JCEA A

campus®

EDUCATION

AT

2026 CAMPUS (Manhattan) School Catalog

2026 * Volume One ¢ Date of Publication: January 5, 2026



campus®

EDUCATION

Welcome to CAMPUS!

CAMPUS Education (Manhattan/Penn Station)
410 8™ Avenue, 5" Floor

New York, NY 10001

Tel: (212) 868-9777

Fax: (212) 239-3839

Email: infony@studyoncampus.com

Website: www.studyoncampus.com



Table of Contents

Disclaimer and Non-Discrimination POIICY ..........cocveriiiiiiiiniiieiieeee ettt s 5
IIETOAUCTION .ttt ettt b ettt e st et e s bt et e bt e st e bt e st em e e eb e emeebeebeenteebeemee st estenteeneententeeneansens 6
IMIISSTON ...ttt ettt ettt ettt ettt e a et s bt e s e e bt e atem bt e bt e mt e et eme et e eh e em e e e bt ee e et e e et e a e e bt em e ekt eh e et e eheen e e bt en e et e ebe e teateeaeenten 6
CAMPUS HiSEOTY .ttt ettt ettt ettt e sttt ettt et e et e e sb e e shtesateeate e bt e bt eeaeeeateeabeembe e bt eabeeaseesateeateenbeesbeesneeensenane 6
GOALS ANA ODJECHIVES ...ttt ettt ettt et et e e s bt e s et e et e e abe e beeeb e e eaeeeabeemteembe e bt e abeesseesateemteenbeesbeesaeeenseeane 6
Description of Available Space, Facilities, Equipment, and AcCessibility .........cceccieriiiiinieniiiniiiieeeseesee e 7
Governing Body, Officials and Faculty, and QUalifiCations ............c..ecverieririiiesiieereeseesee e sreereeseeseessnessseesseesseens 9
Academic Programs and POLICY .......cccviriiiiiiiiiiicie ettt ettt e b e eteestaesteessaesaseassaesseessaesssessseesseensaens 15
Programs of Study, Curriculum, and TeXtDOOKS.........ccueriiriiirciieiieiierie ettt e te e e sseessaessaesssessseessaens 15
CAMPUS LEVEIS ...ttt ettt ettt bt et e s bt e a e et e h e e mt e e bt eae et e ea e et e ebeemte st e st enteebeententeeneansens 16
PIACEIMENIL ..ottt et ettt e s bt e e ht e et e e bt et e et e e shtesateeateeateebeeeseeenteease e be e bt eastesnteenteenteentean 17
Changing Levels or Schedules; Making Complaints. ...........cceoeerieriiniieiieie ettt ettt st see e e 17
Grades aNd AQVANCEIMENL.........ccoutiriieiieeie ettt ettt ettt et et e bt e sbtestteeateeate e teesbeesseesaeesabeenseenseeseenseesseesasesnseenseens 17
Entrance Requirements for Each PrOgrami............coocoiiiiiiiiiiiiieeeee ettt st 18
Final Achievement Calculation RUDTICS .........ccouiiuiiiiiiiieieie ettt ettt ettt s ente e e e e 18
Satisfactory Academic Progress (SAP) Standards...........coceevueerierieniieieeeeee ettt 20
Student Learning OULCOIMES ... .. ...tuunet ettt et ettt et e e e e e et e et et et e e e e e e e e eaeaeaas 22
GENETal ENGLISI 1 ....oiiiiiiiciiciceece ettt ettt ettt et et e e staeesbeesbeesseesseessaesssassseasseassaessaesssesssessseesseessenns 22
GENEIAL ENEIISN 2 ...ttt ettt et s e et e et e bt esteestaestaessbeasseesseesseasssesssassseasseasseessaesssessseasseesseessenns 23
L€ 1S 1 1o 1 B3 T ed 1] 1 RSP PTUPSRRPSPI 23
GENETAL ENEIISN 4 ..ottt ettt et b e e bbbt et bt e at et s bt et e e bt e st e bt e bt et e e bt et eees 23
GENETAL ENEIISII S ...ttt bt b e e bbbt et b e e at et sbt et e s bt e st e bt e bt et s bt et eees 24
General English Class SChEQUIES .........cc.oiiiiiiiiiiiite ettt sttt et s 24
Academic Preparation (Upper INtermediate).........cocueriiiiriiiiiiiiiiieieieeseees ettt 24
Academic Preparation (AdVanCEd)..........ccieriiriiiiieiieee ettt ettt st ettt enae st et e bt e naeenaees 25
Academic Preparation Class SChEeUIES...........ccouiiiiiiriiiiieieeeeetee ettt ettt 25
TOEFL Preparation (AQVANCEA) ........cccuieciieiieiieiie sttt ettt stte et ettt et et e e satesatesnteente e seesseesnsesnseanseeseesseennees 25
TOEFL Preparation Class SCREAUIES ..........ccviiiiiiiiiiciieieeieesie sttt ettt e st saesebessseesse e taestaesssessseassessseesssenenes 26
Business World (EISMENTATY)......c..ccviiiiiiieiieiieieesie e eteesteesteestreseveseveesbeesseesssessseasseessesssessssesssesssesssesssessssesseesses 26
Business World (Pre-INtermMeEdiate) .........cc.vevviiiiiiieiiecii et estee st e eteeveereeteesteestaeetbeesbeesse e seastsesssessseansessseesseenses 27
Business World (INTErMEAIAtE) .......ccviiviiriieriiiiieieeciie e ere et estee st e s beeeveesbeebeestaestseesseesseesseessaesssesssesssesssessseesssesses 27
Business World (Upper INtErMEAIAte) .........ccveeriieiieiieeiieieeeieesteeeiteereeeveesveeteesteesteeesbeesseesseesseesssesssessseassessssesseensns 27
Business World (AdVANCEA) .......couviiiiiiiiiieiieeecee ettt ettt te e v e v e b e e te e bt e sasestbeesbeesse e saesssesssessseessessseesseeseas 28
Business World Class SCHEAUIE ........c..coouiiiiiiiiee ettt et sttt s be e 28



2026 Academic Program CaleNAar .............cccoviiiiiiiiiiiiieie ettt erecveebeeteesteesteeetbeesveesbe e teestseeaseesbeenbeesseesssensnas 29

Credit for Previous and Current Education and TTaining ............cccueviiiiiiiieiiieniciiiecie e ereereereesieeseesneesveeveesreens 32
S ettt b e s a e st ettt et b e s bt sh e ettt e h e e s bt e ehe e sat e st e bt ebeenrees 32
GETIETAL SETVICES ....euveuieuierteeieete ettt ettt et e e s bt et e s bt e st et e et e et e st e eu e et e sbeemeeebeeat e bt ea e et e bt emtentesseenteebeente st eneenteaneentenees 33
Program COMPLELION .......cveeevieiieiiesieetieieeieestesttesteeaeete e beesteesseessseesseesseesseesssessseasseasseasseesseesseesssessseassessseesseessees 33
Transcripts and Completion CETtIfICALES .........cuevvveriiercirierieiiesieseertesre et ereesteesteestaessressseesseesseeseesssesssesssessseesseens 33
PN T4 314 Tl o (0] o2 ) OO U SRS 33
RETUNA POLICY ..iiitieiie ettt ettt e ettt e bt be e te e s st e s sbessseesseesseessaessseasseasseessaessaesssessseasseanseesseesseensnns 33
Obtaining a TuItion REfUNG.......ccoiiiiiiii ettt ettt ettt b e s bt e s bt e sateenneebeens 38
STUAEIE SEIVICES ...uveeuieiieetieitte ettt ettt et e st e et e bt e bt e ebeesheeeuteemte e bt et e e beeshteeaeeemteebeeebeeastesmeeanbeenbeeaseesseesneeenseenseans 38
ABEEIIAAIICE ...ttt ettt et e e s bt e sh e e ea et et e e bt e bt e e bt e e ateea et ea bt e bt e bt e eh et eat e e ate e bt e bt e ehteeateeabeenbe e bt enbeenaeas 38
PLOCEAULE ..ottt ettt sttt et e bt e s bt e s h e e e st e e a bt en bt e bt e bt e saeesateeaseenteeeseesatesnseeaseenbeebeenneennees 38
AADSEIICES ... uteeuteentieette ettt et et et e et e et e e bt e bt et e e bt e sh e e eh e e ea e e e a bt e bt e bt e ehteenteea bt en bt e bt e bt e ehteeateeateeateeeheeeheeenteeateeabeebeenneenneas 38
REVIEW ClaSS ..ttt ettt ettt ettt ettt et et e bt e s bt e eaeeeateeateea bt en bt e bt e saeesateeaseemte e seesneesnseenseenseenseenseennees 38
TATAINIESS. ..ttt ettt et ettt et e e s bt e sateeateeate e bt e ebeeeseeeateeateen bt en bt e bt e ehteeaeeeat e e te e bt e eheeenteeabeenbeebeenneenneas 39
Termination DUe to NON-PAYMENL .........ccviviiiiiieiieiieciieie ettt e ae e este e teestaessbessbeesseessaesssesssesssesssessseessenns 39
Method Used to COIECt DIEDL .......ooiieieiiieeee ettt et a et e bt et et e st et e sbeeneeneeeneeneenne 40
COUNSEIINE ....vvteutieeieete et et e et et e stteetbeetbeesbeesse e taesssassseasseasseasseassaesssessseasseasseesseesseesssesssensseasseassaesssesssesssenssenssensenns 40
Proper Dress Code and ClasSsroom DECOTUIN ..........ecviiiieriieriierieste st ereereeieeseeesereseseesseesseesseesseesssesssesssessseesseessnes 40
Crime Awareness and SCHOOL SECUIILY ......cc.vivieiieiieiiiiiieieerteste et e eteereesteesteestaessressseesseessaesseesssesssesssensseessenns 40
STUAENE COMNAUCE ...ttt ettt ettt e e e bt e st e et e st en e e st en e e s e eseemseeaeentanseeseenseseeneenseeneensenseeneenseas 40
Offenses SUDJECt fOr SUSPEISION .....evtiutiriiiiitiriteteete ettt ettt ettt ettt sb e ettt eat et e sbe et e sbeeste bt ebeentesbeeasenees 40
Offenses Subject for Termination/DiSTISSal........cccueiirieriiiiiiririeer ettt sttt et 41
ADPPEAL 0N SUSPEIISION ...ttt ettt ettt b et e bt bt et b e st et e s bt et e e bt ebt e bt ebt et e sbeemtenbesbtenbesbeeneenne 42
STUAENE HOUSIIE ...ttt et b et b e bt et s bt et e s bt e bt et e s bt e st e bt ebt et e sbeenbenbesaeenben 42
201 1S) 5 o0S) 1 L2 SO RUUUPUSURTO 42
BULLEtin BOATAS .....ccuiiieiieie ettt ettt ettt ettt e ettt e bt e bt e e at e eat e et e e te e teesheeenteenbeenbeebeenneenaees 42
LOSt N FOUN ...ttt et et a e e e et et et e e st e e e eseent e st eneensesmeensesseentanseeneeneenne 42
PrIVACY RIGNES .oovviiiiiiiicii ettt st e et e e e et e te e s bt e st b e s sbeesbeesseessaessseasseasseasseessaesssesssessseasseesseesssensnas 42
Student Grievances & StUAENt RIGIES .......cciiiiiiiiiiicicciececce ettt e r e sre e te e s tb e s b e eebeebeessaessaeseseesseesseens 43
Student DiSCIOSUIE IMAETIAL .........ccuiiuieiiiieiee ettt ettt et ettt et e e st et e eteestenseeseeneesseeneensesseensansesaeeneeas 43
SChOOI HOUTS Of OPEIAtION .....ueiitiiieiiiiiiiiieitieiteeeieeteeeteeeteesttesteeebeebeebaestaeetseesbeesseesseesssesssessseasseesseesseesssesssesssesssenns 46
Campus Holiday Schedule fOr STUACNLS .........coveiieiiiciiciieteeeeeeste ettt e tee s resebe e b e e beesteestaesaseesseesseenseens 46



