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LEGAL STATEMENT

The student should be aware that some information in the catalog may change. It is recommended
that students considering enrollment check with the school director to determine if there is any
change from the information provided in the catalog. In addition, a catalog will contain
information on the school’s teaching personnel and courses/curricula offered. Please be advised
that the State Education Department separately licenses all teaching personnel and independently
approves all courses and curricula offered. Therefore, it is possible that courses/curricula listed in
the school’s catalog may not be approved at the time that a student enrolls in the school or the
teaching personnel listed in the catalog may have changed. It is again recommended that the
student check with the school director to determine if there are any changes in the
courses/curricula offered or the teaching personnel listed in the catalog.

MLI does not presently accept non-high school graduates for enrollment. Individuals without a
high school diploma or equivalent who wish to enroll should first check with the Admissions
Office or Bursar to determine whether this policy has changed.

NONDISCRIMINATION POLICY

Metropolitan Learning Institute, Inc. is an equal opportunity and affirmative action institution.
The school does not discriminate on the basis of age, gender, race, color, creed, religion, national
or ethnic origin, physical capability, or sexual orientation in its student admissions, employment,
educational programs, activities, or administration of educational policies.

Effective Date:
Volume 26, Number 1 of the Metropolitan Learning Institute School Catalog is effective
as of January 1, 2026.



IL.

II1.

Table of Contents

Page
INTRODUCTION. .. .o, 1
The Metropolitan Learning Institute .............oooiiiiiiiiiiiia, 1
VISION STALEMENT ...t e 1
RS 0 BN £ 1157 1010 L 2
SCHOOL INFORMATION. ...ttt 3
] ) oy 3
LOCALIONS. - .ttt e 4
Business and Admission HOUTS............oooiiiiiiii e 4
License / Approval / Accreditation.............ovuivriiriiiiieiiiititeeneenrenaenn 4
PROGRAMS OFFERED......ccciiiiiiiiiiiiieee et 5
General Program Policies & Processes..........covvviiiiiiiiiiiiiiiiiiieieeienenns 5
Instructional HOUTS. .......o.oiiii e 5
BoOKS and SUPPIIES. .. ..vintietititi e 5
COE-Approved Program Lists..........cooiiiiiiiiiiiiii e 6
Hours of StUAY. ..o 6
Program Outlines-
Computer Office Technology/Bookkeeping and VESL....................... 7
Computer Office Technology with Medical Billing and VESL.............. 7
Medical Administrative AssiStant..............coeieiiiiiiiiiiiiiiiiiae.. 9
CoUrSe DESCIIPLIONS. ...t etiettt ettt ettt et et e e et et et e aae e e 11
Foundation COUISES. .. ....ouietiei e 11
ComPULEr COTE COUISES. .. uuttnnttenteeteetteteeteeteeeteeeeaeeareeaneennenns 12
English as a Second Language.............coooeviiiiiiiiiiiiiiiiiiiiieen 12
Specialty Courses by Program............cccoovviiiiiiiiiiiiiiiiiiieeenen, 14
SHORT PROGRAMS OFFERED: HEALTHCARE SPECIALTIES ................ 16
Program OULIINES. .......oviitii e ee 16
Phlebotomy Technician............coooiiiiiiii e 16
Electrocardiography (EKG) Technician................coociiiiiiiiiiiiiiiiiiiiiiieieen. 16
Home Health Aide ... ..o, 17
CoUISE DESCIIPHIONS. .ttt tttette et et et et et et et et et et e e e tereeeneeneenenes 17
Phlebotomy Technician. ..o e, 17
Electrocardiography (EKG) Technician..............ccooviviiiiiiiiiiiiiiniieeseneen 17
Home Health Aide ..o 18
Hours of Study ... 18
Class Size/Clinical Training SiteS.........o.evuiiuiitiitiiiie e, 18



VL

VII:

FINANCIAL INFORMATION. ..ottt 19

Program CostS. ....o.uieiie i 19
Additional Expenses Beyond Program Cost..................coevevviiiieenn. 20

Short Medical Programs............ooeiiiiiiiii i e e e 20
Program CostS. ......ovuiiii e 20
Additional Expenses Beyond Program Cost...............coeviiiiinninnnn.. 22
General Information.............oooiii i 22
Payment Schedules...........c.oooiiiiii 22
NON-ACCEPLANCE. ... ettt ettt e aae e 22
Cancellation 0f ClassSes.........vuiueieii e, 23
Delayed Class Starts.........oeveieiiiitiii i aenes 23
DiISMISSAL. .. .t 23
Voluntary Termination...........ooeerieiiiitireaieiiteiteeeieareaeaeennns. 23
Unofficial Withdrawal.......... ..., 23

Refund Policy and Financial Obligations............c.coviiiiiiiiiiiiiiiininnn., 23
Grants and Student Loans...............ooiiiiiii i 23

Refund PoliCy......oviniii 24
Payment of Refunds. ..., 24
NYS-Mandated Refund Policy...........ccoooiiiiiiiiiiiii 25
Treatment of Title IV Funds When a Student Withdraws From School....25
ADMISSION TO METROPOLITAN LEARNING INSTITUTE............... 27
General Admission POliCIes. .........co.oieiiiiii 27
Entrance ReqUIrements. ...........o.iueuiii e 27
Latecomer Enrollment. ... ..o 28
Special Situations Affecting Enrollment...............ccoooviiiiiiiiiiiiiie, 28
Re-Admission into the Same Program..................cooiiiiiiiiiiiiinnen, 28
Beginning a Different Program...................ooiii 28
Internal Transfer Credit..........oooiieiiiiii e, 29

Hours Transferred from Other Institutions..............coovvvviviiinninnnnnnn 29
ACADEMIC POLICIES. ... .o e 30
L0155 4L 110 o VAP 30
ATENAANCE. . ...ttt e 30
Coming in Late, Leaving Early, & Cutting Classes.............c.cooeieviiiiiiinan.. 31
Make-Up POIICY ...t 31
Change Of StatUS. .. ... e 32
Leave of ADSEIICE. ... .ouiei i 32
Grading PoOlICIES. .. ..vitit ittt e 33
Course ReSUILS. .....ei 34
Low and Failing Grades ............ovvuiiiiiiiiiiieeeeeieee e e 34
Incomplete Grades.........ooviiriiiiii e 34
Withdrawals. ... ..o 35
Disputed Grades. ... ..oveuiiniieiii it e 35
Satisfactory Academic Progress Standards...............cooeviviiiiiiiiiiiiiiniinn, 35
Minimum Satisfactory Academic Progress Requirements.............................. 36
Failure to Meet Satisfactory Progress Standards..................cooooiiiinn, 36
Probation. ........oui i 36

1



VIIL

IX.

XI.

N0y 0153 415 [ ) s VP 37

DiISIMISSAL. .. e, 37
Student Appeals / Comprehensive Dispute Resolution System........................ 38

Grievance POliCY........ooviiiii 38
Reinstatement as a Non-Regular/Regular Student.....................oooviiiiinnen.. 40
Graduation ReqUITEMENtS. .........o.ovuiietitiii e e ee e 40
Credentials Awarded...........cooiiii 41
College Credit-Disclaimer Statement. .........c.ooviviriiriiiiieiiie e 41
Official TranSCIIPLS. .. uvettt ettt ettt et e e e e e e e e e e e e e enenes 41
STUDENT CODE..... ot 42
HoONOT SYStem. .. .ot 42
Standards of Dress/Digital DeviCes.......o.vvviiiiriiiitiiii e 42
U1 0153815 ) 1 WA 42
DISIMISSAL. ..ot 43
Crime Awareness and Campus SECUIILY......oouvuititiieitiiiiiei e 44
Student Records and Privacy Rights..............ccooiiiiiiiiiii e 45
Student INJUIry.....o.oni 45
ComPULET USE. ..ottt 45
Personal Telephone Calls and ViSItOrS........o.evvitiiiiiiiiiiiiieeiieieneeinenaenenn 46
ANNOUNCEMEIES . . .. e ettt ettt ettt e et et et et et e e 46
STUDENT SERVICES AND SUPPORT NETWORK  ..........ccooiiiiiiiinnnnn. 48
Counseling, by Department...........co.ovuiiniiiiiiii s 48
IMEAIA CONLET . . ...ttt ettt et ettt et e e e e e e et 48
Computer Lab Use with Technical Support...........c.coovvviiiviiiiiiineeene, 49
Student Health Services .........couiiniiniiii e 49
Audit Class Privileges. ... ....ovuiiniiiii 49
01 = 49
Job Placement ASSISTANCE. .. .......ouiuitini et 49
Assistance to Persons with Disabilities................cooiiiiiii 51
Extracurricular ACHVITIES. .....ouee it 51
0] 0 51
OTHER INFORMATION.. ...t 52
EMer@eNCIeS. . .. ettt 52
Changes in Programs or POLICIES........coevviiiiiiii e, 52
Credit Disclaimer Statement. ............ooeiuiiiii i, 52
DESASERT . . ettt e e 52
Indemnification. ... ..oouiei e 52
Americans with Disability Act (ADA) 1990 Compliance Statement .................. 53
Core Performance Standards..............ocooiiiiiiiiii e .53
MLI Revised Satisfactory Academic Progress Information.............................. 54
MLI Drug and Alcohol Abuse Prevention Information.....................oovivinnn. 59
APPENDICES. ... 67

i1



FRSCmIOTHOOE

. Information for Students-Student Rights (English Text)..................oovvinin.. 67
o CAMPUS SCCUIILY ..ttt ettt et et et e e e e e e et et e e e eeeenenens 70
. Completion and Placement Data (OEDS Summary)............c..ccovvveiiininnenn.n.. 78
Academic Calendar.............ooiiiiiii e 79
Weekly Student Tuition Liability Charts............ccocoiiiiiiiiiiiiiiieeeenee, 80
NYC Dept. of Buildings Site Safety Courses ............oovvriiiiiiiniiiiiiiinninnnn. 82
Administrative and Support Staff..............ooiiii 86
L0101 g 0] 08 (110 P 87
School HOLAAYS. .....uieie e e 90
MLI On-Time Scholarship.........ccoieiiiiii e 91
. 2022-2023 OEDS Data.....eueneeeeeiiiiee e e 94
2023-2024 OEDS Data. ... .ouitieiitiiiti et 106

v



I: INTRODUCTION

THE METROPOLITAN LEARNING INSTITUTE

Metropolitan Learning Institute is a private, non-profit, charitable educational institution duly licensed,
approved and accredited by New York and national regulatory agencies. The school offers thorough
training in specialized fields at the following locations:

Main and Extension Campuses: The school’s Main and Extension Campuses are in Queens and
Brooklyn, New York. Specialized programs in accounting/bookkeeping, medical office administration
and medical clinical skills are offered, as well as computer instruction. VVocational English as a Second
Language is a component of some of the career programs. English language courses are also available
for non-career purposes, but these standalone classes are not approved by MLI’s accrediting body, the
Council on Occupational Education (COE), and are not eligible for Financial Aid. Other offerings
not covered by the COE include Home Health Aide (HHA) and the NYC Dept. of Buildings Site
Safety Training (SST) courses.

VISION STATEMENT

Founded in response to the ever-growing demand for skilled individuals in the field of Nursing and
Allied Health, Metropolitan Learning Institute’s vision is to offer thorough training in preparing
practical nurses and other allied health specialists who can safely function with competence in the
present complex post-Pandemic health care industry.

The school is committed to providing a safe, supportive learning environment that promotes excellence
in learning and allows students to develop, cultivate and enhance self-confidence, technical skills,
critical thinking abilities, appropriate work ethics, an astute sense of professionalism, personal
discipline, and leadership and management skills-within the context of practical nursing & allied health
standards.

Additionally, the school aims to provide each student with purposeful training that enhances the
development of appropriate personal values, motivation, self-respect, and a keen sense of responsibility
and accountability, while enhancing potentials for personal and professional growth.

As a non-profit organization, MLI is conscientious with the careful selection of candidates for
admission. Candidates go through a meticulous screening process that sets them up for success in their
chosen field. The administration, faculty and support staff are encouraged to treat each individual
student with respect and courtesy in meeting individual needs without sacrificing quality instruction.

Current computer technology is incorporated in the coursework to assist students with communication
and recordkeeping, which are vital parts of today’s global health care arena. Hands-on practice in
laboratory and clinical settings provide a basic foundation towards developing critical fundamental
nursing skills.

Courses are taught by skilled educators with years of teaching and practical healthcare experience to
provide the necessary training in pursuit of personal & career advancement. Students are supported with
job placement and employment counseling to meet the requirements of relevant and current health
service openings.




MISSION STATEMENT

The mission of Metropolitan Learning Institute, Inc. is “to see that each graduate is prepared
with the personal attributes, drive, academic education; theoretical background, practical hands-
on experience and knowledge of the field which he or she needs to successfully compete for
employment and provide services in today’s business and health care environment.”

MLI offers support and guidance with effective quality instruction and long-term academic support,
excellent programs and courses covering the latest and most-demanded business, practical nursing and
allied health skills, computer resources (hardware/software) using powerful current technology,
vocational ESL training/counseling, hands-on practice and job development to prepare students for “the
world of work.”



Il: SCHOOL INFORMATION

HISTORY

Metropolitan Learning Institute is a private, non-profit organization first established in 1996. It
went through the process of obtaining a New York State license to open a proprietary school in
the State of New York and eventually obtained a license to operate in November of 1999 in
Forest Hills, Queens. In 2002, a second campus offering similar courses was opened at Rego
Park, Queens and in March of 2006, a third branch was opened at Jackson Heights, also in
Queens. In 2007 the Forest Hills location ceased operation, while in February 2010 NY'S
approval was obtained to open a new location in Brooklyn, NY. The Jackson Heights campus
closed in 2018 due to the sale of its building, and its students were integrated into the Main
Campus.

MLTI’s two current locations provide Computer Office Technology training to a mostly
immigrant student population with emphasis on vocational English as a Second Language
(VESL) instruction. Additional courses such as Medical Billing and Bookkeeping, with ESL
components, have been added to the core curriculum. Evening classes are available to
accommodate the steady growth of student enrollment among working adults. In 2011, the
Medical Administrative Assistant program was also launched without an ESL component to
provide medical administrative and clinical training and skills. At the onset of the COVID
Pandemic in March 2020, the school was forced to close, but only for six weeks as it pivoted to
online or ‘distance learning” — a mode which is still offered today and is the choice for over
half of MLI’s student body.

Faced with the challenging need for the education of health care professionals in the field of
practical nursing, ML initiated planning for a Practical Nursing Program in the state of New
Jersey in July, 2005. The LPN program was approved in early 2008 and the first classes began
in June of that year in Jersey City, NJ. The LPN program ceased admissions in 2013 with an
effort to bring the program to New York State, where most students who had studied actually
lived. This effort took many years and was suspended during the COVID National Emergency,
but approval is expected in the latter part of 2026.

The main campus of Metropolitan Learning Institute is now in Rego Park, Queens. The school
has a present population of approximately 250 students overall, with a predicted potential
growth of 350-500 students within the next few years.

