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Welcome to CALC, Institute of Technology

Investing in education is a serious decision. When you explore training options that may increase your salary level
and employment potential, you are, in effect, investing in yourself. At CALC, Institute of Technology we encourage
a student population of responsible adults because we know that they are the best learners.

At CALC, Institute of Technology, we concentrate on job specific training. Our well-established, long-term
relationships with area employers keep us alert to any new developments or trends in the workforce. Our goal is
pure and simple: to provide quality training in key skill areas in the most practical, justifiable time frame.

CALC, Institute of Technology offers a variety of training options in nursing, medical office/assistant, office
administration and information technology applications. If you are someone who recognizes the need to keep one
step ahead of your job market competition, then you are the type of person we want to participate in our training.
The staff and faculty of the school and its placement affiliates derive tremendous satisfaction from helping students
make their “dream jobs” a reality. We hope you will join us so that you, too, will experience career satisfaction and
enjoy the economic and social rewards of a position ideally suited to your interests and abilities.

School Mission
CALC, Institute of Technology is an educational career institution. Our mission is to provide innovative training
programs that develop skilled professionals, empowering them to achieve rewarding careers.

Vision
To be recognized in the community as a leader in providing professional career development.

Competency-Based Learning

CALC, Institute of Technology offers individualized instruction for office administration and information
technology applications. Instructors are available to assist students as they work through “hands-on” projects,
lesson plans, and assign homework. This methodology ensures that students develop the required knowledge and
skills necessary before progressing to higher levels in the course. All programs offer soft skill training for
developing work attitudes, safety and professionalism.

Medical office/assistant applications are delivered in an instructor-led format utilizing structured lesson plans for
lecture and practical exercises. The instructor delivers lecture at each session and provides hands-on exercises when
assigned that mirror work related skills. Students are expected to maintain their attendance schedule of record and
additional assistance is available from instructors by appointment.

The Practical Nursing program integrates instructor-led classroom instruction, laboratory practice and clinical
experience to give students the necessary knowledge and skill base to prepare for state licensure examination.
(Practical Nursing Program = National Council Licensure Examination for Practical Nurses [NCLEX-PN®])

Facilities and Equipment
CALC, Institute of Technology has three convenient locations:

1) 200 North Center Drive, Suite A, Alton, Illinois 62002; 1 mile north of Highway 67 at Alton Square Mall
Drive exit in Alton, Illinois;

2) 1476 N Green Mount Road, Suite 100, O’Fallon, Illinois 62069; located approximately 0.7 miles north of
[-64 on Green Mount Drive, across from St. Elizabeth Hospital and

3) 2122 Kratky Road, Suite 250, St. Louis Missouri 63114; Located at the northeast corner of Page and
Lindbergh Boulevard in Overland, Missouri.

Classroom facilities are designed from the ground up to make learning a pleasure for every student. The facilities
are accessible to disabled students. The facility provides classrooms and lab area tailored for hands-on learning
including one computer per person, classrooms with ceiling-mounted projection and whiteboard equipment for
appropriate visual aid. Each facility provides a convenient break area for students. Both male and female restroom
facilities are handicapped-accessible. The number of faculty and instructional staff currently employed by the
institution is sufficient to properly serve the number of students enrolled within our programs of training.
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Educational Objective

The educational objective of CALC, Institute of Technology is clearly focused on preparing students for new or
better careers in the areas of healthcare, office administration and information technology. Training is designed to
assist students in upgrading or improving existing skills in order to achieve upward or lateral mobility in current
job positions or to develop initial entry-level skills. These skills will provide students with the basis upon which
they can work and steadily advance into more professionally and financially rewarding careers.

Equal Opportunity Policy

CALC, Institute of Technology will not engage in discrimination on the basis of race, color, national origin, religion,
gender, physical or mental disability, medical condition, ancestry, marital status, age, sexual orientation, citizenship,
or status as a Vietnam-era veteran or special disabled veteran, or any other legally protected characteristic in
administration of its educational policies, admission policies and other school-administered programs.

Students with documented physical, visual, hearing, learning, or psychiatric disabilities may schedule an
appointment with the Director to request reasonable accommodations under the Americans with Disabilities Act
(ADA). Students must provide appropriate and verifiable documentation of the disabilities for which
accommodations are requested prior to beginning classes. Applicants, prospective, or enrolled students with
disabilities who require academic adjustments, auxiliary aids and services in connection with the admissions
process, the admissions test and/or their program of study, should contact the Director. The Director will work with
the applicant, prospective student, and/or student to identify reasonable accommodations/adjustments necessary to
enable him/her to fully participate in the admissions and/or educational program of interest.

The Director, Kyle Ritchie, may be contacted at the main campus by phone (618) 474-0616 or by mail at 200A
North Center Drive, Alton, Illinois 62002.

Sexual Misconduct Policy

CALC Institute of Technology prohibits discrimination based on sex, which includes sexual harassment/
misconduct, in its education programs and activities. Sexual harassment/misconduct definition includes but is not
limited to unwelcome requests for sexual favors, sexual advances, other verbal, non-verbal, or physical conduct of
a sexual nature, or other sexual conduct, as well as sexual violence, domestic violence, dating violence & stalking.

Sexual harassment/misconduct is a violation of Title VII of the Civil Rights Act of 1964, Title IX of the Education
Amendments of 1972, Violence Against Women Act (VAWA), Illinois Human Rights Act, 775 ILCS 5, and
Preventing Sexual Violence in Higher Education Act, 110 ILCS 155.

Anyone feeling unsafe should report the issue immediately to local police at 9-1-1. To make a sexual
harassment/misconduct/discrimination claim, contact the Title IX Coordinator at:

CALC Title IX Coordinator

200 N. Center Dr., Ste. A

Alton, IL 62002

Phone/Fax: 618-474-0616, ext 207, Email: titleix@calc.edu

The full copy of the Sexual Misconduct Policy can be found on our website at https://calc.edu/student-services/title-
ix/ or a paper copy is available upon request on campus.

Registered Sex Offender Information

In accordance with the Jacob Wetterling Act, Megan's Law, and the Campus Sex Crimes Prevention Act of 2000,
it is now mandatory that all registered sex offenders who attend, are employed, or volunteer at an institute of higher
learning MUST report this information, as well as their residency information, to the local law enforcement agency
having jurisdiction where the sex offender resides. Information concerning registered sex offenders is available
through the Illinois State Sex Offenders Registry online at https://isp.illinois.gov/Sor/Disclaimer or the Missouri
registry at https://www.mshp.dps.missouri.gov/CJ38/searchRegistry.jsp
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Family Education Rights and Privacy Act
CALC, Institute of Technology adheres to all rules and regulations set forth by the Family Educational Rights and
Privacy Act of 1974 (FERPA), Federal Law 93-380.

The following items are exempt from the Act:

1. Parents’ Confidential Statement, Financial Need Analysis Report, and Institutional Student Information Record

2. Letters of recommendations received after December 31, 1974, the Act permits students to waive their right to
access if the letters are related to admissions, employment, or honors.

3. Records about students made by instructor or administrators, which are maintained by and accessible only to
the instructors or administrators.

4. Security records.

Employment records for school employees who are not current students.

6. Records complied or maintained by physicians, psychiatrists, psychologists, or other recognized professionals
or paraprofessionals acting or assisting in such capacities for the treatment purposes and which are available
only to persons providing the treatment.

W

Certificate of Approval
CALC, Institute of Technology is approved by the Division of Private Business and Vocational Schools of the
Illinois Board of Higher Education, 1 N. Old State Capitol Plaza, Suite 333, Springfield, IL 62701-1394. (217) 782-

2551. www.ibhe.org

CALC Institute of Technology is certified to operate by the Missouri Department of Higher Education, 205
Jefferson Street, P.O. Box 1469, Jefferson City, MO 65102-1469. 573-751-2361 www.dhe.mo.gov

The Practical Nursing program is approved by the Illinois State Board of Nursing, Illinois Department of Financial
and Professional Regulation, Division of Professional Regulation, 100 W. Randolph Street, Chicago, IL 60601;
telephone (312) 814-3039. www.idfpr.com

Institutionally accredited by the Commission of the Council on Occupational Education, 7840 Roswell Road,
Building 300, Suite 325, Atlanta, GA 30350. 770-396-3898, www.council.org

All licenses and approvals are displayed in the administrative offices.

Ownership
The CALC, Institute of Technology is owned by Resource Productivity Management, Inc. Timothy Slater,
President of the Board of Directors, certifies that this catalog is true and correct in content and policy.
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Admission Procedures

The Admissions Office is open Monday through Thursday from 9:00 a.m. to 5:00 p.m. Individuals interested in
learning more about the school and its training programs should contact the school to schedule an appointment to
meet with Admissions. All applicants are required to complete a Data Sheet and have a personal interview with an
Admissions Counselor in order to mutually determine whether the course(s) meet the needs of the applicant. A
Wonderlic verbal skills entrance exam is administered for students enrolling in career programs. The results must
demonstrate a 12" grade reading level for acceptance. Admission procedures for the Practical Nursing program
are found in the corresponding insert of this school catalog and in the corresponding handbook.

CALC is open to all applicants without discrimination on the basis of race, color, gender religion, age, national
origin, disability, sexual orientation, or marital status.

All applicants desiring to pursue programs of study leading to a certificate are admitted to the Institute as a program

student if they satisfy the following requirements:

e Possess a high school diploma or the equivalent, or General Education Development/GED certificate.

e For applicants that do not possess a high school diploma or the equivalent, testing information may be obtained
online for Illinois residents at https://www.iccb.org/adult _ed/illinois-high-school-equivalency/students-
test-takers/the-ged-test/. Information for Missouri residents at http://dese.mo.gov/adult-learning-
rehabilitation-services/high-school-equivalency.

e Applicants can reapply after successfully obtaining the necessary credential.

e Criminal background checks may be completed on students in programs with clinical/internship assignments
when required by the facility agency.

Hours of Operation

Administration

CALC, Institute of Technology Administrative Offices are open from 9:00 a.m. to 5:00 p.m., Monday through
Thursday. If students are unable to meet with members of the administrative staff during these hours, other
appointment times may be arranged by contacting the Administrative Office in advance.

Credit for Previous Training

Transfers Between Programs

If a presently enrolled student desires to transfer into another program within the Institution, the student needs to
schedule a meeting with Admissions to determine which course(s) and credit(s) will transfer into the new program.
The Institution will only consider transfer of successfully completed course(s) with a 2.0 G.P.A. or higher based on
Institution grading policy.

Academic Transfer Credit

The Director or designee will review transcripts from previous institutions to determine what credit, if any, will be
granted. Students petitioning for transfer credit must request an official transcript from the institution from which
transfer credit originates. Transfer hours cannot be funded with federal Title IV financial aid. Credits will be
considered for transfer credit toward graduation if the following criteria are met:

1. Official transcript received and reviewed by the Director

2. Course is determined to be comparable in content and hours

3. Transcripts are not older than three years

4. Transfer course grade of 2.0(C) or higher on Institution grading policy

Transfer credits accepted by the Institution will not be used in the computation of grade point average although they
will be used in determining credits earned toward completion of graduation requirements.
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Effect of Credit for Previous Education on Tuition and Fees
Students will not be charged tuition for credits granted for previous education credit as follows:

1. If the student is re-enrolling or transferring programs at any CALC campus, the student will not be charged
tuition or fees for credits previously successfully completed at any CALC campus within the previous three years.
Credits taken beyond the three-year limit will not be accepted and must be retaken at the student’s regular tuition
rate.

2. A student transferring credit from an outside institution will not be charged tuition for transfer credits accepted.

3. No less than 75 percent of all credits applied toward a certificate program may be earned at CALC. Likewise, a
maximum of 25 percent of program credits may consist of transfer credits.

Transferability of Credits

The Institution does not guarantee transferability of credits to any other college, university, or institution. It should
not be assumed that any courses or programs listed in this Catalog could be transferred to another institution.
Students should consult with the institution with which they seek to transfer.

Enroliment Status

Once a student has been accepted into the course of instruction, he/she will establish a schedule for the entire length
of the course with Admissions. This schedule is based on student needs and classroom seat availability. Students
enrolled in 18 hours of instruction per week are considered full-time with 12 hours of instruction considered part-
time.

Students must set up a definite schedule at the time of enrollment for the entire program. CALC, Institute of
Technology does not recommend schedule changes after beginning a course or program. However, if a student
must change his/her schedule, for example, due to a change in their work schedules, the institution will try to
accommodate students’ needs. Requests must be submitted in writing for approval.

Non-Regular Students
This status is for individuals desiring to take a single course of study at CALC, without seeking admission as a
program certificate student.

Non-regular students are not eligible for any form of financial assistance. They must comply with all policies and
procedures contained in the CALC catalog except those pertaining to attendance and satisfactory academic progress.
Re-enrollment as a non-regular student may be denied, however, if the student’s GPA falls below 2.0.

Schedule

Office Administration and Information Technology courses are offered on a non-term open-enrollment basis.
Medical Office/Assistant courses are offered on a non-term rolling-enrollment basis. Please refer to the catalog
addendum or contact admissions for the next available start date for Medical Office/Assistant courses. The Practical
Nursing Program schedule is located in the corresponding handbook and insert in this catalog.

Holidays
CALC, Institute of Technology is open year-round, with the exception of the following holidays:
eNew Year’s Day eMartin Luther King, Jr. Day
eMemorial Day eJuneteenth Day
e/ndependence Day eLabor Day
o Thanksgiving Day oChristmas Day

Additional holidays may be added with adequate notice to students.
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Payment Methods
The institution has established working partnerships with the following agencies to assist qualified individuals.
(Each agency requires certain criteria to participate, not all students are eligible.)

e Federal Financial Aid (see page 9)

o  Workforce Development (WIA/WIOA)

e Department of Human Services/Rehabilitation Services

e Department of Veteran’s Affairs for Illinois Students
Individual Payment: students may pay with cash, credit card or check. In some instances, manageable payments
may be arranged for up to 12 months, interest free.

Voter Registration
Voter registration information is available at calc.edu/voter-registration. CALC, Institute of Technology
encourages students to register to vote if you meet the following registration requirements:
e You must be a United States Citizen.
e  You must be at least 17 years old on or before the date of the Primary Election and turn 18 on or before the
date of the General Election.
e  You must live in your election precinct at least 30 days prior to Election Day.
e Not be convicted and in jail.
e Not claim the right to vote anywhere else.
Two forms of identification will be required. If you register by mail, you must vote in person the first time you
vote.
When you may register to vote
Registration is open year-round except:
* During the 27-day period just prior to an election
* During the 2 days after such election
Places where you can register to vote
County Clerk's office
City, Village and Township offices
Some public libraries
Military recruitment offices
Online through your state election board
When applying for services at the following:
Driver's License Facilities
Department of Public Aid offices
Department of Public Health offices
Department of Mental Health & Developmental Disabilities offices
Department of Rehabilitation Services offices

Find information online regarding voter registration in the state of Illinois at: www.elections.il.gov
Missouri residents may obtain registration information at www.sos.mo.gov/elections/goVoteMissouri
-Or- to use the national voter registration tool, go to www.vote.org
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Cancellation and Refund Policy

The date of determination is the date the Institution made a determination that a student had withdrawn. All refunds
due to or on behalf of student will be refunded within 30 days of the date of determination. Refunds due are based
on monies actually paid and calculated based on the last day of actual attendance per payment period.

