gestures,
"catcalls", "smacking" or "kissing" noises.
Visual: Posters, signs, pips or slogans of a sexual nature.
Physical: Touching, unwelcome hugging or kissing, pinching, brusieifmptly, coerced sexual intercourse, or actual
assault.

E ]

Sexual harassment most frequently involves a man harassing a woman. However, it can also involve a woman harassing a man
or harassment between members of the same gender.

The most severe and overt fos of sexual harassment are easier to determine. On the other end of spectrum, some sexual
harassment is more subtle and depends to some extent on individual perception and interpretation. The trend in the courts is
to assess sexual harassment by a stadds#rwhat would offend a "reasonable woman" or a "reasonable man", depending on
the gender of the alleged victim.

An example of the most subtle form of sexual harassment is the use of endearments. The use of terms such as "honey",
"darling" and "sweetheattis objectionable to many women who believe that these terms undermine their authority and their
ability to deal with men on an equal and professional level.

Another example is the use of a compliment that could potentially be interpreted as sexumtune. Below are three
statements that might be made about the appearance of a woman in the workplace:

"That's an attractive dress you have on."
"That's an attractive dress. It really looks good on you."
"That's an attractive dress. You really fill it ouell."

The first statement appears to be simply a compliment. The last is the most likely to be perceived as sexual harassment,
depending on individual perceptions and values. To avoid the possibility of offending an employee, it is best to folls® a cou
of conduct above reproach.
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Responsibility of Individual Employees or Program Participants

Each individual employee or program participant has the responsibility to refrain from sexual harassment in the workplace.

An individual or program participant whsexually harasses a program participant or fellow program participant is, of course,
liable for his or her individual conduct.

The harassing employee or program participant will be subject to disciplinary action up to and including discharge @ dismiss
from the program in accordance with program policy.

Responsibility of Supervisory Personnel

Each supervisor is responsible for maintaining the workplace and program environment free of sexual harassment. This is
accomplished by promoting a professional eomiment and by dealing with sexual harassment as with all other forms of
employee and program participant misconduct.

The courts have found that organizations as well as supervisors can be held liable for damages related to sexual hayassment b
a manager,supervisor, employee, or third party (an individual who is not an employee or program participant but does
business with an organization, such as a contractor, student, client, or speaker).

Liability is either based on an organization's responsibility @intain a certain level of order and discipline, or on the
coordinator or director acting as an agent of the organization or program. As such, the coordinator/director must act quickly
and responsibility not only to minimize their own liability but alsattbf the agency or program.

Specifically, a coordinator or director must address an observed incident of sexual harassment or a complaint, with sgriousne
take prompt action to investigate it, report it and end it, implement appropriate disciplinariogctind observe strict
confidentiality. This also applies to cases where an employee or program participant tells the supervisor about behavior
considered sexual harassment but does not want to make a formal complaint.

In addition, the director must ensarthat no retaliation will result against an employee or program participant making a sexual
harassment complaint.

Procedures for Filing a Compliant

An employee or program participant who either observes of sexual harassment should deal with the inckedi(ectly and
firmly as possible by clearly communicating her/his position to the supervisor or program coordinator, and offending employee
It is not necessary for sexual harassment to be directed at the person making the complaint.

The following step may also be taken: document or record each incident (what was said or done, the date, the time, and the
place). Documentation can be strengthened by written records such as letters, notes, memos, emails, and telephone messages.

No one making complaint Wibe retailed against even if a complaint made in good faith cannot be substantiated. In addition,
any witness will be protected from retaliation

The process of making a complaint about sexual harassment falls into several stages.

9 Formal Written ComplaintAn employee or program participant may also report incidents of sexual harassment
directly to the Vice President of Operation. The Vice President of Operation will counsel the reporting employee or
program patrticipant and be available to assist witnfjlia formal complaint. The Director will fully investigate the
complaint, and advise the complainant and the alleged harasser of the results of the investigation.

T Resolution Outside Department. It is hoped that most sexual harassment complaints and tmaderbe resolved
within an agency. However, an employee has the right to contact the Illinois Department of Human Rights (IDHR) or
the Equal Employment Opportunity Commission (EEOC) about filing a formal complaint. An IDHR complaint must be
filed within 180 days, complaint with the EEOC must be filed within 300 days.
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An employee or program participant who is suddenly transferred to a lower paying job or passed over for promotionngfter fili
a complaint with IDHR or EEOC, may file a retaliation chasgedae within 180 days (IDHR) or 300 days (EEOC) of the alleged
retaliation.