DISCLAIMER

Campus Education is licensed by the New York State Education Department and operates according to the
rules and regulations of the Bureau of Proprietary School Supervision.

That said, the student should be aware that information in this catalog is subject to change. It is, thus,
recommended that students consider enrollment check with the school director to determine if all the
information in the catalog is up to date and if any information in the catalog has recently been changed.
Additionally, 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.

NON-DISCRIMINATION POLICY

Campus Education is an equal opportunity learning institution. It does not discriminate based on age, gender,
race, color, religion, creed, national or ethnic origin, physical capability, or sexual orientation in its
admissions, employment, educational programs, student services, activities, or administration of educational

policy.



INTRODUCTION

Mission
At CAMPUS, our MISSION is to provide students from around the world with exceptional, accessible, and
effective English language training, using innovative methods.

CAMPUS History

Campus Education began its first class in August 1999 under the name Computer Professional Learning
Center (CPLC). Our pioneer branch was located at Bergen Ave., in Jersey City, NJ. At its inception, CPLC
was established to address what was perceived to be a severe shortage of qualified computer programmers
and other I.T. related professions. During our early years of operation, our mission remained highly
specialized: to train students for gainful employment in the I.T. industry. As the number of students from
other parts of the world increased, English language training programs were also introduced to ensure that
students were functional in English conversation. In June 2004, CPLC opened its 2nd and biggest branch in
Manbhattan.

In 2010, CPLC changed its name to Campus Education (aka CAMPUYS) to cater to the needs of the
growing ESL student population with its focus now on providing English language training to international
students as well as local residents.

As of today, Campus Education has 8 locations: Jersey City, NJ, Palisades Park, NJ, Flushing, NY, Elmhurst,
NY, and 4 branches in New York, NY.

Goals and Objectives
Our overall goal is to help students develop understanding of and proficiency in level-appropriate listening,
speaking, reading, and writing skills in English, which they can then use daily to pursue academic study, to
advance in their chosen profession, or to be confident in their social interactions. Depending on the program,
the course content is delivered in a general, academic, or business context.

School:
Campus Education Manhattan/Penn Station

410 8™ Avenue, 5™ Floor

Tel: (212) 868-9777

Fax: (212) 239-3839

Email: infony@studyoncampus.com

Website: www.studyoncampus.com


mailto:infomidtown@studyoncampus.com
mailto:infony@studyoncampus.com
http://www.studyoncampus.com/

Description of Available Space, Facilities, Equipment, and Accessibility

CAMPUS (Penn Station) offices and classrooms are located on the 5th floor of a 7-story building in Midtown
Manhattan, at 410 8th Avenue, New York, NY 10001. All functions relating directly to students and student
services, including enrollment, academic instruction, counseling, and academic advising, are based at this
location. Staffing of faculty is based out of the school at 410 8th Avenue, New York, NY, in conjunction with
6the CAMPUS NY corporate office (where the Vice President of Academic Affairs, Educational Compliance
Coordinator/School Administrator, and Vice President for Corporate Development are headquartered) located at
4 World Trade Center, 150 Greenwich Street, 29th Floor, New York, NY 10007.

The Office of the School Director and the Admissions Office are all located in the school at 410 8th Avenue, New
York, NY. The School Registrar and The Admissions Representative work from the Admissions Office.

The DSO's office is in the school at 410 8th Avenue, New York, NY, and the PDSO is based at the CAMPUS
NY corporate office, located at 4 World Trade Center.

Description of Available Space:
Awvailable school space: 9,475 sq. ft.
Number of classrooms: 16

Office rooms: Director’s office, DSO’s office, ESL Coordinator’s office, registrar and admissions cubicles, conference
room, kitchen.

3 storage rooms.

Other rooms available to students: 1 student lounge with microwave (shared with teachers)

Facilities and Equipment:
Instructional Use:

e 16 whiteboards

e 16 computers

e 16 wireless keyboards

e 16 flat-screen TV monitors with speakers

Administration:

e 1 color printer (Director’s office: shared amongst all staff members)
e 2 desktop computers

e [ desk
e 2 file cabinets
e 2 chairs

e 8 file drawers for director/staff use

Faculty Use (in the classroom):



e 16 2-drawer file cabinets
e 16 desks

Faculty Use (in the ESL Coordinator’s office):

e 2 computers for teacher use

¢ 1 network printer/scanner/copy machine for teacher use

e 20 file drawers for teacher use

e 36 cubbies for teacher use

e 3 tall shelves full of ESL textbooks for teacher use

e Refrigerator and microwave in the lounge (shared with students)

Admissions/Support Staff:

¢ 1 lobby reception desk with a desktop computer for receptionist/IT staff
e 5 desktop computers for admissions staft

e 5 desks for admissions staft

e 5 file cabinets for admissions staff

e 1 desktop computer for the registrar

e | desk for the registrar

e 2 desktop computers for other staff

e 2 desks for other staff

e 2 file cabinets for other staff

¢ 1 network printer/scanner/copy machine (shared amongst all staff members)
e Postgate machine

e [ desktop computer

e [desk

e 2 file cabinets for the desk
o 2 tall shelves

e O large lateral file drawers

For Students:

All classrooms and offices have access to the internet via Wi-Fi, and teachers use their own or the school’s computers.
Bulletin boards are available to post information.

Accessibility

Elevator access is available throughout the building up to the fifth floor.



Governing Body

President: Manmeet S. Virdi

CEO: Kamalpreet S. Virdi

Officials and Faculty, and Qualifications

Vice President of Academic Affairs/DSO: Joseph M. Caporale
Degree(s): TESOL Core Certificate, TESOL International,
MA in Comparative Literature, New York University

BA in Political Science, Columbia University

Vice President for Corporate Development: Dr. Alfredo Baylosis:
Degree(s): TESOL Core Certificate, TESOL International
Batangas Regional Hospital, Residency Training program - Department of Anesthesia.