1. The school shall, when student gives written notice of cancellation, provide a refund in the amount of at least

the following:
a.) When notice of cancellation is given before midnight of the fifth day (excluding Saturdays, Sundays and
holidays) after enrollment agreement has been signed by the student and the school, the application-
registration fees, tuition, and any other charges shall be refunded to the student.
b.) When notice of cancellation is given after midnight of the fifth day (excluding Saturdays, Sundays and
holidays) after the enrollment agreement has been signed by the student and the school, but prior to the close
of business on the student’s first day of class attendance. The school may retain no more than the application-
registration fee of $100.00, or 50% of the cost of tuition, whichever is less.
c.) When notice of cancellation is given after the student’s completion of the first day of class attendance and
at least five (5) days (excluding Saturdays, Sundays and holidays) from the date the student and the school
signed the enrollment agreement, but prior to the student’s completion of 10% of the course of instruction.
The school may retain the application-registration fee, an amount not to exceed 10% of the tuition and other
instructional charges or $300, whichever is less, subject to the limitations of paragraph 12 of this Section, the
cost of any books or materials which have been provided by the school.
d.) When a student has completed in excess of 10% of the course of instruction, the school shall retain the
applicable registration fee, and retain a portion of tuition computed prorate by days in class plus 10% of tuition
and other instructional charges up to completion of 60% of the course of instruction. When the student has
completed in excess of 60% of the course of instruction, the school may retain the application/registration fee
and the entire tuition and other charges.
e.) For individuals participating in VA Benefits, the registration fee retained by the school is ten dollars
($10.00); the remaining registration fees is considered tuition and subject to a prorated tuition refund formula
up to 100% of course of instruction.

2. A student who, on personal initiative and without solicitation enrolls, starts, and completes a course of instruction
before the 5th business day after the enrollment agreement is signed, is not subject to the refund provision of this
section.

3. Applications not accepted by the school shall receive a refund of all tuition and fees paid within 30 calendar
days after the determination of non-acceptance is made.

4. Application-registration fees shall be chargeable at initial enrollment and shall not exceed $100.00, or 50% of
the tuition, whichever is less.

5. Deposits or down payments shall become part of the tuition.

6. The school shall mail a written acknowledgment of a student’s cancellation or written withdrawal to the student
within 15 calendar days of the postmark date of notifications. Such written acknowledgment is not necessary if a
refund has been mailed to the student within the 15 calendar days.

7. If the school cancels or discontinues a course, the student shall have 100% of tuition, fees and other charges
refunded.

8. All student refunds shall be made by the School within 30 calendar days from the date of receipt of student’s
cancellation.

9. A student may give notice of cancellation to the school in writing. The unexplained absence of a student from
the school for more than 15 calendar days shall constitute constructive notice of cancellation to the school. For
purposes of cancellation the date shall be the last day of attendance.
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10. A school may make refunds which exceed those prescribed in this Section. If the school has a refund policy
that returns more money to a student than those policies prescribed in this Section, that refund policy must be filed
with the Superintendent.

11. The school shall refund all monies paid to it in any of the following circumstances:
a) The school did not provide the prospective student with a copy of the student’s valid enrollment agreement
and a current catalog or bulletin.
b) The school cancels or discontinues the course of instruction in which the student has enrolled.
c) The school fails to conduct classes on the days or times scheduled, detrimentally affecting the student.

12. The school must refund any book and materials fees when: the book and materials are returned to the school
unmarked; and the student has provided the school with a notice of cancellation.

13. When a student enrolls in a program lasting longer than 12 months that financially obligates the student for any
period of time beyond 12 months, CALC shall release the student of tuition obligation beyond the 12 months if the
student withdraws during the first 12 months.

NOTE: A “class day” is any day in which instruction is provided by the school and on which the student is
scheduled to attend. Not included in this definition are holidays, scheduled vacation periods, other days on which
instruction is not provided and periods for which a student is granted a Leave of Absence (LOA).

Buyer’s Right to Cancel

The student has the right to cancel the initial enrollment agreement until midnight of the 5th business day after the
student has been accepted. If the right to cancel is not given to any prospective student at the time the enrollment
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 cancellation. Notice of cancellation should be in writing and delivered to the attention
of School Director, CALC, Institute of Technology, 200A North Center Dr., Alton, IL 62002.
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Financial Aid

CALC, Institute of Technology believes that students and their families have primary responsibility for a student’s
educational costs. However, many families are unable to fund immediately the entire cost of education. To that
end, CALC participates in several federal Title [V financial assistance programs that are available to students who
qualify. The following sections describe the policies and procedures that govern financial aid at CALC.

What is Financial Aid?

Financial aid encompasses all funding that students receive because of their enrollment in a postsecondary
institution. Such financial aid includes but is not limited to loans, grants, employment, agency funds, Veterans
Benefits and employer reimbursement.

Title IV Programs in Which CALC Participates (Federal Student Aid)
CALC, Institute of Technology participates in the Federal Pell Grant program, the Stafford Loan Program and the

Federal PLUS Loan Program.

Pell Grant. The Pell Grant is an award that does not have to be repaid. Pell Grants are awarded only to
undergraduates who have not earned a bachelor's or professional degree. Applying for the Federal Pell Grant is the
first step of the financial aid process.

Prospective students must complete a Free Application for Federal Student Aid to determine eligibility for the Pell
grant. Awards are based on student eligibility, cost and length of the program. The FAFSA may be filled out on-
line at FAFSA on the Web at www.fafsa.ed.gov or may be returned to CALC for electronic filing.

Stafford Loan Program (Subsidized). This loan program provides a maximum of $3,500 for programs one year in
length. These loans are interest free while a student is in school and for six months after graduation or withdrawal.
Eligibility for this loan program is determined by the same form used in applying for the Pell Grant.

Stafford Loan Program (Unsubsidized). This loan program provides a maximum of $9,500 (less any subsidized
loans) for programs one year in length. Interest accrues from the point the student receives the loan money but can
be deferred for up to six months after graduation or withdrawal. Loan payments can also be deferred up to six
months after graduation or withdrawal.

Federal PLUS Loan Program. This loan program is for parents who wish to take out a loan for their child’s
education. The amount a parent can borrow is determined on an individual basis utilizing the cost of attendance
and the amount of other financial aid received. Interest accrues from the point the loan money is received. Payments
must begin within 60 days of the second disbursement of the loan.

Applying for Financial Aid

Anyone wishing to apply for federal Title IV financial assistance must complete a Free Application for Federal
Student Aid (FAFSA). These applications are available in the Financial Aid Office. In order to insure that
applicants have a complete aid package no later than the date classes begin, paperwork should be completed as soon
as possible. The institute will set an appointment for the applicant with the Financial Aid Office. The Financial
Aid Office will assist students with form completion and answer any questions. Information is available on Student
Aid on the Web at www.studentaid.ed.gov

Eligibility for Federal Title IV Aid
In general, an applicant is eligible for Federal Title IV financial assistance if the requirements listed below are met.
The applicant must:
e Be enrolled as a regular student in an eligible program
Be a U.S. citizen or eligible non-citizen
Not be in default on any Federally Guaranteed Student Loan
Not owe a repayment on any federal grant
Not be enrolled at another institution receiving Title IV funds at the same time
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Financial Aid Transcript Requirement

It is a requirement of federal regulations that institutions determine all previous federal Title IV aid received by a
student prior to disbursement of funds. CALC uses the National Student Loan Data System to obtain financial aid
information from each school at which a student was previously enrolled. If this information is incomplete, CALC
will request hard copies of financial aid transcripts from previous institutions. Financial aid disbursements are
withheld until this verification of previous aid has been completed.

Citizenship Verification Requirements

If a student applies for federal Title IV financial assistance, a database match will be conducted to determine the
student’s eligibility status with the Social Security Administration (SSA) and the Department of Homeland Security
(DHS). If the SSA or the DHS is unable to complete the match, the student will be asked to submit additional
documentation. The Financial Aid Office will assist the student in completing and submitting the necessary federal
forms for additional SSA or DHS matching. Financial aid disbursements will not be made until citizenship status
has been verified.

Financial Verification Requirements

Federal regulations require that some student aid applications be subject to a process called verification. This
process involves gathering proof of the information submitted on the student’s FAFSA and verifying that the
information is correct. There are several worksheets determined by the government and the financial aid office will
provide the correct form. The procedures covering verification are:

Time period within which requirement documentation must be provided

Unless extenuating circumstances intervene, the required documentation must be provided within 30 days of the
date the applicant is notified that he/she must do so. All financial aid disbursements are withheld until this process
has been completed.

Consequences of failure to provide the information within the 30-day period
Students will receive no disbursement of funds if they fail to provide the information required for verification. In
addition, they will be expected to make cash payments to the Institution to cover their cost of education.

If the results of the verification satisfy the requirements, the funds for which the student is eligible will be released.
If the verification results are inconsistent with previously provided information, the student will be called into the
Financial Aid Office and the items that were not valid will be discussed.

If the Institution has reason to believe that any application has been intentionally submitted under false or fraudulent
circumstance, such application will be referred to the Office of the Inspector General.

Required Documentation.

Copies of the student’s and spouse’s prior year federal income tax transcripts must be submitted. If the applicant
is a dependent student, parents’ tax transcripts must also be submitted. The applicant must complete a Verification
Worksheet. The Financial Aid Office will give the worksheet to the applicant.

Each applicant has the following rights and responsibilities with regard to verification:

e The right to be informed that he/she has been selected for verification and what the responsibilities of such
selection are.

e The consequences for not meeting those responsibilities, explained in detail orally and, when necessary, in
writing.

e The applicant will be informed of his/her right to appeal aid decisions. Such appeals must be made in writing
to the Director within 10 calendar days of the date of the decision. The school will inform the applicant of the
results of the appeal within 30 calendar days of the receipt of the applicant’s appeal.

e Information must be correct as of the date of verification or as of the date the first Institutional Student
Information Record (ISIR) is received by the Institution.
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Student Cost of Attendance

An average cost of attendance for a student attending CALC, Institute of Technology includes allowances for room
and board, transportation, supplies and exam fees, miscellaneous expenses and tuition and registration fees for the
period in which they are attending their program of study. A sample cost of attendance for a 9-month period of
attendance is as follows:

Living Expenses on own $1324/mo x 9 11,916
Living Expenses w/parent $887/mo x 9 7,983
Transportation $433/mo x 9 3,897
Miscellaneous $789/mo x 9 7,101
Living on Own 9 mo total 22914
Living with Parent 9 mo total 18,981

The program’s direct educational costs (tuition, fees, supplies and exams) are added to this living expense amount
to arrive at the student’s cost of attendance. These components of the cost of attendance are estimates and can vary
from student to student and program to program.

Electronic Application Processing

CALC participates in a program known as Electronic Data Exchange, which provides an Institutional Student
Information Record (ISIR) that is used by the Financial Aid Office to establish eligibility for Title IV financial
assistance programs.

Federal Aid Applications. The Free Application for Federal Student Aid (FAFSA) must be completed by the
applicant and should be submitted electronically to the central processor and an ISIR will be received by CALC
electronically. The applicant will receive a Student Aid Record (SAR) from the Department of Education.

Correction of Information. If, as the result of verification or another documentation process, it becomes necessary
to correct any of the information on an ISIR, the Financial Aid Officer will note the corrections on the current ISIR
and submit the corrections electronically. A new ISIR containing the correct information will then be generated.

If the corrections result in a change in eligibility, the applicant will be informed by the Financial Aid office and the
Financial Aid Administrator will complete an updated Education Financing Plan with the student.

Disbursement Procedures

For programs that are measured in credits an academic year is defined as 36-quarter credits and a minimum of 30
weeks of instruction. Using this definition, Title IV aid is disbursed at the beginning of each payment period.
Students must have successfully completed all courses in the preceding payment period.

If the program is one academic year or less, the program is divided into two payment periods. The first payment
period is the period in which the student successfully completes half of the credit or clock-hours AND half of the
weeks of instructional time in the program. The second payment period is the period in which the student completes
the remainder of the program.

If the program is greater than one academic year in length, each academic year is divided into two payment periods.
For any remaining portion of a program that is half of an academic year or less, the remaining portion is treated as
a single payment period; or for any remaining portion of a program that is more than half of an academic year but
less than a full academic year, the remaining portion is divided into two payment periods and the first payment
period is the period in which the student successfully completes half of the credit or clock-hours AND half of the
weeks of instructional time in the remaining portion.

First disbursements of loans are not made until the student has been in school for at least 30 calendar days and has
completed a loan entrance interview with the Institution. Federal Pell Grants are posted directly to the student’s
account when received and processed. Each student will receive a notification indicating that the grant has been
posted to his/her account.
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Credit balances will be disbursed within 14 working days of the date the credit balance occurs. If a credit balance
occurs on a student’s account, students may request that funds be held for budgeting purposes or against future
charges, by completing a credit balance waiver to be kept on file.

Return of Title IV Funds Policy

The institution is required by federal statute to calculate the percentage 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.

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 days in the payment period completed up to the date of determination that
the student withdrew, divided by the total number of days in the payment period. Any break of five days or more is
not counted as part of the days in the term.

If this percentage is greater than 60%, the student earns 100% of the disbursed 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 aid using the following
formula:

Aid to be returned = (100% minus the percent earned) multiplied by the amount of aid disbursed toward institutional
charges. If a student earned less aid than was disbursed, the institution would be required to return a portion of the
funds 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 no later than 45 calendar days after the date the school determines that the student withdrew.

When Title IV funds are returned, the student may owe a balance to the institution.

If a student earned more aid than was disbursed to them, the institution must send written notification to the student
(or parent for PLUS loan funds) to offer a post-withdrawal disbursement for any amount not credited to the student’s
account no later than 30 calendar days after the date that the school determines that the student withdrew . The
institution is required to make a post-withdrawal disbursement within 45 days of the student's date of determination
that they withdrew for grants and within 180 days of the student’s date of determination that they withdrew for
loans.

Refunds are allocated in the following order:
Unsubsidized Direct Loans (other than Direct PLUS Loans)
Subsidized Direct Loans
Direct PLUS Loans (parent or graduate)
Federal Pell Grants for which a return of Title IV funds is required
Iraq and Afghanistan Service Grant, for which a return of Title IV funds is required.
FSEOG for which a return of Title IV funds is required
TEACH Grants for which a return of Title IV funds is required
Other Title IV assistance
Private and institutional aid
The student
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Academic Progress

Maximum Time Frame

Maximum time frame is defined as 1.5 times the published length of the program as measured in weeks. Periods of
non-enrollment are not considered part of the maximum time frame. Students are expected to complete one-half of
the requirements for graduation by the time they have completed one-half of the maximum completion time.
Students who wish to appeal dismissal should follow the student appeal process outlined in this catalog.

Satisfactory Academic Progress (SAP)

All students must maintain Satisfactory Progress in order to continue enrollment. Satisfactory Progress is measured
at the end of each payment period, and will be checked prior to disbursement of aid. The school’s SAP policy for
Title I'V students is the same as the school’s standards for students enrolled in the same educational programs who
are not receiving Title IV aid.

In order to remain in good standing, students must meet both a cumulative qualitative and cumulative quantitative
measurement, as described below. Additionally, students must be able to complete their program of study within
maximum time frame.