MLI was granted initial (candidacy) accreditation status in 2002 by the Council of
Occupational Education (COE) based in Atlanta, Georgia and received a full six (6) year
accreditation by the same regulatory body in 2004. It has renewed its re-accreditation regularly
since then, most recently in 2025.




LOCATIONS

Metropolitan Learning Institute is currently operating at two sites:

Main Campus: Extension:

97-77 Queens Blvd., 9" Floor 440 89" Street, 4™ Floor
Rego Park, NY 11374 Brooklyn, NY 11209
Phone (718) 897-0482 Phone (718) 492-2120
Fax (718) 897-5667 Fax  (718) 492-2197

The Rego Park Main Campus has nine classrooms; seven fully computerized with 16-20 workstations
each, and two arranged for traditional lectures seating 20-21 students each. The Brooklyn Extension
Campus has nine classrooms and a total of 75 computer workstations. A Media Center is also present at
each campus.

BUSINESS AND ADMISSION HOURS
MONDAY TO FRIDAY 9:00 AM. to 10:15P.M.

Note: In addition to the above hours, the school is open on selected Saturdays/Sundays from
9:00 AM to 6:00 PM for make-up classes and/or short-term medical courses as needed.

LICENSE / APPROVAL / ACCREDITATION

Metropolitan Learning Institute is licensed to operate by the New York State Education Department
located at:

New York State Education Department/ACCESS/BPSS
116 West 32™ Street
New York, New York 10001
(212) 643-4760
acces.nysed.gov/bpss/welcome-career-training-proprietary-schools

Metropolitan Learning Institute (MLI) currently carries a full-accreditation status obtained in 2004
and renewed in 2025 with the Council on Occupational Education located at:

7840 Roswell Road, Bldg. 300, Suite 325
Atlanta, GA 30350
Tel. (770) 396-3898/Fax: 770-396-3790
council.org



Ill: PROGRAMS OFFERED

GENERAL PROGRAM POLICIES

Metropolitan Learning Institute retains control over the courses and content which are offered at any
given time. Required classes will be offered sequentially, but MLI does not guarantee that all courses, if
applicable, will be available at all times or locations. MLI may change the textbooks, materials, and/or
equipment without notice, subject to approval from State and Federal regulatory agencies.

In the school’s locations, each course within each program of study is approved by the New York State
Education Department, which also administers the teacher licensing regulations. Instructors may teach
only courses for which they are licensed. Teachers are assigned to cover classes where they will most
effectively support the needs of the students and the school. The NYS Education Department/BPSS sets
student/teacher ratios based on classroom size and type of program and course.

If an instructor is absent, or if technical difficulties prevent a class or lab session from being held, the
missed subject hour(s) will be rescheduled before the end of the course or during any applicable recess
break. Hours due to be made up in this manner will be rescheduled during the classes’ range of hours
whenever possible (morning: 9:00 a.m. to 2:00 p.m.; afternoon: 2:15 p.m. to 5:15 p.m.; evening: 5:15
p.m. to 10:15 p.m.), or on weekends by arrangement. If the regular teacher is unavailable for make-up
sessions, MLI will assign other qualified personnel as required.

INSTRUCTIONAL HOUR

One (1) Clock Hour of 60 minutes is equivalent to 50 minutes of instructional time and a 10 minute
break. Therefore, each fifty (50) minute class period of a term is equal to one instructional hour, which
is also equivalent to one clock hour. For a program that meets 25 hours a week, 100 hours is equal to
approximately one school month. Note that this definition does not apply to MLI’s specialized
healthcare/SST programs of 200 hours or under, but it does apply to individual 75-hour modules taken
as ‘standalone’ classes (cf. avocational ESL courses not part of a longer Program)

BOOKS AND SUPPLIES

Materials to support each course are regularly issued to students who satisfy financial aid requirements
and who make required payments in the case of textbooks. Note that in the first five days of study by a
newly-enrolled student at MLI, course-appropriate materials may be used in lieu of textbooks if the
student’s award status is not yet verified.

Textbooks are issued by the school on the first day of each course, except as noted above. It is vital that
every student obtain approved textbooks immediately to keep up with the coursework. Books and other
materials issued to a student are expected to be maintained in good condition until the end of a course.
Full market price will be charged for reissue of damaged books, or those which are lost. The school will
not accept returns of textbooks purchased by students (or paid for by financial aid) for credit during
study; they are the property of the student and may be disposed of as he or she sees fit.




COE APPROVED PROGRAM LIST

To provide students with a good education to bolster employment opportunities in their selected career
fields, MLI program offerings include up-to-date computer training using software that is popular in
large and small contemporary businesses. Computer Office Technology with Bookkeeping or Medical
Billing programs are available, both including vocational English as a Second Language, or ‘VESL’.
Programs without an ESL component include Practical Nursing, Medical Administrative Assistant, and
3 short programs in healthcare areas.

All MLI career programs are approved by the New York State Education Department/Bureau of
Proprietary School Supervision (NYS-BPSS), and the following occupational programs are approved by
the Council on Occupational Education (COE), which accredits MLI:

Computer Office Technology/Bookkeeping with VESL-1500 hours (Traditional and Online modes)
Computer Office Technology with Medical Billing and VESL-1500 hours (Traditional and Online)
Medical Administrative Assistant -1500 hours (Traditional and Hybrid modes)

Practical Nursing * -1440 hours (Pending COE re-approval status, Extension Campus only)

NYS-APPROVED OCCUPATIONAL/OTHER PROGRAM LIST

Metropolitan Learning Institute is also authorized by the NYS-BPSS to give instruction in the
following:
e NYC Department of Buildings (NYC-DOB) Site Safety Courses (See separate DOB course listings)
Home Health Aide — 83 hours
Phlebotomy Technician/Electrocardiography (EKG) Technician -65/72 hours
NYS Security Guard Training (8/16 hours-Not currently offered)
GEDI/TASC Preparation (Not currently offered)

The above standalone courses are not accredited by the Council on Occupational Education and are
not eligible for financial aid assistance for enrolled students.

HOURS OF STUDY

For MLI’s 1500/1440-hour programs, two regular class sessions are available to students: Day and
Evening. These classes meet within the following range of hours:

* Days - between the hours of 9:00 AM and 2:00 PM, Monday to Friday.
* Evenings - between the hours of 5:15 PM and 10:15 PM, Monday to Friday.

For shorter courses such as specialized healthcare programs, classes may meet during the above times
and also between 2:15 and 5:15 PM weekdays, and/or Sunday between 9:00 AM to 6:00 PM. Exact
schedules depend on the program and are published prior to every enroliment.

PROGRAM OUTLINES
Information on each program of study offered by Metropolitan Learning Institute includes the

program’s objective, code, completion time, sessions, entrance requirements, maximum time frame and
evaluation points, credential awarded, and course requirements (arranged in sequential order by term).



Computer Office Technology/Bookkeeping with VESL (OB1500)

Program Obijective:

The program commences with 600 hours of intensive, vocational-related ESL instruction. After
completing the VESL component, the student is introduced to software that is in high demand in any
business dealing with word processing, spreadsheet data analysis, customized presentations and
electronic mail messaging. The student applies knowledge learned in the classroom to office
accounting procedures, along with specific professional software utilities. Hands-on training in the
above mentioned areas is done based on theories of computer operations and bookkeeping data
processing. A main feature of the program is experiencing integration between generic and specific
skills based on intercommunication and interaction between different types of office computer
applications to provide full coverage of bookkeeping and accounting needs arising from a realistic
business environment.

Program Code: 0OB1500-Computer Office Technology/Bookkeeping with VESL

Program Requirements: (in sequential order by term)

Term Course Title Course Code Hours
Intermediate ESL | E100 75
Intermediate ESL 1l E105 75
Intermediate ESL 111 E110 75
Intermediate ESL IV E115 75
Advanced ESL V E120 75
Advanced ESL VI E125 75
Advanced ESL VII E130 75
Advanced ESL VIII E135 75
COT I-Keyboarding T100 75
COT lI-Windows OS T105 75
COT HI-MS Word T110 75
COT IV-MS Excel T115 75
COT V-PowerPoint T120 75
Math for Business K100 75
Fundamentals of Accounting | K105 75
Fundamentals of Accounting Il K110 75
Computerized Accounting with
Sage 50 K115 75
Computerized Accounting with

QuickBooks K120 75
Basic Business Communication E150 75
Career Preparation C100 75



Computer Office Technology with Medical Billing and VESL (OM1500)

Program Objective:

The program commences with 600 hours of intensive, vocational-related ESL instruction. After
completing the VESL component, the program introduces the student to software in high demand that is
utilized in medical offices dealing with medical word processing, spreadsheet data analysis, customized
presentations and electronic mail messaging. Students learn to apply medical office billing and
electronic health recordkeeping procedures in conjunction with specific professional software utilities.
Hands-on training in the above mentioned areas is provided based on theories of computer operations
and medical word and document processing. A main feature of the program is experiencing integration
between generic and specific skills based on intercommunication and interaction between different
types of office computer applications to provide full coverage of medical offices’ business needs arising
from a realistic business environment.

Program Code: OM1500-Computer Office Technology with Medical Billing and VESL

Program Requirements: (in sequential order by term)

Term Course Title Course Code Hours
Intermediate ESL | E100 75
Intermediate ESL 11 E105 75
Intermediate ESL 111 E110 75
Intermediate ESL 1V E115 75
Advanced ESL V E120 75
Advanced ESL VI E125 75
Advanced ESL VII E130 75
Advanced ESL VIII E135 75
COT I-Keyboarding T100 75
COT II-Windows OS T105 75
COT I1I-MS Word T110 75
COT IV-MS Excel T115 75
COT V-PowerPoint T120 75
Medical Terminology | B100 75
Medical Terminology Il B101 75
Medical Office Procedures B105 75
Electronic Health Records B106 75
Medical Insurance, Billing and

Coding | B115 75
Medical Insurance, Billing and

Coding 11 B120 75
Career Preparation C100 75



Medical Administrative Assistant (MA1500)

Program Objective:

The program commences with 300 hours of medical fundamentals and terminology, followed by 300
hours of intensive introduction to software that is in high demand in any business dealing with
keyboarding, word processing, and spreadsheet data analysis. Following the Microsoft Windows
component, students receive a thorough grounding in applied principles of medical office work,
phlebotomy, EKG and clinical procedures as well as training in customized medical billing software
packages in common use nationwide. This component is 750 hours in length. The student applies
knowledge learned in the classroom to medical office procedures, along with specific professional
software utilities. Hands-on training in the above mentioned areas are done based on theories of
computer operations and medical billing. 150 hours of business communications and human relations
courses round out the program.

Program Code: MAZ1500-Medical Administrative Assistant

Program Requirements: (in sequential order by term)

Term Course Title Course Code Hours
COT I-Keyboarding T100 75
COT HI-Windows OS T105 75
COT HI-MS Word T110 75
COT IV-MS Excel T115 75
Anatomy and Physiology | M101 75
Anatomy and Physiology Il M102 75
Medical Terminology | B100 75
Medical Terminology Il B101 75
Medical Law and Ethics M103 75
Medical Office Procedures B105 75
Electronic Health Records B106 75
Medical Insurance, Billing
and Coding | B115 75
Medical Insurance, Billing
and Coding Il B120 75
Infection Control and Medical
Asepsis M104 75
Clinical Procedures M107 75
Basic Concepts of EKG M105 75
Medical Office Emergencies
First Aid and CPR M110 75
Phlebotomy/Lab Procedures  P105 75
Basic Business Communication E150 75
Career Preparation C100 75

Practical Nursing (PN 1440)

This program is fully detailed in the MLI PN Catalog Supplement, a separate publication.



THE FOLLOWING APPLIESTO ALL NON NURSING LONG TERM OCCUPATIONAL PROGRAMS:

Completion Time:  Four Terms in 15 weeks each (1500 hours, 60 weeks).

Sessions:  Full time sessions are available in the morning and in the evening. Students attend classes
25 academic hours per week.

Program Readiness:

Prospective students are typically required to take the CELSA and Accuplacer Arithmetic tests (for
programs with an ESL component) or the Accuplacer Arithmetic, Reading and Writing tests to
determine if they possess the Quantitative and/or Verbal skills that are necessary for intensive study.
Any applicant who scores below the minimum cutoff mark in any given test is advised to reconsider
his/her career training choice.

Entrance Requirements:

1. High school diploma or equivalent, evaluated by nationally-recognized translation/
evaluation service if issued outside the USA, Puerto Rico or Guam. Note that some HS
completion certificates such as an IEP may not be acceptable-the school’s Financial Aid office
will make a determination in each case.

2. Each applicant for 1500 hour programs with an ESL component will be tested to establish
his or her need for Intermediate ESL instruction before enrollment, as well as for quantitative
skills. To qualify, applicants must achieve a minimum score of 230 on the Arithmetic part of the
Accuplacer test and also achieve a 97 or greater score on the CELSA (English) test.

Each applicant for 1500 hour programs without an ESL component will be tested to establish
his or her reading, writing and quantitative skills. To qualify, applicants must achieve minimum
scores of 235/233/230 on the Writing/Reading/Arithmetic sections of the Accuplacer test,
respectively-with a verified foreign High School Diploma.

ALL TESTING MUST BE COMPLETED AT LEAST ONE DAY PRIOR TO STARTING
THE CHOSEN PROGRAM.

Applicants with a U.S. HSD or TASC/GED are exempt from this testing.
3. At the end of the Intermediate ESL V111 course (if applicable), students who receive a
minimum of 70 (C) in their Level VIII ESL course and are in good academic standing
will begin the computer-based portion of their program.
4. Any student who fails to achieve the minimum passing grades in their ESL levels must
repeat appropriate units of Intermediate/Advanced ESL (Remedial placement will be decided
by the Campus Director and will consider the student's circumstances on a case-by-case basis).

Maximum Time Frame and Evaluation Points:

The maximum time frame to satisfy program requirements is six terms (2250 hours). Evaluation points
are every term (375 hours).

Credential Awarded: Diploma

-10 -



COURSE DESCRIPTIONS

Foundation Courses :

Basic Business Communications-E150 - 75 hours

This course develops needed written and oral communication skills for use in business. It features an
introduction to communications, structure and style of the English language, being an effective listener,
business vocabulary, and the applied practice of oral communications in an office environment.

Career Preparation-C100 - 75 hours

This course gives students training in job search procedures. It demonstrates ways to decide on job
objectives, locate unlisted jobs, identify possible employers and research them in advance, develop a
personal contact network, and practice interviewing skills. At the conclusion of the course, each student
generates a complete and updated resume, and learns how to write effective cover letters and follow-up
correspondence, as well as how to act in and dress for job interviews.

Computer Core Courses :

COT I-Keyboarding-T100 - 75 hours

This course teaches the student to learn and apply main keyboarding techniques in blind typing and
demonstrate a typing speed of 30- 40 wpm upon course completion.

COT I1-Windows OS-T105 - 75 hours

This course allows students to obtain basic knowledge of the latest release of Windows Operating
System, giving them the ability to navigate a computer (PC or laptop) and access the Internet.

COT I11-MS Word-T110 - 75 hours

This course teaches the student to produce documents using word processing techniques for keying,
editing, formatting, printing, and to apply a variety of templates to speed up the production of
documents.

