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MESSAGE FROM THE PRESIDENT

Dear Students,

It is with immense pleasure that | welcome you to California Career College! We are delighted
that you have selected California Career College to launch your career in the health care field.
California Career College was established in 2001 and has proudly assisted promising students
in launching their careers in the nursing field. Everyone at California Career College looks
forward to working with you as you pursue your academic endeavors.

We have prepared this Catalog to address any questions you may have about California Career
College’s policies, procedures, and expectations for academic progress. As you embark on this

journey in your career, we trust that you will adhere to the professional standards and conduct
required in the health care field and expected during your training at California Career College.

Our administration, faculty, and staff are excited to see your academic progress unfold during
your training, and we all look forward to celebrating your success.

Susan Naimi, CEO
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History

California Career College (“CCC”) was founded in February 2001 and has been in operation for
the past 16 consecutive years. CCC is a private educational institution owned and operated by
SHN Career College, Inc., a California corporation. Since its inception, CCC has expanded from a
student body of twelve (12) to over one hundred (100) students annually.

The main campus facility, which was constructed in 2006 is located at 7003 Owensmouth
Avenue, Canoga Park, CA 91303. The main campus contains two classrooms and laboratory
facilities. Students have access to a network of computers and a library facility at the main
campus where they may obtain additional educational resources and tools to prepare for their
courses or licensing/certification examinations. CCC has numerous lab equipment, High Fidelity
Sim Man Mannequin, standard mannequin, nursing beds, microscopes, dissecting tables and all
nursing equipment (needles, gowns etc.).

California Career College does not have dormitory facilities under its control, and does not
assume responsibility, nor assist in finding housing. Living accommodations are available within
a convenient distance from campus. Approximate cost for a 1 bedroom/1 bathroom in the
vicinity of campus ranges from $1,250-$1,595, according to westsiderentals.com.

Mission Statement

California Career College has as its highest priority to facilitate student learning and
achievement by providing knowledge, skills, and professionalism required in today’s workplace.
California Career College provides a safe and inclusive learning environment that encourages
personal and intellectual exploration, and challenges and supports students in achieving their
education goals. Students learn to contribute to the global community as they develop an
understanding of their relationship to diverse social, cultural, political, economic, technological,
and natural environments. CCC recognizes the critical importance of everyone’s contribution to
the achievement of this mission.

Philosophy

California Career College is committed to providing educational access to all who are motivated
to practice in the health care field as a professional nurse meeting the diverse needs of a
multicultural population. CCC’s core values include intellectual inquiry, research-based
planning and evaluation, academic integrity, ethical behavior, global consciousness, and
sustainability. As the College prepares its students, California Career College recognizes that
the goal of health care education is the development of the whole person that can be a
conscious participant in the global community. Paramount to the College’s principles is that the
learning student is self responsible for their academic commitment and progress. California

12
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Career College will follow its tradition of academic freedom while maintaining a climate that
promotes understanding and respect for students, faculty, staff, community, and environment.

Facilities, Equipment, and Instructional Materials

CCC’s main campus was constructed in 2006 for the sole purpose of education and instruction.
The campus and its entirety are well-maintained and is accessible, safe, regularly cleaned and
furnished adequately. The campus is two levels and 4500 square feet with gated parking lot,
two lecture rooms for minimum of 24 students, two laboratories including one Sim mannequin,
two restrooms on first floor and 2 restrooms on second floor, two administrative offices, one
financial aid office, one student services office, one file room, one elevator and elevator room,
one electrical room, one lounge center with refrigerator and microwave, resource center that
includes computers and a library.

California Career College’s also has a separate classroom for General Education located at:
21300 Victory Blvd. Suite 130, Woodland Hills, CA 91367. The Separate Classroom was
approved by ABHES in August 2021 and the distance between main campus and the Separate
Classroom suites is 1.2 miles. The suite is 2415 square feet. It is safe, furnished and cleaned
regularly. The suite has two classrooms large enough to accommodate minimum of 24
students, one small computer/tech room, lounge area, 2 restrooms and one administrative
office.

The emergency preparedness plan is available to both students and staff. It is located on the
first and second floors of the campus facility.

Student records are maintained in fireproof cabinets that are locked and located in the
administration and financial aid offices. Older student files are maintained in the file room.
Additionally, back up files for graduates are maintained off-site by the Program Director.

CCC’s learning resources are accessible to all students during and beyond classroom hours and
may be provided through hard copy reference materials and/or full-text virtual libraries. The
library, LIRN and computer lab are supervised and maintained by the librarian; the students can
ask the librarian for assistance regarding the learning resources or the computer lab, or any
learning resource purchases they make.

Instructors utilize current editions of textbook and electronic version of the text relevant to the
course, as well as utilizing PowerPoint presentations, CD’s and videos, Kaplan, HESI, and
Sherpath (for RN to BSN program) to supplement the instructional course materials.

The program director and faculty evaluate equipment and supplies used in the sim lab to
ensure supplies are in good working order and available to accommodate all enrolled students.

13
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The clinical instructors utilize the supplies available at each clinical site and provide feedback to
the program director to ensure students have sufficient access to equipment and supplies.

Statement of Non-Discrimination (Please also refer to the Addendum page 160-161, TITLE IX)
CCC does not discriminate based on race, color, religion, national or ethnic origin, sex, sexual
orientation, gender identity or marital, family, parental status or Veteran or military status, age,
or disability. CCC complies with all local, state, and federal laws barring discrimination.
Accordingly, equal opportunity for employment and admission shall be extended to all persons.
All inquiries or complaints regarding these laws and regulations should be directed to the
Program Director, who will provide students with the procedures available for resolving
complaints relating to alleged unlawful discriminatory actions.