Qualitative Measurement Quantitative Measurement
2.00 Cumulative Grade Point 67% Completion of
Average (C Average) Attempted Credits

Evaluation Periods
Formal evaluations for Satisfactory Academic Progress are conducted at the following actual clocked hours:

Program SAP Clock Hour Increment
Administrative Specialist 360, 720
(720 contact / 44 qtr credit hours)
Medical Office Specialist 360, 720
(720 contact / 56 gtr credit hours)
Medical Assistant 360, 720, 810, 900
(900 contact / 58 gtr credit hours)
Network Engineer 360, 720, 820, 900
(900 contact / 45 gtr credit hours)
Practical Nursing 370, 750, 1130, 1510, 1565, 1620
(1620 contact / 117 gtr credit hours)

When a student fails to satisfy SAP requirements, they will be placed on Financial Aid/Academic Warning,
Probation or Development and may lose eligibility to receive federal student aid. Satisfactory Academic Progress
is calculated at each scheduled hour benchmark.

Students who transfer in hours and have less than one academic year of education to complete with the institution
must have SAP evaluated when the student reaches 50% of the hours left to complete, rather than the pre-determined
benchmarks.

Status Definition: At each pre-determined evaluation point, students will be placed in one of the following four
categories:

Good Standing - Students who have met both SAP measurements are considered to be in good standing.
No notification or further action needs to be taken.

Financial Aid/Academic Warning - A student will be placed on Financial Aid/Academic Warning if they
have not met one or both SAP measurements. Warning status lasts for one payment period, during which
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the student may continue to receive federal student aid. Students who are placed on Financial Aid/Academic
Warning will be reinstated to good standing at the end of the evaluation period if they are deemed to be
meeting both SAP requirements. If a student does not meet satisfactory academic progress at the end of
the Financial Aid/Academic Warning period, the student will be placed on Financial Aid/Academic
Development.

Financial Aid/Academic Development - A student placed on Financial Aid/Academic Development will
lose eligibility to receive federal student aid with the right to appeal. The student may be able to continue
their education with alternative funding arrangements. Additionally, the student must agree to follow an
academic plan which demonstrates they will be able to meet satisfactory academic requirements upon
graduation from the program and within the maximum time frame.

A student may not progress from Financial Aid/Academic Development directly to Good Standing.
However, they may be eligible to be placed on Financial Aid/Academic Probation and reinstate Title [V
funding provided the student meets both SAP criteria by the next evaluation point and is able to successfully
appeal the SAP decision.

Financial Aid/Academic Probation - If Financial Aid/Academic Probation status is granted, the student
will regain Title IV eligibility for the next eligible payment period only. Students who are placed on
Financial Aid/Academic Probation will be reinstated to good standing at the end of the evaluation period if
he/she meets both SAP requirements.

Students who regain SAP at the next reporting period will have regained full eligibility for Title [V funding;
those who are not making SAP will continue to be ineligible to receive Title IV funds without the option to
appeal.

Reinstatement of Title IV Aid
Reinstatement of aid is limited to the period under evaluation. A student can regain eligibility only by taking actions
that bring him/her into compliance with CALC’s satisfactory progress standards.

Transfer Students
Transfer credits accepted by the Institution will not be used in the computation of grade point average although they
will be used in determining credits earned toward completion of graduation requirements.

Leaves of Absence and Withdrawals

If enrollment is temporarily interrupted for a Leave of Absence, the student will return to school in the same progress
status as prior to the leave of absence. Clock hours that have elapsed during a leave of absence will extend the
student’s enrollment period by the same number of clock hours and days taken in the leave of absence and will not
be included in the student's cumulative attendance percentage calculation.

Students who withdraw prior to completion of the course and wish to re-enroll within six months (180 days) of the
original official withdrawal date will return in the same satisfactory academic progress status as at the time of
withdrawal.

SAP Evaluation
The Director reviews the SAP policy to ensure it meets all federal requirements. The Director notifies the Financial
Aid Office if the school changes its academic policies.
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How Satisfactory Academic Progress Affects Student Aid

If students are placed on academic or financial aid warning, they remain eligible for financial aid disbursements. If
a student meets the conditions of their warning, they will retain eligibility for Title IV financial aid. If a student fails
to meet the conditions of his/her warning by the end of the warning period, the student will be placed on financial
aid/academic development and lose financial aid eligibility. Students who wish to appeal financial aid/academic
development should follow the student appeals process outlined elsewhere in this catalog. If the student's appeal is
successful, the student may be put on financial aid/academic probation and be eligible for aid.

Attendance
Attendance for the Practical Nursing Program is found in the corresponding insert in this catalog as well as the
corresponding program handbook.

Regular attendance in classes is considered essential. Cultivation of desirable work habits is as important as the
development of skills. Students should be present and on time for all classes. By developing this important habit
while in school, the student is better prepared to meet employer expectations of regular and punctual attendance.

Students are expected to attend all scheduled hours of their program. Circumstances will sometimes arise that cause
a student to be absent from class. The school permits a student to miss up to 5% of the hours within their program
without any penalty to their course grades. Students who miss more than 5% of their scheduled hours will be
required to make up their time within the term.

The unexplained absence of a student from school for more than 15 calendar days shall constitute contractile notice
of cancellation to the school. The cancellation date will be the last day of attendance.

In the final analysis, however, it is the students who must involve themselves in their education, be here when they
are scheduled to be here, and make use of the many educational resources and facilities that are at their disposal.

Leave of Absence

A Leave of Absence is considered a period of non-enrollment. A request for leave must be submitted to the School
Director in writing and must include an effective date, anticipated return date and student signature. Failure to
return as scheduled without approved written notification will result in immediate dismissal.

Students may take multiple leaves of absence not to exceed 180 days during a 12-month period. Leave of Absences
will be granted on an individualized basis. Only mitigating circumstances will be considered for approval. Failure
to return from a Leave of Absence may affect the grace period of a student with student loans by depleting some or
all of the allowed 6-month grace period, the reason being that the grace period would be retroactively applied back
to the beginning of their leave of absence date. Refunds for students terminated for failure to return from a Leave
of Absence will be made according to the guidelines in the Cancellation and Refund Policy.

Make-up Sessions
In regards to make-up sessions, all students are given the opportunity to make-up approved absences. Students are
encouraged to make arrangements with their instructor to make-up missed coursework and assignments.

Measurement of Progress

All training programs are expressed in quarter credit hours. One quarter credit hour is equivalent to a minimum of
one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory or 30 clock hours of work based
activities.

Certificate of Completion
A Certificate of Completion will be awarded to all students who complete the testing requirement for each
Individual Component and/or Program of the Course of Instruction.
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Graduation
Students in programs must maintain a cumulative grade point average of 2.0 or higher within the maximum
allowable time frame for graduation.

Graduation Policies for the Practical Nursing Program are found on page PN-49.

Grading Policy

Grading Policies for the Practical Nursing Program are located in the corresponding insert of this catalog as
well as the corresponding program handbook.

Academic performance is measured through the assignment of grades and grade points. The school measures
progress using a 4-point scale as follows:

A 100% - 90% 4.0
B 89% - 80% 3.0
C 79% - 70% 2.0
D 69% - 60% 1.0
F Below 60% 0.0
I Incomplete n/a
T Transfer Credit n/a
W Withdrawal n/a

Attendance is used in grade calculations. Students will have 10% deducted from the grade per unexcused absence.
Unexcused tardiness will have 3% deducted per occurrence.

A grade of “C” is considered a passing grade. A grade of “incomplete” may be granted to the student in the event
of extraordinary circumstances or if a student has not successfully completed the required hours in a course.

An “incomplete” will be changed to an “F” grade if the course work is not satisfactorily completed within 30 days
of assignment of the “incomplete” grade.

Transfer credits are not considered in the determination of grade average, but they are counted as credits earned.
When a course is repeated, the most recent grade earned is used in the computation of the cumulative GPA. Courses
with a grade of “I” (incomplete), are not used in the computation of the GPA, but are counted as credits attempted.

Students who withdraw from a course and receive a “W” grade will have that course counted as credit hours
attempted for the purpose of calculating the successful course completion percentage. This grade is not included in
the calculation of the cumulative GPA.

Withdrawal Procedures

Students who wish to officially withdraw from the Institution are asked to inform the Director. The student must
pay tuition balances owed to the Institution after refund computations have been made. Prior to withdrawal, students
are encouraged to meet with financial aid to determine the consequences of such actions.

The requirements for Title IV program funds when a student withdraws are separate from institution refund policy.
The student may still owe funds to the school to cover unpaid institutional charges and the school may charge for
any Title IV program funds that the school was required to return, including Title IV funds issued to student beyond
institutional charges.

Re-Instatement

Students who withdraw or are terminated from CALC must submit a formal written request for re-instatement to
the Director. The Director will refer re-instatement request to the Instructor and Financial Aid representative for
review. If readmit is granted the applicant, will be re-instated under the current tuition rate and must meet current
program requirements. The applicant is responsible for any outstanding balances owed to the institution.
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Administrative Termination
In addition to any other provisions made for student termination in this Catalog, CALC may dismiss students who
fail to comply with any of the following:

o Rules and regulations as stated in this Catalog

o [nstitutional drug policies

o Written requests _from the Institution

e Financial obligations including processing or providing paperwork.

A student who is terminated may appeal the decision in writing to the Director according to the student appeal
process.

Student Appeal Process

Students placed on academic development and terminated by CALC because they failed to maintain satisfactory
academic progress (or adhere to institutional policies) may appeal their status. The student has five days to institute
an appeal. The appeal must be given to the School Director, who in turn will meet with the Instructor and Financial
Aid as a committee to make a decision on the appeal.

The basis on which a student may file an appeal is:
e death of a relative;
e an injury or illness of the student;
e or other special circumstance.

The student must provide supporting documents and describe in writing any unusual circumstance(s) that the student
believes deserve special consideration. The student must provide information as to why they did not make SAP
and what has changed that will allow them to make SAP by the next evaluation point.

Once the School Director receives the appeal, the committee will evaluate the appeal and provide a decision within
ten (10) business days. The School Director will notify the student in writing of the decision and that decision is
final.

The Student Appeal process must be completed before initiating the Student Grievance Procedure.

Student Grievance Procedure

CALC, Institute of Technology provides a fair process for resolving student grievances. The procedure is available
to any student who believes that a school decision or action has adversely affected his/her status, rights, or
privileges. Most problems or complaints that students may have with the school or its administration can be resolved
through a personal meeting with the school staff.

Step 1 — Students must first make a reasonable effort to resolve the issue on an informal basis with their instructor
or administrative personnel. Mediation may be utilized by the parties involved in the dispute at any time in the
process.

Step 2 — If, however, step one does not bring the situation to a close to the satisfaction of students, they may submit
a written complaint to the Director. The written complaint should contain:

(1) the nature of the problem(s),

(2) approximate date(s) that the problem(s) occurred,

(3) name(s) of the individual(s) involved in the problem(s) - staff and/or other students,

(4) copies of important information regarding the problem(s),

(5) evidence demonstrating that the institution’s complaint procedure was followed prior to this point in time, and
(6) student signature.

Students may, of course, call the School Director to schedule an appointment at any time if they prefer not to follow
the written complaint procedure. Director Contact Information: Kyle Ritchie, phone/fax (618) 474-0616; CALC,
Institute of Technology, 200 North Center Drive, Suite A, Alton, IL 62002
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The school will provide a resolution within 30 days. A grievant who is not satisfied with a decision at one level
may appeal the grievance to the next level of authority. The Owner/President of CALC, Institute of Technology is
the final authority in any grievance. Information and discussions concerning the resolution of a grievance will be
maintained in as confidential a manner as possible so as to protect the interests of all parties.

In Illinois, if a student's questions or concerns are not resolved to the student's satisfaction, complaints against this
school may be registered with the Illinois Board of Higher Education (IBHE). IBHE provides an online complaint
system at http://complaints.ibhe.org accessible through the agency’s homepage (www.ibhe.org). The IBHE online
complaint site includes step-by-step instructions and key information about the complaint process.

Illinois Board of Higher Education

Division of Private Business & Vocational Schools
1 N. Old State Capitol Plaza, Suite 333
Springfield, Illinois 62701-1394

(217) 782-2551

Missouri students who are dissatisfied with the resolution offered by the school may contact
Missouri Dept. of Higher Ed. & Workforce Dev.
Attn: Coordinating Board for Higher Education
301 W High St., PO Box 1469
Jefferson City, MO 65101-1469
Phone: (573) 751-2361
Fax: (573) 751-6635
Email: info@dhewd.mo.gov

Students who wish to file a civil rights or discrimination complaint against the school may find more information
at https://www?2.ed.gov/about/offices/list/ocr/docs/howto.html?src=rt

And/or students from any campus may register a complaint with the Council on Occupational Education at the
following address:

Executive President

Council on Occupational Education
7840 Roswell Road, Building 300
Suite 325

Atlanta, GA 30350

Phone (770) 396-3989
www.council.org
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Institutional Policies

Student Conduct
CALC, Institute of Technology expects students to conduct themselves at all times in a professional manner. CALC
reserves the right to either place a student on probation or dismiss them from the School at the discretion of the
Director for the following reasons:
o Cheating, including knowingly furnishing false information to the institution with intent to defraud.
o Disruptive behavior that interferes with the learning of others, including but not limited to interruptions,
intimidation and bullying.
e Physical or verbal abuse of any person on school premises or at functions sponsored or supervised by
CALC.
o Sexual harassment, sexual discrimination, dating violence, domestic violence, sexual assault or stalking.
o Theft or damage of School property. Students will be charged for the repair or replacement of any
equipment lost or damaged through negligence or willful mischief.
e Uncooperative or disrespectful with instructors or staff.
Violating school policies including, but is not limited to, for any student or employee be under the influence,
possess, process, buy, or sell alcohol or any illegal substance on CALC property. This includes possession
of guns or other dangerous weapons.

o Violation of school dress code

Copyright Infringement Policy

CALC, Institute of Technology prohibits copyright infringement. The school will take disciplinary action against
any student who distributes unauthorized copyrighted materials including peer-to-peer file sharing and the
prohibited use of the institution’s information technology system for those activities. Any student involved in such
an act will be reported to the proper authorities and charges will be pressed.

Dress Code

CALC, Institute of Technology maintains a quality learning environment. Dress should not distract from the
learning environment and should represent casual business attire. Students should use good judgment when
deciding what to wear and considerer what is acceptable for their future occupation. Medical Assistant program
students will wear clean and presentable medical scrubs and closed-toe shoes. Students will be counseled for a
clothing policy infraction and will be required to correct the infraction before returning to class. Continuation of
the infraction will be considered a violation of student conduct.

Student E-mail Policy

CALC provides an e-mail system for the use of the students of CALC in their school related activities.
Students using the system are subject to all CALC policies. A complete copy of this policy is provided
to each student during orientation and is also available on the CALC website at: https://calc.edu/wp-
content/uploads/Student-Email-Policy.pdf

Drug and Alcohol Prevention

The Drug-Free Schools and Communities Act Amendments of 1998, Public Law 101-226, require that, as a
condition of receiving funds or any other form of financial assistance under any federal program, an institution of
higher education must certify that it has adopted and implemented a program to prevent the unlawful possession,
use, or distribution of illicit drugs and alcohol by students and employees. It is unlawful for any student or employee
to be under the influence, possess, process, buy, or sell alcohol or any illegal substance on CALC property. Students
requiring confidential assistance should contact the school Director in these matters. Students are issued the Drug
Abuse handbook upon enrollment.

Under the federal Controlled Substances Act, marijuana is classified as a Schedule 1 controlled substance and is
illegal. Consistent with that Act and the federal Drug Free Schools and Communities Act and the Drug Free
Workplace Act, CALC, Institute of Technology prohibits the unlawful or unauthorized possession, use, distribution,
dispensation, sale, or manufacture of marijuana on school property or as part of any school activity. The passage of
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the Illinois Cannabis Regulation and Tax Act in 2019, and Missouri Amendment 3, which legalizes certain activities
related to marijuana under state law does not affect federal law or the institution’s marijuana prohibition.