COT IV-MS Excel-T115 - 75 hours

This course teaches the student to produce spreadsheets, handle and analyze data, utilize worksheet
formulas and functions and apply Excel templates to generate standard documents.

COT V-PowerPoint-T120 - 75 hours

This course enables the student to implement PowerPoint as a presentation builder, learn and utilize
Outlook information management features, and compose, receive/send e-mail messages and documents.
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English as a Second Language Courses :

Intermediate ESL | - E100 - 75 hours
This is a course for students who are recent immigrants or who have not improved their English since
coming to the USA. The students are not expected to be absolute beginners and will have had some
contact with the language, even if passively. Basic sentence construction, spelling, punctuation and
grammar are the featured class subjects.
Intermediate ESL 11 - E105 - 75 hours

This course introduces students to basic conversation practice and begins simple reading and writing
exercises. Dialogues and sentence structure are stressed. (Prerequisite: E 100)

Intermediate ESL 111 -E110 - 75 hours

Clear and organized writing skills and the further exercise of conversation, listening and phonetics are
topics of this class. (Prerequisites: E100 and E105).

Intermediate ESL 1VV-E115 - 75 hours

Emphasizing conversation practice, this course reinforces grammar and vocabulary-building. It also
continues the development of reading and writing skills. (Prerequisites: E100, E105 and E110)

Advanced ESL V - E120 - 75 hours

Writing about specific topics in depth is introduced in this course. Students participate in group
discussions and make oral presentations to the class as a whole. Work-related terminology (Particularly
concerning the modern office environment) is introduced as new vocabulary in career-based ESL
classes. (Prerequisites: E100, E105, E110 and E115)

Advanced ESL VI - E 125 - 75 hours

Development of effective business-related communications is stressed in this course. Students learn
listening and note-taking, quick reading for comprehension, basic presentation techniques in the context
of business and productive writing skills. (Prerequisites: E100, E105, E110, E115, and E120)
Advanced ESL VII - E130 - 75 hours

This course expands on the business communication techniques previously learned. New topics include
telephone skills, problem solving and job interview skills. (Pre-requisites: E100, E105, E110, E115,
E120, and E125)

Advanced ESL VIII-E 135 - 75 hours

A final review of grammar and writing is the focus of this course. Basic and advanced correspondence

preparation is stressed to achieve certain desired goals, such as informing, replying and requesting.
(Prerequisites: E100, E105, E110, E115, E120, E125, and E130.
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Specialty Courses by Program

Computer Office Technology/Bookkeeping with VESL — 1500 Hours

Computerized Accounting with —Sage 50-K115 - 75 hours

Upon completion of the course students will be able to utilize the special software tools of Sage 50 to
make general ledger entries, handle banking procedures, calculate and produce payrolls, and generate
special forms and reports.

Computerized Accounting with Quickbooks-K120 - 75 hours

Upon completion of the course students will be able to utilize special software tools to make general
ledger entries, calculate and produce payrolls, generate special forms and reports.

Fundamentals of Accounting 1-K105 - 75 hours

Upon completion of the course students will be able to make general ledger entries, handle banking
procedures, calculate and produce payrolls.

Fundamentals of Accounting 11-K110 - 75 hours

Upon completion of the course students will be able to implement accounting procedures for
merchandise inventory, calculate property cost, plant, and equipment. They will be capable to make
assessment of capital expenditures and revenues.

Math for Business-K100 - 75 hours

Upon completion of the course students will be able to implement a mathematical approach and apply
math operations to calculate business data.

Computer Office Technology with Medical Billing and VESL — 1500 Hours
Medical Administrative Assistant— 1500 Hours

Medical Terminology 101-B100 — 75 hours

Upon completion of the course students will be able to distinguish basic medical office forms and
documents, implement and utilize medical terminology to fill out basic documents.

Medical Terminology 102-B101 — 75 hours

Upon completion of the course students will be able to distinguish advanced medical office forms and
documents, implement and utilize medical terminology to fill out advanced charts and forms.

Medical Office Procedures-B105 - 75 hours

Upon completion of the course students will be able to define most common medical office procedures
and handle basic medical office routines.
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Electronic Health Records-B106 — 75 hours

Upon completion of the course students will be able to utilize the emerging technology of the Electronic
Health Record through conceptual theory and hands-on application needed to work in today's medical
office.

Medical Insurance, Billing and Coding 1-B115 - 75 hours

Upon completion of the course students will be able to produce insurance claims, handle billing
procedures, and enter and manage medical records.

Medical Insurance, Billing and Coding 11-B120 - 75 hours

Upon completion of the course students will demonstrate advanced knowledge of medical insurance and
billing and be able to understand and process Medicare/Medicaid claims.

Anatomy and Physiology 1-M101 — 75 hours

Upon completion of the course students will be able to distinguish basic concepts and features of the
human body and its musculoskeletal system.

Anatomy and Physiology 11-M102 — 75 hours

Upon completion of the course students will be able to distinguish advanced vocabulary and concepts
relating to the human body’s nervous and circulatory/organ systems, biochemistry, reproductive system,
and illnesses and emergency conditions.

Medical Law and Ethics-M103 — 75 hours

Upon completion of the course students will be able to identify the main components of contemporary

Medical Law and Ethics/Biomedical Ethics and understand their importance in a small to mid-sized
medical practice environment from a professional’s standpoint.

Infection Control and Medical Asepsis-M104 — 75 hours

Upon completion of the course students will be able to distinguish and apply proper aseptic techniques
including sterilization and autoclave, as well as medical waste disposal techniques.

Basic Concepts of EKG-M105 - 75 hours

Upon completion of the course students will be able to distinguish the basic principles of operation and
calibration of EKG systems.

Clinical Procedures-M107 — 75 hours

Upon completion of the course students will be able to distinguish basic medical office clinical
procedures used for routine visits and examinations.

Medical Office Emergencies First Aid and CPR-M110 — 75 hours
Upon completion of the course students will be able to distinguish procedures for what to do and how to

act during a medical office emergency involving patients with acute medical episodes and/or with
trauma injuries. Basic CPR training is also provided by a certified instructor.
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Phlebotomy/Lab Procedures-P105 — 75 hours
Upon completion of the course students will be able to identify the equipment and supplies necessary to

draw blood, demonstrate proper phlebotomy safety techniques and, under supervision, draw blood from
mannequin arms and from other students. (Prerequisites: M101, M102)

Practical Nursing (PN 1440)

This program is fully detailed in the MLI PN Catalog Supplement, a separate publication.
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IV: SHORT PROGRAMS OFFERED:
HEALTHCARE SPECIALTIES

PROGRAM OUTLINES

Information on each individual short program of healthcare study offered by Metropolitan Learning
Institute includes the program’s objective, code, completion time, sessions, entrance requirements,
maximum time frame and evaluation points credential awarded, and course requirements (arranged in
sequential order).

PHLEBOTOMY TECHNICIAN — 65 Hours (PT065)
The objective of this course is to prepare the student to assist a physician in the drawing of blood from
patients from all different age groups in a hospital, clinic, doctor’s office or other healthcare facility.

The student will demonstrate the ability to draw blood under supervision, identify and fill various color-
coded test tubes, show an understanding of medical terms and observe and implement proper
procedures for medical asepsis.

Upon completion of this course, the student will be eligible for an entry level position as a Phlebotomy
Technician. The student will observe medical asepsis, as well as demonstrate an understanding of
anatomy and physiology and medical terminology.

Listed below are the courses included in this program and the number of hours offered for each course:

Anatomy and Physiology (PT-AP) — 6 hours
Medical Asepsis (PT-MA) — 6 hours
Medical Terminology (PT-MT) - 6 hours
Phlebotomy (Theory) (PT-PT) — 18 hours
Phlebotomy (Skills) (PT-PS) — 24 hours
Career Preparation (PT-C5) — 5 hours

ELECTROCARDIOGRAPHY (EKG) TECHNICIAN — 72 HOURS (EKG072)

The objective of this course is to prepare an entry level EKG Technician (or medical support staff
wanting to increase their knowledge of EKG) to assist a physician in a private office setting, an
emergency room, a hospital or a clinic.

Upon completion of this course, the student will be eligible for an entry level position as an EKG
Technician able to perform EKG readings on all age groups in health care facilities. The student will
demonstrate the ability to identify arrhythmias, myocardial infarction, hypertrophy, eliminate artifacts,
use the universal coding system, perform mounting and label EKG tracings.

Listed below are the courses included in this program and the number of hours offered for each course:

Anatomy and Physiology (EKG-AP) —12 hours
Medical Asepsis (EKG-MA) — 10 hours

Medical Terminology (EKG-MT) - 8 hours

EKG Paper & Machine Use (EKG-PM) - 6 hours
EKG Practical/Skill (EGK-PS) - 36 hours
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HOME HEALTH AIDE — 83 HOURS (HHAO083)

Home Health Aides (HHAS), aka caregivers, personal attendants, or companions, assist with the daily
tasks of elderly, mentally disabled, chronically ill, and/or physically challenged clients, as well as
hospice patients and those in various stages of rehabilitation or recovery. The HHA course consists of
83 hours of class training and includes theory and practical skills demonstrations. It is intended only for
persons affiliated with licensed NYS Home Care agencies, not the general public. An HHA will be
qualified to work at clients’ homes, residential care or hospice facilities, adult day care centers, and/or
senior centers. They may work with multiple clients or be assigned to one specific person. On
completion of training, HHA students will receive a numbered graduation certificate and will be
registered with the NYS Department of Health.

Listed below are the courses included in this program and the number of hours offered for each course:

Home Health Aide Curriculum (HHA-NY) —75 hours
HHA Internship (HHA-CI) — 8 hours

COURSE DESCRIPTIONS

PHLEBOTOMY TECHNICIAN — 65 Hours

Anatomy and Physiology (PT-AP) — 6 Hours

Upon completion of the course students will be able to distinguish basic concepts and features of the
human body and its various systems.

Medical Asepsis (PT-MA) — 6 hours

Upon completion of this course students will demonstrate knowledge of various aseptic procedures
regarding daily life routine.

Medical Terminology (PT-MT) — 6 hours

Upon completion of this course students will be able to distinguish basic medical office forms and
documents, implement and utilize medical terminology to fill out basic documents.

Phlebotomy Theory (PT-PT) — 18 hours

After completion of this course students will be able to know different methods of drawing blood from
the human body and how to give I.V. Therapy.

Phlebotomy Skills (PT-PS) — 24 hours

After completion of this course the students will be able to practically draw blood and capillary
puncture, and how to puncture the vein and capillaries.

Career Preparation (PT-C5) — As above

ELECTROCARDIOGRAPHY (EKG) TECHNICIAN - 72 hours

Anatomy and Physiology (EKG-AP) — 12 hours

Upon completion of the course students will be able to distinguish basic concepts and features of the
human body, functions and structure of the heart and blood.
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Medical Asepsis (EKG-MA) — 10 hours

Upon completion of this course students will demonstrate knowledge of various aseptic procedures
regarding daily life routine.

Medical Terminology (EKG-MT) — 8 hours

Upon completion of this course students will be able to distinguish basic medical office forms and
documents, implement and utilize medical terminology to fill out basic documents.

EKG Paper & Machine Use (EKG-PM) - 6 hours

Upon completion of this course students will know the reasons for performing EKGs, how to do an
EKG, and identify the various functions and specific procedures of an EKG machine.

EKG Practical/Skill (EKG-PS) — 36 hours

Upon completion of this course students will demonstrate practical knowledge of EKG machine use,
take multiple strips, and interpret their results.

HOME HEALTH AIDE - 83 Hours

Home Health Aide Curriculum (HHA-NY) -75 hours

Upon completion of this course, which is offered to students affiliated with NYS Home Care Agencies
only-not the general public-students will show understanding of the NYS HHA curriculum, including
communication, knowledge of aging, working with elderly and children, dealing with mentally ill
patients, nutrition, care for the dying, and other topics - 20 modules in total.

HHA Clinical Internship (HHA-CI) — 8 hours

Upon completion of this internship in a Home Care Agency, students will demonstrate practical
knowledge of HHA tasks, complete demonstrations of 14 specific skills, and explain their actions.

HOURS OF STUDY
Two regular sessions (Day and Evening) are available.

Day Session: Monday to Friday: 9:00 AM to 2:00 PM
Evening Session: Monday to Friday 5:15 PM to 10:15 PM

For these shorter courses, classes may meet during the above times and also between 2:15 and 5:15 PM
weekdays, and/or Saturday and Sunday between 9:00 AM to 6:00 PM. Exact schedules depend on the
program and are published prior to every enrollment.

CLASS SIZE

A typical classroom size can accommodate a maximum of 20 students for theory lecture. A skills
laboratory session has a ratio of 15-20 students per instructor.
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Part V: FINANCIAL INFORMATION

For those who qualify, financial aid is available to students wishing to enroll with Metropolitan
Learning Institute. The school will arrange tuition payments for students requiring financial aid or
assist the student obtain grants and tuition assistance from approved lenders.

Students are strongly advised to read and understand all the information and applications for financial
aid grants and loans as well as the school's policy regarding tuition refund and cancellation before
signing the forms and the enroliment agreement.

PROGRAM COSTS:
COMPUTER OFFICE TECHNOLOGY/Bookkeeping/Medical Billing and VESL

MEDICAL ADMINISTRATIVE ASSISTANT (No ESL)
(Practical Nursing program costs are fully detailed in the MLI PN Catalog Supplement)

Breakdown of Total Tuition Charges for Payments of NYS TAP Grants

Program Term/Quarter Total Books and Registration Tests and Graduation | Total Program Refund
Code Tuition for TAP Tuition Supply Fee Fee Diploma Fee (4) Cost Policy
Purposes (1) (2) Evaluation(3) Type

OM1500 $4,500 $18,000 | $1644.02 | $100.00 | $78.00 | $130.00 | $19,952.02 | Term
0OB1500 $4,500 $18,000 | $1,779.65 | $100.00 | $78.00 | $130.00 | $20,087.65 | Term
MA1500 $4,500 $18,000 | $1,606.83 | $100.00 | $79.00 | $130.00 | $19,915.83 | Term

OB1500 - Computer Office Technology with Bookkeeping and VESL
OM1500 - Computer Office Technology with Medical Billing and VESL
MA1500 - Medical Administrative Assistant

(1) TAP Grants can cover a portion of this amount. The balance may be covered by Pell grants,
loans and/or the student’s own funds. TAP payments are made every 375 hours during the
program, assuming attendance and academic requirements are met.

(2) Book prices do not include supplemental workbooks or dictionaries which a student may
decide to purchase on their own.

(3) These fees are waived for U.S. High School Diplomate graduates and GED/TASC holders.
NOTE: A student whose U.S. HSD, TASC or GED is taken in Spanish or another non-English
language and applies to an MLI program including ESL will be asked to take the CELSA test for
evaluation purposes. Fee breakdown is as follows:

Foreign HS diploma evaluation $70.00, Accuplacer Tests each $3.00, CELSA English test $5.00.
(4) Fee will be charged if student attends the ceremony. This fee is NOT covered by Financial Aid.