Extensive training program - Department of Anesthesia, Lung Center of the Philippines, Lungsod ng
Kabataan Medical Center (Children’s Hospital)

Doctor of Medicine, College of Medicine, Perpetual Help University
BS in Nursing (supplemental), Emilio Aguinaldo College (formerly Marian College)

Graduate in Nursing, Marian College, University of Santo Tomas/Pre-Nursing

Educational Compliance Coordinator (PDSO): Alexander M. Pitynski
Degree(s): TESOL Core Certificate, TESOL International

Advanced Certification in English Education, CUNY/Queens College
MA in English Literature, CUNY/Queens College

BA in English Literature, SUNY/Albany

Academic Coordinator: Liana Tabatadze
Degree(s): TESOL Certification, Arizona State University
Ed.M. in Adult and Continuing Education, Rutgers University

BA in Social Sciences, Georgian Institute of Public Affairs



School Director: Min Ho Ki
Degree: BA in Mechanical Engineering, Sungkyunkwan University

School Director: Kwang Mi “Jenny” Jin

Degree: BA in Christian Studies, Asian Center for Theological Studies and Mission

School Director/ESL Coordinator: Jesse Berrios

Degrees: Certificate in English Language Teaching to Adults (CELTA), Cambridge University
MA in Experimental Humanities, New York University

M.Ed in Secondary English Education, Pace University

BA in English with Honors, Cum Laude; University of Missouri at Columbia

NYSED-BPSS-Licensed Teacher

DSO/International Student Advisor: Ernesto Dominguez

Degree: BS in Business Administration, Plaza College

Registrar: Chunxiang Flores

Degree: Associates Degree, Jilin Business and Technology College

Registrar: Jihee Ko

Degree: BA in German Literature, Hongik University

Student Advisor: Makiko Ishii
Degree: BA in Social Work, Meiji Gakuin University

Student Advisor: Henry Janiola
Degrees: MBA, Pamantasan ng Lungsod ng Maynila
BA in Theology, St. Andrew’s Theological Seminary

BA in Political Science, Adamson University
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Student Advisor: Aeyoung Lee
Degree: High School Diploma

Student Advisor: Kittiwee Thanaboonsutthi

Degree: BA in Accounting, Chulalongkorn University

Student Advisor: Saltanat Sarsenova

Degree: BA in Law, Eurasian Humanitarian Institute

ESL Instructor: Juwariyah Abdus Salaam

Degrees: Certificate in English Language Teaching to Adults (CELTA), Cambridge University
MBA, Grand Canyon University

BA in Business, Virginia State University

NYSED-BPSS-Licensed Teacher

ESL Instructor: Magdalena Algarin
Degree: BA in English, City University of New York
NYSED-BPSS-Licensed Teacher

ESL Instructor: Reem Alazzani

Degree(s): M.Ed in Education Technology and Instructional Design, Western Governors University
BA 1n English, University of Science and Technology

NYSED-BPSS-Licensed Teacher

ESL Instructor: Ricardo Ardila

Degrees: Certificate in Teaching English Language to Adults (CELTA), Cambridge University
BA 1n English, La Universidad Nacional de Colombia

NYSED-BPSS-Licensed Teacher

ESL Instructor: Wendell Batson

Degree: BA in British and American Literature, City University of New York

11



NYSED-BPSS-Licensed Teacher

ESL Instructor: Carolina Bocanegra
Degree: MA in TESOL, Universidad Europea del Atlantico
NYSED-BPSS-Licensed Teacher

ESL Instructor: Dr. Liora Brosh

Degrees: PhD in English, New York University
BA in English, Hebrew University
NYSED-BPSS-Licensed Teacher

ESL Instructor: Loretta Campbell
Degree: BA in Journalism, Syracuse University

NYSED-BPSS-Licensed Teacher

ESL Instructor: Mariia Dimitriieva

Degrees: MA and BA in Philology of English and German, Teaching and Translation, National University
of Life and Environmental Sciences of Ukraine

NYSED-BPSS-Licensed Teacher

ESL Instructor: Jared Greenspan
Degrees: MA in Organizational Psychology, CUNY School of Professional Studies
BS in Finance, University of Florida

NYSED-BPSS-Licensed Teacher

ESL Instructor: Lauren Hendrix

Degrees: MA in Music, University of North Texas
BA in Music, Berkley College of Music
NYSED-BPSS-Licensed Teacher

ESL Instructor: Andrew Henriquez

Degree: BA in English, CUNY Brooklyn College
12



NYSED-BPSS-Licensed Teacher

ESL Instructor: Colette Hurley
Degree: BA in History, University of Georgia
NYSED-BPSS-Licensed Teacher

ESL Instructor: Marilyn Horan
Degree: BA in English Literature, William Paterson University
NYSED-BPSS-Licensed Teacher

ESL Instructor: Dr. Ma’at Jackson
Degrees: PhD in Language and Literacy Education, Fordham University
MS in Adult Education and Human Resource & Development, Fordham University

NYSED-BPSS-Licensed Teacher

ESL Instructor: Shakeema La Foucade
Degree: BA in English, Queens College
NYSED-BPSS-Licensed Teacher

ESL Instructor: Dr. Dominic Leppla

Degrees: TESOL Certificate, St. Giles College

PhD in Film and Moving Image Studies, Concordia University
MA in Film and Visual Media, Birkbeck University of London
BA in English Literature, Ohio State University

BA in Film Studies, Ohio State University
NYSED-BPSS-Licensed Teacher

ESL Instructor: Jorge Alexander Luna

Degrees: MS in Teaching English as a Second Language (ESL), College of Mount Saint Vincent
BA in History and Education, College of Mount Saint Vincent

NYSED-BPSS-Licensed Teacher
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ESL Instructor: Ron Maloratskiy
Degree: BA in Communications, St. Francis College

NYSED-BPSS-Licensed Teacher

ESL Instructor: Istiglal Safi
Degrees: Bard College, MA in Global Studies
American University of Central Asia, BA in International and Comparative Politics

NYSED-BPSS-Licensed Teacher

ESL Instructor: Sarah Shiffman-Ackerman

Degrees: Cambridge University, Certificate in Teaching English (CELTA)
BA in Psychology, Touro College NYSCAS

NYSED-BPSS-Licensed Teacher

ESL Instructor: Denitra Nicole Muhammad
Degrees: MS in Industrial/Organizational Psychology, Capella University
BBA in Business Administration, Dowling College

NYSED-BPSS-Licensed Teacher

ESL Instructor: Ahmad Shileh

Degrees: MS in TESOL and Adolescent Education, St. John’s University
BS in Education, St. John’s University

NYSED-BPSS-Licensed Teacher

ESL Instructor: Rebecca Shulman
Degree: BA in French, Barnard College
NYSED-BPSS-Licensed Teacher

ESL Instructor: Dr. Beth Soll
Degrees: Certificate in Teaching English as a Foreign Language (CTEFL), The Boston Core
PhD in the History and Theory of Modern Dance, Boston University
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NYSED-BPSS-Licensed Teacher

ESL Instructor: Amber Lee

Degree(s): Master of Arts in Teaching English to Speakers of Other Languages (TESOL), Columbia
University, New York, NY

Bachelor of Arts in Chinese and Teaching English to Speakers of Other Languages (TESOL), Pennsylvania
State University, University Park, PA

NYSED-BPSS-Licensed Teacher

ESL Instructor: Ethan Schlett
Degree(s): Bachelor of Arts in East Asian Studies, New York University, New York, NY
NYSED-BPSS-Licensed Teacher

Academic Programs and Policies

Programs of Study, Curriculum, and Textbooks

At Campus Education, we offer four programs of study. The main program is General English. In General
English, we work to improve your listening, speaking, reading, and writing skills in English, and we build your
knowledge of vocabulary, idioms, grammar, and structure. You will gain fluency and accuracy in your language
use through guided instruction, assignments, and many communicative activities in class. We believe that
through using English to accomplish specific tasks, you will become more comfortable and confident users of the
language.

This program is suitable for students who want to improve their English for personal or social reasons, who wish
to be more competitive in their chosen profession, or who wish to prepare for academic studies in the United
States or abroad. General English is offered in 5 levels, from beginner (Level 1) to advanced (Level 5).

The textbook series used in the program are Top Notch 1-3 (General English 1-3) and Summit 1-2 (General
English 4-5). There are many learning resources in the series, including a textbook, workbook, interactive DVD-
ROM, and other video and audio sources of information and instruction found in the online language laboratory
called MyEnglishLab.

Our TOEFL Preparation program is for students who wish to improve their TOEFL score for entrance to college
or graduate school programs in the United States. In this program, you will work on your listening, speaking,
reading, and writing skills, build your vocabulary, and improve your knowledge of grammar. You will also learn
different test-taking strategies and become familiar with the parts of the test.

This program is appropriate for students at the advanced level (Level 5).
The textbook used in the course is The Official Guide to the TOEFL iBT Test (6™ Edition) (ETS, McGraw Hill,

2021), which also comes with a digital download containing many hours of testing practice. Additional texts
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(from ETS, Mometrix Test Preparation, Pearson Education, Kaplan, Inc., d/b/a Barron’s Educational Series, and
more) are also recommended as supplementary materials.

Our Academic Preparation program is for students preparing for academic studies at the college undergraduate
or graduate school level. As in a college-level seminar, you will listen to academic lectures, discuss topics, and
make oral presentations. You will also read short articles and longer texts and then write short essays in response
to them. In this program, you will build your vocabulary and learn how to structure your essays and talks to
express yourself most effectively.

This program is for students at the upper-intermediate and advanced levels (Levels 4 and 5).

The textbooks for this program are the LEAP (Learning English for Academic Purposes) series, one volume for
reading and writing, and one volume for listening and speaking. There is also a CD that accompanies the listening
and speaking volume. The books come at the upper intermediate and at the advanced level.

Our Business World program is for students interested in learning Business English. As a student in the Business
World program, you will be introduced to business vocabulary and develop the accuracy, fluency, and
communication skills required to engage confidently and effectively in the English- speaking business world.