Administration Business Hours
9:00 AM to 5:00 PM Monday through Friday

Faculty Qualifications

At CCC many of the faculty have advanced degrees, hold industry certification, or have excelled
in their particular field of accomplishments. CCC faculty demonstrate leadership and assume
responsibility for instruction, supervision, counseling, control, discipline, and evaluation of all
students. Our faculty are role models for students; effective communicators and teachers;
creative and innovative; and continually strive for excellence in the curriculum. Faculty at CCC
exemplify an educational commitment to the nursing profession and the community it serves.

Accreditation & Approvals
CCCis institutionally accredited and approved by the following agencies:

State of California Board of Registered Nursing (BRN)

1747 North Market Blvd., Suite 150,

Sacramento, CA 95834

Tel: (916) 322-3350

Mailing address: P.O. Box 944210, Sacramento, CA 94244-2100 http://www.rn.ca.gov/

Board of VN and Psychiatric Technicians (BVNPT)
2535 Capital Oaks Drive, Suite 205

Sacramento, CA 95833

Tel: (916) 263-7800 Fax: (916) 263-7959
www.bvnpt.ca.gov

(State Licensing Agency)

14
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United States Department of Education (DOE)

CCC is authorized by the U.S. Department of Education for participation in the Federal Supplemental
Educational Opportunity Grants, Federal Pell Grants, and Federal Student Loans

(Title IV Approval)

Bureau of Private Post-Secondary Education (BPPE)
1747 N. Market Blvd. Ste 225 Sacramento, CA 95834

P.O. Box 980818, West Sacramento, CA 95798-0818 Web site Address: www.bppe.ca.gov
Telephone and Fax #'s: (888) 370-7589 or by fax (916) 263-1897
(916) 574-8900 or by fax (916) 263-1897

Complaint Procedure

Any questions a student may have regarding this catalog that have not been satisfactorily answered by the institution may be
directed to the Bureau for Private Postsecondary Education at 1747 N. Market Blvd. Ste 225 Sacramento, CA 95834

P.O. Box 980818, West Sacramento, CA 95798-0818 Web site Address: www.bppe.ca.gov

Telephone and Fax #'s: (888) 370-7589 or by fax (916) 263-1897 (916) 574-8900 or by fax (916) 263-1897. A student or any
member of the public may file a complaint about this institution with the Bureau for Private Postsecondary Education by calling
(888) 370-7589 or by completing a complaint form, which can be obtained on the Bureau’s website at: www.bppe.ca.gov

Accrediting

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

N. Falls Church, VA 22043

Tel: (703) 917-9503 Fax: (703) 917-4109
E-mail: info@abhes.org

www.abhes.org
(Institutional Accreditation)

Membership

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

N. Falls Church, VA 22043

Tel: (703) 917-9503 Fax: (703) 917-4109
E-mail: info@abhes.org

www.abhes.org

(Institutional Accreditation)
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Programs Offered (CCC Offers the Following Programs):

Course CIP Credits Clock Hours Weeks * Award
Associate Associate of
Degree of 51.3901 69 1726 80 * Applied
Vocational Science

Nursing Degree
Associate Associate of
Degree of 51.3801 70 1380 90 * Science

Nursing Degree

Bachelor of
RN to BSN 51.3801 75 1125 50 * Science in
Nursing (RN
to BSN)

(*) This course is eligible to participate in the USDE Title IV Programs

ACADEMIC HOLIDAY SCHEDULE

2023 Tentative Academic Holiday Schedule (Dates Subject to Change)

January 1 & 2, 2023

January 16, 2023
February 20, 2023

May 29, 2023
July 4, 2023

September 4, 2023

November 23-24, 2023
December 24, 2023 - January 2, 2024
**Every 6 months instructor in-service takes place (dates yet to be determined

Sunday & Monday

Monday
Monday
Monday
Tuesday
Monday
Thur. & Friday

New Year’s Day

Martin Luther King, Jr. Day
President’s Day

Memorial Day
Independence Day

Labor Day

Thanksgiving Break
Winter Holiday Break

2024 Tentative Academic Holiday Schedule (Dates Subject to Change)

January 1, 2024
January 15, 2024
February 19, 2024

May 27, 2024
July 4, 2024

September 2, 2024

November 28-29, 2024
December 24, 2024 - January 1, 2025
**Every 6 months instructor in-service takes place (dates yet to be determined)

Monday
Monday
Monday
Monday
Thursday
Monday
Thur. & Friday

New Year’s Day

Martin Luther King, Jr. Day
President’s Day

Memorial Day
Independence Day

Labor Day

Thanksgiving Break
Winter Holiday Break
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GENERAL ADMISSION REQUIREMENTS TO CCC

Information in this section applies to all applicants applying to CCC. Specific admission
information that is applicable to a particular program is described separately.

General Admission Policy

Applicants who have the appropriate education, credentials and have demonstrated ability or
potential that indicates a possibility of success in completing the educational programs offered
by the College will be considered for admission. To achieve this, the College evaluates all
students and makes admission decisions on an individual basis following the admission policies
proposed in this catalog.

Applicants are encouraged to apply for admission as soon as possible for a specific program and
start date. Students must complete the entire admissions process on or before the first day of
class for all programs. Students who fail to complete the admissions process prior to the first
day of class may be required to reschedule to another start date.

Minimum admission requirements:
e High School graduation or completion of GED
e advanced English proficiency

An applicant applying for admission to CCC is required to:
e complete CCC admission application,
e pass CCC’s Entrance Exam, which includes English, math, and science with a score of 75%
or more before enroliment.
e attend an interview with the Program Director or Assistant Director to discuss
qualifications, goals, and review the philosophy of CCC.

Required documents to include with application:
e completed application form,
e High School transcript or GED certificate or proof of 12t grade proficiency of degree
from a foreign school.

Ability-to-Benefit:

e (CCCdoes “NOT” accept ATB applicants. Applicants must have High School Diploma or
GED

17
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No Physical Restriction
e Students must provide written authorization from their attending physician certifying
that the student has no physical restrictions prior to starting the program.

At CCC all classes are taught in ENGLISH.