Students not attending graduation can have their diplomas mailed to them or pick them up for no
extra charge.
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Breakdown of Total Tuition Charges for Payments of Federal Pell Grants

Program Term-Based Total Books and Registration Tests and Graduation Total Program Refund
Code Tuition for Pell Tuition Supply Fee Fee Diploma Fee (4) Cost Policy Type
Purposes (1) (2) Evaluation(3)

OM1500 I/11: $5,400 $18,000 $1644.02 $100.00 $78.00 $130.00 $19,952.02 Term
I/1V: $3,600

0B1500 I/11: $5,400 $18,000 $1,779.65 $100.00 $78.00 $130.00 $20,087.65 Term
1/1V: $3,600

MA1500 I/11: $5,400 $18,000 $1606.83 $100.00 $79.00 $130.00 $19,915.83 Term
I1/1V: $3,600

0OB1500 - Computer Office Technology with Bookkeeping and VESL
OM1500 - Computer Office Technology with Medical Billing and VESL
MA1500 - Medical Administrative Assistant

(1) Pell Grants can cover a portion of this amount. The balance may be covered by TAP grants,
loans and/or the student’s own funds. Pell payments are made every 450 hours during the first
two terms of the program (I/11) and every 300 hours during the last two terms (111/1V), assuming
attendance and academic requirements are met.

(2) Book prices do not include supplemental workbooks or dictionaries which a student may
decide to purchase on their own.

(3) These fees are waived for U.S. High School Diplomate graduates and GED/TASC holders.
NOTE: A student whose U.S. HSD, TASC or GED is taken in Spanish or another non-English
language and applies to an MLI program including ESL will be asked to take the CELSA test for
evaluation purposes. Fee breakdown is as follows:

Foreign HS diploma evaluation $70.00, Accuplacer Tests each $3.00, CELSA English test $5.00.
(4) Fee will be charged if student attends the ceremony. This fee is NOT covered by Financial Aid.
Students not attending graduation can have their diplomas mailed to them or pick them up for no

extra charge.

ADDITIONAL EXPENSES BEYOND PROGRAM COST

The cost of education-related expenses while attending Metropolitan Learning Institute includes fees,
room and board, textbooks and supplies, and other expenses (such as commuting to and from MLI by
public transportation.).

PROGRAM COSTS: SHORT MEDICAL PROGRAMS

MLT’s short medical courses are designed to be completed in a matter of weeks compared to the
school’s longer clock-hour programs. As programs consisting of less than 750 clock-hours, they are
ineligible to be funded by NYS or Federal financial aid, or by student loans. The student must therefore
cover their own tuition payment.

Metropolitan Learning Institute will accept cash, check or money order as payment tender for the
shorter medical programs.

Students are strongly advised to read and understand the school's policy regarding tuition refund and
cancellation before signing the forms and the enrollment agreement.
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PHLEBOTOMY TECHNICIAN PROGRAM COST

PROGRAM PHLEBOTOMY TECHNICIAN
Clock Hours # 65 Clock Hours
Total Estimated Cost of Program $595.00
FEES AMOUNT OTHER FEES AMOUNT
Tuition $ 460.00 Textbook $ 75.00
Registration Fee $ 60.00 National Certification * At cost to
Exam (varying sites) | Student
TOTAL $ 595.00
TOTAL ESTIMATED COST : $595.00 (Excludes Certification Exam)

# These hours are not transferable to Degree Granting Educational Institutions.
* Textbook prices are subject to change with minimum notice. Supplemental reference and workbooks
(cf. dictionaries, medical reference texts) are not included in this price and are the responsibility of the
student. A school uniform tunic is also an optional expense, though reasonably priced at $20.

ELECTROCARDIOGRAPHY (EKG) TECHNICIAN PROGRAM COST

PROGRAM EKG TECHNICIAN
Clock Hours # 72 Clock Hours
Total Estimated Cost of Program $595.00
FEES AMOUNT OTHER FEES AMOUNT
Tuition $ 460.00 Textbooks $ 75.00
Registration Fee $ 60.00 National Certification * At cost to
Exam (varying sites) | Student
TOTAL $ 595.00
TOTAL ESTIMATED COST : $595.00 (Excludes Certification Exam)

# These hours are not transferable to Degree Granting Educational Institutions.
* Textbook prices are subject to change with minimum notice. Supplemental reference and workbooks

(cf. dictionaries, medical reference texts) are not included in this price and are the responsibility of the
student. A school uniform tunic is also an optional expense, though reasonably priced at $20.
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HOME HEALTH AIDE PROGRAM COST

PROGRAM HOME HEALTH AIDE
Clock Hours # 83 Clock Hours
Total Estimated Cost of Program $595.00
FEES AMOUNT OTHER FEES AMOUNT
Tuition $ 595.00 Textbook Included
Registration Fee $ waived NYS Health Care | Free
Registry
TOTAL $ 595.00
TOTAL ESTIMATED COST : $595.00 (Not offered to General Public)

Tuition and other required program fees will only cover the instructional cost of the program. Other
fees are estimated costs associated with the program. These are charged “at cost” to the student and may
vary depending on arrangements with a contracted (independent) agency or organization.

The application fee is non-refundable & non-transferable and is valid for one-time processing only, but
at the school’s discretion, may be used on a different start date. Payment of the application fee
guarantees a slot in the program.

Students who do not wish to purchase texts / materials from MLI are required to purchase their own
books/workbooks, and uniforms (if applicable) at cost from any suitable vendor, school alumni, on the
internet, etc.

ADDITIONAL EXPENSES BEYOND PROGRAM COST

Additional education related expenses while attending Metropolitan Learning Institute include
commuting and traveling expenses to and from school, optional personal student liability insurance,
special projects and assignments, graduation expenses and parking. These are not directly covered by
financial aid.

Students will be required to pay for repair and/or replacement of willful and negligent damages to
school property or equipment before a student can access additional instruction. All financial
obligations to the school must be fulfilled before a certificate of graduation /completion will be issued.

GENERAL INFORMATION
Payment Schedule

If a student finances all or part of the program, tuition and other related financial obligations are to be
paid using different options: (1) Weekly (2) Bi-Weekly and (3) Monthly. Weekly payments are due
every Monday, Bi-Weekly payments are due the First and Third Mondays of every month and Monthly
payments are due the first Monday of each month. Payment schedules will be discussed and planned
with the Bursar Officer and reinforced by the student recruiters prior to official class start. Should the
payment due date fall on a holiday, payment will be due the first day after the holiday that classes are
scheduled to resume.

Non-Acceptance
Except for the non-refundable application / registration fee, diploma evaluation fee and ATB test fees,

any applicant who does not qualify for acceptance to MLI shall receive a full refund of all monies paid.
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Cancellation of Classes

Metropolitan Learning Institute reserves the right to cancel a program due to an insufficient number of
student enrollments. A student whose classes are canceled by Metropolitan Learning Institute shall
receive a full refund of all monies paid for instruction not provided.

Delayed Class Starts

The school reserves the right to postpone a scheduled start date until later in the same month if the
registration is insufficient to begin classes. In this case, the registration fee is non-refundable if the
student wishes to discontinue attendance.

Dismissal

If a student is dismissed by Metropolitan Learning Institute, a refund of any monies owed the student
will be calculated as of the termination date based on the school’s refund policy.

Voluntary Termination

A student may choose at any time, to voluntarily terminate his or her enrollment from the school by
notifying (in writing) the Metropolitan Learning Institute’s School/Program Director and the Bursar
Officer at the student’s campus. A refund of any monies owed the student will be calculated as of the
termination date based on the school’s refund policy.

Unofficial Withdrawal

Any student absent for more than 10 consecutive educational (school) days without proper written or
verbal notice will be considered as having unofficially withdrawn from the program. If Metropolitan
Learning Institute determines that a student has unofficially withdrawn, the student will be dismissed.
Any monies owed by the student to the school (or a refund, if applicable) will be calculated as of the
student's last date of attendance.

Failure of a student to notify (in writing) the School/Program Director or the Bursar Officer of
Metropolitan Learning Institute of the withdrawal may delay the refund of tuition monies due.

REFUND POLICY AND FINANCIAL OBLIGATIONS
Grants and Student Loans

A grant is awarded to a student based on income eligibility, and it does not need to be repaid. Direct
student loans are low interest loans provided under the Federal Direct Student Loan Program which is
obtained from an approved lender, and must be repaid.

Students should be aware that if school tuition is paid with money loaned from a lender, the student is
responsible for repaying the loan in full, in accordance with the terms of the loan agreement. The
student is fully responsible for repaying all of the loan money with interest, even if the student fails to
complete his/her educational program. Failure to repay the loan can hurt the student’s credit rating and
can result in legal action.

Students with loan obligations but has withdrawn from the program or a course are responsible for

notifying the loan institution (in writing) of their withdrawal. The letter should indicate the date of
withdrawal, the student’s social security number and signature. The date of the letter sent to the lending
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institution should have the same date on the letter that was sent to the Campus Director/Bursar
Officer of the intent to withdraw.

Refund Policy

Metropolitan Learning Institute is required to comply with the New York State Department of
Education and the appropriate Federal and State regulations on refund issues to students. A refund is
defined as “the difference of the amount the student paid to the school (including financial aid) and the
amount the school can retain as prescribed by the appropriate refund policy.”

Refunds are based on the executed Enrollment Agreement signed by the student and approved by the
school. The Enrollment Agreement constitutes a contract between the student and the school once the
student signs it and the school official approves and signs it. The student has the right to cancel the
enrollment agreement at any time. Conversely, the school has the right not to accept the agreement.

A student may withdraw from the Enrollment Agreement by notice of cancellation in writing/via email,
or by hand delivery of the withdrawal letter. Mailed paper notice should be sent by certified
mail and becomes effective on the date of posting. A hand-delivered withdrawal letter should be
signed on receipt by the Campus Director or Manager and becomes effective on the dated day of
receipt. Tuition reimbursement will begin the week that official notification is received. The letter
must be received within one week of the withdrawal (5 days) to receive tuition reimbursement for that
week.

The withdrawal letter should include (1) Request for cancellation (2) Date and signature of the
student and (3) Contact information i.e. address, telephone number, E-mail.

All monies will be refunded (except for the registration fee) if the student cancels within seven
(7) business days after the enrollment agreement is signed by both parties, even if instruction has
begun. Likewise, any student who has not visited the school prior to enrollment may withdraw,
without penalty, within three (3) days after attending a regularly scheduled orientation, inspection of the
school equipment or school tour, and will be entitled to a refund of monies paid. A student who cancels
after the third (3) day but before the start of classes will receive a refund of all monies paid except
for the application and registration fee.

Metropolitan Learning Institute reserves the right to cancel the Enrollment Agreement
for misrepresentations on the part of the student and where intentional, fraudulent information or
activity was utilized for proof of secondary education (HSD/TASC or GED), testing, filling out
application forms / financial aid information, presentation of documents, and similar deceitful
acts. If the Enrollment Agreement is canceled due to discovery of devious means, the school
will refund all monies due to the student in accordance with the school’s refund policy.

Metropolitan Learning Institute reserves the right to cancel a program due to an insufficient number of
student enrollments. If tuition and fees are collected in advance of the start date of a program and the
institution cancels the class, the institution refunds 100% of the tuition and fees collected.

Payment of Refunds

Refunds to student financial aid recipients are distributed first to private or institutional aid
grantors, then to the school payment plan, and finally to the student.

Any sum of money paid by the student to Metropolitan Learning Institute in excess of that owed to the
school will be refunded within 30 days of any withdrawal upon receipt of written notice from
said student. If such written notification is not forthcoming, the sum will be refunded within 30 days of
the date of dismissal of the student by Metropolitan Learning Institute or 30 days after a
determination of
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withdrawal is made by the school.

New York State-Mandated Refund Policy:

Metropolitan Learning Institute offers several 1500-hour programs to students. A student who cancels
the enrollment agreement within seven (7) calendar days of signing receives all monies paid (except for
the non-refundable registration fee).Thereafter, a student assumes financial liability for:
1. The non-refundable registration fee, and
2. The cost of any textbooks or supplies accepted, and
3. Any tuition liability amount, determined as of the student's last date of actual attendance,
according to the appropriate Refund Provisions schedule detailed below.

Refund Conditions for Term Programs:
Tuition liability is divided by the number of terms in the program (see Program Outlines for the length
and number of terms in a given program). Total tuition liability is limited to the term in which the

student withdrew or was terminated, and any prior terms completed.

First and Second Term:

If termination occurs the school may keep
Prior to or during the first week 0%
During the second week 20%
During the third week 35%
During the fourth week 50%
During the fifth week 70%
After completion of the fifth week 100%
Subsequent Terms:
If termination occurs the school may keep
During the first week 20%
During the second week 35%
During the third week 50%
During the fourth week 70%

After completion of the fourth week 100%

The refund may exceed the amounts above. The school has not had to exercise the significant
educational change justification, which could result in greater student tuition liability for the 2™ term.

TREATMENT OF TITLE IV FUNDS
WHEN A STUDENT WITHDRAWS FROM SCHOOL

The Bursar’s Office is required by Federal statute to calculate the percentage of earned Title IV Funds
received or pending to be received, and to return unearned funds for a student who has withdrawn, was
terminated or failed to return from an approved leave of absence. On an individual basis, Metropolitan
Learning Institute will use Federal guidelines in calculating Title IV aid earned by the student and the
amount that the school, student and/or parent must return to the U.S. Department of Education.

Recalculation is based on the percentage of earned aid using the following Federal Return of Title IV
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funds formula:

Percentage of aid earned = the number of scheduled hours in the payment period completed up
to the student’s last date of attendance as per the school’s attendance
records, divided by the total clock hours in the payment period.

> If this percentage is greater than 60%, the student earns 100% of the disbursed
Title 1V 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 Metropolitan Learning Institute.

If a student earned more aid than was disbursed to him/her, Metropolitan Learning Institute will 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 MLI determines that the student withdrew. Upon granting of permission from the student
(or parent for PLUS loans), MLI is required to disburse said funds within 45 calendar days of
determination-180 days in the case of loan funds.

Refunds are allocated in the following order:

1. Unsubsidized Federal Stafford Loan
2. Subsidized Federal Stafford Loan
3. Perkins Loan

4. Federal Parent (PLUS) Loan

5. Federal Pell Grant

6. Federal Supplemental Opportunity Grant

7. Other Title IV assistance

8. State Tuition Assistance Grants (if applicable)
9. Private and institutional aid

10. The student
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Vi: ADMISSION TO METROPOLITAN LEARNING
INSTITUTE

GENERAL ADMISSION POLICIES & PROCESSES

New applicants initially will have an intake interview with a Metropolitan Learning Institute School
Agent to decide which program they would like to join. This is done to determine student qualification,
to give prospective students the chance to ask questions, and to receive the information they need in
making an informed choice about registration at MLI. This includes costs, equipment, services, time,
and technical competencies, if any, required by the program. Intake interviews are conducted by MLI
School Agents at each campus.

Before applying for admission, an applicant must complete an Admission Application and file it with the
Admissions Office. Applicants need to meet the entrance requirements of the study program they select.
The Admissions Office makes the initial determination to accept an applicant based on submitted
documents. Transfer credits, if applicable, are also determined and evaluated at this time.