In addition to being immersed in a world of authentic Business English, you will gradually develop your grammar
and become familiar with points of business etiquette and correspondence as they are created, used, and developed
throughout the global English-speaking business community.

Our Business World program is for students at the beginner-advanced levels (Levels 1-5). The textbooks for this
program are the Market Leader series, developed in affiliation with the Financial Times (Levels Elementary-
Advanced). Each book comes with a DVD-ROM for listening to and watching authentic interviews with
businesspeople and a variety of scripted recordings about business.

CAMPUS Levels
Here is an overview of our levels.

(Beginner):
General English 1
Business World (Elementary)

(High Beginner):

General English 2

Business World (Pre-Intermediate)
(Intermediate):

General English 3

Business World (Intermediate)
(Upper Intermediate):

General English 4

Academic Preparation (Upper Intermediate)
Business World (Upper Intermediate)
(Advanced):

General English 5

Academic Preparation (Advanced)
TOEFL Preparation (Advanced)
Business World (Advanced)

16



Placement

When you receive your orientation to the school, you will also take a placement test. The test comes from the
textbook series that we use in our General English program, and it allows us to find the right level of instruction
for you. There are 4 written parts (a writing part, a listening part, a reading part, and a general part that tests
vocabulary and grammar); these parts of the test are timed, and you will take them with fellow students at the
same time. The 5™ part of the test involves speaking. You will spend

10 minutes or so with a teacher, who will ask you specific questions about a topic of general knowledge. You
will meet with the teacher one at a time.

After we grade all the parts of the test, we will inform you about your class level and your course books. At that
time, please indicate which schedule you prefer. Please know that if you test into Level 1, 2, 3, 4, or 5, you have
the option of studying in the General English program or the Business World program. Also, if you test into Level
4, you will have the option of taking a class in General English, Academic Preparation, or Business World as long
as the class is being offered. If you test into Level 5, you can choose from General English, Academic Preparation,
TOEFL Preparation, or Business World as long as those other classes are offered.

Changing Levels or Schedules; Making Complaints

If you are unhappy with your level or believe that you have been placed improperly, please attend at least a
few classes at your placement level. If you still believe that the class level is too easy or too hard for you,
speak to the ESL Coordinator or Academic Director, who will discuss your case with your teachers. If the
teachers agree that you could benefit from learning at another level, we will fill out a form and make a
change for you. You have two weeks from your official start date to ask for a change in your class level or
to request a change in your class schedule.

If you have any other complaints about your classes, please discuss your concerns with your individual
course teachers. If your complaint is serious and you do not wish to discuss the matter with your classroom
teachers, please talk to your admissions representative, with the ESL Coordinator, with the Academic
Director, or with the school Director. You may be asked to fill out a Student Complaint Form. We respect
your opinions, take your concerns seriously, and will follow up on the matter.

At all times, students may direct concerns or complaints of a serious nature to the New York State Education
Department. Please refer to the Student Disclosure Material that was provided to you when you enrolled.

Grades and Advancement

All classes at CAMPUS are non-credit courses offered on a pass/fail basis. An overall average of 70% is
required on tests, exams, assignments, and projects to advance to the next class level or program. (For
TOEFL Preparation, an Exit Test score of 90 points or above is required to pass the course.) In your classes,
you will have a variety of assignments, activities, exercises, and projects to complete in class and at home.
You will also have quizzes, unit tests, midterms, and final exams to chart your learning and progress. If you
pass a class, it means that your teacher has determined that you have achieved the student learning outcomes
for that level of study and are ready to move up to the next level. If you fail a class, it means that your teacher
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has determined that you cannot yet accomplish the student learning outcomes for your class level and that
you should remain at that level for another term of study.

Although you may fail a class level once and remain at the same level, you may not fail a class level twice.
If you do, you are not making sufficient academic progress, and you may be asked to leave the school. If
you wish to protest a grade, first discuss the matter with your classroom teachers; they can change a grade,
if warranted. If the teachers do not agree with you, you may speak to the ESL Coordinator or Academic
Director to make a complaint. If, after reviewing your academic record, we make any changes to grades or
promotion, we will notify you in writing.

Entrance Requirements for Each Program

General English 1: HIGH SCHOOL/GED/TASC Or Parental Consent and Top Notch/Summit Placement Test-Enter Score: 5;
Exit Score: 11

General English 3: HIGH SCHOOL/GED/TASC Or Parental Consent and Top Notch/Summit Placement Test Enter Score:16;
Exit Score: 21

General English 5: HIGH SCHOOL/GED/TASC Or Parental Consent and Top Notch/Summit Placement Test Enter Score:
26; Exit Score: 31

Academic Preparation (Advanced): HIGH SCHOOL/GED/TASC and Top Notch/Summit Placement Test Enter Score:
26; Exit Score: 31

Business World (Elementary): HIGH SCHOOL/GED/TASC Or Parental Consent and Top Notch/Summit Placement Test-
Enter Score: 5; Exit Score: 11

Business World (Intermediate): HIGH SCHOOL/GED/TASC Or Parental Consent and Top Notch/Summit Placement Test
Enter Score: 16; Exit Score: 21

Business World (Advanced): HIGH SCHOOL/GED/TASC Or Parental Consent and Top Notch/Summit Placement Test
Enter Score: 26; Exit Score: 31

Final Achievement Calculation Rubrics

General English (1-5)

10 Test Scores ~ 10 = Final Grade
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Academic Preparation (Upper Intermediate and Advanced)

(50% of grade) (50% of grade)

TOEFL Preparation

Pass = Exit Test Score of 90 points or above

Business World (Elementary and Pre-Intermediate) Modules One-Three: Weeks 1-12

12 scores ~ 12 | 4 scores ~ 4~ | 1 score~+5 12 scores + 2 scores ~2
+5 5 12+5 +5
20% of final 20% of final 20% of 20% of final 20% of
grade grade final grade grade final grade

Business World (Intermediate-Advanced) Modules One-Three: Weeks 1-12

12 scores ~12 | 4 scores ~4 =+ | 1score+5 12 scores + 4 scores ~ 4
+5 5 12+5 +5

20% of final 20% of final 20% of 20% of final 20% of
grade grade final grade grade final grade
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Satisfactory Academic Progress (SAP) Standards

What is SAP?
« Satisfactory: means meeting the minimum requirements
« Academic: means grades and attendance
« Progress: means certain check points in the student’s program

SAP is a measure of how well a student progresses through each term and through every level of
his/her program. Based on this measure, the school can determine if a student is likely to pass
his/her course.

Standards of SAP include the following:

Grades: Cumulative grade point average (aka “GPA”)
Attendance: Cumulative attendance rate

Grades: SAP requires students to maintain a GPA of 70 percent or higher, or its equivalent letter grade.
Over the course of their respective terms, and at the end of each module of study (a 4-week period),
CAMPUS students take a unit achievement test. For the midpoint and endpoint evaluation periods, the
number of test scores divided by the number of tests equals a student’s grade.

Grading Rubric for Determining Student’s Numerical Grade Point Average (aka “GPA”) or

Letter Grade Equivalent

|GPA  |Percentile | Letter Grade |

4.0 95-100 A
3.9 94 A
3.8 93 A
3.7 92 A
3.6 91 A
3.5 920 A
3.4 89 B
3.3 88 B
3.2 87 B
3.1 86 B
3.0 85 B
2.9 84 B
2.8 83 B
2.7 82 B
2.6 81 B
2.5 80 B
24 79 C
2.3 78 C
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2.2 77 C
2.1 76 C
2.0 75 C
1.9 74 C
1.8 73 C
1.7 72 C
1.6 71 C
1.5 70

1.4 69 D
1.3 68 D
1.2 67 D
1.1 66 D
1.0 65 D

Attendance: The minimum attendance rate is 70 percent. This percentage is obtained by dividing the number
of instructional hours attended by the number of instructional hours offered.

Examples of calculating a student’s term midpoint cumulative attendance percentage (for a 16-week term):
160 hours earned + 160 hours offered x 100 = 100% = Passing

140 hours earned + 160 hours offered x 100 = 87.5% = Passing

112.5 hours earned + 160 hours offered x 100 = 70.3% = Passing

100 hours earned + 160 hours offered x 100 = 62.5% = Failing

80 hours earned + 160 hours offered x 100 = 50% = Failing

Examples of calculating a student’s (full-term) cumulative attendance percentage at the student’s term
endpoint (for a 16-week term):

320 hours earned + 320 hours offered x 100 = 100% = Pass
280 hours earned + 320 hours offered x 100 = 87.5% = Pass
225 hours earned + 320 hours offered x 100 = 70.3% = Pass
200 hours earned + 320 hours offered x 100 = 62.5% = Fail
160 hours earned + 320 hours offered x 100 = 50% = Fail

Maintaining Satisfactory Academic Progress (SAP) Standards

To maintain Satisfactory Academic Progress, CAMPUS students must possess an aggregate numerical
percentage of 70% or above on all unit achievement tests* taken in addition to having maintained the
minimum attendance rate of 70% over the course of the term. At CAMPUS, a student’s progress is evaluated
at the completion of every module in each term of study and aggregated at the end of each term’s midpoint
and endpoint. The midpoint and endpoint evaluation periods are based on a given course’s term length (12,
16, or 24 weeks). Teachers document students’ academic progress using a CAMPUS Progress Report form
and the NYSED’s BPSS-approved SAP Evaluation Form.
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*Please be aware that missed tests that are not made up are scored as 0 and included in the final
aggregate numerical percentage.