In addition, the school’s marijuana prohibition applies to both recreational and medical use. That means having a
medical marijuana registry identification card under the Illinois Compassionate Use of Medical Cannabis Pilot
Program Act does not allow you to use or possess marijuana on school property (this includes but is not limited to
classrooms, labs, outdoor spaces and clinical sites) or as part of any school activity.

Substance Abuse Policy

In keeping with health community standards, all nursing students will be required to have a substance abuse
screening at their expense prior to classroom attendance. In addition, the faculty reserves the right to require a drug
or alcohol screening from any student at any time during the program if there is reasonable cause to believe the
student may be engaging in intemperate use of alcohol or drugs. The fees associated with the screening will be paid
by the student and reports will be submitted to the Administrator of Nursing.

Behaviors that support "reasonable cause” to suspect the ability to perform services of allied-health professions due
to impairment by chemical dependency include but are not limited to the following:

o [nappropriate and/or unprofessional behavior o Unexplained absences from class or assigned

o Odor of suspicious nature clinical location

o  Unkempt appearance e Speech patterns that indicate interruption of thought

o C(linical behavior inconsistent with level in program processes

o Slurred speech e [nformation, reports or other evidence indicating

o Erratic attendance or tardiness that a student (or students) is in possession of, using,

e [nvolvement in an incident or occurrence that or under the influence of alcohol or drugs, which is
requires an incident report brought to the attention of CALC staff and upon

which the institution may reasonably rely.

Incidents occurring at a clinical site will require a clinical warning describing the behaviors and incident. The
student will be asked to leave the clinical site and will not be permitted to operate a motor vehicle. A written report
shall be submitted to the Administrator of Nursing. Following a positive drug or alcohol screen, the student will be
dismissed from the PN program. The Practical Nursing Administrator and faculty reserve the right to deny any
student with a positive drug screen continuation in the Nursing Program.

Campus Security and Crime Awareness Policy

As required by Public Law 101-542, as amended by Public Law 102-325, Title II, Crime Awareness and Campus
Security Act of 1990, Section 294, Policy and Statistical Disclosures, CALC, Institute of Technology, has
implemented the following policies regarding campus security:

Students and employees are urged to report any criminal activities, threats or other emergencies to the Director.
This report can be verbal or written, depending on the severity of the situation. The Director is responsible for
investigating such reports and taking legal or other action deemed necessary by the situation. In extreme
emergencies, any CALC staff may immediately investigate any threats and contact law enforcement or other agency
personnel if deemed necessary. CALC encourages all students and employees to report criminal incidents or other
emergencies that occur on the campus to the Director or an instructor.

Students are responsible for their own security and safety both on campus and off campus and must be considered
of the security and safety of others. CALC has no responsibility or obligation for any personal belongings that are
lost, stolen or damaged, whether on or office campus premises or during any school activities.

The public law referenced herein requires CALC to report to students and employees the occurrence of various
criminal offenses on campus during the most recent three years for which data is available. A copy of the annual
report and detailed institutional security policies are available on the institution’s web site at
https://calc.edu/student-services/campus-security/
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Student Services

“OPEN DOOR” Policy

Members of the faculty and administrative staff are available for private counseling with students. CALC, Institute
of Technology welcomes feedback from students regarding policy, instruction, and curriculum. The School
Director’s door is always open regarding counseling, placement or other related issues.

Placement Assistance Services

CALC, Institute of Technology recognizes that the success of the organization is directly related to the success of
its graduates. The institution employs a placement coordinator at each campus to assist students with their job-
search activities. In addition, a Career Development course has been incorporated into all programs offered at
CALC, which includes developing a resume and interview skills.

Students who successfully complete a program within their originally scheduled time-frame are eligible for
placement assistance. However, at any time, all students are welcome to meet with a placement coordinator. CALC,
Institute of Technology cannot guarantee employment to any student.

Student Records and Academic Transcript

Academic transcripts are prepared at the scheduled completion dates of each evaluation period when grades and
academic progress are formally reviewed. In accordance with the Family Educational Rights and Privacy Act of
1974, student records at CALC, Institute of Technology are only open for inspection to students and parents of
dependent students to review and challenge any and all parts of said records. This inspection is welcomed by
appointment during regular business hours.

Procedures for Obtaining Student Transcripts

Should students desire an official copy of their academic transcript, a written authorization should be provided to
the school for processing. There is a $10.00 charge for this service. Some administrative holds unrelated to
finances, such as falsification of records, may prevent an official transcript from being released. The transcript
request form may be found online at https://calc.edu/wp-content/uploads/Transcript-request-form.pdf

Directory Information

Directory information may be unconditionally released without the consent of the student unless the student has
specifically requested that the information not be released. The school requires that such request be made in writing
within 15 days after the first date of attendance. Directory information includes student’s name, address(es),
telephone number(s), date and place of birth, course of study, certificates, awards received, last school attended,
employer(s), job title(s), and dates of attendance.

Access Without Student Consent
CALC may release information without the student’s written consent to the following:
1. Other schools with legitimate interest
2. Other schools to which the student has applied for admission. In this case, the student must be advised that
the records are being sent and that the student may receive a copy and has an opportunity to review and
challenge the records.

3. Authorized representatives of the United State government.

4. State and local authorities where required.

5. Accrediting agencies.

6. Parents of students who are their dependents for purposes of the Internal Revenue Code, However, the
school is not required to release such records.

7. Appropriate person or agencies in connection with student applications for or receipt of financial aid.

8. Courts in compliance with a court order or subpoena.
9. Appropriate persons or agencies in the event of a health or safety emergency, which such release without
consent is necessary under the circumstances.
10. Potential employers.
In all other cases, except with regard to directory information, the school shall obtain the written consent of the
student prior to releasing such information to any person or organization.
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Veterans’ Addendum

GI Bill® is a registered trademark of the U.S. Department of Veterans Affairs (VA). More information about education benefits offered by VA is
available at the official U.S. government Web site at https.//www.benefits.va.gov/qibill

Satisfactory Academic Progress

Veterans must demonstrate satisfactory academic
progress in order to continue training at CALC,
Institute of Technology (CALC). Veterans will be
evaluated for attendance and grading at the end of
each month. If a student does not have a cumulative
attendance rate of 80%, or has less than a 2.0
cumulative grade point average, or does not have at
least two grades posted by the midpoint of his/her
program, he/she is placed on probation for the next
month. Veterans on probation can continue to receive
federal veterans' educational benefits. Veterans on
probation will have to the end of the following month
to raise their cumulative attendance rate to 80% and
their cumulative grade point average to 2.0 or they
will be dismissed from CALC.

Reinstatement

Students dismissed for failing to meet the satisfactory
academic progress policy can petition the school for
reinstatement one year after being dismissed.
Reinstatement decisions will be made on an
individual basis by the School Director and will take
into consideration whether the student has the desire
and capability to successfully complete the program.
Veterans dismissed for conduct will not be considered
for reinstatement.

Scheduling

Students sign an enrollment agreement indicating the
course of instruction, period of enrollment and
schedule which contains no automatic renewals.
Students enrolled in 18 hours of instruction per week
are considered full-time. Student enrolled in 15 to
less than 18 hours per week are considered three-
quarter time, with 12 to less than 15 hours per week
considered part-time. Program students must
schedule a minimum of 12 hours per week.

VA Payment Compliance Policy

For accepted students who provide a certificate of
eligibility (or other information to properly certify
eligibility) for US Department of Veterans Affairs GI
Bill® or VR&E benefits (Chapter 33 and Chapter 31
beneficiaries), the Institution will not: prevent
enrollment; assess any penalty or late fees; require the
student to secure or borrow additional funds; or, deny
access to any school resources that are available to
other students that have paid; due to a delayed
disbursement of a payment to be provided by the
Secretary.

DOD Tuition Assistance Program
Department of Defense Military Tuition Assistance
(TA) is awarded to a student under the assumption
that the student will attend school for the entire period
for which the assistance is awarded. When a student
withdraws, the student may no longer be eligible for
the full amount of TA funds originally awarded.

To comply with the new Department of Defense
policy, CALC Institute of Technology will return any
unearned TA funds on a prorated basis through at
least the 60% portion of the period for which the
funds were provided as set forth on the following
page. DOD Tuition Assistance funds are earned
proportionally during the enrollment period, with
unearned funds returned based upon when a student
stops attending. These funds are returned to the
military Service branch.

Instances when a Service member stops attending due
to a military service obligation, the educational
institution will work with the affected Service
member to identify solutions that will not result in
student debt for the returned portion.

Active Duty

Institution will provide a full refund to affected
individuals for that portion of a period of instruction
such student was unable to complete, or for which
such individual did not receive academic credit,
because he or she was called up for active duty or
active service; upon re-enrollment the institution will
give credit for previous credits earned and waive the
registration fee.

Credit for Previous Training

Veterans will be granted appropriate credit for
previous education and training. The length and cost
of their program will be shortened proportionately to
match this award of credit. Veterans will be required
to present appropriate documentation to receive credit
for prior education and training.

Credit for previous work experience may also be
granted. Transcripts older than three years will not be
considered. Such a grant of credit is at the discretion
of CALC. This credit will also shorten the length and
cost of the program proportionately.
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DOD TA Program Offerings

The Department of Defense requires all institutions to post the cost per clock and credit hour of eligible
programs in order for active military students to receive tuition assistance benefits at the Institution.
Current Department of Defense (DOD) Tuition Assistance (TA) offerings with tuition rates estimated by
contact and quarter credit hour basis are listed below. Please note that books, materials and fees are not
included in the tuition rates. These items may be found on the Tuition List Insert in the back of the School

Catalog.

Contact/Quarter | Tuition (before fees, | Rate per Contact /
Program Credit Hours books, materials, etc.) | Quarter Credit Hour
Business Administration 720/ 44 $11,520.00 $16.00 / $261.82
Medical Assistant 900 /58 $14,400.00 $16.00 / $248.28
Medical Office Specialist 720/ 56 $11,520.00 $16.00 / $205.72
Network Engineer 900/ 45 $14,400.00 $16.00 / $320.00
Practical Nursing 1620/ 117 $25,920.00 $16.00 / $221.54

Veterans’ Refund Policy
All tuition, fees and instructional charges is subject to
the following pro-rata refund policy:

Percentage of days Percentage of tuition
in class completed and instructional
by student at notice charges that school
of cancellation may retain
In excess of 5% to 10% 15%
In excess of 10% to 15% 20%
In excess of 15% to 20% 25%
In excess of 20% to 25% 30%
In excess of 25% to 30% 35%
In excess of 30% to 35% 40%
In excess of 35% to 40% 45%
In excess of 40% to 45% 50%
In excess of 45% to 50% 55%
In excess of 50% to 55% 60%
In excess of 55% to 60% 65%
In excess of 60% to 65% 70%
In excess of 65% to 70% 75%
In excess of 70% to 75% 80%
In excess of 75% to 80% 85%
In excess of 80% to 85% 90%
In excess of 85% to 90% 95%
In excess of 90% 100%
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CALC Programs

Medical Office Specialist (Title IV eligible) — offered at O Fallon campus

720 Contact hours / 56 Quarter Credit hours SOC Code 43-6013, CIP Code 51.0710
Certificate

Program Objective: The medical office courses will teach the student medical terms from the body systems,
diagnosis procedures and treatment procedures. Medical Coding will provide students with the knowledge and
skills necessary to understand medical services CPT and ICD-10 industry codes. Medical Professional Billing will
introduce students to major nationwide medical insurance programs and simplify the process of filing claim forms.
Designed to develop an individual's skills to work in a medical office, hospital, or other medical related organization
to assist with office duties including, but not limited to patient billing, receptionist, claims processing, and medical
office support. Students will learn keyboarding, windows operating system, word processing, and spreadsheet office
applications. Student will develop skills in medical accounting management software and address privacy and
security issues within the healthcare industry.

WORK-
CLASSROOM/ BASED
LECTURE SHOP/LAB ACTIVITIES TOTALS
COURSE NAME Clock Credit Clock Credit Clock Credit | Clock Credit
Core Office Administration Components
Keyboarding 30 1.5 30 1.5
Practical PC 50 2.5 50 2.5
Career Development 20 1 20 1
Core Medical Office Components
Medical Terminology 160 16 40 2 200 18
Medical Coding 80 8 40 2 120 10
Medical Professional Billing 60 6 40 2 100 8
Medical Office Accounting 30 3 10 .5 40 3.5
Electronic Health Records 20 2 20 1 40 3
Medical Office Procedures 20 2 20 1 40 3
CBCS Prep 30 3 50 2.5 80 5.5
TOTAL 400 40 320 16 720 56
Schedule

Medical Office Specialist students attend full-time (16 hours per week) for 45 weeks. Refer to catalog addendum
for upcoming start dates.

Admission Criteria
Student must be a High School graduate or possess a GED (or equivalent)

Graduation Requirements

Students in programs must maintain a cumulative grade point average of 2.0 or higher within the maximum
allowable time frame for graduation.

Individual course descriptions begin on the following pages: Medical Office courses — page 30, Office
Administration courses - page 33, and Information Technology courses - page 36.
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Medical Assistant (7itle [V Eligible) - offered at all campuses

900 Contact hours / 58 Quarter Credit hours SOC Code 31-9092, CIP Code 51.0801
Certificate

Medical Assistants are valued members of the medical team and are increasingly relied upon to perform
routine administrative and clinical procedures. As a Medical Assistant student, you learn to perform clinical
procedures, routine laboratory tests and to assist physicians during examination and treatment. Training
includes the preparation of medical insurance bills, reports, correspondence, and forms. Additional skill areas
include keyboarding, word processing, computer applications, communication skills and patient relations.
The program concludes with an internship to help apply your learned skills in an actual work setting.
Graduates are qualified to seek positions as medical office assistants in physicians’ offices, clinics and other
health-related facilities.

WORK-
CLASSROOM BASED
/ LECTURE SHOP/LAB ACTIVITIES TOTALS
COURSE NAME Clock  Credit Clock Credit Clock Credit | Clock Credit
Core Office Administration Components
Keyboarding 20 1 20 1
Practical PC 20 1 20 1
Oral & Written Communications 20 1 20 1
Career Development 40 2 40 2
Core Medical Office Components
Medical Terminology 160 16 160 16
Clinical Procedures 80 8 40 2 120 10
Laboratory Procedures 40 4 100 5 140 9
Pharmacology Medical Math 10 1 10 .5 20 1.5
Medical Professional Billing 80 4 80 4
Medical Accounting 10 1 10 .5 20 1.5
Electronic Health Records 20 1 20 1
Medical Office Procedures 20 2 20 1 40 3
RMA Exam Review 20 1 20 1
Medical Assistant Internship 180 6 180 6
TOTAL 320 32 400 20 180 6 900 58
Schedule

Medical Assistant students attend full-time (18 hours per week) for 50 weeks. Refer to catalog addendum for
upcoming start dates.

Admission Criteria
Student must be a High School graduate or possess a GED (or equivalent)

Graduation Requirements
Students in programs must maintain a cumulative grade point average of 2.0 or higher within the maximum
allowable time frame for graduation.