Books, Test, Computer Program etc. are in English. Students must be aware that if English as a
second language is challenging to them, they are advised to take an English class at a
community college or occupational center at their own cost. CCC does “NOT” offer English
classes as part of a second language. Advanced English proficiency is required for admission to
CCC. To meet this requirement applicants are required to pass CCC’s Entrance Exam, which
includes English, math, and science with a score of 75% or more before enroliment.

Transfer of Units to CCC

CCC will consider units earned from other institutions accredited by an agency recognized by
the United States Department of Education or the Council for Higher Education Accreditation
provided the student can produce course descriptions from the originating institution’s catalog
of the units earned and the courses are comparable to those offered at CCC. Official transcripts
must also be provided by the transferring student applicant.

Students transferring general education courses must comply with the curriculum objectives.
The courses for transfer units must have been within the past five years prior to enrolment
from an institution accredited by an agency recognized by the United States Department of
Education or the Council for Higher Education Accreditation (CHEA). Official transcripts and/or
copies of certificates of completion must be submitted for credit to be granted. Credit will be
granted based on the content and units of the transferring courses and must be equivalent to
courses currently offered within CCC. Applicants may be required to demonstrate competence
in areas requested for evaluation of units. The cost of tuition will be adjusted downward to
reflect the number of units successfully transferred to CCC.

Transfer of units from CCC to other Colleges

NOTICE CONCERNING TRANSFERABILITY OF CREDITS AND CREDENTIALS EARNED AT OUR
INSTITUTION: The transferability of units you earn at CCC is at the complete discretion of the
institution to which you may seek to transfer. Acceptance of the certificate/degree you earn at
CCCis also at the complete discretion of the institution to which you may seek to transfer. If
the units that you earn at this institution are not accepted at the institution to which you seek
to transfer, you may be required to repeat some or all your coursework at that institution. For
this reason, you should make certain that your attendance at this institution will meet your
educational goals. This may include contacting the institution to which you may seek to
transfer after attending CCC to determine if your units will transfer.
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Veteran Admission Considerations

CCC will accept applicants who have completed relevant military education and experiences,
and who present documented equivalency credit evaluation, utilizing challenge examination or
other evaluative methods and provides evidence of meeting the minimum education
requirements of licensure. (Also refer to the Addendum on page 157-158).

Transcripts

CCC will provide one official transcript to each graduate at no charge. A fee of $30 will be
charged for each additional transcript. Official transcripts will be released to current students
who are current with their financial obligation for a charge of $20. Student records may be
released only to the student or his/her designee as directed by the Family Educational Rights
and Privacy Act of 1974. An unofficial transcript may be requested by the student. Student
academic transcripts, which include grades, are available upon written request by the student.
Transcript and diploma requests must be made in writing to the Office of the Registrar.
TRANSCRIPTS WILL BE KEPT PERMANENTLY by California Career College. Alumni/Students can
obtain transcripts by contacting the Registrars Office and pay a fee.

Student File Policy

Adult students and parents of tax dependent students have the right to inspect, review, and
challenge information contained in the institution’s student records. However, a staff member
must be present during the process to provide clarification and/or answers to related questions
raised during the review of the student’s file.

Educational records are defined as files, materials, and documents that contain information
directly related to the student’s period of enrollment that is maintained by the institution.

CCC will maintain student records in physical format for five years from the last date of
attendance. Those records are enrollment applications and enrollment agreements. After this
period, most records are destroyed. Only Transcripts will be kept for lifetime.

The students are not entitled to inspect the financial records of their parents. Written consent
from the student and/or parents is required before educational records may be disclosed to
any party with the exception of accrediting commission or governmental agencies so
authorized by law.

Student Record Retention

The College will maintain student records for each student, whether or not the student
completes the educational program, for a period ending five years after the date of the
student's graduation, withdrawal, or termination (with the exception of students who cancel
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their program). Student transcripts will be maintained indefinitely. The student records shall be
retrievable by student name and shall contain all the following applicable information:

Written records and transcripts of any formal education or training relevant to the
student's qualifications for admission to the College

Copies of all documents signed by the student, including contracts, instruments of
indebtedness, and documents relating to financial aid

Copies of all tests given to the student before admission; records of the dates of
enrollment and, if applicable, withdrawal, leaves of absence, and graduation

A transcript showing all the classes and courses or other educational services that were
completed or were attempted but not completed and grades or evaluations given to the
student

A copy of documents relating to student financial aid that are required to be maintained
by law or by a loan guarantee agency

A document showing the total amount of money received from or on behalf of the
student and the date or dates on which the money was received

A document specifying the amount of a refund, including the amount refunded for
tuition and the amount for equipment, the method of calculating the refund, the date
the refund was made, the check number of the refund, and the name and address of the
person or entity to which the refund was sent.

Copies of any official advisory notices or warnings regarding the student's progress; and
Complaints received from the student, including any correspondence, notes,
memoranda, or telephone logs relating to a complaint.

The College shall maintain records of student attendance.

The Code of Ethics for Nurses

On June 30, 2001, the House of Delegates of the American Nurses' Association adopted a new
Code of Ethics. The Code was revised in 2015 with input from nurses through the United States.
The Code establishes the ethical standards for the nursing profession and is a guide for ethical
decision-making and ethical analysis.

AMERICAN NURSES ASSOCIATION CODE OF ETHICS FOR NURSES WITH INTERPRETATIVE
STATEMENTS

Provisions: The nurse practices with compassion and respect for the inherent dignity, worth and unique
attributes of every person.

1.

The nurse's primary commitment is to the patient, whether an individual, family, group,
community, or population.
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2. The nurse promotes, advocates for, and protects the rights, health, and safety of the
patient.

3. The nurse has authority, accountability, and responsibility for nursing practice; makes
decisions; and takes action consistent with the obligation to promote health and to
provide optimum care.

4. The nurse owes the same duties to self as to others, including the responsibility to
promote health and safety, preserve wholeness of character and integrity, maintain
competence, and continue personal and professional growth.