Probation Procedures for Student Failing a Course

If it appears that a student may not pass, the teacher will work with the student, helping the student through
counseling and remediation. Depending on the individual situation, assistance that the teacher provides may
include in-class extra practice and/or differentiated instruction, use of supplementary course aids/materials,
and after-class student counseling and support provided to the student over the course of the student’s term.
Teachers may also decide to assign students make-up coursework for any content missed by the student.

Students are afforded no more than thirty days to make up assignments or instructional hours to achieve
satisfactory academic standing.

Consequences for Failure to Meet SAP Standards

Students who do not meet the minimum cumulative grade point average or the minimum attendance rate at
the midpoint evaluation shall be provided a written notice of warning.

Students who have been provided a written notice of warning at the midpoint evaluation and who do not
meet the minimum cumulative grade point average or the minimum attendance rate at the conclusion of each
term, as defined in the student enrollment agreement, shall be placed on probation or withdrawn from the
program.

Students placed on probation for failing a course are allowed to repeat the course one more time in order to
demonstrate improvement in grades, attendance, or both (depending on which factors led to a failure to
demonstrate SAP). Ultimately, students who fail to meet satisfactory academic progress after a probation
period are subject to dismissal and may not continue their education at CAMPUS. It is therefore essential
that any student who is experiencing academic difficulties seek immediate assistance from his/her teacher,
the ESL Coordinator, or the School Director.

Student Learning Outcomes

These are the student learning outcomes for your class level, which will determine when you can
advance through the program.

General English 1
(16 weeks/320 hours)

Listening: When listening to adapted materials on familiar topics, the student will identify basic information.

Speaking: The student will respond to basic questions about a range of simple topics using beginner- level
vocabulary and grammar with halting speech and frequent errors.

Reading: When reading simple adapted texts on familiar topics, the student will identify basic information.

Writing: The student will write a single paragraph using a series of sentences with beginner-level grammar
about basic subjects and personal information.
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General English 2
(16 weeks/320 hours)

Listening: When listening to adapted materials on familiar topics, the student will identify basic information.

Speaking: The student will converse about simple social and personal topics using high-beginner vocabulary
and grammar with halting speech and frequent errors.

Reading: When reading short, adapted texts on familiar topics, the student will identify main ideas and
details, and derive meaning of high-beginner level vocabulary from context.

Writing: The student will write clear, structured paragraphs using high-beginner level grammar with few
errors about basic subjects and personal information.

General English 3
(16 weeks/320 hours)

Listening: When listening to adapted materials, in a range of contexts, the student will identify main ideas and
details, infer speaker’s intent, and derive meaning of vocabulary from context.

Speaking: The student will converse about a range of social and personal topics using intermediate- level
vocabulary and grammar with moderate fluency and some errors.

Reading: When reading adapted texts of a range of genres, the student will identify main ideas and details, derive
meaning of intermediate vocabulary from context.

Writing: The student will write clear, structured narratives using intermediate level grammar with few errors that
present a process, description or comparison.

General English 4
(16 weeks/320 hours)

Listening: When listening to moderately complex, authentic language delivered at a natural pace in a range
of academic and social contexts, the student will identify main ideas and details, infer the speaker’s intent,
and derive the meaning of vocabulary from context.

Speaking: The student will converse about a range of academic subjects and current events using high-
intermediate level vocabulary and grammar with a relatively high fluency and occasional errors.

Reading: When reading moderately complex adapted and un-adapted texts of a wide range of genres the
student will identify main ideas and details, derive meaning of high-intermediate vocabulary from context;
make inferences and draw conclusions.

Writing: The student will write clear, well-structured five-paragraph essays in a single rhetorical form using
high-intermediate-level grammar with few errors, drawing from information from classroom work and
materials on a range of concepts.
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General English 5
(16 weeks/320 hours)

Listening: When listening to complex, authentic language delivered at a natural pace in a range of academic
and social contexts, the student will identify main ideas and details, infer speaker’s intent, and derive
meaning of vocabulary from context.

Speaking: The student will converse about a wide range of academic subjects and current events using
advanced-level vocabulary and grammar with near native-like fluency and consideration for audience and
context, with few errors.

Reading: When reading complex, lengthy, un-adapted texts of a wide range of genres the student will
identify main ideas and details, derive meaning of advanced-level vocabulary from context; make inferences
and draw conclusions.

Writing: The student will write clear, well-structured five paragraph essays of multiple rhetorical forms
using advanced level grammar with few errors; drawing from previous knowledge and information from
different sources on a wide range of complex concepts.

Monday — Thursday 9:00 AM —2:00 PM (5 hours per day)
Morning 4:30 PM —9:30 PM (5 hours per day)
or =20 hours per week
Evening
Friday, Saturday 9:00 AM — 5:00 PM (8 hours per day)
And Sunday 9:00 AM — 1:00 PM (4 hours per day)
=20 hours per week

Academic Preparation (Upper Intermediate)

(16 weeks/320 hours)

Listening: When listening to moderately complex, authentic language delivered at a natural pace in a range
of academic and social contexts, the student will identify main ideas and details, infer speaker’s intent, and
derive meaning of vocabulary from context.

Speaking: The student will converse about a range of academic subjects and current events using high-
intermediate-level vocabulary and grammar with relatively high fluency and occasional errors.

Reading: When reading moderately complex adapted and un-adapted texts of a wide range of genres, the
student will identify main ideas and details, derive meaning of high-intermediate vocabulary from context,
make inferences, and draw conclusions.
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Writing: The student will write clear, well-structured 3-page essays of multiple rhetorical forms with few
errors, drawing from information in classroom work and materials on a range of concepts.

Academic Preparation (Advanced)
(24 weeks/480 hours)
Listening: When listening to complex, authentic language delivered at a natural pace in a range of
academic and social contexts, the student will identify main ideas and details, infer speaker’s intent, and
derive meaning of vocabulary from context.

Speaking: The student will converse about a wide range of academic subjects and current events using
advanced- level vocabulary and grammar with near native-like fluency and consideration for audience and
context, with few errors.

Reading: When reading complex, lengthy, academic texts of a wide range of subjects, the student will
identify main ideas and details, derive meaning of advanced-level vocabulary from context, make
inferences, and draw conclusions.

Writing: The student will write clear, well-structured essays and reports appropriate for undergraduate
courses in the humanities, business, social sciences, and natural sciences with few errors, drawing from
information from classroom work and supplemental materials.

Monday — Thursday 9:00 AM —2:00 PM (5 hours per day)
Morning 4:30 PM —9:30 PM (5 hours per day)
or =20 hours per week
Evening
Friday, Saturday 9:00 AM — 5:00 PM (8 hours per day)
And Sunday 9:00 AM — 1:00 PM (4 hours per day)
=20 hours per week

TOEFL Preparation Advanced
(16 weeks/320 Hours)

Listening: Given long passages consisting of student conversations and academic lectures presented in
various American accents, the student will answer questions determining the main idea, details, function,
point of view, overall organization of the passage and inferences with at least 70% accuracy.

Speaking 1: Under timed circumstances, the student will answer opinion questions about some aspect of
academic life.
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Speaking 2: The student will be able to read a passage, listen to a passage, and speak about how the ideas
in the two passages are related, then also summarize, and offer opinions on the information.

Reading: Given long passages on academic topics from material that might be found in an undergraduate
university textbook, the student will answer questions about the main idea, details, and inferences with at
least 75% accuracy.

Writing 1: Under timed circumstances, the student will write a clear and well-organized essay on a selected
topic.

Writing 2: The student will write about how the ideas in paired reading and listening academic passages
are related.

Test Taking: Under timed circumstances, the student will make decisions to use effective strategies in
choice making, time management, and information collection.

Monday — Thursday 9:00 AM —2:00 PM (5 hours per day)
= 20 hours per week

Monday — Thursday 4:30 PM —9:30 PM (5 hours per day)
=20 hours per week

Business World (Elementary)
(12 weeks/240 hours)

Listening: When listening to short, clear, and simple adapted interviews with business people and a
variety of scripted recordings delivered at a slow and clear pace and spanning a range of business- related
topics, the student will identify basic information, follow short and simple exchanges, and recognize when
speakers agree/disagree.

Speaking: The student will ask and respond to basic questions about a range of business-related topics in
the form of class discussions, role-play, and short oral presentations, using elementary-level vocabulary
and grammar with halting speech and frequent errors.

Reading: When reading short and simple adapted texts on a variety of business-related topics (drawn from
the Financial Times and other newspapers and books on business), the student will identify basic
information, and derive meaning of elementary-level vocabulary from context.

Writing: Using elementary-level grammar, the student will write an informal email report of a business
meeting of 100-120 words. In addition, using elementary-level grammar, the student will write short,
simple emails, descriptions, action minutes, a company profile, and an offer letter.
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Business World (Pre-Intermediate)

(12 weeks/240 Hours)

Listening: When listening to short and simple adapted interviews with business people and a variety of
scripted recordings delivered at a slow and clear pace and spanning a range of business-related topics, the
student will identify basic information, follow the main points of extended discussion, and recognize when
speakers agree/disagree.

Speaking: The student will converse about a range of business-related topics in the form of short and simple
class discussions, role-play, and oral presentations, using high-beginner-level vocabulary and grammar with
halting speech and frequent errors.