An applicant will be allowed to fill out and sign an enroliment agreement only if there is a reasonable
belief that the program will be successfully completed. The school reserves the right to reject the
enrollment of any applicant who, at any time during the enrollment process, displays any conduct or
behavior that is deemed inappropriate or would be grounds for dismissal if the applicant were an
enrolled student.

A $100.00 (Regular Programs) / $60.00 (Short Medical programs) non-refundable, non-transferable
registration fee is due in order to be placed on the list of qualified applicants. The registration fee is
intended only for the date by which an applicant originally registers, but at the school’s discretion, may
be used on a different start date.

All documents submitted in support of an application for admission become permanent possessions of
Metropolitan Learning Institute.

ENTRANCE REQUIREMENTS
(Practical Nursing program entrance requirements are fully detailed
in the separate MLI PN Catalog Supplement)

To qualify for acceptance by MLI, each applicant must fully meet the following general requirements:
1. An applicant to the Metropolitan Learning Institute must

a. be a high school graduate, or

b. possess a General Education Development (GED) or TASC certificate, or

c. be a high school senior eligible to apply and upon graduation submit proof of high
school graduation, or

d. if the candidate is an applicant for admission with a foreign high school diploma or
equivalent (subject to verification by an accredited U.S. evaluation service-separate fee
will apply) and wishes to apply for financial aid, demonstrate the ability to benefit
(ATB) from the training by passing an independently administered test of their English
language skills.

Evidence of high school graduation (USA or foreign) or the equivalent must be presented to MLI.

Acceptable forms of evidence include a certified copy of an original high school diploma, a copy of a
high school transcript indicating the date of graduation, a copy of a DD-214 military record indicating
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the applicant is a high school graduate or equivalent, a GED/TASC certificate or official notification
that a GED/TASC has been earned, or a college transcript indicating completion of secondary school as
a prerequisite for enrollment. If applicants who currently reside in the United States but attended
secondary school in foreign countries are unable to produce the required documents by start of classes,
certification from other official sources or a notarized Sworn Statement may be used for up to a three
week grace period-proper documents are required for complete registration, however.

2. Each applicant for 1500 hour programs with an ESL component will be tested to establish
his or her reading, writing and quantitative skills. To qualify, applicants must achieve minimum
scores of 230 on the Arithmetic section of the Accuplacer test and 97 on the CELSA test,
respectively-with a verified foreign High School Diploma.

Each applicant for 1500 hour programs without an ESL component will be tested to establish
his or her reading, writing and quantitative skills. To qualify, applicants must achieve minimum
scores of 235/233/230 on the Writing/Reading/Arithmetic sections of the Accuplacer test,
respectively-with a verified foreign High School Diploma.

ALL TESTING MUST BE COMPLETED AT LEAST ONE DAY PRIOR TO STARTING THE
CHOSEN PROGRAM.

Applicants with a U.S HSD or TASC/GED are exempt from this testing. NOTE: A student
whose U.S. HSD, TASC or GED is taken in Spanish or another non-English language and applies to an
MLI program including ESL will be asked to take the CELSA test for evaluation purposes.

LATECOMER ENROLLMENT

Applicants who miss the scheduled start date of the program can make a request through the
Admissions Office to enroll late by completing an Enrollment Form as a latecomer. Such requests for
late enrollment will be accepted during the first week (up to 7 days) of instruction only and will be
granted based on the applicant’s agreement to make-up remedial hours for the time missed from the first
week of instruction.

SPECIAL SITUATIONS AFFECTING ENROLLMENT
Re-Admission into the Same Program
A previously enrolled student can request re-admission into the program by submitting a written request
for re-admission, completing a new application and providing all necessary supporting documentation.
Students who were dismissed for unacceptable conduct or academic failure are ineligible to apply for
re-admission.
The student’s request will be reviewed by the appropriate Campus Director within 21 calendar days of
its receipt. The student will be informed of the Director’s decision by letter, including conditions
regarding the student’s re-admission and continuance in school, if any.

If re-admission is granted, the student is required to meet all satisfactory progress requirements finish
any “remaining class hours” and fulfill all outstanding financial obligations.

Beginning a Different Program

A previously enrolled student can apply for admission into a different program at Metropolitan Learning
Institute, Inc. by completing an Application for Readmission and providing necessary supporting
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documentation. Students dismissed for unacceptable conduct or academic failures are not eligible to
apply for readmission.

The appropriate Campus Director will consider the student’s readmission request and will make a
decision within 21 calendar days of its receipt. The student will be informed of the Director’s decision
by letter, including any conditions regarding the student’s readmission to school.

If readmission into a new program is granted, the student must meet the provisions of the school catalog
in effect on the date of readmission, make payments of any outstanding tuition and fee charges that
remain on the student’s original enrollment agreement, pay a $50 registration fee, and sign a new,
prorated enrollment agreement for the new program of study.

Internal Transfer Credit/Program Transfer:

Efforts are made to direct each student to the program of study best suited to their individual goals and
abilities. However, a student may request a transfer. Students are required to apply in writing to their
Campus Director for a program change. Both the Financial Aid Officer and the Campus Director must
approve program transfers. Program transfers may have a substantial impact on financing. Students
may be assessed additional charges for a program transfer.

At the written request of a previously enrolled student, the school will take under consideration the
transfer of credit (in clock hours) from previously completed courses at Metropolitan Learning Institute
toward a new program of study if the prior course work was successfully completed with a minimum
grade of C, and is relevant in content and instructional hours to that in the new program.

If an applicant’s transfer request is granted, the applicant’s enrollment agreement for the new program
will be changed to reflect the total number of hours required, and the tuition and fees will be adjusted so
that the applicant will pay a proportional cost in relation to the number of instructional hours to be
completed.

Hours Transferred from Other Institutions

If an applicant submits a written request, and fulfills certain other conditions, Metropolitan Learning
Institute will undertake to consider the transfer of instructional hours from courses or curriculum taken
at other post-secondary schools that are accredited and/or licensed or registered by New York State or
national accrediting organizations.

This option will be considered only if the courses have the same content and instructional hours, and
were passed with a minimum grade specified in each program standard. For Metropolitan Learning
Institute to make a decision concerning the acceptance of the transfer of hours from another school, an
applicant must have an official transcript sent to the Metropolitan Learning Institute Admissions Office
from the other school, and submit a copy of the previous school’s outline of the course content (from
the school’s catalog).

If an applicant’s transfer request is accepted by MLI, the applicant’s enrollment agreement will be

changed to show the total number of hours required of the applicant, and tuition and fees will be
adjusted so that the applicant will pay a proportional cost related to the number of instructional hours.
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Vii: ACADEMIC POLICIES

ORIENTATION

All new students are required/mandated to attend a scheduled Orientation Program prior to the official
class start. Students will be notified of the orientation day. School catalogs and other forms will be
distributed and an in-depth lecture/discussion of the school’s Policies and Procedures will be presented.
In-person students get a brief tour of the school campus and are introduced to the Administrative
Staff and Faculty. Financial Aid is also discussed in detail and a PowerPoint presentation on this
topic is given. An orientation to Media Services will also be conducted to inform students of media
resources and how to use them throughout their studies at MLI.

ATTENDANCE

In order to do satisfactory work and benefit from the educational program offered at Metropolitan
Learning Institute (MLI), regular attendance at school is obligatory. Students are expected to be present
and on time every day. Students who have good attendance generally achieve higher grades, enjoy
school more, and develop better habits of punctuality, self-discipline, and responsibility for the future.
Excessive absences are undesirable since they place undue strain on the student to make up the missing
work, the teachers to provide make-up opportunities, as well as undermine the quality and validity of
the classes for which students are seeking credit. MLI cannot give credit to students who have excessive
number of absences.

The school reserves the right to dismiss any student who is absent for 14 or more consecutive calendar
days without proper written notice. Any student receiving Title IV aid absent for 10 consecutive
days of classes will be automatically dismissed. MLI mandates that a student be in attendance at
least 80% of the total theory hours (per course and sub-course) that classes are in session. Faculty
members are required to monitor and record attendance in the classroom to assure that attendance
requirements are met.

Excused/unexcused absences that are not eventually made up, comprising more than 20% of the total
hours per course or sub-course, or more than 20% of the total program hours are cause for probation
and/or dismissal or termination from the program, as this signifies that the student has not met the 80%
attendance requirement for graduation.

For Federal Pell Grant recipients, a minimum of 1385 (out of 1500) clock hours must be eventually
completed in order for the student to be considered as a graduate. The short medical programs require
100% attendance for all program hours to be considered as a graduate.

The student is held responsible for informing faculty of any planned absence in advance. Permission to
be absent from classroom activities will be granted only for serious reasons and must be obtained from
the classroom instructor prior to the start of the session. If a student knows that he/she will be
absent from classes, he/she must contact the school no less than 15-30 minutes before official class
time.

Any student who is absent due to illness, appointments with official agencies, or for other
serious reasons, should bring or send relevant documentation to the faculty of the course he/she is
currently enrolled in and must provide a copy to the Education and/or Bursar’s office for filing. This
documentation will be used to determine retention status and in deciding if a student will be
permitted to do make-up hours. No student will be admitted back into class without proper
documentation associated with absences (excused or unexcused).
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Frequent tardiness will be a cause for suspension and frequent unexcused absences may be a cause for
dismissal. Metropolitan Learning Institute will not tolerate lateness or any form of disruptive class
attendance that undermines learning activities and professional discipline.

Instructors note attendance for every instructional hour of a student’s program and record it in each
student’s Permanent Attendance Record. Upon completion of the course work, attendance is totaled to
determine whether a student has satisfied the 80% (or higher, for Pell recipients) attendance requirement
for graduation.

Prolonged excused absences will be dealt with on an individual basis.
COMING IN LATE, LEAVING EARLY AND CUTTING CLASSES

Regular tardiness, leaving early and cutting classes in the classroom and clinical area disrupts the
delivery of instruction, lowers the morale among students, and does not respect the learning needs of
other students. A student who arrives in class ten (10) or more minutes late, or leaves a class ten or
more minutes before the end of a period, or cuts classes (leaves and comes back the same day)
without proper notice will be marked absent (unexcused) for that instructional period.

The following protocol will be followed in situations where absenteeism becomes an issue.

1. If a student is absent and does not make contact with the school for more than two (2) consecutive
school days, the instructor is required to call, text or email them to make an inquiry.

2. The school sends a notice to the student after five (5) consecutive school days of unexcused
absences.

3. A second notice will be sent if the absence continues beyond ten (10) consecutive school days. The
student will be informed that he/she is at risk of termination/involuntary withdrawal from MLI.

4. Any student who fails to contact the school after 10 school days of consecutive unexcused absences
will be automatically terminated from the program.

5. A student who had been consecutively absent but contacts the school before 10 school days are
up will be given a chance to explain the reason for the absence. If the absence is due to unforeseen
circumstances (an excusable absence), the student will be required to make up or file for a leave-of-
absence (depending on the outcome of the meeting with the student). The student must meet with
his/her campus director to make arrangements for a make-up or to set up an appropriate entry point in
the program.

Students may petition the School/Program Director for reconsideration in situations where absences
resulting from extenuating circumstances exist beyond their control.

MAKE-UP POLICY

With the goal of supporting student retention, Metropolitan Learning Institute has a make-up policy that
allows a student who has been absent due to exceptional circumstances to make up any hours missed
beyond 10% of the regular program hours. Any student whose attendance is substandard because of
prolonged absence due to circumstances beyond his/her control, may apply to the Campus Manager or
send a letter to the School/Program Director to request a make-up of missed work.

For make-up hours to be credited to a student’s attendance record, all make-up sessions for excused
and unexcused absences must be completed, at the latest, by no later than 30 days after the last day of
attendance at the student’s last regular classes. While performing make-up work, the student must
attend MLI at least 50% of normally scheduled time each week (13 hours minimum) and may not
interrupt their make-ups by more than 9 days’ consecutive absences. There are no additional charges
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for make-up hours done while enrolled as a regular student, and after final course completion for a thirty
(30)-day period. Following this grace period, any make-up hours done will incur pro-rated
tuition charges of $13 per hour. It is therefore highly recommended that students be mindful of their
required hours and perform all make-ups as soon as possible.

CHANGE OF STATUS

Change of status occurs when a student no longer continues in the class group where he/she registered
and first attended. Changes of status include: leaves of absence and returns from leaves of absence,
academic transfers, changes of session, official and unofficial withdrawals, dismissal, cancellation of
enrollment, continuance as a non-regular student, readmissions and reinstatements.

Any change of status necessitating a change from one class group to another can involve a waiting
period before a student may join a class group that is at the same point of the coursework appropriate to
his/her needs. During the waiting period, Metropolitan Learning Institute will treat the student as a
regular/transfer student who may be permitted, on a space- available basis, to audit classes without
charge. Any make-up hours owed by the student must also be performed, in whole or in part, during this
period.

Academic credit is not offered for audited classes. Though attendance is taken, it will not be credited
towards satisfying the required number of program hours. While on regular/transfer student status, the
student is required to accept the first available class group appropriate to his/her needs. The student
who refuses to accept the first appropriate and available class group will be dismissed from the
program.

A change of status from one session to another can change the financial obligation of the student if the
tuition or fees of the session into which the student changes to are different from the student’s current
session.

LEAVE OF ABSENCE

In the case of prolonged illness, accident, a death in the family or other exceptional conditions making
attendance impossible or impractical, a student can apply for, and be granted a leave-of- absence upon
request. Requesting a leave of absence must be done in writing and must include relevant supporting
documentation. If the Campus Director approves the request, no monetary charges or absences will be
added for the duration of the leave. The school may also impose a leave of absence upon a student for
whom no appropriate class is available, resulting in an administrative leave.

A written request for a leave of absence must be submitted to the School/Program Director. The student
must specify the exact dates of the requested leave and the estimated time he/she is expected to return.
A student who receives a leave of absence must return to MLI on the scheduled return date. Failure to
return from an approved leave on or before the scheduled date will mean dismissal.

The student must contact the Admissions Office to clarify and/or determine the status of his/her school
enrollment agreement. A leave of absence will only be honored within the current year of the start of the
student’s study program. A new enrollment agreement may be necessary if the requested leave goes
beyond the existing student contract. The student must re-enter within this period of time to continue
and must notify the school if he/she is unable to return.

The School/Program Director will contact or call the student for an interview, approve or deny

the request and send a response to the student within 5 business days of the interview. The Director then
forwards the request to the Registrar’s Office for filing. A copy will be put in the student file.
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If the student is unable to re-enter within the initial year of the student contract and fails to notify the
school, the student contract will be terminated and the student will be processed for a refund according
to the school’s refund policy. The student must apply and meet all requirements for re-admission if
he/she wishes to continue with the program.

Reentry point for a student whose leave of absence is greater than thirty (30) days and whose leave was
taken during course/courses in which the student had not earned a final grade(s) will be based on the
course material completed prior to the leave. Completion of less than 30 (thirty) hours of a given
module before taking a leave will result in forfeiture of all hours up to that point-these must be retaken
as part of the completion of the level after reinstatement.