5. The nurse through individual and collective effort, establishes, maintains, and improves
the ethical environment of the work setting and conditions of employment that are
conducive to safe, quality health care.

6. The nurse, in all roles and settings, advances the profession through research and
scholarly inquiry, professional standards development, and the generation of both
nursing and health policy.

7. The nurse collaborates with other health professionals and the public to protect human
rights, promote health diplomacy, and reduce health disparities.

8. The profession of nursing collectively through its professional organizations, must
articulate nursing values, maintain the integrity of the profession, and integrate
principles of social justice into nursing and health policy.

CODE OF CONDUCT

Rules of Conduct

A. All members of the California Career College (CCC) community - students, faculty
members, and members of the staff - shall comply with city, state, and federal laws and
ordinances affecting the maintenance of order on school premises.

1. Conduct that violates such laws and ordinances occurring on school premises may be
subject to both school discipline and public sanctions as circumstances may warrant
or dictate.

2. Conduct that violates such laws and ordinances occurring off school premises will
ordinarily not be subject to school discipline, unless such conduct

a. seriously affects the interests of the school or the position of the member
within the school community, or
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b. occurs in close proximity to school premises and is connected to violative
conduct on School premises.

B. All members of the CCC community are prohibited from engaging in conduct leading to
or resulting in any of the following:

1. Interference with or disruption of the regular operations and activities of the school.

2. Denial of, or unreasonable interference with, the rights of others - including persons
not members of the CCC community who are present as invitees or licensees - on
premises. These rights include the right of academic freedom as well as
constitutionally protected rights.

Injury to school property, real or personal.

4. Unauthorized access to or occupation of nonpublic areas on school premises but not
limited to classrooms, seminar rooms, laboratories, libraries, faculty and
administrative offices, and recreational facilities.

5. Unauthorized access to or use of personal property, including files and records.

6. Recklessly or intentionally endangering mental or physical health or forcing
consumption of liquor or drugs for the purpose of initiation into or affiliation with
any organization.

w

C. Visitors, including invitees and licensees, shall at all times conduct themselves in a
manner that is consistent with the maintenance of order on school premises, and their
privilege to remain on school property shall automatically terminate upon breach of
this regulation. The school, in addition, reserves the right in its discretion to withdraw
at any time the privilege of an invitee or licensee to be on school premises. A trespasser
has no privilege of any kind to be on school property but is nevertheless subject to these
regulations governing the maintenance of order.

D. Any authorized member of the school community, after properly identifying himself,
may in the course of performing his duties, request identification from members of the
school community. Refusal to identify oneself shall be considered prima facie
evidence of non-status. "Authorized" members of the school community shall |
include:

1. Members of the school administration.
2. Faculty in the performance of teaching or supervisory duties.
3. Students

E. Nothing contained in these rules is intended, nor shall it be construed, to limit or
restrain the freedom of speech or peaceful assembly.
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Code of Conduct Policy

In today’s competitive employment market, professional conduct is a crucial factor in obtaining
and keeping a job. For this reason, CCC has established policies and guidelines for proper
conduct. Emphasis is continually placed on regular attendance, promptness, honesty, and a
positive attitude. Violation of any of the following regulations may result in probation,
suspension, or dismissal from CCC.

Students must agree to abide by the following regulations:

1.

Students will be held responsible for their actions while in attendance at the College and
at other facilities during clinical/externship rotations.

Dishonesty on the part of any student may result in probation, suspension, or
termination from the College. Dishonesty includes, but is not limited to, cheating,
plagiarism, knowingly assisting another student in cheating or plagiarism, or knowingly
furnishing false information to staff, faculty, administrators, or other officials; knowingly
supplying unauthorized information during an examination; using unauthorized material
or sources during an examination; changing an answer after work has been graded and
presenting it as improperly graded; and taking an examination for another student.
Students will be held responsible for any theft or damage done to college or clinical site
property and will be expected to reimburse the institution for such damage or loss.

Any actions that disrupt the learning opportunities of other students, including but not
limited to fighting, use of profanity, harassment, cheating, and stealing will not be
tolerated.

Students may not be under the influence of or in possession of any intoxicating
beverage or drug while on college or clinical property.

Students may not be in possession of any type of weapons or create a safety hazard to
others while on college or clinical property.

The College is a non-smoking facility. Smoking is permitted in designated areas only.
Animals are not permitted on the College grounds except for service animals.

Children are not permitted in the instructional areas of the campus.

. Students must adhere to all required health and safety standards.
. Students may not refuse clinical assignments solely based on race, gender, cultural

origin, religion, or medical conditions.

Student Conduct

1.

Statement of Principles. It is our judgment that California Career College, like other
communities and organizations in our society, has an inherent right to require the
cooperation of its members in the performance of its educational functions, and to
control and regulate the conduct and behavior of such members which tend to impede,
obstruct, or threaten the maintenance of order and achievement of the school's
educational goals. We further believe that the relationship between the school and its
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students is a special educational relationship involving rights, and obligations, as well as
considerations and procedures, which are distinct from those in the courtroom, the
political arena, or the marketplace, and that from the very nature of the school as an
educational community both the substantive rules and the procedural processes related
to student conduct must be equitable and just.

Basic Rules of Conduct. Students are expected to conduct themselves as mature and
law-abiding members of both the school community and the general community, and to
comply with requests of the administrative authorities of the school for maintenance of
order on school premises. Behavior that jeopardizes the health or safety of the school
community, or disrupts the educational activities and supporting services of the schoal,
is subject to review and possible penalty in accordance with the procedures and
practices of the school. Where activities sponsored by student organizations constitute
violations of school rules or public laws and regulations, sanctions may be imposed on
such organizations as well as on individual students.