Reading: When reading short and simple adapted texts on a variety of business-related topics (drawn from
the Financial Times and other newspapers and books on business), the student will identify main ideas and
details, and derive meaning of high-beginner-level vocabulary from context.

Writing: Using high-beginner-level grammar, the student will write a clear, basic informal report of 140-
160 words, providing a description. In addition, using high-beginner-level grammar(and with few errors),
the student will write short, simple emails, letters, proposal documents, sections of a report, and reports.

Business World (Intermediate)

(12 weeks/240 hours)

Listening: When listening to a combination of adapted and authentic interviews with business people and a
variety of scripted recordings delivered at a normal speed and spanning a diverse range of business- related
topics, the student will identify main ideas and details, infer speaker’s intent, and recognize a speaker’s
feelings or attitudes.

Speaking: Expressing his/her thoughts in some detail, the student will converse about a range of business-
related topics in the form of class discussions, role-play, and short oral presentations, using intermediate-
level vocabulary and grammar with moderate fluency and accuracy.

Reading: When reading adapted and authentic texts of varying length on a variety of business-related topics
(drawn from the Financial Times and other newspapers and books on business), the student will identify
main ideas and details, and derive meaning of intermediate-level vocabulary from context.

Writing: Using intermediate-level grammar, the student will write clear, basic formal emails, a reply to an
email, and a simple structured press release of 120-140 words. In addition, using intermediate-level grammar
(and with few errors), the student will write short, simple letters, reports, and summaries that present a
process, description, or comparison.

Business World (Upper Intermediate)
(12 weeks/240 hours)

Listening: When listening to moderately complex, authentic interviews and scripted recordings, delivered
at a natural pace and spanning a diverse range of business-related topics, the student will identify main
ideas and details, infer speaker’s intent, recognize a speaker’s feelings or attitudes, and derive meaning of
vocabulary from context.
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Speaking: Expressing his/her thoughts in some detail, the student will converse about a range of business-
related topics in the form of class discussions, role-play, and short oral presentations, using upper-
intermediate-level vocabulary and grammar with relatively high fluency and accuracy, and occasional
eITors.

Reading: When reading moderately complex, authentic texts of varying length on a variety of business-
related topics (drawn from the Financial Times and other newspapers and books on business), the student
will identify main ideas and details, derive meaning of upper-intermediate-level vocabulary from context,
make inferences, and draw conclusions.

Writing: Using upper-intermediate-level grammar, the student will write a clear and well-structured
summary report, press release, and memo of 200-250 words. In addition, using upper-intermediate- level
grammar (and with few errors), the student will write short reports, letters, and emails that provide
explanation, reason, and detail.

Business World (Advanced)
(12 weeks/240 hours)

Listening: When listening to complex, authentic interviews and scripted recordings, delivered at a natural
pace and spanning a diverse range of business-related topics, the student will identify main ideas and details,
infer speaker’s intent, recognize a speaker’s feelings or attitudes, and derive meaning of vocabulary from
context.

Speaking: Expressing his/her thoughts in detail, the student will converse about a range of business- related
topics in the form of class discussions, role-play, and short oral presentations, using advanced- level
vocabulary and grammar with near native-like fluency and accuracy, and consideration for audience and
context, with few errors.

Reading: When reading complex, authentic texts of varying length on a variety of business-related topics
(drawn from the Financial Times and other newspapers and books on business), the student will identify
main ideas and details, derive meaning of advanced-level vocabulary from context, make inferences, and
draw conclusions.

Writing: Using advanced-level grammar, the student will write a clear and well-structured negotiation
summary and research proposal of 200-250words. In addition, using advanced-level grammar(and with few
errors),the student will write short reports, letters, and emails that provide explanation, reason, and detail.

Monday-Thursday 9:00 AM —2:00 PM (5 hours per day)
=20 hours per week

Monday-Thursday 4:30 PM —9:30 PM (S hours per day)
=20 hours per week
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SCHOOL CALENDAR - General English, TOEFL Preparation, 2 @2 6
and Academic Preparation (Upper-Intermediate)

HOLIDAYS Start/End Dates (16 Weeks
Start Dat
December 22, 2025 — art Date Sunday
January 4, 2026 — Winter Break, First Term
Christmas Day & New Year's Day
Module 1 1/5/2026 4/26/2026
January 19 - Martin Luther King Jr. Module 2 2/2/2026 5/31/2026
Day Module 3 3/2/2026 6/28/2026
Module 4 3/30/2026 7/26/2026
February 16 - Presidents’ Day odule 139/ 126/
Second Term
May 23, 24, 25 - Memorial Day Module 1 5/4/2026 8/23/2026
Weekend Module 2 6/1/2026 9/27/2026
June 19 - Juneteenth National Module 3 6/29/2026 10/25/2026
Independence Day Module 4 7/27/2026 11/22/2026
Third Term
July 3,4 - Independence Day Module 1 8/31/2026 12/20/2026
September 7 - Labor Day Module 2 9/28/2026 1/31/2027
Module 3 10/26/2026 2/28/2027
October 12 - Columbus Day Module 4 11/23/2026 3/28/2027
Spring Break: 4/27/2026 - 5/3/2026
26, 27, 28, 2
November 26, 27, 28, 29 Summer Break: 8/24/2026 — 8/30/2026
Thanksgiving Day Weekend -
Winter Break: 12/21/2026 — 1/3/2027
December 25 - Christmas Day
January 1, 2027 -
New Year's Day (2027)
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SCHOOL CALENDAR — Academic Preparation (Advanced) 202 6

HOLIDAYS
Start/End Dates (24 Weeks)
December 22, 2025 —
January 4, 2026 — Winter Break, Start Date
Christmas Day & New Year's Day Sunday
First Term
January 19 - Martin Luther King Jr. Module 1 1/5/2026 6/28/2026
Day
Module 2 2/2/2026 7/26/2026
February 16 - Presidents’ Day Module 3 3/2/2026 8/23/2026
| Module 4 3/30/2026 9/27/2026
May 23, 24, 25 - Memorial Day
Weekend Module 5 5/4/2026 10/25/2026
Module 6 6/1/2026 11/22/2026
June 19 - Juneteenth National Second Term
Independence Day Module 1 6/29/2026 12/20/2026
July 3,4- |ndependence Day Module 2 7/27/2026 1/31/2027
Module 3 8/31/2026 2/28/2027
September 7 - Labor Day Module 4 9/28/2026 3/28/2027
October 12 - Columbus Day Module 5 10/26/2026 4/25/2027
Module 6 11/23/2026 5/30/2027
November 26, 27, 28, 29 Spring Break: 4/27/2026 — 5/3/2026
Thanksgiving Day Weekend Summer Break: 8/24/2026 — 8/30/2026
Winter Break: 12/21/2026 — 1/3/2027
December 25 - Christmas Day
January 1, 2027 -
New Year's Day (2027)
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SCHOOL CALENDAR - Business World (Elementary — Advanced) 20 2 6

HOLIDAYS

Start/End Dates (12 Weeks)

December 22, 2025 -
Janu'ary 4,2026 — Winter Bl:eak, Start Date
Christmas Day & New Year's Day Sunday
First Term
January 19 - Martin Luther King Jr. Module 1 1/5/2026 3/29/2026
Day Module 2 2/2/2026 4/26/2026
. Module 3 3/2/2026 5/31/2026
Feb 16-P dents’ D
ebruary residents’ Day R —
May 23, 24, 25 - Memorial Day Module 1 3/30/2026 6/28/2026
Weekend Module 2 5/4/2026 7/26/2026
Module 3 6/1/2026 8/23/2026
June 19 - Juneteenth National -
Third Term
Independence Day
Module 1 6/29/2026 9/27/2026
July 3, 4 - Independence Day Module 2 7/27/2026 10/25/2026
Module 3 8/31/2026 11/22/2026
September 7 - Labor Day Fourth Term
Module 1 9/28/2026 12/20/2026
October 12 - Columbus Day Module 2 10/26/2026 1/31/2027
Module 3 11/23/2026 2/28/2027
?:"e:' ber 26;) 27, \:/8' zkg g Spring Break: 4/27/2026 - 5/3/2026
anksglving bay feeken Summer Break: 8/24/2026 — 8/30/2026
December 25 - Christmas Day Winter Break: 12/21/2026 - 1/3/2027

January 1, 2027 -
New Year's Day (2027)
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Credit for Previous and Current Education and Training

The courses and programs at Campus Education are non-credit. Therefore, credits earned at other institutions
are not transferable. Students are given a placement test to determine their level in our curricular structure,
which is based upon the Common European Framework of Reference for Languages. Prior education or
certificates at other institutions are not used to determine placement. Please note that CAMPUS schools
offer curricula measured in clock hours, not credit hours. Certificates of completion, i.e., school diplomas,
are issued to students who meet clock hour requirements. The granting of any college credit to students who
participated in and/or completed a program at a CAMPUS school is solely at the discretion of the
institution of higher education that the student may opt to subsequently attend.