Individual course descriptions begin on the following pages: Medical Office courses — page 30, Office
Administration courses - page 33, and Information Technology courses - page 36.
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Business Administration (7itle IV eligible) - offered at all campuses

720 Contact hours / 44 Quarter Credit hours
Certificate

Program Objective: Instruction includes computer applications for word processing, database, spreadsheet and
presentation graphics software. In addition to computer skill development, the student will learn skills to function in
today’s modem office environment with emphasis on business communications, principles of business, data entry,
office machines, office procedures, public relations, filing systems, records management, and report preparation.
This program is intended to help individuals prepare for various administrative occupations such as administrative
assistant, secretary, receptionist, help desk or end user support.

SOC Code 43-6014, CIP Code 52.0401

WORK-
CLASSROOM BASED
/ LECTURE SHOP/LAB ACTIVITIES TOTALS
COURSE NAME Clock  Credit Clock Credit Clock Credit | Clock Credit
Term 1 Courses
Practical PC 40 2 40 2
Word Basic 30 1.5 30 1.5
Word Intermediate 30 1.5 30 1.5
Word Advanced 30 1.5 30 1.5
Customer Service & Marketing Basics 30 3 50 2.5 80 5.5
Excel Basic 30 1.5 30 1.5
Excel Intermediate 30 1.5 30 1.5
Excel Advanced 30 1.5 30 1.5
Administrative Skills 20 2 20 1 40 3
PowerPoint Basic 20 1 20 1
Term 2 Courses
PowerPoint Advanced 20 1 20 1
Time Management 20 2 20 1 40 3
Access Basic 30 1.5 30 1.5
Access Intermediate 30 1.5 30 1.5
Outlook Basic 20 1 20 1
Human Resource Management 20 2 40 2 60 4
Career Development 40 2 40 2
Fundamental Accounting Concepts 40 4 20 1 60 5
QuickBooks 30 3 30 1.5 60 4.5
TOTAL 160 16 560 28 720 44
Schedule

Business Administration students may attend full-time (18 hours per week) for 40 weeks. Traditional and mediated instruction
methods are available. Refer to catalog addendum for upcoming start dates.

Admission Criteria
Student must be a High School graduate or possess a GED (or equivalent)

Graduation Requirements
Students in programs must maintain a cumulative grade point average of 2.0 or higher within the maximum allowable time
frame for graduation.

Individual course descriptions begin on the following pages: Allied Health courses — page 30, Office Administration courses -
page 33, and Information Technology courses - page 36.
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Network Engineer (Title IV eligible) - offered at all campuses

900 Contact /45 Quarter Credit hours SOC Code 15-1152, CIP Code 11.0901
Certificate

Program Objective: Offers skills to prepare a student to manage and analyze client/server administration with a
Microsoft Windows network. Courses are designed to prepare students for jobs which may involve: network
administrator, network technician, end user support and systems analyst. This program is intended to help
individuals prepare for Microsoft and CompTIA industry certification including A+ and Network+. Core
requirements are as follows:

WORK-
CLASSROOM BASED
/ LECTURE SHOP/LLAB ACTIVITIES TOTALS

COURSE NAME Clock  Credit Clock Credit Clock Credit | Clock Credit
Core Office Administration Components

IT Fundamentals 40 2 40 2

Career Development 40 2 40 2
Core Information Technology Components

Computer Support and Maintenance 160 8 160 8

Network 160 8 160 8

Server 60 3 60 3

Security 140 7 140 7

Cloud 60 3 60 3

ITIL Foundations 40 2 40 2

Linux 60 3 60 3
Elective (Choose 1 of the following): 140 7 140 7

Modern Desktop

Network Infrastructure

TOTAL 900 45 900 45
Schedule

Network Engineer students may attend full-time (18 hours per week) for 50 weeks;
Traditional and mediated instruction are available. Refer to catalog addendum for upcoming start dates.

Admission Criteria
Student must be a High School graduate or possess a GED (or equivalent)

Graduation Requirements
Students in programs must maintain a cumulative grade point average of 2.0 or higher within the maximum
allowable time frame for graduation.

Individual course descriptions begin on the following pages: Allied Health courses — page 30, Office
Administration courses - page 33, and Information Technology courses - page 36.
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Cyber Security - (Not Title IV eligible) - offered at all campuses

240 Contact Hours SOC Code 15-1232, CIP Code 11.1003
Certificate

Program Objective: This accelerated training program is intended for an entry-level IT worker or an
individual who seeks to advance his/her IT career through industry certifications. Certification validates
ability and competency. Program content provides IT professionals with the knowledge and skill sets
necessary to work on server computer systems at the enterprise level.

WORK-
CLASSROOM BASED
/ LECTURE SHOP/LAB ACTIVITIES TOTALS
COURSE NAME Clock  Credit Clock Credit Clock Credit | Clock Credit
Core Information Technology Components
CompTIA A+ 40 2 40 2
CompTIA Network+ 40 2 40 2
CompTIA Security+ 40 2 40 2
CCNA 40 2 40 2
Operating Systems 1 20 1 20 1
Operating Systems 2 20 1 20 1
Operating Systems 3 20 1 20 1
ITIL 20 1 20 1
TOTAL 240 12 240 12
Schedule

Cyber Security students attend 40 hours per week for 6 weeks. Refer to catalog addendum for upcoming start dates.

Admission Criteria
Student must be a High School graduate or possess a GED (or equivalent)

Graduation Requirements
Students in programs must maintain a cumulative grade point average of 2.0 or higher within the maximum
allowable time frame for graduation.

Individual course descriptions begin on the following pages: Allied Health courses — page 30, Office
Administration courses - page 33, and Information Technology courses - page 36.
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Software Developer - (Not Title IV eligible) - offered at all campuses

480 Contact Hours SOC Code 15-1251, CIP Code 11.0202
Certificate

Program Objective: Designed for an entry-level IT worker. Individuals learn and acquire computer programming
skills. Learn to code using Python, Java and .NET languages. Students acquire the ability to create, develop and
package web and windows applications that include topics such as object-oriented programming patterns,
development of graphical user interfaces, data management, threading and unit testing.

WORK-
CLASSROOM BASED
/ LECTURE SHOP/LAB ACTIVITIES TOTALS
COURSE NAME Clock  Credit Clock Credit Clock Credit | Clock Credit
Core Information Technology Components
Intro to Python Programming 20 2 20 1 40 3
Programming Language — Part 1 40 4 40 2 80 6
Programming Language — Part 2 40 4 40 2 80 6
Programming Language — Part 3 40 4 40 2 80 6
Programming Language — Part 4 40 4 40 2 80 6
Interactive Coding Capstone 30 3 90 4.5 120 7.5
TOTAL 210 21 270 13.5 480 34
Schedule

Software Developer students attend 40 hours per week for 12 weeks. Refer to catalog addendum for upcoming start
dates.

Admission Criteria
Student must be a High School graduate or possess a GED (or equivalent)

Graduation Requirements
Students in programs must maintain a cumulative grade point average of 2.0 or higher within the maximum
allowable time frame for graduation.

Individual course descriptions begin on the following pages: Allied Health courses — page 30, Office
Administration courses - page 33, and Information Technology courses - page 36.
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Allied Health Courses of Instruction

Medical Terminology (Medical Assistant)

160 Contact/ 16 Quarter Credit Hours:

This course will teach the student the building blocks
of medical terms enabling them to master medical
terminology; the body systems, including structures
and functions, diagnostic procedures, pathology, and
treatment procedures for each body system; and
diagnostic and imaging procedures for the body as a
whole; as well as disease transmission, Universal
Precautions, pharmacology, and mental disorders.
This course is broken down into three modules of
40/40/40 contact hours covering the following lessons:
PartI (Lessons 1-4); Part Il (Lessons 1, 2, & 5-7); Part
I (Lessons 1, 2, & 8-11); and Part IV (Lessons 1, 2,
& 12-15).

Medical Terminology (Medical Office)

200 Contact/ 18 Quarter Credit Hours

This course will teach the student the building blocks
of all medical terms enabling them to master medical
terminology; the body systems, including structures
and functions, diagnostic procedures, pathology and
treatment procedures for each body system; and
diagnostic and imaging procedures for the body as a
whole; as well as disease transmission, Universal
Precautions, pharmacology and mental disorders. This
course is broken down into three modules of 80/60/60
contact hours covering the following chapters: Part I
(Chapters 1-3 & 8-10), Part Il (Chapters 1-2, 4, & 11-
14); and Part Il (Chapters 1-2, 5-7, & 15).

Medical Coding

120 Contact/ 10 Quarter Credit Hours

This course will provide students with the knowledge
and skills necessary to understand medical services
performed (CPT codes), correlating the diagnosis,
symptoms, complaint or condition (ICD-10-CM
codes), thus establishing the medical necessity
required for third-party reimbursement. Learn proper
techniques for moving objects. This course is broken
down into two modules of 60/60 contact hours
covering the following chapters: Part I: (Chapters 1,
8-11, & 13-18) and Part II: (Chapters & 19-27).

Medical Professional Billing (Medical Assistant)

80 Contact / 4 Quarter Credit Hours

This course will introduce students to major
nationwide medical insurance programs; provide
students with a basic knowledge of national diagnosis
and procedure coding systems; simplify the process of
filing claim forms. Along with correct mouse
placement.

Medical Professional Billing (Medical Office)

100 Contact / 8 Quarter Credit Hours

This course provides students with code sets,
guidelines, and claim forms to provide students with
the most essential knowledge of billing and
reimbursement. Students will learn about managed
health care, legal and regulatory issues, coding
systems, reimbursement methods, coding for medical
necessity and common health insurance plans. This
course may be broken down into two modules of 40/60
contact hours covering the following chapter: Part I
(Chapters 11-15) and Part Il (Chapters 4-10).

Medical Accounting

20 Contact/ 1.5 Quarter Credit Hours

This course will familiarize the student with account
management and help develop the skill necessary to
become a successful at medical account management.
Upon completion, the student will be able to define and
understand transaction entry, enter, edit, and apply
payments, update information, understand claim
management, create and print claims, apply payments,
understand the process of submitting electronic claims,
entering diagnoses, billing, procedure, payment and
adjustments codes, generating reports and back up
utilities. Along with proper chair postures.

Medical Office Accounting

40 Contact/ 3.5 Quarter Credit Hours

This course will introduce students to basic
management concepts for medical administrative staff;
fundamentals of medical insurance; patient registration
and data entry; procedure posting routines; insurance
billing routines; posting payments and secondary
insurance billing; patient billing and collections;
posting secondary insurance payments and electronic
remittance; and insurance claims follow-up dispute
resolution.
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Medical Office Procedures (Medical Office)

40 Contact/ 3 Quarter Credit Hours

This course teaches the day-to-day operation of a
medical office or medical department. Skills include
customer service, review of waiting area for safety
concerns, telephone, insurance verification, receipt of
patient payments, authorization of procedures and
information processing and addressing financial
obligations of patients.

Medical Office Procedures (Medical Assistant)

40 Contact/ 3 Quarter Credit Hours

Students will become familiar with all aspects of a
medical office and the administrative role of the
medical assistant. Topics include: the day-to-day
operation of a medical office, or medical department.
Skills include customer service, telephone, insurance
verification, receipt of patient payments, authorizations
of procedures, and information processing and
addressing financial obligations of patients. History of
the medical assisting profession and healthcare
practice is also discussed. Along with the importance
of monitor positions.

Electronic Health Records (Medical Assistant)

20 Contact/ 1 Quarter Credit Hours

This Course will help prepare the students for the
transition from paper records to electronic format. The
students will be introduced to the charting of a patient
and case information electronic health record,
including the privacy and security of the electronic
health record system in accordance with HIPAA
legislation. It will teach a hands-on health records
program by teaching hands-on exercises working with
the software. Along with best practices for moving
objects.

Electronic Health Records (Medical Office)

40 Contact/ 3 Quarter Credit Hours

This Course will help prepare the students for the
transition from paper records to electronic format. The
students will be introduced to the charting of a patient
and case information electronic health record,
including the privacy and security of the electronic
health record system in accordance with HIPAA
legislation. It will teach a hands-on health records
program by teaching hands-on exercises working with
the software.

CBCS Prep

40 Contact/ 3.5 Quarter Credit Hours

This course will help prepare students to sit for the
National Healthcare Association’s Certified Billing
and Coding Specialist (CBCS) exam. Students will
review the knowledge, skills, and abilities that a billing
and coding professional must be able to demonstrate in
order to safely and effectively perform expected job
duties. The course will provide review, case studies
and practice tests that cover the competencies required
on the exam.

Clinical Procedures

120 Contact/ 10 Quarter Credit Hours

This course introduces students to clinical skills.
Safely skills to protect yourself and patients from
infections. Consideration is given to the fundamentals
and equipment used to measure vital signs, determine
height/weight, patient preparation/positions, methods
of examination, and assisting the physician with
routine/specialized  examination.  Students  are
introduced to surgical instrumentation and tray set up.

Laboratory Procedures

140 Contact / 9 Quarter Credit Hours

Course is designed to teach the student laboratory
skills, standard precautions and safety issues
mandatory for the protection of the patient and the
health practitioners. Consideration is given to the
fundamentals of microbiology and urinalysis.
Students learn techniques in the collection of bacterial
specimens, collection and analysis of urine samples,
and streptococci testing. Includes introduction to the
proper technique of handling and processing blood,
utilizing current OSHA and CLIA guidelines, with
emphasis on universal precautions. Knowledge and
skills are acquired to perform hematological laboratory
tests ordered and utilized by the physician as a
diagnostic tool. Additional diagnostic tests include
skin tests, cardiology examinations, and vital capacity
tests. The medical assistant must understand these
exams in order to prepare the patient and provide
education related to the evaluation.
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Pharmacology Medical Math

20 Contact/ 1.5 Quarter Credit Hours

This course provides students with the knowledge and
skills required to prepare and dispense oral and
parenteral drugs. The student is introduced to
principles of pharmacology, including major drug
classifications, action, side effects, immunology, and
implications for care.

RMA Exam Review

20 Contact/ 1 Quarter Credit Hours

This course assists the student in preparing for the
Registered Medical Assistant (RMA) certification
exams. By providing general information about
studying, test taking and the organization and format
of the certification exam. Includes practice tests, and
study guides to assess the student acknowledge and
skills.

Medical Assistant Internship

180 Contact / 6 Quarter Credit Hours

The internship is an opportunity for students in the
Medical Assistant program to gain experience in
administrative and clinical competencies in a selected
physician’s office or health care facility. Please note
that institutional policies and procedures are in affect
during the student’s internship. Non-compliance will
be factored, in determining overall performance.
Prerequisite: Successful completion of Modules 1, 2,
3, & 4 of the Medical Assistant Program with a G.P.A.
of 2.0 or greater.
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Office Administration Courses of Instruction

Access Basic

30 Contact/ 1.5 Quarter Credit hours

This course is designed to teach the student the basic
skills necessary to operate Microsoft Access. This
course introduces database features with an overview
of Access objects. Topics include: creating database
tables; sorting and filtering data records; creating basic
forms; creating, saving, and running select queries.
Along with proper use and placement of mouse.

Access Intermediate

30 Contact/ 1.5 Quarter Credit hours

This course is designed to teach the student
intermediate Microsoft Access skills. Topics covered
include: creating and modifying relationships,
modifying table structure, creating a form that contains
a subform, adding screen tips to forms, creating
queries, importing a report into a database, and creating
areport from a subreport.

Administrative Skills

40 Contact/ 3 Quarter Credit hours

In this course, students will learn how to handle mail,
telephone skills, file information, plan business trips
and how to use office equipment properly. How to
communicate effectively, be a team player, and
encourage cooperation when you do not have formal
authority over others; how to make office politics a
positive tool, build strong business relationships and
work effectively with their supervisor. In addition,
students will learn the importance of projecting a
professional image, dressing professionally, and
practicing effective conflict resolution when dealing
with difficult people.