Upon return, the student must meet with the faculty teaching the course and the Campus Director to
clarify attendance records and to get necessary updates.

The maximum period for a leave of absence is sixty (60) days (for health reasons up to 180 days may be

taken with full and proper documentation) and a student will be granted only one leave during the
program of study. This time will not be extended for any reason.

GRADING POLICIES

GRADES ASSIGNED AT THE COMPLETION OF A COURSE ARE AS FOLLOWS:

Letter Grade Number Equivalent  Quality Index
A 90-100 4.0
B+ 85-89 35
B 80-84 3.0
C+ 75-79 2.5
C 70-74 2.0
D 65-69 1.0
F 64 or less 0.0
W _ _

U _ _
I — —_—
*W - Withdrawal *U — Unofficial Withdrawal/ * | - Incomplete
Dismissal

Passing Grades
A student’s level of academic progress and class standing will be classified using the letter grades of
“A” through “D” for courses successfully completed. Other grades are not evaluated as coursework
successfully completed: “F” (fail), “I” (incomplete), and/or “W” (withdrawal), fall into this category.

The minimum passing grade for all courses is 65%
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Final course grades include the following components:

Examinations 50 %
Class Participation 30 %
Projects and Assignments 20 %

100 %

Students must complete quizzes, tests, class projects skills assessments and assignments for each course
by the due dates set by their instructor. All course requirements counting toward the final grade are
required to be completed by the last day of the course. Failure to do so may result in the award of an
‘Incomplete’ grade.

Metropolitan Learning Institute does not offer full courses on a pass/fail basis.
COURSE RESULTS

A final grade may be given to any student by the instructor on the last day of the course. Students
receive an Academic Progress Report (Transcript) after each term or other appropriate achievement
point in the program.

Low and Failing Grades

A student who fails a course must repeat and pass the course within the program’s maximum time
frame. Repeating failed courses will incur additional financial charges, as the student will be attending
beyond the contracted program hours. Cost for repeating the failed course will amount to the cost of the
full tuition charged to the said course.

Any student who does not complete an entire course in the program sequence, or who does not make up
the hours and work within 30 days, will immediately receive a grade of “F”. A student who in this
manner fails a course must repeat and pass the failed course before continuing for additional credit.

Higher grades appearing on a student’s transcript will be included in the calculation of student GPA
scores if they surpass the previous low or failing grades.

Credit will be given only if all failed courses are repeated within the time frame of the original course,
plus any additional extensions approved by the Administration.

Incomplete Grades

An “Incomplete” (“I”) is a grade assigned when the student has done work on the course requirements,
but due to reasonable and unforeseen circumstances beyond the student’s control, failed to finish to the
end. Reasonable causes include illness, death in the immediate family, personal emergencies and
special appointments etc. requiring official documentation.

It is the student’s responsibility to contact the instructor within the extension period and arrange
for completion. A 30-day extension is granted to resolve the problem after which, an official letter
grade will be assigned by the instructor.

In ESL courses, every English course is a pre-requisite to the next level course. Hence, a student can
only proceed if he/she obtains a passing grade upon completion. A student who obtains a failing grade
on completion is mandated to drop the course currently enrolled in (while undergoing completion) and
must repeat the failed course before continuing on for additional credits.
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If the student fails to pursue completion and the instructor does not submit a grade change form by
the end of the 30-day extension period, the Registrar will automatically assign a grade of “F” (Fail)
for the course.

Withdrawals

Students who withdraw from a course before the midpoint of the term will be given a grade of “W”. A
student who withdraws after the mid-term officially gets the grade obtained at that specific point in the
course in which the student last attended. To officially withdraw, a student must file the appropriate
form with the Admissions Office. It is the student’s responsibility to officially withdraw from the
school. Failure to formally withdraw may result in the student getting failing grades, dismissal and
additional financial obligations.

In addition, a student who returns from a Leave of Absence or who is placed on Administrative Leave
for lack of available classes will be temporarily withdrawn until they can be properly reinstated in
regular class sessions. During such a withdrawal period, make-up classes may not be taken-this is
according to Federal Financial Aid regulations.

Disputed Grades

Any disputes in grades should be addressed to the faculty at the time that the grades are distributed. If a
student feels that the final grade for a course has been reached by an error, or that he or she has been
graded unfairly for the course, it is crucial that the student immediately notify the Campus Director so
that a correct determination can be made. Immediate notification is of utmost importance most
especially for courses that are sequential since failure in these courses significantly impacts on the
student’s continuation in the program.

The student must send a written request for grade review within ten (10) business days after official
receipt of the grade report to be considered for re-evaluation.

A student who is dissatisfied with the resolution of his/her problem may submit a grievance in writing
(See School Grievance Procedure) at the earliest convenience for immediate action.

SATISFACTORY ACADEMIC PROGRESS STANDARDS

Student academic work is reviewed regularly during attendance at Metropolitan Learning Institute to
verify students’ progress toward their educational objective. At each evaluation point, students are
expected to meet the minimum standards of academic achievement and attendance rate specified on the
following charts for their program of study. Satisfactory progress standards apply to all students
enrolled at Metropolitan Learning Institute.

There is a limit to the period of time in which a student may complete his or her program, which is
called the maximum time frame. The maximum time frame for each program is listed in the Program
Outlines section of this catalog under the heading, Maximum Time Frame and Evaluation Points. The
time for an approved leave of absence or any delay that occurs if a student must wait to join the first
appropriate class group following a leave of absence is not included in the calculation of a student’s
maximum program length.

In order to graduate from Metropolitan Learning Institute, all sequential courses must be successfully

completed (a grade of “D” or higher). Any student failing to successfully complete a course the first
time must repeat the course, and thus will necessarily continue beyond the standard length of the
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program.
Satisfactory progress standards vary according to the selected program of study and the number of terms

involved. Program-specific criteria are specified on the Minimum Satisfactory Academic Progress
Requirements charts below.

MINIMUM SATISFACTORY ACADEMIC PROGRESS REQUIREMENTS

Standard Program Length of Four Terms:

Term 1 Term 2 Term 3/4
Cumulative Grade Point Average 2.0 2.0 2.0
Cumulative Attendance 80% 80% 80%
Probation Period Allowed
if standards are not met ? Yes Yes None
Term1l Term?2 Term3 Term4 Term5* Term 6*

Cumulative Grade Point Average 2.0 2.0 2.0 2.0 2.0 2.0
Cumulative Course Completion 80% 80% 80% 80% 80% 80%
Probation Period Allowed

if standards are not met ? Yes Yes Yes Yes Yes None

*Terms 5/6 refer to students who are on probation, take leave or have other special circumstances.
FAILURE TO MEET SATISFACTORY PROGRESS STANDARDS

Metropolitan Learning Institute recognizes that students progress at variable rates; that some students
may require some kind of assistance in the form of academic support and personal counseling. To meet
this need, MLI offers the services of Faculty Tutors and Advisors through the Campus Directors and
Managers who can work with students to address their weaknesses and help them catch up with their
peers. Students having difficulty with progressing in a satisfactory manner are strongly urged to take
advantage of remedial and counseling assistance available in the school to avoid any of the following:

Probation

Probation is a warning and an indication to the student that changes must occur in his/her performance
if he/she is to progress satisfactorily in the program. It is initiated in response to patterns of behavior or
performance which interfere with a student's progress in meeting course/program objectives.

The probation process is a means of identifying student problem(s) in writing, specifying changes that
must occur together with a plan to correct the problem, describing what actions have taken place to
address the problem and determining progressive improvement on the part of the student. Once
probation is initiated, conferences and written notations will indicate student progress toward meeting
course/program objectives. Probation length varies and will depend on the types of, and resolution of
the problem(s).

Students enrolled in 1440 or 1500 hour programs of three or more terms will be placed on academic
probation (at the end of certain evaluation points) if the minimum course completion or grade
point average requirements have not been met.

In order to be offered academic probation until the next evaluation point, (the term in which the student

-36 -







































































https://drugfree.org/
http://www.nida.nih.gov/
https://cannabis.ny.gov/adult-use


















http://www.gettraining.org/



http://www.gettraining.org/









http://www.acces.nysed.gov/bpss/



http://www.ojp.usdoj.gov/vawo/
http://www.ed.gov/offices/ope/ppi/security/html
http://www.edc.org/hec/


















http://www.ed.gov/offices/OPE/PPI/security.html












James Bruce
Highlight


3 36 $4,500.00
3 37 $4,500.00
3 38 $4,500.00
3 39 $4,500.00
3 40 $4,500.00
3 41 $4,500.00
3 42 $4,500.00
3 43 $4,500.00
3 44 $4,500.00
3 45 $4,500.00
4 46 $0

4 47 $900.00
4 48 $1,575.00
4 49 $2,500.00
4 50 $3,150.00
4 51 $4,500.00
4 52 $4,500.00
4 53 $4,500.00
4 54 $4,500.00
4 55 $4,500.00
4 56 $4,500.00
4 57 $4,500.00
4 58 $4,500.00
4 59 $4,500.00
4 60 $4,500.00
3 32 $900.00
3 33 $1,575.00
3 34 $2,500.00
3 35 $3,150.00
3 36 $4,500.00
3 37 $4,500.00
3 38 $4,500.00
3 39 $4,500.00
3 40 $4,500.00
3 41 $4,500.00
3 42 $4,500.00
3 43 $4,500.00
3 44 $4,500.00
3 45 $4,500.00
4 46 $0

4 47 $900.00
4 48 $1,575.00
4 49 $2,500.00
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4 50 $3,150.00
4 51 $4,500.00
4 52 $4,500.00
4 53 $4,500.00
4 54 $4,500.00
4 55 $4,500.00
4 56 $4,500.00
4 57 $4,500.00
4 58 $4,500.00
4 59 $4,500.00
4 60 $4,500.00
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B. Weekly Tuition Liability Chart for Withdrawal for Short Medical

Programs

Weekly Tuition Liability Chart for Withdrawal for Mini Refund Policy Programs

(75 hours or less)

If termination occurs

Prior to or during the first week

During the first week of the program
During the second week of the program
During the third week of the program
After the fourth week of the program

Phlebotomy Technician

the school may keep
0%

25%

50%

75%

100%

Week # $ Amount of Student Liability
0 — 15% of the program $0.00 to $69.00

16-30 % of the program $73.60 to $138.00

31 -45% of the program $142.60 to $207.00

46-60% of the program $211.60 to $276.00

After 60% of the program | $460.00

Total Tuition for Phlebotomy Technician Program $460.00

Electrocardiography (EKG) Technician

Week # $ Amount of Student Liability
0-15% of the program $0.00 to $69.00

16-30% of the program $73.60 to $138.00

31-45% of the program $142.30 to $207.00

46-60% of the program $211.60 to $276.00

After 60% of the program | $460.00

Total Tuition for Electrocardiography (EKG) Technician Program $460.00
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APPENDIX F

NYC Department of Buildings Site Safety Training (SST)

Course bundles and stand-alone courses
Course Rationale:

Metropolitan Learning Institute provides standalone and bundled Site Safety Training (SST)
courses as a service to workers in the NYC communities in which MLI campuses are located. These
courses are for safety purposes and are not intended to be career-training-they are thus defined as
‘avocational’. As such, they are not approved by the Council on Occupational Education and are not
accredited by that body, although they are NYC/NY S-approved as mentioned below.

Metropolitan Learning Institute is a school with an enrollment that has consistently been over
95% immigrant at its New York campuses for all of its history, and which has its campuses in heavily
immigrant neighborhoods in Queens and Brooklyn. The role of immigrants as builders in the history of
New York City is a long and storied one, from the walls of the original Dutch settlement to the
skyscrapers of today. The provision by the school of SST classes to local workers is an investment in
the community, a source of good relations and positive image-building, and a valid means to publicize
the wider mission of the school (career training) without diminishing it in any way.

The standalone and bundled SST courses MLI offers are approved by the New York State
Education Department/BPSS, and are supervised directly by the NYC Department of Buildings (DOB),
which mandates such training for workers under Local Law 196. As short-term courses, they are
ineligible for Title IV financial aid. Pricing and refund policies are covered on the respective enrollment
agreements for each course.

Course Descriptions: (in sequential order by length of course)

1-Hour Confined Space Entry

i. Trainees will become generally familiar with confined spaces and permit required confined
spaces and recognize such spaces.

ii. Trainees should become aware of administrative regulatory safety requirements associated
with confined spaces.

iii. THIS TRAINING WILL NOT PHYSICALLY TRAIN WORKERS TO ENTER CONFINED OR
PERMIT-REQUIRED CONFINED SPACES

1-Hour Protection from Sun Exposure

i. Trainees will become generally familiar with the effects of over exposure to heat/sunlight.
ii. Trainees will learn how ultraviolet (UV) rays change the structure of skin cells and how
increased and unprotected exposure can lead to skin cancer.

iii. Trainees will learn how to protect and minimize exposure to excessive sunlight.

1-Hour First Aid and CPR

i. Trainees will become generally familiar with terms, equipment and procedures associated
with first aid and CPR.

ii. Trainees will be able to recognize when they or other workers are experiencing a medical
emergency.

-84 -



iii. Trainees will learn the regulatory requirements for the use of and administration of first aid
and CPR.

iv. TRAINEES WILL NOT FROM THIS TRAINING ALONE BECOME QUALIFIED TO
ADMINISTER FIRST AID OR CPR

1-Hour Flag Person

I. Trainees will become generally familiar with the role of flaggers (flag person) and spotters is,
and the differences and similarities.

ii. Trainees will learn various rules designed to protect workers from vehicular strikes.

iii. Trainees will be able to recognize problems with traffic management and control.

iv. Trainees should become aware of administrative and regulatory requirements associated
with construction work and traffic control.

2-Hour Tool Box Talks

i. Trainees will become familiar with Toolbox Talks as a quick and easy way for competent
persons to reinforce and supplement established training efforts of and employer and keep
safety and health compliance at the forefront of all workers minds.

ii. Heighten trainees’ awareness of the need for effective tool box talks.

iii. Demonstrate how to obtain feedback from workers when providing toolbox talks so the
talks can become more relevant to what tasks workers are performing.

iv. Demonstrate how effective toolbox talks can increase camaraderie, communication and
overall jobsite culture.

2-Hour Site Safety Plan (SSP)
i. Trainees will become generally familiar with plans and site safety plans.
ii. Trainees will be able to recognize issues with a site safety plan.

2-Hour Pre-Task Meeting

i. Trainees will learn the purpose and proper presentation of pre-task meetings.

ii. Trainees will become aware of administrative regulatory requirements associated pre-task
meetings and record keeping standards.

2-Hour Drug and Alcohol Awareness

i. Trainees will become generally familiar with adverse effects of drug and alcohol in the
workplace.

ii. Trainees will be able to recognize problems associated with substance dependency. iii.
Explain that the purpose of this training help trainees avoid working while under the influence
of drugs and/or alcohol; also adding that this training can help trainees be less susceptible and
better at recognizing, avoiding and preventing (RAP) adverse consequences of drug and/or
alcohol use and abuse.

iv. This training may also help trainees better recognize and understand issues of chemical
dependence that may adversely affect the lives of others who they know and love.
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4-Hour Supported Scaffold User and Refresher

I. Trainees will become generally familiar with terms associated with the use of supported
scaffolds.

ii. Trainees will be able to recognize avoid and prevent falls and environmental hazards from
causing harm while using supported scaffolds.

iii. Trainees should become aware of regulatory safety requirements associated with supported
scaffolds, including OSHA’s Subpart 1926 and NYC Codes.