FEES

General English (1-5)

16 weeks/320 hours $100 $75 $1,695 $1,870

Academic Preparation (Upper-Intermediate & Advanced)

16 weeks/320 hours $100 $100 $1,695 $1,895

24 weeks/480 hours $100 $100 $2,395 $2,595

TOEFL Preparation (Advanced)

16 weeks/320 hours $100 $75 $2,495 $2,670

Business World (Elementary-Advanced)

16 weeks/240 hours $100 $220 $1,700 $2,020
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General Services

Academic and administrative offices are available throughout the day and evening to assist students with
their studies and other needs at the school. Advice may be asked from the appropriate support personnel
listed below:

Academic Director— for academic concerns, classes, teachers, programs, textbooks, etc.

Admissions Representative — for admission, program offerings, change in schedule, etc.

Registrar and School Director — for tuition account status, payment plans, student refund checks, etc.
ESL Coordinator — classes, schedules, tutoring, field trips, etc.

DSOs — attendance, immigration paperwork and procedures, transfers, travel plans, etc.

Program Completion
Students will be classified as graduates if they have received passing grades in each course in the program
and kept proper attendance based on the school attendance policy. However, CAMPUS will impound the
academic transcript and credential of any student who has not paid all program or individual course tuition,
fees, and fines in full.

Transcripts and Completion Certificates
A transcript fee is charged per student copy. Transcripts of records are issued only upon student request.
After receiving such a request, the registrar’s office will process it within 3-5 business days.

Completion certificates are free and are given upon successful completion of the program.

Academic Probation
Students who are not meeting progress standards will be permitted to remain in school on a probationary
status for one marking period. To qualify for academic probation, a student must agree to comply with
recommendations by the office of the school Director to improve academic achievement.

Refund Policy
A student who cancels within 7 days of signing the enrollment agreement, but before instruction begins,
receives all monies returned except for the non-refundable registration fee.

Thereafter, a student will be liable for:

e The non-refundable registration fee plus
e The cost of any textbooks or supplies accepted plus

Tuition liability as of the student’s last date of physical attendance. Tuition liability is limited to the
quarter or term during which the student withdrew or was terminated, and any previous quarter or terms
completed.
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The student refund may be more than that stated below if an accrediting agency refund policy results in a

greater refund. Any refunds due to a student who cancels, withdraws, or discontinues will be made within
45 days of such action.

Also, please be advised that the failure of a student to immediately notify the school director in writing of

the student’s intent to withdraw may delay a refund of tuition to the student pursuant to Section 5002(3) of
the Education Law.

For Business World (Elementary- Advanced) Quarter Programs (12 weeks)

Quarter:

Prior to or during 100% $1,700 0% 0%
the first week
During the second 75% $1,275 25% $425
week
During the third 50% $850 50% $850
week
During the fourth 25% $425 75% $1,275
week
After the fourth 0% $0 100% $1,700
week

Subsequent Quarter:

Prior to or during 75% $1,275 25% $425
the first week
During the second 50% $850 50% $850
week
During the third 25% $425 75% $1,275
week
After the third week 0% $0 100% $1,700
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For Academic Preparation (Advanced), Three Quarters Program (24 weeks)

First Quarter:

Prior to or during 100% $2,395 0% $0
the first week
During the second 75% $1796.25 25% $598.75
week
During the third 50% $1,197.50 50% $1,197.50
week
During the fourth 25% $598.75 75% $1,796.25
week
After the fourth 0% $0 100% $2,395
week

Second Quarter:

Prior to or during 75% $1,197.45 25% $399.15
the first week
During the second 50% $798.30 50% $798.30
week
During the third 25% $399.15 75% $1,197.45
week
After the third week 0% $0 100% $1,596.60
Third Quarter:

Prior to or during 75% $598.72 25% $199.57
the first week
During the second 50% $399.15 50% $399.15
week
During the third 25% $199.57 75% $598.72




week

After the third week 0%

$0

100%

$798.30

For Academic Preparation (Upper-Intermediate), (16 weeks) Term Program

16-week Term:

Prior to or during 100% $1,695 0% $0
the first week
During the second 80% $1,356 20% $339
week
During the third 65% $1,101.75 35% $593.25
week
During the fourth 50% $847.50 50% $847.50
week
After the fifth week 30% $508.50 70% $1,186.50
After the fifth week 0% $0 100% $1,695

Subsequent 16-week Term

During the first week 80% $1,356 20% $339
During the second 65% $1,101.75 35% $593.25
week
During the third 50% $847.50 50% $847.50
week
After the fourth 30% $508.50 70% $1,186.50
week
After the fourth 0% $0 100% $1,695
week

For General English (1-5) Term Programs 16-week Term:




Prior to or during 100% $1,695 0% $0
the first week
During the second 80% $1,356 20% $339
week
During the third 65% $1,101.75 35% $593.25
week
During the fourth 50% $847.50 50% $847.50
week
After the fifth week 30% $508.50 70% $1,186.50
After the fifth week 0% $0 100% $1,695

Subsequent 16-week Term:

During the first week 80% $1,356 20% $339
During the second 65% $1,101.75 35% $593.25
week
During the third 50% $847.50 50% $847.50
week
After the fourth 30% $508.50 70% $1,186.50
week
After the fourth 0% $0 100% $1,695
week

For TOEFL Preparation (Advanced), (16 weeks) Term Program 16-week Term:

Prior to or during 100% $2,495 0% $0
the first week

During the second 80% $1,996 20% $499

week
During the third 65% $1,621.75 35% $873.25

week

During the fourth 50% $1,247.50 50% $1,247.50
week

After the fifth week 30% $748.50 70% $1,746.50




After the fifth week 0% $0 100% | $2495

Subsequent 16-week Term:

During the first week 80% $1,996 20% $0
During the second 65% $1,621.75 35% $499

week

During the third 50% $1,247.50 50% $873.25
week

After the fourth 30% $748.50 70% $1,247.50
week

After the fourth 0% $0 100% $2,495
week

Obtaining a Tuition Refund

When a student wishes to withdraw from a class, the student requests a Drop/Add Form from the school
director, who then signs the form and completes a Refund Calculation Form based upon the student's last
date of physical attendance at the school. In accordance with the prevailing student refund policy (noted
above), the student is issued a refund check within 45 days. The failure of a student to immediately notify
the school director in writing of the student's intent to withdraw may delay a refund of tuition to the student
pursuant to Section 5002(3) of the Education Law.

Student Services
Attendance:

Regular attendance is essential for success. To receive a certificate of completion, students must attend at least
70% of the scheduled hours. As per federal law, students with F-1 visa status must complete 18 hours of classroom
attendance per week to maintain their status.

Procedure:

Attendance is recorded by the teacher, whose document is the official record. This roster is submitted to the
Registrar, who enters the data into the system.

Absences:

Students are required to complete any missed assignments and are encouraged to attend weekly review classes,
which are offered free of charge. The school will reach out to students who have frequent late arrivals or absences
to discuss their attendance. If absences are unjustified, the student will receive a warning letter, which could
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potentially lead to dismissal. Continued unexcused absences will result in a second warning letter and further
consequences, including:

e Official withdrawal by completing a Drop/Absent form.
e Termination of the student's F-1 visa status by the Designated School Official (DSO) in SEVIS.

Any applicable refunds will be processed within 10 days of dismissal/termination. (Please refer to the Campus
Refund Policy for more details.)

The Leave of Absence (LOA):

The policy provides students the opportunity to take a break for a specific, predefined duration when they have a
legitimate reason. The school holds the authority to grant a Leave of Absence to students who meet the necessary
criteria. To initiate the process, students are required to complete and sign an LOA form. It is important for
students to return to school on the agreed-upon date. The approval of a Leave of Absence is ultimately at the
discretion of the School Director, and students may be granted a maximum absence of up to 60 days.

Review Class:

In the interest of supporting our students’ education, CAMPUS provides a review class to those who have been
absent due to extenuating circumstances and to students who want or need additional help and instruction. The
student will be allowed to do one review class per week, up to a maximum of 4 (four) hours. These classes are
free.

Tardiness:

Developing good work ethics is an important part of the training at CAMPUS. Students arriving late for
class interrupt the instructor and other students. If students are more than 60 minutes late, they will have
to wait for the 2nd session to join the class.

Students who are under F1/M1 visa status should know:

e As per 8 CFR Part 214.2(F)6(1)(D), an international non-immigrant (F1) student is required to
complete 18 hours of classroom attendance per week to maintain status.

e Once the Registrar makes a class roster for a class, the student is informed about the new class
schedule, payment schedule, and other requirements to pass the program.

e The Registrar and the DSO monitor the individual student attendance every week.

e [f attendance is poor or irregular, i.e. below 18 hours per week in case of (F1/M1) students, then the
Registrar requests the DSO to send out a warning letter to the student by registered mail and also
requests that the student talk in person with the DSO within 7 days.

e If the student either fails to contact the school’s Registrar or DSO after receiving the warning
letters (at least 2 warning letters will be sent) and the student still fails to attend class without valid
reasons, the DSO/ PDSO will notify the delinquent student about his/her termination in SEVIS.

e Refund policy applies. Any refunds, if due, will be issued within 45 days of termination.

Termination Due to Non-Payment:

Students are expected to pay in full by the first day of class. Students who fail to pay tuition fees in full will
not be allowed to attend class or to reenroll for the next semester.

e The Registrar reviews lists of students who have not fully paid but are attending classes.
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e Registrar sends out reminder letters to students stating the outstanding balance with breakdown of
charges.

e Ifstudents fail to pay, a 2nd and final reminder letter will be sent to students.

e Failure of students to settle their dues within 30 days of receipt of final notice will lead to termination.

e Registrar will forward the student record to DSO for termination in SEVIS.

e Termination Notice will be sent to the student.