The school should not use its powers to interfere with the rights of a student outside the
school campus. In general, a student's off-campus activities should be subject only to
sanctions of the public authorities. Where a student is convicted of a violation of law, he
should not be subject to school discipline for the same offense unless his conduct
seriously affects his position as a member of the academic community. Where a
student's conduct on campus constitutes violations of both school rules and public law,
he may be subject to both school discipline and public sanctions.

Academic Freedom. California Career College is a community where the means of
seeking to establish truth are open discussion and free discourse. Accordingly,
conditions must be such as to allow this freedom for all. Causes may be supported by
orderly means; but the school cannot tolerate suppression of ideas, nor the forceful
disruption of the regular and essential operations of the school community. Regardless
of sincerity, no individual or group of individuals has the right to disrupt or to interfere
unreasonably with the workings of the school or with the regular processes of education
and service to its members. Regardless of moral impetus, no student or group of
students has the right to deny the freedom of other members of the school community.

Demonstrations, Protests. Forums are to be encouraged, particularly on subjects where
there are differences of opinion. Career counseling and job interviewing are also
considered a legitimate part of the activities of the school in support of its educational
program. The right to engage in peaceful protest must be honored and protected, but
such protests must take place in a manner that does not interfere with normal academic
procedures. Freedom of discussion does not include the license to disrupt a meeting or
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interview. Demonstrations, including those which are described as peaceful, cannot

be allowed to interfere with the rights of others to have normal access to the persons
against whom the demonstration is addressed; nor can demonstrations be used to harass
or intimidate other individuals or groups.

Use of School Facilities. The school administration necessarily has the right to

control the access to and use of institutional facilities. If in the judgment of a school
official, or an administrative officer of the school who has responsibility for a particular
activity, a student or group of students or other persons are interfering with the rights of
other individuals or groups, as above, said official has the right to ask the student or
group of students to leave the room, hall or building. Refusal of a student or group to do
so after warning shall be considered a sufficient basis for the institution of disciplinary
proceedings, subject to the defense in such proceeding that the order to leave was
unreasonable.

Disciplinary Proceedings

The Director, with all administrative power, may suspend a student pending consideration of
his case by the faculty. Each faculty member has the duty of enforcing not only their own rules
of conduct but also, in appropriate cases, the school rules established by CCC. Grounds for
suspension may include (but not be limited to):

o0

10.

Cheating, plagiarism, forgery of academic documents with intent to defraud.
Disruption of a lecture hall, laboratory, or any other premises used for academic
purposes.

Failure to return library books, or destruction of all or part of a library book, archival
Document, or CD for computer use.

Interference with access to classrooms, laboratories, or academic offices.

Physical detention or restraint of a student, instructor, staff member, or administrator
while that person is attempting to exercise his/her duties.

Disruptive or riotous activity in student centers of nonacademic activity, such as the
student lounge or break room.

Forgery of instruments of identification with intent to defraud.

Theft of, or wanton damage to, school property.

Failing to surrender school identification card upon request by administration or
identifiable school personnel in the performance of their assigned duties.

Drug or alcohol abuse: student under the influence while on school premises or known
use that interferes with academic progress and/or professional standards as

well as patient/client safety.

25



2023-2024
CATALOG

Academic Honor Code

Academic honesty, integrity, and ethics are required of all members of the College. Students
are expected to conduct themselves in a manner reflecting the ideals, values, and educational
aims of the College at all times. Academic integrity and honorable behavior are essential parts
of the professionalism that will be required well beyond graduation from the College.

The public, professional organizations, and accrediting bodies hold individuals in the health care
industry to a high standard and expect us to monitor the professional behavior of our
colleagues. As future health care professionals, students at the College have a responsibility to
follow this model and guide their actions to serve the best interest of their fellow students,
faculty, and potential patients by maintaining the highest degree of personal and professional
integrity. Students are representatives of their profession in and out of the academic
environment. Therefore, allegations of misconduct by any student at the College will be taken
very seriously.

Work for which students receive credit must be the result of their own effort. Acting honorably
in an academic setting requires more than simple honesty. Academic dishonesty takes place
whenever a student undermines the academic integrity of the College or attempts to gain an
unfair advantage over others. Examples of honor code violations include, but are not limited to:

Cheating
e Using unauthorized materials such as books, notes, cell phones, PDA accessories, or
“cheat” sheets to answer examination questions.
e Taking advantage of information considered unauthorized by an instructor regarding
examination questions.
e Copying another student’s homework, written assignments, examination answers,
electronic media, or other data.
e Assisting or allowing someone else to cheat.
e Failure to report cheating to an academic official of the College.
Plagiarism
e Representing the ideas, expressions, or materials of another without citation/references
providing credit.
e Paraphrasing or condensing ideas from another person’s work without proper citation.
e Failing to document direct quotations and paraphrases with proper citation.

Other forms of academic dishonesty
e Fraud, deception, and the alteration of grades, attendance, or official records.
e Changing examination solutions after the fact, inventing, changing or falsifying
laboratory data or research.
e Purchasing and submitting written assignments, homework, or examinations.
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e Reproducing or duplicating images, designs, or Web pages without giving credit to the
developer, artist, or designer.

e Submitting work created for another module or course without instructor approval.

e Misrepresenting oneself or one’s circumstances to gain an unfair advantage.

e Collaborating with another person(s) without instructor approval.

e Selling or providing term papers, course work, or assignments to other students.

There are four possible consequences for violating the College’s Honor Code:
1. Failure of the assignment.
2. Failure of the module or course.
3. Expulsion from the College.
4. Rescinding of a diploma or degree.

All violations of the Honor Code will be reported to the College’s administration to investigate.
Individual reports will also be evaluated in the context of potential patterns of dishonesty. The
faculty, in conjunction with the administration, will make a determination of the effect on
student status and/or course grades resulting from substantiated reports of honor code
violations.

Academic dishonesty jeopardizes the quality of education provided and depreciates the
genuine achievements of others. It is everyone’s responsibility to actively deter it. Ignoring the
presence of academic dishonesty is not acceptable.