8-Hour Fall Prevention

I. Trainees will become generally familiar with terms associated with falls in construction.
ii. Trainees will be able to recognize avoid and prevent falls hazards from causing harm.
iii. Trainees should become aware of regulatory safety requirements associated with falls,
including OSHA’s Subpart M.

iv. Trainees will learn how to make informed decisions when working at heights.

8-Hour Site Safety Manager Refresher/Chapter 33

i. Trainees will become generally familiar with Site Safety Management and challenges,
including construction site accidents, job site supervision and safety oversight

ii. Trainees will be able to recognize avoid and prevent jobsite safety violation and recurring
jobsite safety problems, and know emergency situations and preparedness procedures

iii. Trainees should become aware of regulatory safety requirements, including OSHA 1926,
NYC Codes.

32-Hour Suspended Scaffold Supervisor

1. This rigging foreman course is designed for individuals who wish to supervise projects.

i1. Trainees will learn rules and regulations related to supervising suspended scaffold projects.
iil. Trainees will review NYC construction codes and OSHA regulations pursuant to the
supervision of suspended scaffolds.

iv. Trainees will learn suspended scaffold standards, how to read scaffold drawings, how to
properly train workers on potential hazards, how to verify the fitness of a rigging crew and how
to respond correctly in the case of an emergency.

40-Hour Site Safety Manager

i. Trainees will become generally familiar with Site Safety Management and challenges,
including construction site accidents, job site supervision and safety oversight

ii. Trainees will be able to recognize avoid and prevent jobsite safety violations and recurring
jobsite safety problems, and know emergency situations and preparedness procedures

iii. Trainees should become aware of regulatory safety requirements, including OSHA 1926,
NYC Codes (in great detail) and also the requirements for Site Safety Manager Certification.

THE FOLLOWING APPLIES TO ALL ABOVEMENTIONED COURSES:

Completion Time:  Varies (From 1 to 40 hours).
Sessions:  Full time sessions are available in the morning, in the evening (see academic schedules,

page 9) and on weekends as posted. Students attend classes until all contracted hours have been
taught.
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Program Readiness:
Prospective students are expected to have a working knowledge of the English Language, as well as to
have appropriate knowledge of their respective trade skills and tool use. MLI makes no endorsement of

a student’s professional qualifications in the construction trades based on enrollment in our site safety
programs-it is up to the Job Site Supervisor to determine the qualifications of an individual worker.

Entrance Requirements:

OSHA 10 or OSHA 30 card for Worker or Supervisor courses to satisfy NYC Local Law 196.
Otherwise, the courses have no formal requirement.

Maximum Time Frame and Evaluation Points:

Completion of the entire course (100% attendance) is required for issuance of a transcript-this may
include make-up work.

Credential Awarded: Certificate of Completion. MLI will also issue course completers an
official NYC DOB Worker or Supervisor Site Safety Training completion card. Lost cards may
be replaced for a $25 processing fee.
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APPENDIX G

ADMINISTRATIVE AND SUPPORT STAFFE

SENIOR MANAGEMENT

Dr. Boris Davidoff, CEO/CFO Mr. Vladimir Katz, Secretary
Mr. James Bruce, VVP/Director
Mrs. Olga Davidoff, VP/Director Mr. Leonard Davidoff, VP

ADMINISTRATION

Dr. Boris Davidoff, Ph.D. President and Chief Executive Officer / CFO

Campus Director, Brooklyn Extension Campus

James Bruce Campus Director, Rego Park Main Campus
Olga Davidoff Associate Director/Mgr., Rego Park Main Campus
Dr. Masudul Hassan, M.D. Medical Programs Director, RP Main Campus
Lorraine Thompson Financial Aid and Records Director*, Oversees Financial
Aid and Records in Rego Park and Brooklyn
Amira Ayad Bursar Officer, Rego Park Main Campus
Meenawattie Mohabir Registrar, Rego Park Main Campus
Fin’l Aid Representative *, Rego Park Main Campus
Brenda Jones Fin’l Aid Representative *, Rego Park Main Campus
K. Michael Charnik Network Administrator
Zina Alayeva School Secretary, Rego Park Main Campus
Eva Weng School Secretary, Brooklyn Extension Campus
Marlen Sandoval Administrative Assistant

*these individuals advise students on completing their financial aid applications
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APPENDIX H

OUR INSTRUCTORS

Metropolitan Learning Institute has a faculty teaching cadre licensed by the New York State Education
Department. Faculty members’ names, degrees and graduated institutions are given as follows:

Rego Park Main Campus

Faculty
Al Azad, Md Asif

Banik, Dipak

Choudhury, Munir
Chowdhury Kibria
D’Rozario, Neville
Ergashova, Khosiyat
Hassan, Masudul
Islam, Saiful
Iylmaz, Anna
Komal, Kamila
Mendez, Julian
Michel, Ronald
Noel, Marjory
Peng, Yu Yi

Rafei, Md Amir
Rahman, Md. M.
Raneses, Trinidad

Retina, Khorsheda

Sabanovic, Sajma
Seo, Thomas

Talha, AUM Khalid

Degree/Year
M.P.H. Epidemiology, 2011

MBBS, 1978
M.S. (Health Svces. Mgm’t), 1991

M.S. Anthropology, 2013

B.A. Liberal Arts, 1985
MBBS, 1977

M.A. English & German, 2002
M.D. Cardiology, 1982
MBBS, 2012

B.A. Linguistics, 2019

B.A. Technology, 2014

M.A. English, 2020

B.A. Sociology/Pol. Sci., 2004
B.A. Psychology, 1998
B.B.A. Business Admin., 2010
MBBS, 2020

MBBS, 2007

B.S. Business Admin. 1980

MBBS, 2000
MIPH, 2007

B.A. English, 2004
M.S. Education, 2004

A.S. Computer Science, 2022
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Institution Graduated From

American International Univ., Bangladesh

Dhaka Medical College, Bangladesh
Manchester University, UK

Shah Jalal University, Bangladesh
Dhaka University, Bangladesh

Dhaka University, Bangladesh

Samarkand State Inst. of Foreign Lang., Uzbekistan
King’s College Hospital, London, UK

Ibn Sina Medical College, Bangladesh

Russian Islamic University, Russia
NYC College of Technology
People’s University, Bangladesh
Hunter College/CUNY

Baruch College/CUNY

Baruch College/CUNY

National University of Science, Oman

Dhaka University, Bangladesh

University of the East, Philippines

Bangladesh Medical College (BMSRI)

University of Sydney, Australia

University of Pristina, Kosovo (Mitrovica)

Gwynedd-Mercy College (PA)

La Guardia Community College/CUNY



Brooklyn Extension Campus

Faculty Degree/Year Institution Graduate From

Al Azad, Md Asif M.P.H. Epidemiology, 2011 American International Univ., Bangladesh

Ayach Souhir Khadar MA Psychology 2009 Brooklyn College/CUNY

Banik, Dipak MBBS, 1978 Dhaka Medical College, Bangladesh
M.S. (Health Svces. Mgm’t), 1991 Manchester University, UK

Choudhury, Munir M.S. Anthropology, 2013 Shah Jalal University, Bangladesh

Chowdhury Kibria B.A. Liberal Arts, 1985 Dhaka University, Bangladesh

D’Rozario, Neville MBBS, 1977 Dhaka University, Bangladesh

Islam, Saiful MBBS, 2012 Ibn Sina Medical College, Bangladesh

Iylmaz, Anna B.A. Linguistics, 2019 Russian Islamic University, Russia

Karakus, Yusuf M.A. TESoL, 2024 Humber College (Toronto, Canada)

Komal, Kamila B.A. Technology, 2014 NYC College of Technology

Li, Victor B.S. Computer Science, 2021 Brooklyn College/CUNY

Noel, Marjory B.A. Psychology, 1998 Baruch College/CUNY

Peng, Yu Yi B.B.A. Business Admin., 2010 Baruch College/CUNY

Rafei, Md Amir MBBS, 2020 National University of Science, Oman

Retina, Khorsheda MBBS, 2000 Bangladesh Medical College (BMSRI)
MIPH, 2007 University of Sydney, Australia

Noory, Ramatullah B.B.A Computer Info Syst., 1993 Baruch College/CUNY

Rahman, Md. M. MBBS, 2007 Dhaka University, Bangladesh

Raneses, Trinidad B.S. Business Admin, 1980 University of the East, Philippines

Sabanovic, Sajma B.A. English, 2004 University of Pristina, Kosovo (Mitrovica)
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Practical Nursing Faculty - R, Park Main Cam

Faculty Degree/Year Institution Graduated From

Anderson, Jennifer BSN*, 2006 College of Mount Saint Joseph — Cincinnati, OH

Bailey, Robert MSN-MNP, 2009 Hunter College/CUNY

Bascom, Shianti DNP, 2021 Chamberlain College of Nursing, Addison, IL

Epstein, Lynn MSN, 2008 Mercy College - Dobbs Ferry, NY

Evans. Latosha MSN, 2023 Chamberlain College of Nursing, Addison, IL

Jackson, Nai’eema PhD-CNE, 2021 Wilkes University, Wilkes-Barre, PA

Modelo, Nedenia MSN, 2015 University of Phoenix, AZ

Stephenson-Wilson, MSN, 2008 University Hospital School of Nursing - Jamaica West Indies
Kayon

*Instructor is currently enrolled in a Master’s Degree program
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APPENDIX |

SCHOOL HOLIDAYS

2025
New Year's Day January 1st
Martin Luther King, Jr. Day January 20th
President’s Day February 17th
Memorial Day May 26"
Juneteenth June 19th
Summer Recess June 30th-July 3rd
Independence Day July 4th
Labor Day September 1st
Columbus Day October 13th
Veterans’ Day November 11th
Thanksgiving November 27th to 28th
Christmas Recess December 25th to December 31st

Classes are not held on school holidays observed by the school. Other ethnic/religious holidays
may be added at the discretion of the President. Holidays are not counted for purposes of
contracted time schedule. Holiday schedule is subject to change with minimum notice.
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APPENDIX J

On-Time Grad Scholarship

Introduction

Metropolitan Learning Institute (MLI) offers a scholarship for students who complete their
studies in a timely matter, titled the On-Time Grad Scholarship.

The purpose of the On-Time Grad Scholarship is to provide an incentive for MLI’s students to
graduate on-time—without withdrawing from school-and to finish within the one-hundred and
fifty percent timeframe, as prescribed by the standards of academic progress.

NAME of scholarship:
On-Time Grad Scholarship

NUMBER of scholarship(s):
Between 125 to 151 students per year

DOLLAR AMOUNT of scholarship:
Maximum of $6,000 minimum of $25

PERIOD OF TIME covered by scholarship:

The On-Time Grad Scholarship will cover the net balance a student will owe to MLI at the
time of graduation. As such, the scholarship will be applicable towards their period of
enrollment for the program.

The time frame for which the scholarship will be available will be fifteen-months, the
published length of the program, but no more than twenty-two months, which represents the
150% timeframe under the rules of standards of academic progress.

ELIGIBILITY:
1) Bea U.S. Citizen or eligible non-citizen

2) Students must file, and re-file on an annual basis, both their FAFSA and TAP forms for
each applicable award period for which they am enrolled in school

3) Students must have a minimum balance owed to the school of at least $25 to receive the
scholarship

4) Students must meet all standards of academic progress, namely:
a) maintain a minimum GPA of 2.0
b) be on pace to graduate within 150% of the length of their program

5) The On-Time Grad Scholarship will only be paid against a student’s account upon their
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graduation from MLI—which is to successfully pass all courses in their program of study,
with a minimum of 1385 clock-hours completed.

6) Should the student withdraw from the school, the scholarship will be fully rescinded, and
the student must pay whatever balance is owed to the school without benefit of the
scholarship.

APPLICATION CRITERIA:
Sign the Statement of Understanding for the On-Time Grad Scholarship

ACADEMIC CRITERIA:
Students must meet all standards of academic progress, namely:
o maintain a minimum GPA of 2.0
o be on pace to graduate within 150% of the length of their program

AWARD CRITERIA:

1) Although the maximum scholarship is $6,000, the school has the right to reduce this award
if the tuition balance the student owes to the school, after all other forms of financial aid the
student has or will qualify for have been taken into account, falls below $25.

2) Students must file, and re-file on an annual basis, both their FAFSA and TAP forms for
each applicable award period for which they am enrolled in school

3) Final determination of all scholarships will be made by the Director of the Financial Aid
Office.

SOURCE of scholarship FUNDS - school is made aware of need to segregate funds and
report scholarships as gross tuition income:

MLI will provide the Rego Park campus with funding for the On-Time Grad Scholarship
through resources from the central Financial Aid Office, in the form of a tuition credit to
students. The scholarship will have a revolving annual budget line of $125,000. Any unspent
scholarship funding will be returned to its budget line item to be used in future award years.

The administration at MLI is committed to keeping the scholarship’s budget line-item at the
$125,000 level. All future appropriations to this line-item will be subject to the appropriations
process established by MLI’s administration.

MANNER in which scholarships are PAID:

The On-Time Grad Scholarship will only be paid against a student’s account upon their
graduation from MLI—which is to successfully pass all courses in their program of study, with
a minimum of 1385 clock-hours completed.

Because the purpose of the On-Time Grad Scholarship is to reward students for graduating on-
time, it will only be paid to a student’s account upon that student’s graduation.

PROVISIONS for AWARDING scholarships to ALTERNATE STUDENTS:

The scholarship itself will be given on a first come, first served basis. Based on research
conducted by the Financial Aid Office, we believe the scholarship will be applied to between
125 to 151 students per year.
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STANDARDS for continued ELIGIBILITY:
1) Students must file, and re-file on an annual basis, both their FAFSA and TAP forms for
each applicable award period for which they are enrolled in school.

2) Students must continue to have a minimum balance owed to the school of at least $25 to
receive the scholarship.