Career Development

40 Contact/ 2 Quarter Credit hours

In this course the student will learn methods and
procedures utilized in a successful job search. Leam
how to interpret classified recruitment advertisements,
complete an employment application, develop resume,
cover letters, interviewing techniques, networking
leads and interview follow up. Along with strategies
to deal with the stress of job searching,

This course is broken down into two modules of 20/20
contact hours in Medical Office Specialist Program.

Customer Service & Marketing Basics

80 Contact/ 5.5 Quarter Credit hours

In this course, students will learn how to provide good,
quality customer service, develop the skills to be a
critical listener, how to reach and maintain customers,
and how to balance work-life stress. Students will also
get an introduction to marketing strategies and the use
of customer relationship management systems to
better prepare themselves for the business
environment.

Excel Basic

30 Contact/ 1.5 Quarter Credit hours

This course is designed to teach the student the basic
skills necessary to operate Microsoft Excel. Students
learn introductory topics include entering, editing, and
formatting entries: selecting cells and ranges, and
creating and modifying basic formulas.

Excel Intermediate

30 Contact/ 1.5 Quarter Credit hours

This course is designed to teach the student
intermediate Microsoft Excel skills. Topics include:
Excel themes, cell styles, and number formats, as well
as functions for dates, numbers and text.

Excel Advanced

30 Contact/ 1.5 Quarter Credit hours

This course is designed to teach the student advanced
Microsoft Excel skills. Topics include tables, financial
functions, what-if analyses, PivotTables and Pivot
Charts, workbooks protection, collaboration, and
more.

Fundamental Accounting Concepts

60 Contact/ 5 Quarter Credit hours

This course is an Introduction for Non-Accounting
Majors. This component teaches the fundamental
accounting principles and how they apply to the
financial cycle of business. Students learn how to use
universal accounting tools —such as the general ledger,
account equations, journalizing transactions, post a
transaction, record an adjusting entry, calculating
depreciation, financial statements, bank
reconciliations, payroll-related taxes, vertical and
horizontal analysis, and calculate financial ratios.
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Human Resource Management

60 Contact / 4 Quarter Credit hours

This course offers a deep dive into the core principles
and advanced concepts of human resources, laying a
solid foundation while also exploring the nuanced
aspects of the profession. From recruitment and
selection to compensation and benefits, students will
gain an in-depth understanding of all major HR
functions

Keyboarding

10 Contact /> Quarter Credit hours each part

It is designed to develop efficient and safe keyboarding
techniques with the correct posture and placement of
keyboard and chair; as well as to learn speed and
accuracy in typing. Various production formats are
introduced throughout the sequence in order to provide
a thorough background in all phases of business
correspondence and support. This sequence is
structured to meet the needs of students who want to
learn to type or improve their keyboarding skills.
(Refer to program description for total hours required

per program)

Oral and Written Communications

20 Contact/ 1 Quarter Credit hours

This course will provide learners with the tools
necessary to learn about the changing role of the
necessary to learn about the changing role of the
administrative  support  professional, the
professional practices common to business
offices, time-management skills, etiquette in the
workplace, telephone communication and
business communication, manage records, learn
strategic guidelines for managing your career.

Outlook Basic

20 Contact/ 1 Quarter Credit hours

This course is designed to teach students the basic
skills necessary to operate Microsoft Outlook. This
course teaches students setting email options, sending
messages, attaching files, responding to messages,
creating contacts and distribution lists, creating notes,
reminders, and tasks, assigning tasks, sharing
calendars, and the To-Do bar. In addition to proper
monitor placement and usage.

PowerPoint Basic

20 Contact/ 1 Quarter Credit hours

This course is designed to teach the student the basic
skills necessary to operate Microsoft PowerPoint
skills. Students learn how to create a new presentation,
adding and formatting slides, navigating a slide show,
inserting images and backgrounds, and adding
transitions and animations. Along with tripping
prevention during presentations.

PowerPoint Advanced

20 Contact/ 1 Quarter Credit hours

This course is designed to teach the student advanced
Microsoft PowerPoint skills. Topics include
formatting charts and changing chart types, sending
presentations via email, creating speaker notes,
drawing on slides during a slide show. Along with
tripping prevention during presentations.

Practical PC (Medical Office)

50 Contact/ 2.5 Quarter Credit hours

Students will learn some of the most essential
skills for using the current versions of Microsoft
Word, Excel, and PowerPoint. In addition to
exploring some of the features and capabilities
that all the Office programs share, they will learn
many skills specific to each program. Also,
students will be shown features and tips for using
the Windows operating system that include
settings to reduce eye strain, organizing, naming,
saving and protecting computer files..

Practical PC (Business Administration)

40 Contact/ 2 Quarter Credit hours

Students learn about PC basics such as an introduction
to Microsoft Windows: organizing, naming, saving
and protecting computer files. Connecting to the
Internet and cloud storage. Students also learn about
installing and using application software in addition to
settings that reduce eye strain.

Practical PC (Medical Assistant)

20 Contact/ 1 Quarter Credit hours

Students learn about PC basics with an introduction to
Microsoft Office software: naming, saving and
creating Word documents and PowerPoint
presentations in addition to settings that reduce eye
strain.

Page 34



QuickBooks

60 Contact/ 4.5 Quarter Credit hours

Provides an introduction to QuickBooks accounting
features. Set up a business as a QuickBooks company,
create a chart of accounts, set up and manage
inventory, pay bills and make deposits. Students are
introduced to QuickBooks and basic file-management
tasks necessary for mastering the essentials.

Time Management

40 Clock/ 3 Quarter Credit hours

This course helps students understand time
management by helping them determine how they
currently spend time, offering ways for them to spend
time more efficiently. This course focuses on
planning, scheduling, and concentration skills. The
program also covers handling interruptions, keeping
meetings productive, and organizing paperwork,
identifying and overcoming personal time wasters.

Word Basic

30 Contact/ 1.5 Quarter Credit hours

This course is designed to teach the student the basic
skills necessary to operate Microsoft Word. Students
learn how to create, edit, save and print a document and
about character and paragraph formatting. Along with
ways to mitigate carpal tunnel.

Word Intermediate

30 Contact/ 1.5 Quarter Credit hours

This course is designed to teach the student
intermediate Microsoft Word skills. Topics include:
creating and saving documents, printing documents,
creating tables, inserting shapes and pictures, applying
styles, adding footnotes and endnotes, inserting
comments, proper sitting postures, and using Track
Changes.

Word Advanced

30 Contact/ 1.5 Quarter Credit hours

This course is designed to teach the student advanced
Microsoft Word skills. Topics include: tracking
changes, proper sitting postures, comparing
documents, import Excel worksheets, securing
documents, creating and running macros, and
converting documents to web pages.

Word Processing

20 Contact/ 1 Quarter Credit hours

Word processing covers key introductory Microsoft
Word skills. Course is designed to teach the student the
basic skills necessary in creating and saving
documents, printing documents, creating tables,
inserting shapes and pictures, applying styles, adding
footnotes and endnotes, inserting comments, and using
Track Changes.  Additionally, learn the proper
techniques for safe typing,
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Information Technology Courses of Instruction

Cloud

60 Contact/ 3 Quarter Credit hours

This course covers fundamental and advanced
concepts of cloud computing infrastructure and
administration.  Topics covered include the
implementation, maintenance, delivery and security of
cloud technologies and infrastructure. Gain a
complete understanding of fundamental concepts,
terminology, and characteristics of cloud computing.
Additionally, the importance of trip / fall prevention
around the workplace.

Computer Support and Maintenance

160 Contact /8 Quarter Credit hours

Students learn how to install, configure, remove and
troubleshoot ~ personal computer components.
Troubleshoot problems with laptops, peripherals and
network connections. Student will also learn to
recognize the fundamental of operating system
technologies and basic procedures in installing and
upgrading operating systems. Including learming the
safety and environmental guidelines. The course will
explore such components as motherboards, power
supplies, storage devices, central processing units,
adapter cards and troubleshoot various computer
components. This course covers both physical safety
and environmental procedures to be established and
used along with the appropriate use of communication
skills and professionalism in the workplace.

Linux

60 Contact/ 3 Quarter Credit hours

This course provides an understanding of the
open-source industry, knowledge of the most
popular open-source applications, the major
components of Linux, the Linux command line,
possess basic knowledge of security and
administration-related concepts, and know where
to go for help.

Modern Desktop

140 Contact/ 7 Quarter Credit hours

Course topics covered include: how to deploy
Windows, manage devices and data, configure
connectivity, maintain Windows, deploy, and
update operating systems, manage policies and
profiles, manage, and protect devices, and
manage apps and data.

Network

160 Contact / 8 Quarter Credit hours

This course provides students with the
knowledge of media and topologies, protocols
and standards, network implementation and
network support, including proper physical
safety when running cables. It also introduces
the student to WAN and Wireless technologies
and services, as well as managing, monitoring
and troubleshooting networks. Network security
is also reviewed.

Network Infrastructure

140 Contact / 7 Quarter Credit hours

In this course, students gain a complete
understanding of networking that reaches far
beyond Cisco devices. Students discover how
disparate network topologies and technologies
work together to form the fully operational
networks that are vital to today’s very way of life
in the developed world - knowledge and
expertise essential for and relevant to every
networking job.

IT Fundamentals

40 Contact/ 2 Quarter Credit hours

In this course, students will leamn foundational IT
concepts including: identifying and explaining
computer  components, installing  software,
establishing network connectivity, best practices to
prevent physical injury, and preventing security risks.
In addition, obtain the skills and knowledge needed to
perform common tasks, including: using features and
function of common operating systems, establishing
network connectivity, identify common software
applications and their purpose, and using security and
web browsing best practices.
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ITIL Foundation

40 Contact/ 2 Quarter Credit hours

In this course, students learn the guiding principles of
ITIL, the four dimensions of Service Management,
key concepts from Lean, Agile, DevOps, and why
these are important to deliver business value; and how
ITIL practices described in ITIL will maintain the
value and importance provided by the current ITIL
processes.

Security

140 Contact / 7 Quarter Credit hours

In this course, you will leam about control
fundamentals and security threats. You will learn
about network protocols, attacks, and defense against
attacks. You will learn how to create a secure network
and how to perform security assessments. You will
learn about network and system security mechanisms
as well as remote access and wireless security. The
course covers authentication, biometrics, physical
security and other security controls. You will learn
how to secure the IT environment. You will also learn
about cryptography and public key infrastructures.
Finally, you will learn about securing applications,
virtualized environments, cloud computing, business
continuity, disaster recovery, security training, and
forensics. Additionally, proper electrical safety when
dealing with components.

Server

60 Contact / 3 Quarter Credit hours

This course provides students with the
fundamental and advanced concepts associated
with servers. Topics covered include: setting up
virtualization, addressing storage needs, security
concepts as they relate to servers, and
troubleshooting common issues you may come
across while working on servers.

CompTIA A+

40 Contact Hours

Students learn how to install, configure, remove
and troubleshoot personal computer components.
Troubleshoot problems with laptops, peripherals
and network connections. Student will also learn
to recognize the fundamental of operating system
technologies and basic procedures in installing
and upgrading operating systems. Including
learning the safety and environmental guidelines.

CompTIA Network+

40 Contact Hours

This course provides students with the
knowledge of media and topologies, protocols
and standards, network implementation and
network support, including proper physical
safety when running cables. It also introduces
WAN and Wireless technologies and services, as
well as  managing, monitoring  and
troubleshooting networks.

CompTIA Security+

40 Contact Hours

In this course, students will implement, monitor,
and troubleshoot infrastructure, application,
information, and operational security; network
protocols, attacks, and defense against attacks;
how to create a secure network and how to
perform security assessments; additionally,
proper electrical safety when dealing with
components.

CCNA

40 Contact Hours

This course improves a student’s knowledge of
networking basics, switching & routing
technologies, network  security, network
automation and programmability. Students will
demonstrate the ability to implement and
administer a wide range of modern IT
networking technologies.

Operating Systems 1

20 Contact Hours

In this course students will acquire the skills
necessary to deploy, manage and maintain
computer operating systems. Students will learn
to accomplish several technical tasks: deploy
Windows; manage devices and data; configure
connectivity; and maintain Windows.

Operating Systems 2

20 Contact Hours

In this course students learn the intermediate
levels of computer software and hardware
technologies. Students will learn to deploy and
update operating systems; manage policies and
profiles; manage and protect devices; and
manage apps and data.
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Operating Systems 3

20 Contact Hours

The course introduces tools and tactics to manage
cybersecurity risks, identify various types of
common threats, evaluate the organization's
security, collect and analyze cybersecurity
intelligence, and handle incidents as they occur.

ITIL

20 Contact Hours

This course provides an introduction to ITIL.
Students look at IT service management through
an end-to-end operating model for the creation,
delivery and continual improvement of tech-
enabled products and services.

Introduction to Programming

40 Contact Hours

This course grants an understanding of the core
programming fundamentals before moving on to
more advanced courses. Students gain an
understanding of programming fundamentals
and object-oriented programming concepts.

Programming Language (Parts 1,2,3 & 4)

80 Contact Hours (per part)

Students begin with entry-level coding languages
and move forward to advanced topics across
various programming platforms. Students will
learn to code in Python, Java, and .NET
languages. Students learn to create, develop and
package web and windows applications that
include topics such as object-oriented
programming pattern, development of graphical
user interfaces, data management, threading, unit
testing and code automation.

Interactive Coding Capstone

120 Contact Hours

Students will be required to use their skills
learned from the previous program classes to
build a full-stack application using at least two of
the programming languages learned as a working
real world model. Students are guided
throughout the course with industry best practices
that they must build into their final capstone project.
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Those students who choose to enroll in the Practical Nursing Program will receive the Practical
Nursing Student Handbook, which contains the information contained in this insert, as well as
additional policies and information regarding the Practical Nursing Program.
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PRACTICAL NURSING PROGRAM ADMISSION PROCEDURES

CALC is open to all applicants without discrimination on the basis of race, color, national origin, religion, gender,
physical or mental disability, medical condition, ancestry, marital status, age, sexual orientation, citizenship, or
status as a Vietnam-era veteran or special disabled veteran.

Individuals interested in the Practical Nursing program will need to:

1.

Complete and submit an application for admission to CALC for the Practical Nursing (PN) program, by the
application deadline and meet with Admissions. All applicants need to be at least eighteen (18) years of age.
There is no application fee.

Upon completion of the Admission meeting applicants will need to register to take the HESI A2 admission
examination through Elsevier. Check with the school for schedule of test dates and times. This is a multiple-
choice assessment of basic academic knowledge in reading, mathematics, science and English and language
usage. Exam dates are by appointment, please call (618) 474-0616, option 1 for testing dates. The testing fee
is $55.00 (subject to change). Visit https://evolve.elsevier.com/cs/ to schedule the test. This test may be
taken twice. An exam review guide is available for a fee from Elsevier.

The HESI scores will be used to rank admission to the program. Applicants need to check with the school for
enrollment dates and admission deadlines. HESI admission exam needs to be completed by the admission
deadline. (12/12/24)

Submit transcripts from all high schools and post-secondary schools attended, and, if applicable, an official
GED exam score. Documentation must include proof of high school graduation or GED status. (9/12/12)

Submit two letters of character reference. Letters should be from: past employers, professionals in business,
government or educational occupations, community leaders and etc. No reference from a family member will
be accepted.