All members of the College community share the responsibility and authority to challenge and
make known acts of apparent academic dishonesty. Students, faculty, and staff are all
responsible for understanding and upholding the College’s policy.

Appeal Procedures

The student, who wishes to appeal the non-satisfactory progress status, must initiate the
process by submitting a written request to the Director of the Program.

The request is to be presented within (10) days of the non-satisfactory progress status
determination and must describe any circumstances that the student believes affected his/her
performance and deserves special consideration and the measures that the student has taken
to resolve those circumstances in a manner that would not interfere with his/her progress
again.

The Director of the Program shall evaluate the appeal within five (5) business days and notify
the student in writing of his/her decision. Should the student’s appeal be denied, he or she
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may appear before a school committee formed by representatives from the administration,
faculty, and students to present his/or her case.

The committee shall consist of two (2) current staff members and two (2) current students, as
needed, and will provide a written notice to the student of its decision within three (3) business
days. The decision of the committee shall be final.

A student that prevails upon the appeal process will be determined as making satisfactory
progress. Financial aid eligibility for funds will be reinstated to the student only for that
payment period under the probation status. For more information student should contact
financial aid office.

Grievance Policy
If a situation arises in which a student has a concern or grievance of any kind, the following
procedure is in effect.

Student Concern:
e Discuss the concern with the appropriate instructor. All discussions are to be held
before or after class or by a scheduled appointment.

e If the concern cannot be resolved through the instructor, present the concern in writing
to the Program Director, who will meet with all pertinent parties to conduct an
investigation of the concerns before a decision is reached. The Program Director will
provide the student with a written decision within five (5) days based upon the
information received in accordance with the policies and guidelines of the College.

Student Grievance:

e Students may file a formal written grievance within five (5) days of being notified of
the Program Director’s decision if they do not believe their concerns to be resolved.

e Appointments with the Review Board are scheduled through the Program Director’s
office. The Review Board has the responsibility for reaching a decision that is in
balance with the best interests of all parties named in the complaint. The following
procedure is in effect:

e The student will be notified by the Program Director to attend a Review Board
meeting which will convene within five (5) days from receipt of the written
grievance.

e The Review Board will be composed of the President/Program Director, the student
services coordinator, and a faculty member not affiliated with the student’s course.
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e The Review Board convenes with the student and any other individuals whose
participation is warranted by the circumstances of the particular concern. Evidence
will be presented by the student and then by all other parties involved. Minutes will
be taken.

e The Review Board will immediately meet in the absence of those involved to review
the evidence and resolve the student’s concern.

e The Review Board members support the President’s decision. The President’s
decision is final and binding.

e The President’s decision will be communicated in writing to the student within five
(5) days of the Review Board Meeting.

Suspension and Termination

All students are expected to conduct themselves as responsible adults, to attend classes
regularly, and to maintain a satisfactory level of academic achievement. The College reserves
the right to suspend or dismiss any student who:

« Displays conduct which the faculty and administration determines to be detrimental to
fellow students, other individuals, the community, or the College, as addressed in the
conduct policy of this Catalog.

e Uses or is under the influence of alcoholic beverages or illegal drugs on or adjacent to
college property.

« Fails to maintain satisfactory academic progress.

« Fails to meet satisfactory clinical standards.

« Fails to meet school’s attendance policy or standards.

« Fails to meet financial obligations to the College.

« Fails to comply with federal software piracy statutes forbidding the copying of licensed
computer programs.

e« When the President has determined that a cheating infraction is a second such offense,
he/she shall initiate institutional action. Penalties may include, in addition to those
listed for a first offense, suspension from the College.

» The President shall inform the student in writing of the penalty (ies) to be imposed. The
student may grieve the action of the President using the Student Grievance Policy.

Satisfactory Academic Progress Standards

In order to maintain satisfactory progress, a student must(i) 75% final exam score (ii) maintain a
cumulative grade point average of 75% or higher; (iii) progress at a satisfactory rate toward
completion of the Program; (iv) at the end of the evaluation period, the student must have
successfully completed 95% of all attendance scheduled; and (v) complete the program within
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150% of the published Program length for the ADN and VN programs and as for the RN to BSN
program 100% of the published program length.

The rate of progress toward completion of the program is calculated by dividing the cumulative
number of clock hours/semester credits the student has successfully completed in the program
by the cumulative number of clock hours/semester credits attempted by the student in the
program. The cumulative number of clock hours attempted in the program includes every
repeated course. The cumulative number of clock hours/semester credits attempted in the
program does not include remedial courses or courses taken that are prerequisite to the
program. Transfer and proficiency/challenge exam credits are counted as both attempted and
successfully completed. Clock hours/semester credits for courses from which a student has
withdrawn and received a (W/F) are counted as attempted and not successfully completed.
Calculating SAP for students in the clock hour programs is as follows: “clock hours completed
are divided by clock hours scheduled”. Calculating SAP for students in credit hour programs is
as follows: “completed credits are divided by attempted credits”.

Progression Policy

Theory courses are graded on a point system. A student’s grade is calculated by dividing the
student’s total points earned by the total points possible for the course. The total possible
points will include, but not be limited to, unit exams, midterms, term papers, pop quizzes,
nursing care plans, homework, and study group projects. Any student who fails to achieve a
minimum grade of “C” (75%) in the course may not progress to the next course of the program,
may not graduate, and may not receive a certificate of completion or diploma.

Student academic progress will be assessed during the semester. When the student fails to
progress through out the program, the student will be given a warning the opportunity be in
satisfactory standing with grades/attendance. Student will then be able to appeal the
warning/probation and if successful will be removed from warning/probation. If student fails
to be in compliance with grades/attendance will be given the opportunity to repeat the course
as provided by the Course Progression Policy. The student will be placed on “academic
probation”. No more than one terms on probation will be permitted and students must
complete the Program within 150% of the Program Length for the ADN) and VN programs. As
for the RN to BSN program, students must complete the program within 100% of the program
length. Program Completion Objectives: Computer exam 85% and written exam must be
passed with at least 75%.