An employee or program participant who has been physically harassed or threatened while on the job or while participating in
the program may also have grounds for crimicirges of assault and battery.

False and Frivolous Complaints

False and Frivolous charges refer to cases where the accuser is using a sexual harassment complaint to accomplish some end
other than stopping sexual harassment. It does not refer to charges madeoid faith which cannot be proven. Given the
seriousness of the consequences for the accused, a false and frivolous charge is a severe offense than can itself result in
disciplinary action.

Sexual Violence Policy Statement

Verve Collegés committed topreventing sexual violence in all forms, including dating violence, domestic violence, sexual
assault, and stalking, and will take appropriate remedial action against any individual found responsible for actsan wgiolati
this policy. Acts of sexualolence may also constitute violations of criminal or civil lawVerve Colleggolicies requiring
separate proceedings.

General Policies

Classrooms

Each classroom is equipped with all necessary materials for proper instruction. Each classroom has a computer station for eac
student, comfortable chairs and ample student workspace for each person, LCD projectors, flip charts, and instructiogal and d
erase boards. Classrooms can accommodate anywhere from 10 to 40 students in a classroom setting.

Medical Laboratories

Medical labs are fully equipped with hospital beds, examination tables, practice mannequins, wheel chairs, upright scales,

medication arts, human skeleton displays, and other necessary medical equipment for effective hands on training. A typical
Lab session is usually held with 10 at a time to ensure adequate demonstration of each skill.

Equal Opportunity Assurance Statement

It is the wlicy of Verve Collegeo comply with Section 188 of the Workforce Investment Act of 1988 (WIA), which prohibits
discrimination against all individuals in the United States on the basis of race, color, religion, sex, national origexuade,
orientation, disability, political affiliation or belief, and against beneficiaries on the basis of either citizenship/status adlg lawf
admitted immigrant authorized to work in the United States;

Verve Collegeomplies with Title VI of the Civil Rights Act of 1964, as amended which prohibits discrimination on the bases of
race, color and national origin;

Verve Collegeomplies with The American with Disabilities Act of 1990 and Section 504 of the Rehabiltettioh1973, as
amended, which prohibits discrimination against qualified individuals with disabilities;

Verve Collegecomplies with Section 188 of the WIA also provides that person with disabilities must be provided with
reasonable accommodations and mifications for their disabilities. The section also requires that individuals with disabilities

be given services alongside (not segregated from) people without disabilities, unless the program or activity providieg servi
performs an individualized ass&ment of a particular individual with a disability and concludes that the individual needs

special, segregated services.
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Verve Collegemployee only complies with The Age Discrimination in Employment Act of 1975, as amended, which prohibits
discriminationon the basis of age;

Verve Collegés an "equal opportunity employer" and "auxiliary aids and services are available upon request to individuals with
disabilities".

The Board & Administrative Officers

Verve College

AcademidOfficers

Katherine MitcheHOllie, NursingAdministrator
Michelle Agnoli, Director of Faculty & Curriculum
Development

RoschelHolbert, Clinical and Lab Manager
Florence Edmon, Clinical and Lab Manager
Leona Anderson, Student Advisor

Executive Officers of the School
Naveen BindraPresident &CEO
Nitasha Bindra, Vice President & COO

Members of the Board

Naveen Bindra, President & CEO
Nitasha Bindra, Viceresident & OO0
Mahomed Oudego, CPA

Rishi Agrawal, Esq

Katherine MitchelOllie, MSN, AND

Campus Manager and Registrar
Mayra Gutierrez, Associate in Business Administration, pursing Bachelors in Business AdministraBoookak