The completed application and supporting documents need to emailed to info@calc.edu or mailed to:

Attn: PN Admissions

CALC, Institute of Technology
200 North Center Drive, Suite A
Alton, IL 62002

Once the successfully completed application and required documents are received by the Institution, applicants
will be contacted by the school to schedule a time to attend an Admissions interview. The purpose of the
meeting is to mutually determine whether the Practical Nursing program meets the needs of the applicant and
to cover tuition and expenses. During the Admissions meeting, requirements for NCLEX-PN® exam and
clinical agencies will be reviewed, including but not limited to, the ability to complete a criminal background
check, drug and alcohol testing.

If more students apply to the program than space will allow, applicants who meet all admission criteria will be
ranked for placement in the class based on the following criteria: Admission Exam Score, admission interview,
past academic and employment history.

Applicants will need to schedule a meeting with the Financial Aid Office. Individuals who have defaulted on
student loans or owe an overpayment on a Pell Grant may be ineligible for Federal Student Aid.

A letter of acceptance will be sent to the successful applicants. The acceptance correspondence contains deadline
dates for the following information to be submitted prior to program start date:

1.

Students need to submit a satisfactory health history and physical examination report from a licensed medical
provider. The examination report must indicate that the medical provider approves the practical nursing
candidate to perform functions of the practical nursing occupation.
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PRACTICAL NURSING PROGRAM ADMISSION PROCEDURES (Continued)

2. Completed immunization records must be received by the institution by end of first term. The immunization
records need to include: results of Rubella titer or record of 2 MMR immunizations, results of a current Two-
Step TB skin test, date of chickenpox or vaccine, documentation of pertussis immunization, proof of the
Hepatitis B vaccination or evidence that the first of the required three (3) vaccine’s has been administered,
with a schedule for the remaining two (2) vaccines being scheduled for completion within six (6) months.
Proof of influenza vaccines will be required by clinical facilities and will be required by October 1°".

3. A criminal background check will be conducted on all students prior to class attendance at the student’s
expense. Every student must pass the background check. If a student has resided in a different state in the last
twelve months, a background check, at the student’s expense, will be conducted in all states. An additional
criminal background check may be required prior to reporting to a clinical site.

4. Prior to program start date each applicant will be required to have a drug screening with “negative” results.
Contact the School for information regarding testing locations. Payment by the student is due upon arrival at
the testing site. An additional drug test may be required prior to reporting to a clinical site at the student
expense.

5. Students must maintain the CPR/BLS certification from the American Heart Association throughout the entire
clinical rotation.

6. Acceptance to the nursing program does not guarantee eligibility to sit for the NCLEX-PN® licensing exam.

CRIMINAL BACKGROUND CHECK POLICY

During the admission process students are notified of the regulations for nurses who have criminal histories. The
following histories will disqualify an individual from entrance into the Practical Nursing Program:

— Felony convictions

— Misdemeanor convictions or felony deferred adjudications involving crimes against persons (physical or
sexual abuse, etc.)

— Misdemeanor convictions related to moral turpitude (prostitution, public lewdness/exposure, etc.)

— Felony deferred adjudications for the sale, possession, distribution, or transfer of narcotics or controlled
substances

— Registered sex offenders

Criminal background checks are completed on all students prior to enrollment and clinical assignments when
required by the facility agency.

The following information is contained on the examination application for graduates of Illinois Nursing
Program:

All applicants for initial licensure as a licensed practical nurse in Illinois must submit to a criminal background
check and provide evidence of fingerprint processing from the Illinois State Police, or its designated agent.
Graduates of Illinois Nursing Programs should contact one of the live scan fingerprint vendors approved by the
[llinois State Police to schedule an appointment. You will receive a written receipt from the fingerprint vendor at
the time of fingerprinting and the receipt MUST BE SUBMITTED with your application for examination. You
must be fingerprinted within 60 days prior to submitting the application for examination. You will not be scheduled
for the examination if you fail to submit the receipt. Your Illinois Nurse License will not be issued until such time
as the Department of Financial and Professional Regulation has received and evaluated the results of your Criminal
Background Check
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PRACTICAL NURSING PROGRAM SCHEDULE

CLASSROOM SCHEUDLE

Classroom hours are 8:15 a.m. to 4:15 p.m., Monday, Tuesday, Wednesday and Thursday. Students will be
informed of hours for each clinical assignment in advance. Clinical assignments may be assigned Monday through
Sunday and scheduled for any shift based on availability of the clinical agency. Classroom may change based on
circumstances.

CLINICAL SCHEDULE

Students will be informed of hours for each clinical assignment in advance. Clinical assignments may be assigned
Monday through Sunday and scheduled for any shift based on availability of the clinical agency. Travel may be
required to outlying clinical sites. Transportation is the responsibility of the individual student. Hours and scheduled
days may vary and will be announced. The student has to be flexible and available for clinical assignments. Students
will not be able to refuse any assigned clinical site.

The instructor will provide the student with a clinical calendar at the beginning of each clinical assignment
that identifies the attendance requirements, course objectives, and grading criteria. Student will attend a
clinical orientation including an explanation of expectations and method of evaluation.

PRACTICAL NURSING PROGRAM NOTIFICATION OF ABSENCE

CLASSROOM

Students who will be absent or tardy must contact the CALC office at (618) 474-0616 at least 1 hour prior to their
scheduled start time. Students must leave a message with a CALC staff member or on the school’s voice mail
system with full name, program enrolled, date, time and reason you will not be attending or arriving late. Emailing
an instructor is not adequate.

CLINICAL
The notification of tardy or absence needs to be directly with the clinical instructor. The instructor at the clinical
site will give specific instructions for reporting absences for each clinical assignment.

A student who fails to report a tardy or absence is considered a “NO CALL - NO SHOW” and will be subject to
academic warning or dismissal from the program.

PRACTICAL NURSING PROGRAM ATTENDANCE POLICY

Attendance is expected and a responsibility when enrolled in CALC. It is essential that students of nursing
experience meaningful learning in the classroom, lab and in the clinical area for minimum attainment of
competencies. In each nursing course, all learning activities have been planned to provide each student with
optimum exposure to theoretical content and practical experience. To ensure each student has opportunity to
participate in each planned learning activity and demonstrate satisfactory competency, attendance at each course
session is therefore essential. Students are expected to be on time for and attend all class, lab, and clinical activities.

Greater than 1 class day per term will result in academic warning. Class quizzes or tests or in class assignments on
the day the student missed may NOT be made up. Final course exams and HESI tests may not be made up. With an
academic warning you will:
e Meet with the instructor and program administrator and complete a plan of correction.
e Failure to follow this plan may result in dismissal from the program.
e Absences greater than 1 class day per term will result in a meeting with the program administrator
and may result in immediate dismissal from the program.

The following will be required for absence greater than 1 class day per term: (2/8/16)
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e Ifyou are ill you will need to provide a doctor’s note.

e If you miss for any reason, funeral, family illness you will need to bring in some form of
documentation.

e Ifyou have car trouble you will need to present a bill for towing/ tire repair etc.
These “notes” will NOT provide an excuse but will validate that absence. If no note is provided,
your absence will be considered an unexcused absence.

Additionally, tardiness is defined as arriving after class starts. A pattern of tardiness (2 or more per term) will result
in: The student being placed on academic warning will meet with nursing faculty, program administrator and a plan
of correction will be completed to identify reasons for the tardiness and to establish a plan to improve attendance.
e Any further tardiness beyond 2 per term will result in a meeting with nursing faculty to determine
continuance in the nursing program.

Compliance with this policy is required throughout the entire enrollment in the nursing program. Noncompliance
with this policy will result in disciplinary action up to and including dismissal from the nursing program.

Clinical Attendance: The instructor at the clinical site will give specific instructions for reporting absences for
each site. Attendance for all clinical experiences is expected in order to meet course and clinical objectives. If a
student has a clinical absence during any term, the instructor and program administrator will evaluate the student’s
continuation in the program. Clinical experiences cannot be rescheduled because of student absence.

Clinical Tardy: Attendance will be taken by the clock in the classroom and clinical setting. Arriving late to the
clinical site will be recorded. If a student is tardy, they may remain in the clinical setting so they will not miss the
experience; however excessive tardiness is recorded as missed time and could lead to clinical and course failure.
The instructor and program administrator will need to determine if all clinical objectives are being met by the
student.

A student being tardy greater than one (1) clinical day per term will result in academic warning. If a student is
placed on warning status, a meeting will be scheduled with the instructor(s) and the Administrator of Nursing to
establish a plan of correction or dismissal from the program.

Leave of Absence: Leaves of absence are not granted for the practical nursing program.

PRACTICAL NURSING GRADING POLICY
Students are required to achieve a final grade of at least a 78% in each course or will be dismissed from the
program.

A 100 -94% B+ 90 - 88% B- 84-83% C 80-78%

A- 93-91% B 87-85% C+ 82-81% F  Below 78%

*  Core courses in the PN nursing program: Fundamentals, Practical Nursing I and II, Pharmacology, Psychiatric
Nursing, Maternal-Child Nursing and Vocational Nursing will integrate specific HESI assessments throughout
clinical review. These assessments will not be weighted as more than 15% of a total course grade (revised
7/19/21)

Remediation Plan —

» Ifastudent has a HESI proficiency score below acceptable performance for a course’s final exam, they will
be required to complete remediation as assigned by the course instructor. Remediation will be managed by the
course instructor and/or the Nursing Administrator and will be completed prior to the next term. (7/19/2021)
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CLINICAL GRADING

Clinical Performance Records are maintained regarding the student's clinical experience. Satisfactory and
unsatisfactory clinical performances and clinical preparation are recorded. The student has the opportunity to read
his/her own evaluation and provide feedback upon completion of each clinical rotation.

Practical nursing students must pass each clinical rotation. Students may be required to submit the following:

e A written nursing care plan with NANDA diagnoses supported by subjective and objective assessment data,
a minimum of six appropriate interventions with rationales, and expected evaluation outcome criteria for
all nursing interventions.

e A reflective clinical journal that is a minimum of one page in length on the clinical experience including
patient summaries (using initials only and disclosing no protected health information)

e (Case studies reflective of the content of study

e Growth and development activities as assigned

e Other clinical paperwork as assigned by course or clinical instructor to reflect content learning

The following grading system is used during the clinical assignment.
P = Pass (Satisfactory completion of student clinical assignments and achievement of clinical objectives)
F = Fail (Unsatisfactory completion of student clinical assignments and achievement of clinical objectives)

P = Pass: The student delivers safe nursing care, communicates effectively with patients, their families and with the
interprofessional care team, demonstrates required skills set, and applies learning at the expected level. Student
shows growth and ability towards meeting the clinical objectives.

F = Fail: Clinical performance is unsafe and/or inadequate in application of the nursing procedure. Communication
skills are poorly demonstrated. Evidence of growth and ability to satisfactorily complete the clinical assignments
objectives is not evident. An unsatisfactory performance at any time during a clinical rotation may be considered
failure for that clinical assignment. The clinical Instructor will make a recommendation to the Administrator for
immediate dismissal. The Administrator may support the decision or choose to review details of the clinical
situation in question. Student may be placed on probation with a plan for improvement within stated time frame.
Failure to satisfactorily complete the requirements of the probation, student will be dismissed from the program. A
student who fails clinical performance will be dismissed from the program, regardless of student’s grades in theory.
The student in question has the right to refute the decision as outlined under the School’s appeal process.

LABORATORY GRADING

For courses containing a clinical laboratory component, skills are graded as Pass or Fail. A passing grade is
required on all skills competencies. If the student does not pass the skill check-off on the first attempt,
students are given a second opportunity to perform the skill check- off with an instructor. The skills lab
portion of a course must be passed in order to pass the course as a whole and progress in the program.

PROGRAM PROGRESSION

The Practical Nursing Progression is intended to provide the general criteria necessary to progress from one term
of study to the next. The curriculum is designed using concepts that are interwoven moving from the simple to more
complex. Therefore, success in each course is important to be successful in the subsequent courses.

To remain in the program, all students must achieve a grade of “C” 78% (2.0) or higher in all courses required in
the Practical Nursing program. A student earning a grade below “C” in any course will not be permitted to progress
to the next term. Students in the Practical Nursing Program must have successfully completed all courses by the
end of each term as shown in the curriculum; failure to do so will stop progression.
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TUITION AND EXPENSES

Tuition and fees are per payment period (term). CALC is a non-term, quarter-credit institution. Payment periods
(terms) are based on credits earned and weeks of instructional time as defined by the U.S. Department of Education

for disbursements of Student Federal Financial Aid.

Terms 1 & 2 Terms 3 & 4 Term 5 Total
Tuition $12,000.00 $12,160.00 $1,760.00 $25,920.00
Registration $100.00 $100.00
Books $1,167.89 $1,167.89
Lab Fee $750.00 $750.00
Sales Tax (depends on location) - estimate $221.20 70.65 $291.85
Media Fees $900.00 $900.00 $1,800.00
Totals $15,130.47 $13,130.65 $1,760.00 $30,021.12

Note: Students are responsible and will also need to budget for:

HESI Study Manual $50.00 (optional)

HESI A2 Entrance Exam $66.00

Physical examination $50.00

Drug screening $35.00

Finger printing $65.00

Uniforms/scrubs $120.00

NCLEX-PN® Exam Fee $307.00 (determined by State of Illinois/Missouri)

LPN License Fee $50.00 (determined by State of Illinois/Missouri)

Personal Health Insurance (determined by student’s plan)
(Fees beyond tuition and registration are estimated and subject to change, without notice)

FINANCIAL AID
Please refer to page 9 of this catalog.
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PRACTICAL NURSING CURRICULUM (Title IV eligible)

1620 Contact hours / 117 Quarter Credit hours SOC Code 29-2061, CIP Code 51.3901
Certificate

The Practical Nursing program provides students with the opportunity to develop knowledge and skills necessary
to function as a practical nurse within the scope of practice in hospitals, nursing homes, skilled extended care and
rehabilitative facilities, clinics, schools, private homes, group homes and similar institutions. The program
integrates classroom instruction, laboratory practice and clinical experience to give students the necessary
knowledge and skill base to prepare for the National Council Licensure Examination for Practical Nurses (NCLEX-
PN®). Methods of instruction will include seminars and lectures, case studies, simulation scenarios, videos,
journaling for self-reflection, guest speakers, student individual and group presentations to apply principles of
critical thinking for nurses.

The CALC, Institute of Technology Practical Nursing Program is fifteen (15) months in length with a total of 117
quarter credit hours of instruction. The terms are comprised of four 15-week terms and one 5-week term for a
total of 65 weeks of instruction. This final term provides a comprehensive review to prepare students for the
NCLEX-PN. Breaks and Holidays are scheduled periodically through the program.

The following terms are presented from simple/basic to complex/advanced theoretical and practical principles and
reflect progressive mastery of the subject matter. Theory and clinical courses are presented sequentially and
concurrently throughout the terms.