Probation Policy
Students are expected to conduct their behavior on the principle of treating all others (patients
and their families, faculty and campus personnel, fellow students, and hospital employees) with
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courtesy and respect. Misconduct for which students are subject to disciplinary action or
probation includes, but is not limited to:

1. Students who act in an unethical or unprofessional manner on the test or an assignment
will receive a grade “O” for that test or assignment.

2. Academic dishonesty including cheating, fabrication, or falsification. The term “cheating”
includes but is not limited to: plagiarism receiving or knowingly supplying unauthorized
information during an examination; using unauthorized material or sources during an
examination; changing an answer after work has been graded and presenting it as
improperly graded; and taking an examination for another student.

3. Harassment, sexual or otherwise, that has the effect of creating a hostile or offensive
educational environment for any student, faculty, or staff member.

4. Carrying of weapons on campus, at campus-sanctioned events, or when meeting with
campus personnel.

5. Using or being under the influence of drugs or alcohol while at class, campus-sanctioned
events, or when meeting with campus personnel.

6. Refusal of clinical assignment solely based on race, gender, cultural origin, religion, or
medical conditions.

7. Breach of patient confidentiality. The rights of clients must be adhered to at all times.
Students are expected to exercise extreme caution in keeping all information about
clients confidential. Students are expected to take precautions so as not to misplace or
lose school/patient care notes that could be read by others.

8. Students are expected to dress professionally during class time, as they will in future roles
and position in health care administration.

Academic Probation

If a student falls below the SAP standards, he/she will be placed on academic probation for the
duration of the term or as specified by the probation notice. Students must satisfy the SAP
standards by the end of the probationary period to remain in the Program. Students who are
placed on probation will be eligible for removal of probationary status after removal of grade
point deficiencies in accordance with the Course Progression Policy. A student who fails to
come into satisfactory progress after the probationary period will be dismissed.

Attendance Probation

CCC Believes that in order, to succeed in the Program, regular attendance and punctuality are
required. Students must attend all scheduled hours of class. If a student misses a class, he or
she must make up the hours missed by scheduling a make-up session with the instructor. The
first unexcused absence during any course will result in the student receiving a warming notice.
The second unexcused absence will result in the student being placed on probationary status.
A third unexcused absence will result in the student receiving a failing grade for the term.
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Absences will negatively affect the student’s term grade. Absences equal to or in excess of 15%
of any term will require the student to be placed on Attendance Probation. The student would
remain on probation until the end of their current term provided the student remains in
compliance with the terms of his/her probation. Attendance must be maintained at an average
of 95% of the scheduled attendance if the student is expected to complete the course of study
within the 1.5 times of the period of time.

Procedure

1. Students shall be promptly informed in writing of unsuccessful behavior or
misconduct.

2. Students placed on probation shall be counseled as to their established

probationary status. The terms of the probation will be stated in writing and will
include criteria for removal of probationary status.

3. Students whose performance remains below minimal acceptable standards will
be dismissed from the Program following an interview with the Director of the
Vocational Nursing Program.

Dismissal
A student who is subject to dismissal shall be notified by the Program Director, or designee, of
dismissal, which will become effective the semester following notification.

Classroom Policy
The student is responsible to adhere to the guidelines established for the classroom as defined
by the instructor. Students are subject to penalties for failure to comply.

e Communication Devices: Due to the extreme distraction caused by cellular phones,
beepers, pagers and portable phones, these devices will not be allowed in the
classroom. Cell phones must be put away during class time. The only exception to this
policy is the rare event of an emergency (being in touch with your work is not an
emergency) where the students may leave their phone turned on silent to quietly leave
the class to take an emergency call. Any other use of the cell phone in class is
prohibited.

e Inthe event that a student has his/her cell phone exposed in the class for any reason,
the instructor holds the right to deduct 5% of the total participation grade for each
occurrence.

e Tape recorders may be used with permission of the instructor.

e Food: Students are permitted to eat meals or snacks in the designated campus areas.
No food or gum chewing is permitted in the classroom or lab.

e Children in Classroom: Students are not to bring their children in the classroom or leave
them unattended at the school.
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e Crosstalk during class: Students are expected to attend to class activities during lectures
and discussions. Individual discussion distracts those students as well as surrounding
students. Those who do not respect this policy will be asked to change their seats or will
be assigned seats in the class for the remainder of the course.

Required Study Time

CCC has estimated approximately two hours of study time is required for each hour of class.
Students whose primary language is not English typically allocate more than two hours of study
time for each hour of class. Students are encouraged to form study groups and consult the
Student Services Department if they desire tutoring assistance to better understand the course
work or to develop good study habits.

Clinical Policies

The following Clinical Policies apply to ALL CCC students in the clinical area unless otherwise
stipulated by the instructor (some clinical areas may provide their own in-house uniform for
student use).

e CCCstudents are required to be in FULL designated clinical uniform while in the clinical
area (during pre-conference, clinical class & post-conference). Note: For ADN and VN
students, a stethoscope, black pen, and bandage scissors will be considered necessary
(required) components.

e No perfume or scented lotions. Deodorant or antiperspirant is strongly recommended
and whenever possible, should also be unscented.

e No gum chewing at any time within the clinical facility, classroom, or lab.

Those students not complying with these clinical policies will be sent home from clinical sites
and will be given an unexcused absence. Students shall be promptly informed in writing of
unsuccessful behavior or misconduct. Students placed on probation shall be counseled as to
their established probationary status. The terms of the probation will be stated in writing and
will include criteria for removal of probationary status. Students whose performance remains
below minimal acceptable standards will be dismissed from the Program following an interview
with the Director of the Program.