Faculty

Name Credential/ Highest Degree Awarded Part-Time / Full-Time
Lillie Smith MSN Grand Canyon University PartTime
Leona Anderson MSN North Park University FultTime
Florence Edmon MSN Governors State University PartTime
Roschell Holbert BSN Saint Xavier University Full-Time
Akansha Laakso BSN Aurora University PartTime
Lalane Bernardo BSN Las Pinas College PartTime
Shari Mendelson BSN Rush University FultTime
Katherine MitcheHOllie MSN SaintXavier University FultTime
Rose LoftindJohnson MSN Benedictine University FulkTime
Adesumbo Anjorin MSN Chamberlain College of Nursing PartTime
Tonya Woods MSN University of Phoenix FultTime
Michelle Agnoli MSN Benedictine University PartTime
Lei Toquero MSN Southwestern University PartTime
Carol Taylor Lagredelle MSN University of Phoenix PartTime
Eileen Devlin MSN Rush University PartTime
JenniferParker BSN Chamberlain College of Nursing PartTime
Jodi Loverme MSN WesternGovernors University PartTime
Cynthia Williams MSN Northern lllinois University PartTime
Ashley Otero MSN Benedictine University PartTime
Cynthia Williams BSN; Northern lllinois University PartTime
Neelam James BSN; Grand Canyon University PartTime
Reni George MSN¢ Grant Canyon University PartTime
Jerrika Malabunga BSN; Chamberlain College of Nursing PartTime
Richard Yenkong MSN¢ Lewis University PartTime
Megan Santiago MSN¢ Chamberlain College of Nursing PartTime
Rozlyn Walls MSN Olivet Nazarene University PartTime
Dr. Naseem Hussain MD- Bangalore University PartTime
Dr. Ahuja Tanjot MD- Bharati Vidyapeeth PartTime
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Staff
Name, Title Credential/ Highest Education Level Part-Time / FultTime
Ash Bindra, Assistant Manager BS, MS, Pursuing MBA FulkTime
Jasmine Jackson, Financial Aid Advisor . OKSt2NDRa Ay ! 002dzy A Y3 FulkTime
Monica Fiala, Financial Aid Advisor . FOKSt2NDRa Ay wyaOr2 EziBADKAY FullTime
Vanessa Mendoza, Financial Sigpervisor . FOKSt2Nna Ay {OASyOS FulkTime
Danielle Brown, Admissions Supervisor Associates in Childhood Development FultTime
Linda Norman, Admission and Student Services Bachelors irArts ¢ Psychology FultTime
Claudia VillanuevaAdmissions an8tudent Services Associates inArts- Education FulkTime
Saba Chaudhary, Admissions and Student Servic . | OKSf 2 NRa Ay . dzaiAySaa al ) FulTime
Management
Tywana Gill, Admissions and Student Services . F OKSt 2NDRa Ay {20Az2t23e& FulkTime
Zakiyyah Seifullah, Admissions and Student Servi ! é 2 OAlL GSQa Ay [AO6SNIf | NIi & FulTime
Nara Shoovdoi, Staff Accountant abdadSNnRa Ay ! O002dzyidAy3 FulkTime
Christina Shao, Staff Accountant I () St2NRa Ay ! 002dzyGAy3 FulkTime
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Institutional Disclosures Reporting Table
Reporting Period: July 1, 2016-June 30, 2017
Per Section 10935200 of 23 TIl. Adm. Code 1093:

Institution Wame: Verve Collage

The following informanon wust be submuted to the Board annually; fatdure to do se s grounds for immediate revecaton of the permut of approval

LEN- Verve
LFN- Oak LEHN- College
Program Name Brook Chicazo Agzrezate
Disclosure Reporting Category CIp* 51.3901 51.3901 51.3501

S0C*|  29-2061 29-2061 29-2061

A) For zach prosram of study, report:

1} The number of students who ware admittad in the program or course of instruction® as of

July 1 of this reporting period. 102 55 151
2} The number of additional students who wers admitted in the program or course of instruction during the next 12 months and classified in one of the following
caterories:

a) New starts 30 55 135

b} Re-enrollments G 3 12

¢} Transfers into the program from other programs at the school 0 0 0

3} The total number of students admitted in the program or covrse of mnstruction duning the 12-
month reporting pericd (the number of stedents reported vnder subsection Al plus the total
number of students reported vnder subsaction A2). 191 117 308

4) The number of students enrolled in the prosram or course of instruction during the 12-month reporting period whe:

a) Transferred out of the program or course and into another prosram or course at the 0 0 0
by Comgplzted or sraduated from a program or courss of instruction 23 17 40
¢) Withdrew from the school 56 33 91
&) Are still enrolled 112 63 177

5) The number of students enrolled in the program or course of instruction who wers:
2) Placed in their fi=ld of study 15 13 28
b) Placed in a related field 0 0 0
¢} Placzd out of the field 0 0 I
d) Not available for placement due to personal reasons 3 0 3
2) Not emploved 3 4 k]

B1) The number of students who toolk a State licensing examination or professional

certification examination, if any, during the reporting period. 20 16 36

B2) The number of students who took and passsd a Btate licensing examination or professional

certification examination_if any, during the reporting period. 20 16 36

C) The number of graduatzs who obtainad employment in the field who did not vse the school’s

placement assistance during the reporting period; such information may be compiled by

reasonable efforts of the school to contact praduates by written correspondence. 15 13 28

D) The average starting salary for all school gradeatzs smplovad during the reporting period;

this information may be compilad by reasonable efforts of the school to contact zradvates by

written correspondence. $22.27 523.10 $2263
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