CLASSROOM/ WORK-BASED
LECTURE SHOP/LAB ACTIVITIES TOTALS
COURSE NAME Clock  Credit | Clock Credit | Clock Credit | Clock Credit
Term 1 Courses
PN101 Anatomy and Physiology 70 7 40 2 110 9
PN103 Anatomy and Physiology 70 7 40 2 110 9
PN105 Medical Terminology 70 7 20 1 90 8
PN107 Essential Math for Pharm 20 2 40 2 60 4
Term 2 Courses
PN111 Fundamentals of Nursing 80 8 100 5 180 13
PN121 Pharmacology I 50 5 50 2.5 100 7.5
PN123 Pharmacology II 50 5 50 2.5 100 7.5
Term 3 Courses
PN227 Medical Surgical I 60 6 80 4 90 3 230 13
PN231 Nursing Care of Older Adults 55 5.5 20 1 75 6.5
PN249 Psychiatric Nursing 60 6 15 0.5 75 6.5
Term 4 Courses
PN241 Medical Surgical II 70 7 40 2 120 4 230 13
PN243 Maternal Child Nursing 40 4 20 1 15 0.5 75 5.5
PN229 Growth and Development 35 3.5 40 2 75 5.5
Term 5 Courses
PN251 Vocational Nursing 70 7 40 2 110 9
TOTAL | 800 80 580 29 240 8 1620 117
GRADUATION

In order to be graduated, a student must complete all classroom, laboratory, and clinical portions of the program
with a minimum GPA of 2.0 per course.
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PRACTICAL NURSING COURSE DESCRIPTIONS

Anatomy and Physiology I & IT (PN 101 & PN 103)

220 Contact Hours / 18 Quarter Credits

Course is designed to introduce students to the basic structure and function of the human body. All of the major body
systems are discussed including concepts related to kinesiology, pathophysiology, microbiology and biochemistry.
This course is divided in to two parts: PN101 and PN 103 Prerequisites: Acceptance into PN program.

Medical Terminology (PN 105)

90 Contact Hours / 8 Quarter Credits

This course will teach the student the building blocks of medical terms enabling them to master medical terminology;
the body systems, including structures and functions, diagnostic procedures, pathology, and treatment procedures for
each body system; and diagnostic and imaging procedures for the body as a whole. Prerequisites: Acceptance into
PN program.

Essential Math for Pharmacology (PN 107)

60 Contact Hours / 4 Quarter Credits

Course builds on basic mathematic and algebraic concepts needed to understand and perform administration of
medications. Apothecary, household and metric measurements are taught. Conversions, fractions, decimals, ratios and
proportions are discussed and beginning dosage calculations are performed. Introduction to reading medication orders
and labels, medication administration “rights’” and methods of medication administration are explored. Prerequisites:
Acceptance into PN program.

Fundamentals of Nursing (PN 111)

180 Contact Hours / 13 Quarter Credits

This course provides an introduction to nursing and roles of the nurse. Emphasis is placed on the knowledge and skills
needed to provide safe, patient-centered care. The theoretical foundation for basic assessment and nursing skills is
presented, and the student is given an opportunity to demonstrate these skills in a laboratory setting. An introduction
to the nursing process provides the student with a beginning framework for decision making and critical thinking.
Prerequisites: Successful completion of PN101 and PN103 courses.

Pharmacology I & I (PN 121 & PN 123)

200 Contact Hours / 15 Quarter Credits

Course provides an introduction to the principles of pharmacology including: chemistry and biophysics,
pharmacokinetics, pharmacodynamics, common adverse/side effects, and contraindications. Drug classifications and
prototypes are explored. Practice and emphasis of safe administration of medications to patients across the life span as
stated in the Standards of Pharmacology/Administration of Medication Course for Practical Nurses in IL
Administrative Code Section 1300.240. Students learn proper administration and nursing implications of
administering medications through various routes and equipment including parenteral, intravenous and oral methods.
Laboratory demonstrations and practice provide hands-on application of theory. This course is divided in to two parts:
PN121 and PN 123 Prerequisites: Successful completion of Term 1 courses.

Medical Surgical I (PN 227)

230 Contact Hours / 13 Quarter

Course focuses on the care of adult and older adult patients with common medical/surgical health problems. Emphasis
is placed on physiological disorders that require management in acute care and extended skilled care nursing facilities.
Clinical experiences provide the student an opportunity to apply theoretical concepts and implement safe patient care
in selected acute care and long-term care settings. Prerequisites: Successful completion of Terms 1 & 2 PN courses
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Practical Nursing I1 (PN 241)

230 Contact Hours / 13 Quarter Credits

Course focuses on the continued care of various patient populations with common medical/surgical health problems
and explores the sub-specialties of medicine. Concepts introduced and practiced in PN 122 are further explored by
discussing theory in relation specific disease processes. Clinical experiences provide the student an opportunity to
apply theoretical concepts and implement safe patient care in selected settings. Student shall show an advancement of
ability to demonstrate the nursing process, apply critical thinking and function in the role of a practical nursing student.
Prerequisites: Successful completion of Terms 1 & 2 PN courses and PN227.

Growth and Development (PN 229)

75 Contact Hours / 5.5 Quarter Credit Hours

Students in this course will learn about the theories related to psychosocial development and various physical and
cognitive developmental stages. This course will provide an understanding of roles, functions and involvement of
families in the nursing process across the lifespan. The focus will be on the practice of nursing that meets the
psychosocial needs of the patient. Prerequisites: Successful completion of Terms 1 & 2 PN courses.

Nursing Care for Older Adults (PN 231)

75 Contact Hours / 6.5 Quarter Credits

Course provides an introduction to the care of older adults with a focus on health promotion and safety and the unique
psychosocial and physical needs of older adult patients. Prerequisites: Successful completion of Terms 1 & 2 PN
courses.

Maternal — Child Nursing (PN 243)

75 Contact Hours / 5.5 Quarter Credits

Course provides an integrative, family-centered approach to the care of childbearing women and their children.
Emphasis is placed on normal and high-risk pregnancies through the post-partum phase and normal and high-risk
neonatal care. Concepts related to physiological, anatomical and psychosocial changes in normal pregnancy and birth
are discussed. Clinical experiences provide the student an opportunity to apply theoretical concepts and implement
safe patient care to women and children in selected settings. Prerequisites: Successful completion of Terms 1 & 2
PN courses.

Psychiatric Nursing (PN 249)

75 Contact Hours / 6.5 Quarter Credits

Course focuses on the care of patients across the lifespan facing psychological and emotional stressors. Emphasis is
placed on common mental health disorders as well as promoting and maintaining the mental health of individuals
and families. Clinical experiences provide the student an opportunity to apply theoretical concepts and implement
safe care to patients in selected mental health settings. Prerequisites: Successful completion of Terms 1 & 2 PN
courses.

Vocational Nursing (PN 251)

110 Contact Hours / 9 Quarter Credits

Course facilitates the transition of the student to the role of a practical nurse (PN). Emphasis is placed on issues related
to nursing as a profession and to health care delivery. The ability to provide care for multiple patients and to assign
tasks to unlicensed assistive personnel is discussed. Concepts related to leadership and management are presented, as
well as career development options that enhance career mobility. Standards of practice and the importance of
practicing according to state regulations and statutes are examined. Prerequisites: Successful completion of Terms 1,
2,3 & 4 PN courses.
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CALC, Institute of Technology

FACULTY and STAFF
Volume 1, Edition 26.05

Main Campus

200 North Center Dr., Suite A
Alton, IL 62002

Phone: (618) 474-0616

O’Fallon Campus
1476 N Green Mount Rd
O’Fallon, IL 62269
www.calc.edu

The following list includes the administrative and faculty at the time of publication:

Executive and Administrative Staff:
Tim Slater
Kyle Ritchie
Lucas McCarty
Kyle Ritchie
Crystal Vetter
Nicole Fordson
Megan Ulrich

Full-time Faculty:
Program
Practical Nursing
Practical Nursing
Practical Nursing
Medical Assistant

Medical Assistant
Business Administration
& Network Engineer

Practical Nursing

Part-time Faculty:
Program

Medical Assistant
Medical Assistant &
Medical Office Specialist

Practical Nursing

Hours of Operation:
Administrative:

President

Director

VA School Certifying Official
Practical Nursing Program Dean
Career & Community Coordinator
Financial Aid

Compliance Officer &

Title IX Coordinator

Campus
Alton
Alton
Alton
O’Fallon
O’Fallon

O’Fallon
O’Fallon

Instructor

Sabrina Bort, BSN, RN
Laura Gress, BSN, RN
Donna DeWitt, ADN, RN

May 2026

St. Louis Campus

2122 Kratky Road, Suite 250
St. Louis, MO 63114

Fax: (618) 474-0615

Ella Carter, CMA, AAS (Blair Junior College)

Shanethia Gilmore, LPN, RMA

Lucas McCarty, ITF+, AWS Cloud Practitioner (CALC)

Tori Middendorff, BSN, RN

Campus  Instructor

Alton Crystal Vetter, RMA (Missouri College)
O’Fallon  Angela Hurn (CALC)
Alton Dana Longmeyer, DNP, FNP

Monday through Thursday

Training on Campus:
Mon., Tues., Wed

., Thurs.

9:00 a.m. to 5:00 p.m.

8:30 a.m. to 9:30 p.m.

(Hours Subject to Change)
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CALC, Institute of Technology
Tuition List
Volume 1, Edition 26.05

May 2026

SPECIALIZED PROGRAMS (Fees beyond tuition and registration are estimated and subject to change, without notice)
For graduates having paid a one-time Registration Fee of $100.00, then Registration is not applicable to re-enrollment.

Business Administration

Contact/Quarter Credit Hours 720 /44
Tuition Rate by Contact/Quarter Credit Hour ~ $16.00//$261.82
Tuition $11,520.00
Registration $ 100.00
Books $ 1,316.00
Media Fees $ 500.00

Total (before tax) $14,436.00

Medical Office Specialist

Contact/Quarter Credit Hours 720/56
Tuition Rate by Contact/Quarter Credit Hour — $16.00/$205.72
Tuition $11,520.00
Registration $ 100.00
Books $ 1,539.00
Media Fees $§ 75.00
Total (before tax) $13,234.00
Medical Assistant

Contact/Quarter Credit Hours 900/58
Tuition Rate by Contact/Quarter Credit Hour — $16.00/$248.28
Tuition $14,400.00
Registration $ 100.00
Books $ 937.00
Lab Fees $ 300.00
Total (before tax) $15,737.00
Software Developer

Contact Hours 480
Tuition $18,350.00
Registration $ 100.00
Books $ 1,668.50
Media Fees $ 250.00
Total (before tax) $20,368.50

Network Engineer
Contact/Quarter Credit Hours 900/45
Tuition Rate by Contact/Quarter Credit Hour — $16.00/$320.00
Tuition $14,400.00
Registration $ 100.00
Books $ 1,170.00
Media Fees $ 1,800.00
Total (before tax) $17,470.00

Practical Nursing
Contact/Quarter Credit Hours 1620/117

Tuition Rate by Contact/Quarter Credit Hour — $16.00/$221.54

Tuition $25,920.00
Registration $ 100.00
Books $ 1167.89
Lab Fees $§ 750.00
HESI (non-refundable) $ 1,800.00
Total (before tax) $29,737.89

Cyber Security
Contact Hours 240
Tuition $11,132.00
Registration $ 100.00
Books $ 250.00
Media Fees $ 2,618.00
Total (before tax) $14,100.00

Note: Please refer to the catalog addendum for a list of additional items for which Students are responsible and will

need to budget including, but not limited to:
(Practical Nursing) NCLEX-PN® Exam Fee
(Practical Nursing) LPN License Fee

$307.00 (determined by State of Illinois)
$50.00 (determined by State of Illinois)

CORPORATE TRAINING COURSES OFFERED AT THE FOLLOWING RATES:
(does not include books, lab supplies, materials, uniforms, nor exam fees)
Individual Allied Health/Nursing Courses - $350.00 per quarter credit hour

Individual Administrative/Information Technology Courses - $400.00 per quarter credit hour

CLOCK/QUARTER CREDIT HOUR CONVERSION

Lecture Based Training: 10 clock hours = 1 quarter credit hour
Lab Based Training: 20 clock hours = 1 quarter credit hour
Clinical/Internship: 30 clock hours = 1 quarter credit hour
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CALC, Institute of Technology
Catalog Addendum

Current Class Schedule: | Alton Campus Start Dates

| O’Fallon Campus Start Dates

Medical Assistant Program (uniforms or scrubs are required)

Morning:  Mon — Thurs Monday July 27, 2026
8:30am — 1:00pm Monday October 12, 2026
Monday December 21, 2026

Monday August 17, 2026
Monday November 2, 2026

Evenings: Mon — Thurs
5:30pm — 9:30pm n/a

Monday, August 10, 2026
Wednesday October 28, 2026

Medical Office Specialist

Evenings: Mon — Thurs

lunch break) Clinical schedules vary by
assignment

5:30pm — 9:30pm n/a TBD
Business Administration and Network Engineer Programs
Mon — Thurs 2nd Monday every month
9:00am — 1:30pm or 4:30pm — Remote 2nd Monday every month
9:00pm
Cyber Security & Software Developer
Monday — Friday
8:30am — 5:00pm TBD TBD
Practical Nursing Program
Monday — Thursday
8:15am - 4:15pm (with 30-minute September 23, 2026 TBD

Certification Exam Fees: (Fees beyond tuition and registration are estimated and subject to change, without notice)

Administrative Specialist

*Microsoft Office Exams (4).......ccccevvevieriennene $165.00 each
Medical Assistant
*RMA EXaM...cooiviiiiicciccceceeeeeeen $150.00 Budget for: Scrubs.........cccoevevrnnnn. $120.00
Medical Office
*¥CBCS EXaM.cuiiiiiiiiieicecceeceeee e $120.00
Network Engineer
KA+ EXAMS ..o $253.00 each (two A+ Exams required for certification)
*IT Fundamentals Exam...........c.cccoeeveevenenennen. $138.00 *Network+ Exam ........ccccceevveeennnen. $369.00
*Servert EXam ....coocoevieeieiiieieieieieieens $369.00 *Security+ Exam .........cccoeevvvennaen. $404.00
*Cloud+ EXam......coeeenenincnininciiceeciens $369.00 *LPI Linux Exam........cccccevvennenee. $120.00
*ITIL Foundation Exam ..............ccccceveevenennn. $495.00 *MS 365 Modern Desktop (1)........ $165.00
*Cisco Certified Network Associate................ $550.00
Practical Nursing
NCLEX-PN® Exam Fee ......c.ccccceeviveiieiiieenen, $407.00 (determined by State of Illinois)
LPN License FEe ......ccccccvvrviiimceeniienieeniieeieeeeenn $50.00 (determined by State of Illinois)
Note: Practical Nursing Students are responsible and will also need to budget for the following:
TEAS/HESI Study Guide ...........cccovevveienieiennnns $30.00 (optional)
TEAS®/HESI® Entrance Exam.............ccv...... $66.00 (subject to change)
Physical Examination.............c.ccceeverereeneennnennnns (determined by student’s plan)
Drug Screening & Background ....................... $132.00 (subject to change)
Personal Health Insurance..........cccccceevveevveennne (determined by student’s plan)

*Optional Industry Certification Exam Fees




A Great Way to Learn
A New Way to Deliver What Employers Want
A Path to Career Success

CALGC, Institute of Technology

Career Studies for:
Practical Nursing
Medical Assistant

Medical Office
Business Administration
Computer Networking
Software Developer
Cyber Security

CALC, Institute of Technology is an educational career
institution. Our mission is to provide innovative training
programs that develop skilled professionals, empowering

them to achieve rewarding careers.

200 North Center Dr, Suite A 1476 N. Green Mount Rd, Suite 100 2122 Kratky Road, Suite 250
Alton, IL 62002 O’Fallon, IL 62069 St. Louis, MO 63114

Phone (618) 474-0616 Fax (618) 474-0615

Training for Today’s Job Market
www.calc.edu