3) Student must continue to maintain SAP —
a) maintain a minimum GPA of 2.0
b) be on pace to graduate within 150% of the length of their program

4) Any student who withdraws from MLI before graduation will lose eligibility for the
scholarship. The only exception will be for students on an approved leave-of-absence, and
who return to school by the end of their leave of absence term, or one-hundred eighty days
after the last-date-of-attendance, whichever comes first.
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Bureau of Proprietary School Supervision (Bpss.do)

#M Home (Bpss.do) Q Search BPSS (https://eservices.nysed.gov/bpss/bpssext/BPSSPublicSearch.do)
(@ Help (BPSSHelp.do) R Logout (Logout.do)

2 JAMES BRUCE (School Administrator) (Personinfo.jsp)

Q. Contact BPSS Support (BPSSContact.jsp)

B METROPOLITAN LEARNING INSTITUTE, INC. (Schoollnfo.jsp)

Fields marked with an asterisk (*) are required. ™=

OEDS reporting period ( 2024 ) for: Computer Office Technology with Bookkeeping
and VESL-Online - 11004

Reporting period is from 07/01/2022 to 06/30/2023

Values must be numeric. Do not place commas or $ / Round to the nearest whole
number

For Example, if a dollar amount is requested and your value is $2,345.56 your
should enter 2346

Student Data Hide/Show

Student Data All boxes must be filled in. If none, place a 0 (zero)

Admissions Hide/Show

-

Admissions All boxes must be filled in. If none, place a O (zero)

Admissions: Total Applications

Applied 15 Accepted 13 Denied 2

Admissions: High School Diploma sStudents Possessing HS diploma/High School Equivalency (HSE)

Applied 15 Accepted 13 Denied 2

Admissions: Ability to Benefit Students whom have an Ability top Benefit(ATB)

Applied 0 Accepted 0 Denied 0




Enrollment Hide/Show

-

Enrollment All boxes must be filled in. If none, place a 0 (zero)

Enrollment: Total Full Time Students
- Enrolled after the reporting start date (noted above). Continued-Enrolled prior to the reporting start date (noted
above).

New - Enrolled Continued-Enrolled
during the reporting 13 prior to reporting 13
period. period.

Enrollment: Total Part Time Students

New - Enrolled Continued-Enrolled
during the reporing 0 prior to reporting | 0
period period.

Enrollment; Total Enroliments

New - Enrolled Continued-Enrolled
during reporing 13 prior to reporting 13
period. period

Of the total number of students listed above, how many were Ability to Benefit from each category?

New - Enrolled Continued-Enrolled
during the reporting 0 prior to reporing 0
period period.

.

Outcome Status Hide/Show

P

Outcome Status All boxes must be filled in. If none, place a 0 (zero)

Total Students

Graduates: Enrolled

i h i : Enroll
Withdrawn/Dropped prlgr to the reporting Graduates: Enro e.d
out 1 period start date and 1" and graduated this 0
graduated this reporting year

reporting year

Continuing: Enrolled
in this reporting
period and
continuing on into
the next reporting
period

13

Of the total number of students listed above, how many were Ability to Benefit from each category




Graduates: Enrolled

Withdrawn/Dropped prior to re.portlng Graduates: EnroIIe.d
out 0 period and 0 and graduated this 0
graduated this reporting year

reporting period

Continuing: Enrolled
in this reporting
period and
continuing on into
the next reporting
period

-

Graduation Follow-up: Employment Hide/Show

-

Graduation Follow-up: Employment Ail boxes must be filled in. If none, place a 0 (zero)

Total Number of Students

In Occupation 4 Related Field 1 Unrelated Field 1

Unavailable for

Seeking Employment 0 Status Unknown | 0
Employment

Of the total number of students listed above, how many were Ability to Benefit for each category

In Occupation 0 Related Field 0 Unrelated Field 0

Unavailable for

Seeking Employment 0 Status Unknown 0 Employment

.

Financial Assistance Hide/Show

Financial Assistance A student may use more than one. All boxes must be filled in. If none, place
a 0 (zero)

TAP New York Tuition Assistance Program

Full Time 26 Part Time 0 Total 26

Direct Plus Loans Made to Parents of Dependent Students

Full Time 0 Part Time 0 Total 0

Federal PELL Grant Basic Education Opportunity Grant

Full Time 26 Part Time 0 Total 26

Federal Title IV Federal Title IV Loans borrowed by student.

Full Time 0 Part Time 0 Total 0




-

Adult Career and Continuing Ed. Services-Voc Rehab ACCES-VR

Full Time 0 Part Time 0 Total 0

Income Sharing Agreement or Deferred Tutition Agrrement

Full Time 0 Part Time 0 Total 0

Worforce Innovation and Opportunity Act (WIOA)

Full Time 0 Part Time 0 Total 0

Veterans Benefits Federal Veterans Benefits in any form or program

Full Time 0 Part Time 0 Total 0

Private Student Loans Private Student Loans obtained by the student

Full Time 0 Part Time 0 Total 0

School Issued Credit School Credit

Full Time 0 Part Time 0 Total 0

Employer Sponsership through a Home Care Agency

Full Time 0 Part Time 0 Total 0

Other Federal or State Subsidies

Full Time 0 Part Time 0 Total 0

Any other Credit Extended by or on behalf of the Institution that the student is obligated to repay

Full Time 0 Part Time 0 Total 0

Self Funded Student paid out of pocket or did not use any of the above methods

Full Time 0 Part Time 0 Total 0

Education Opportunity Grant

Full Time 0 Part Time 0 Total 0

Back Save/Next

BPSS (http://www.acces.nysed.gov/bpss/)  Contact Us (http://www.acces.nysed.gov/bpss/contact.html)
New York State Education Department (http://www.nysed.gov/)



Bureau of Proprietary School Supervision (Bpss.do)

#M Home (Bpss.do) Q Search BPSS (https://eservices.nysed.gov/bpss/bpssext/BPSSPublicSearch.do)
(@ Help (BPSSHelp.do) R Logout (Logout.do)

2 JAMES BRUCE (School Administrator) (Personinfo.jsp)

Q. Contact BPSS Support (BPSSContact.jsp)

B METROPOLITAN LEARNING INSTITUTE, INC. (Schoollnfo.jsp)

Fields marked with an asterisk (*) are required. ™=

OEDS reporting period ( 2024 ) for: Computer Office Technology with Medical Billing
and VESL-Online - 11005

Reporting period is from 07/01/2022 to 06/30/2023

Values must be numeric. Do not place commas or $ / Round to the nearest whole
number

For Example, if a dollar amount is requested and your value is $2,345.56 your
should enter 2346

Student Data Hide/Show

Student Data All boxes must be filled in. If none, place a 0 (zero)

Admissions Hide/Show

-

Admissions All boxes must be filled in. If none, place a O (zero)

Admissions: Total Applications

Applied | 65 Accepted 59 Denied 6

Admissions: High School Diploma sStudents Possessing HS diploma/High School Equivalency (HSE)

Applied | 65 Accepted 59 Denied 6

Admissions: Ability to Benefit Students whom have an Ability top Benefit(ATB)

Applied 0 Accepted 0 Denied 0




Enrollment Hide/Show

-

Enrollment All boxes must be filled in. If none, place a 0 (zero)

Enrollment: Total Full Time Students
- Enrolled after the reporting start date (noted above). Continued-Enrolled prior to the reporting start date (noted
above).

New - Enrolled Continued-Enrolled
during the reporting 59 prior to reporting = 80
period. period.

Enrollment: Total Part Time Students

New - Enrolled Continued-Enrolled
during the reporing 0 prior to reporting | 0
period period.

Enrollment; Total Enroliments

New - Enrolled Continued-Enrolled
during reporing 59 prior to reporting = 80
period. period

Of the total number of students listed above, how many were Ability to Benefit from each category?

New - Enrolled Continued-Enrolled
during the reporting 0 prior to reporing 0
period period.

.

Outcome Status Hide/Show

P

Outcome Status All boxes must be filled in. If none, place a 0 (zero)

Total Students

Graduates: Enrolled

i h i : Enroll
Withdrawn/Dropped prlgr to the reporting Graduates: Enro e.d
out 16 period start date and 62 and graduated this 0
graduated this reporting year

reporting year

Continuing: Enrolled
in this reporting
period and
continuing on into
the next reporting
period

61

Of the total number of students listed above, how many were Ability to Benefit from each category




Graduates: Enrolled

Withdrawn/Dropped prior to re.portlng Graduates: EnroIIe.d
out 0 period and 0 and graduated this 0
graduated this reporting year

reporting period

Continuing: Enrolled
in this reporting
period and
continuing on into
the next reporting
period

-

Graduation Follow-up: Employment Hide/Show

-

Graduation Follow-up: Employment Ail boxes must be filled in. If none, place a 0 (zero)

Total Number of Students

In Occupation | 15 Related Field 17 Unrelated Field 4

Unavailable for

Seeking Employment 4 Status Unknown 3
Employment

Of the total number of students listed above, how many were Ability to Benefit for each category

In Occupation 0 Related Field 0 Unrelated Field 0

Unavailable for

Seeking Employment 0 Status Unknown 0 Employment

.

Financial Assistance Hide/Show

Financial Assistance A student may use more than one. All boxes must be filled in. If none, place
a 0 (zero)

TAP New York Tuition Assistance Program

Full Time 139 Part Time 0 Total 139

Direct Plus Loans Made to Parents of Dependent Students

Full Time 0 Part Time 0 Total 0

Federal PELL Grant Basic Education Opportunity Grant

Full Time 139 Part Time 0 Total 139

Federal Title IV Federal Title IV Loans borrowed by student.

Full Time 0 Part Time 0 Total 0




-

Adult Career and Continuing Ed. Services-Voc Rehab ACCES-VR

Full Time 0 Part Time 0 Total 0

Income Sharing Agreement or Deferred Tutition Agrrement

Full Time 0 Part Time 0 Total 0

Worforce Innovation and Opportunity Act (WIOA)

Full Time 0 Part Time 0 Total 0

Veterans Benefits Federal Veterans Benefits in any form or program

Full Time 0 Part Time 0 Total 0

Private Student Loans Private Student Loans obtained by the student

Full Time 0 Part Time 0 Total 0

School Issued Credit School Credit

Full Time 0 Part Time 0 Total 0

Employer Sponsership through a Home Care Agency

Full Time 0 Part Time 0 Total 0

Other Federal or State Subsidies

Full Time 0 Part Time 0 Total 0

Any other Credit Extended by or on behalf of the Institution that the student is obligated to repay

Full Time 0 Part Time 0 Total 0

Self Funded Student paid out of pocket or did not use any of the above methods

Full Time 0 Part Time 0 Total 0

Education Opportunity Grant

Full Time 0 Part Time 0 Total 0

Back Save/Next

BPSS (http://www.acces.nysed.gov/bpss/)  Contact Us (http://www.acces.nysed.gov/bpss/contact.html)
New York State Education Department (http://www.nysed.gov/)



Bureau of Proprietary School Supervision (Bpss.do)

#M Home (Bpss.do) Q Search BPSS (https://eservices.nysed.gov/bpss/bpssext/BPSSPublicSearch.do)
(@ Help (BPSSHelp.do) R Logout (Logout.do)

2 JAMES BRUCE (School Administrator) (Personinfo.jsp)

Q. Contact BPSS Support (BPSSContact.jsp)

B METROPOLITAN LEARNING INSTITUTE, INC. (Schoollnfo.jsp)

Fields marked with an asterisk (*) are required. ™=

OEDS reporting period ( 2024 ) for: Medical Administrative Assistant-
Distance/Hybrid - 10999

Reporting period is from 07/01/2022 to 06/30/2023

Values must be numeric. Do not place commas or $ / Round to the nearest whole
number

For Example, if a dollar amount is requested and your value is $2,345.56 your
should enter 2346

Student Data Hide/Show

Student Data All boxes must be filled in. If none, place a 0 (zero)

Admissions Hide/Show

-

Admissions All boxes must be filled in. If none, place a O (zero)

Admissions: Total Applications

Applied 14 Accepted 13 Denied 1

Admissions: High School Diploma sStudents Possessing HS diploma/High School Equivalency (HSE)

Applied 14 Accepted 13 Denied 1

Admissions: Ability to Benefit Students whom have an Ability top Benefit(ATB)

Applied 0 Accepted 0 Denied 0




Enrollment Hide/Show

-

Enrollment All boxes must be filled in. If none, place a 0 (zero)

Enrollment: Total Full Time Students
- Enrolled after the reporting start date (noted above). Continued-Enrolled prior to the reporting start date (noted
above).

New - Enrolled Continued-Enrolled
during the reporting 13 prior to reporting 12
period. period.

Enrollment: Total Part Time Students

New - Enrolled Continued-Enrolled
during the reporing 0 prior to reporting | 0
period period.

Enrollment; Total Enroliments

New - Enrolled Continued-Enrolled
during reporing 13 prior to reporting 12
period. period

Of the total number of students listed above, how many were Ability to Benefit from each category?

New - Enrolled Continued-Enrolled
during the reporting 0 prior to reporing 0
period period.

.

Outcome Status Hide/Show

P

Outcome Status All boxes must be filled in. If none, place a 0 (zero)

Total Students

Graduates: Enrolled

Withdrawn/Dropped prlgr to the reporting Graduates: EnroIIe.d
out 3 period start date and 9 and graduated this 0
graduated this reporting year

reporting year

Continuing: Enrolled
in this reporting
period and
continuing on into
the next reporting
period

18

Of the total number of students listed above, how many were Ability to Benefit from each category




Graduates: Enrolled

Withdrawn/Dropped prior to re.portlng Graduates: EnroIIe.d
out 0 period and 0 and graduated this 0
graduated this reporting year

reporting period

Continuing: Enrolled
in this reporting
period and
continuing on into
the next reporting
period

-

Graduation Follow-up: Employment Hide/Show

-

Graduation Follow-up: Employment Ail boxes must be filled in. If none, place a 0 (zero)

Total Number of Students

In Occupation 5 Related Field 1 Unrelated Field 0

Unavailable for

Seeking Employment 2 Status Unknown | 0
Employment

Of the total number of students listed above, how many were Ability to Benefit for each category

In Occupation 0 Related Field 0 Unrelated Field 0

Unavailable for

Seeking Employment 0 Status Unknown 0 Employment

.

Financial Assistance Hide/Show

Financial Assistance A student may use more than one. All boxes must be filled in. If none, place
a 0 (zero)

TAP New York Tuition Assistance Program

Full Time 25 Part Time 0 Total 25

Direct Plus Loans Made to Parents of Dependent Students

Full Time 0 Part Time 0 Total 0

Federal PELL Grant Basic Education Opportunity Grant

Full Time 25 Part Time 0 Total 25

Federal Title IV Federal Title IV Loans borrowed by student.

Full Time 0 Part Time 0 Total 0




-

Adult Career and Continuing Ed. Services-Voc Rehab ACCES-VR

Full Time 0 Part Time 0 Total 0

Income Sharing Agreement or Deferred Tutition Agrrement

Full Time 0 Part Time 0 Total 0

Worforce Innovation and Opportunity Act (WIOA)

Full Time 0 Part Time 0 Total 0

Veterans Benefits Federal Veterans Benefits in any form or program

Full Time 0 Part Time 0 Total 0

Private Student Loans Private Student Loans obtained by the student

Full Time 0 Part Time 0 Total 0

School Issued Credit School Credit

Full Time 0 Part Time 0 Total 0

Employer Sponsership through a Home Care Agency

Full Time 0 Part Time 0 Total 0

Other Federal or State Subsidies

Full Time 0 Part Time 0 Total 0

Any other Credit Extended by or on behalf of the Institution that the student is obligated to repay

Full Time 0 Part Time 0 Total 0

Self Funded Student paid out of pocket or did not use any of the above methods

Full Time 0 Part Time 0 Total 0

Education Opportunity Grant

Full Time 0 Part Time 0 Total 0

Back Save/Next

BPSS (http://www.acces.nysed.gov/bpss/)  Contact Us (http://www.acces.nysed.gov/bpss/contact.html)
New York State Education Department (http://www.nysed.gov/)