Breach of patient confidentiality

The rights of clients must be adhered to at all times. Students are expected to exercise extreme
caution in keeping all information about clients confidential. Students are expected to take
precautions so as not to misplace or lose school/patient care notes that could be read by
others. Safeguard conversations concerning patients and their families. There are to be no
conversations in public areas about patients and their families; this includes elevators and
cafeterias.
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Attendance Policy

The College emphasizes the need for all students to attend classes on a regular and consistent
basis. Regular attendance and punctuality will help students develop good habits and attitudes
necessary to compete in a highly competitive job market. Students are responsible for
understanding the attendance requirements and the impact of any absences on successful
completion of a particular module or course and the entire program. Students are encouraged
to schedule medical, dental, and personal appointments before or after school hours and
should notify the instructor if they plan to be tardy or absent. Regardless of reason, a student
will be counted as absent or tardy if time in class is missed. All absences will impact attendance
requirements.

CCC believe regular preparation, attendance and participation are prerequisites for effective
learning. If a class is missed, students remain responsible for learning course material presented
during absence. The faculty believe that attendance in all nursing courses is conducive to each
student’s learning. The learning that results from the interaction and sharing with other
students is an important and integral aspect of the learning process. Attendance is required for
at least 90% of the course hours. If attendance falls below the standards, the course grade will
be lowered proportionately.

Nursing students who are pregnant must inform the Program Director and provide a complete
medical clearance from their treating physician prior to participating in skills lab and attending
clinical rotation.

Leave of Absence (LOA) — (see p.159 - Addendum - for additional info)

If a student experiences a situation that interferes with his/her successful progression through
the program, it may be necessary to petition for a leave of absence. Valid reasons for
requesting a leave of absence include medical problems, and personal or family problems.

For Medical Leaves, a letter from a health care provider supporting the medical basis of the
request for the leave must be given to the Program Director with the email/written request
fora LOA.

Students who have been on a Medical Leave will be required to submit a release signed by
theirhealth care provider, prior to returning.

Transportation

Students are responsible for their own transportation to and from clinical experience. At the
time of admission to the program, students are required to sign the Student Contract, which
includes a waiver of any and all claims against the California Career College District for liability
in connection with travel toand from clinical.
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Policy on Sexual Harassment
California Career College (CCC) is committed to maintaining a learning and working
environments for all students, faculty, and staff that is fair, humane, and responsible —an
environment which supports, nurtures, and rewards career and educational advancement on
the basis of ability and performance. Sexual harassment undermines the character and
purpose of the school.

Definition
Sexual harassment is in no way limited to demands for sexual favors in return for rewards. It
includes unwelcome sexual advances, verbal or physical conduct of a sexual nature and
inappropriate sexualization of the working environment with words, material or behavior. It
may involve women being harassed by men, men being harassed by women, or harassment
between persons of the same sex.

Based upon guidelines issued by the Federal Equal Employment Opportunity Commission, three
basic criteria determine whether an action constitutes unlawful sexual harassment:
e submission to the conduct is either an explicit or implicit term or condition of
employment or a basis for participation or advancement in an academic program or
school activity or benefit;
e submission to or rejection of the conduct is used as a basis for a decision affecting an
individual's employment status or academic standing;
e the conduct has the purpose or effect or interfering with an individual's performance
on the job or in the classroom by creating an intimidating, hostile or offensive work or
educational environment.

Sexual harassment is subject to disciplinary action within the CCC community. The following are
examples of conduct considered to be sexual harassment:
® unnecessary physical contact
e sexually degrading words to describe a person
e unwelcome propositions or explicit demands for sexual activity
e excessive sexualization of the School environment either through words or pictures or
other materials
e taking official action or evaluating a person by sexual attractiveness instead of merit
responsibilities

It is everyone's responsibility to combat sexual harassment, but it is specifically the duty of
faculty, directors and supervisors to:
e foster an atmosphere in which it is clear that such conduct is not tolerated and that,
when proved, it will be dealt with firmly under the policies and procedures established
by CCC
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e develop a greater awareness of the problem so that sexual harassment may be
prevented;

e eliminate any and all forms of sexual harassment and intimidation of which they are
aware.

Sexual Harassment/Violence Prevention Policy

Sexual harassment of students or applicants in any form is unacceptable conduct that will not
be tolerated. Sexual harassment includes unwelcome sexual flirtations, advances or
propositions, requests for sexual favors, verbal abuse of a sexual nature, subtle pressure or
request for sexual activities, unnecessary touching of an individual, graphic verbal
commentaries about an individual’s body, sexually degrading words, a display of sexually
suggestive objects or pictures in the College, sexually explicit or offensive jokes, physical
assault, and other verbal, visual, or physical conduct of a sexual nature.

No student, applicant, faculty member or other employee of CCC shall threaten or insinuate,
either explicitly or implicitly, that a student’s or applicant’s refusal to submit to sexual advances
will adversely affect that person’s application, enrollment, grades, or educational experience.
Similarly, no faculty member or employee shall promise, imply, or grant any preferential
treatment in connection with any student or applicant with the intent of rewarding for or
engaging in sexual conduct. Any student or applicant who feels that he or she is a victim of
sexual harassment by any student, applicant, faculty member or other CCC employee should
bring the matter to the attention of the Program Director at the telephone number specified in
this catalog.

Any questions about this policy or potential sexual harassment should be brought to the
attention of the above school official. CCC will promptly investigate all allegations of sexual
harassment in as confidential a manner as possible and take appropriate corrective action, if
warranted.

Informal Support and Service

Many instances of sexual harassment can be resolved through informal measures on campus.
Resolution of a suspected case can often be achieved through discussion with the persons
directly involved. If this does not remedy the situation, or if there is a reluctance to deal directly
with those involved, there are other informal means available at the school. Consult the school
Director for further information.

Formal Complaint Procedures

Should informal measures seem inappropriate or fail to resolve the situation, charges of sexual
harassment can be filed by following the CCC established grievance procedures for students,
faculty and staff. Once a complaint is made, the Director or Associate Director undertakes an
inquiry, making effort where appropriate to 