Method used to Collect Debt:
Any former student who owes Campus Education will receive two written notices of such debt, after which
the account will be turned over to a legally registered collection agency or similar organization.

Counseling:
Students who seek personal counseling may see any one of the Admissions Representatives or the School
Director for advice on where to go for such help.

Proper Dress Code and Classroom Decorum:

Students are encouraged to dress in a manner appropriate to the customary standards of school and
professional life. Under no circumstances may students wear any attire while on school premises that may
be offensive or disruptive to other students, faculty, or staff members. Furthermore, students may not listen
to portable or personal music units while in class.

Crime awareness and school security:

It is the policy of the school to safeguard the students and employees of CAMPUS by having a secure door
at the entrance of the school and security cameras for recording purposes. In accordance with federal law,
CAMPUS posts information regarding crime awareness and school security on its bulletin boards.

1. The incoming personnel or students may press the buzzer or enter using the door code in order for
them to enter the building.

2. A security camera is conspicuously placed in every strategic location of the school facility to record
any crime that might happen.

3. The reception desk personnel receive visitors/guests.

Visitors sign in at the reception desk and wait in the school’s waiting area.

5. Visitors are called in one at a time whenever they want to speak to the school Director or to any
teacher or CAMPUS employee.

>

Student Conduct

To ensure safety and security of the CAMPUS community and in the interest of providing a climate of
student and staff cooperation, students are expected to behave in a mature manner. Failure to adhere to
the student conduct code can result in suspension or dismissal from the institution.

Offenses Subject for Suspension:
Unacceptable conduct or attitude, both in class and on school premises, will not be tolerated and may result
in suspension from CAMPUS.

The purpose of suspension is to give the student time away from school to reflect on the situation and
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to understand that further infractions may lead to dismissal from CAMPUS. During the suspension, the
student will be marked absent for the hours missed and will be subject to any consequences incurred for
such absences.

Students may be suspended after one verbal warning for the following:

l.
2.
3.

4.
5.

Smoking in areas designated by law or school policy as nonsmoking areas.
Eating or drinking during class.

Continuing to use a computer terminal or other facility that is needed for another group’s scheduled
class.

Wearing inappropriate attire (see details in Proper Dress Code section above).
Failure to adhere to academic integrity standards during tests, quizzes, or examinations (such

as using notes or materials, talking to or copying from other students, and/or copying another
student’s projects or assignments).

6.

Frequent tardiness or leaving before class dismissal.

Students may be suspended immediately and without warning for the following:

l.
2.
3.
4.
5.

Defacing school property or the personal property of other members of the school community.
Behaving disruptively in the classroom.

Behaving inappropriately on CAMPUS school premises.

Coming to class under the influence of alcohol or drugs.

Presenting or wearing someone else’s ID.

Offenses Subject for Termination/Dismissal
The following breaches of conduct are valid grounds for immediate dismissal or termination from school:

1. Grave threats to fellow students, teachers, or any CAMPUS employee.

2. Using physical or verbal abuse, profanity or violence in any form.

3. Using, selling, possessing or distributing drugs or other illicit substances.

4. Engaging in sexual harassment or sexual assault. Sexual harassment including hostile
environment and quid pro quo (forcing an individual to perform sexual favors in return for
something.) CAMPUS strictly imposes sanction if any form of sexual harassment is committed.
It is a violation of the school’s policy and a violation of federal law.

5. Sexual harassment is described as an unsolicited, non-reciprocated behavior, including, but not
limited to unsolicited verbal comments, and harassment, sexist remarks about a person’s body
or sexual activities, patting, pinching, or unnecessary touching, subtle pressure or demands for
sexual favors accompanied by implied or overt threats concerning employment or student
status, and physical assault. Individuals who consider they are victims of sexual harassment
should contact the School Director, who will investigate reported incidents confidentially and
take necessary action. Disciplinary actions include suspension or dismissal from school,
depending on the nature and substance of grievance.

6. Improper use, destruction, or unauthorized removal of school property and/or the property of
others.

7. All types of dishonesty, including cheating, plagiarism, knowingly furnishing false information
to the institution, and forgery, alteration or use of institution documents of identification with
intent to defraud.

8. Theft or damage to the school premises or damage to the property of a member of the school
community on the school premises.

9. Setting off the fire alarm without good cause.

10. Missing more than 20 percent of instruction time that is recorded as unexcused absences.

11. Not meeting financial responsibilities to the school.
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12. Not adhering to the school’s rules, regulations, policies and code of conduct.

The School Director will notify students in writing should it become necessary to dismiss them from the program.
The dismissal letter will contain the date and the reason for dismissal. Prepaid tuition will be refunded in
accordance with existing school refund policy.

Appeal on Suspension:
Any student who desires to dispute the basis for suspension should notify the School Director immediately and
in writing and request a review of the case.

The School Director, Academic Director, and ESL Coordinator will then meet to discuss and review the case.

All appeals will be reviewed in a timely manner, and the decision will be communicated to the student in writing
no later than ten business days from the date that the appeal was submitted by the student. The decision of the
review panel will be final.

Student Housing:
CAMPUS does not offer housing accommodations. Individuals in need of local housing should refer to the

classified section of the city and local newspapers. Apartment shares and rentals can also be located through
several Internet web sites.

Emergencies:
CAMPUS always considers everyone’s safety. In the interest of order, safety and security, students are asked

to familiarize themselves with emergency procedures and evacuation routes. Floor plans showing the
location of fire exits and fire extinguishers are posted on bulletin boards. In case of power failure, emergency
lights that are strategically installed will automatically turn on to provide temporary lighting.

Individual illness or injury must be reported immediately to a member of the administration. CAMPUS
reserves the right to contact a relative or friend of the student and request emergency medical assistance in
the event of a student’s illness or injury. A first-aid kit is maintained for minor emergencies.

Bulletin Boards:

To keep informed of school activities, class schedules, CAMPUS news, social events, housing
opportunities, etc., students are encouraged to regularly read notices on bulletin boards located
throughout the school. Notices for non-CAMPUS-sponsored or -related community activities may be
posted on school bulletins with the approval of the School Director. Generally, no approvals will be issued
for advertisement of commercial enterprises unrelated to CAMPUS business. Personal or community notices
posted on official bulletin boards meant for particular offices or purposes will be removed.

Lost and Found:

Lost personal items must be reported immediately to the School Director for proper action. For information
dissemination, the school will put announcements on bulletin boards. Once an item is recovered, the
student will be immediately notified and can only claim the item upon presentation of proper identification
and upon conviction that he or she really owns the item. As a good practice, students are advised to always
check their personal belongings in and out of the school premises.

Privacy Rights:

The Family Educational Rights and Privacy Act of 1974 gives students the right to inspect their
educational records upon reasonable notice. The Act also guarantees the privacy of student educational
information and sets forth the conditions and circumstances under which a student’s records may be
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shown to others. Information contained in student records is private and confidential and will not be
released to, nor discussed with, any individual or organization (except to agencies exempted under the
law) without the appropriate written consent of the student.

Student Grievances and Student Rights:

A formal complaint refers to any matter in which a Student Complaint Form is completed by the student, no
matter how serious the issue. All student complaints are important and attended to immediately. Some
complaints can be handled by the ESL Coordinator or the Academic Director; larger issues must be
presented to the school Director.

A student should first discuss the matter with the person with whom the student has a grievance. In the
event that a student is uncomfortable discussing it with the second party, it should be taken to the appropriate
administrator. To formalize the complaint, a Student Complaint Form must be completed. The
administrator listens to both parties and offers resolutions which both can agree upon. If the matter remains
unresolved, or if it escalates, disciplinary action may be necessary. Records of formal complaints against
personnel are kept in the employee’s file in the Office of the School Director.

At all times, students have the right to make complaints by contacting the New York State Education
Department. Students may consult the Student Disclosure Material that was given to them during the
enrollment process and is printed below for general reference.

STUDENT DISCLOSURE MATERIAL

Information for Student
Students’ Rights
Schools are required to give this disclosure pamphlet to individuals interested in enrolling in their school.

Student Rights:

Schools are required to give this disclosure pamphlet to individuals interested in enrolling in their school.
Students enrolling in an English as a second language program at a school certified by the New York State
Education Department must receive a copy of this information regarding student rights before an enrollment
agreement is signed. As a consumer protection measure, the New York State Education Department registers
for-profit schools which teach English as a second language and accept no public funds. These schools are
required to meet minimum requirements detailed in Education Law and Commissioner’s Regulations in
order to assure that students get what they are paying for -namely, instruction in English as outlined by the
school.

Student’s Right to File a Complaint:

If a student has any legitimate complaint against a school certified by the New York State Education
Department, he/she should attempt to resolve the complaint with the school directly. If this fails, or if a
student feels that he/she would be penalized by the school for making a complaint, the student may file the
complaint with the State Education Department.

Complaints that are not able to be resolved by the school are rare and will usually not arise. However, if
such a situation occurs, all attempts to resolve complaints with the school should be documented in writing.
Complaints may be about school standards, advertising, facilities, qualifications of teaching and
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management personnel, methods of collecting tuition and fees, etc. Schools certified by the New York State
Education Department are required to file documents relating to all of these aspects of the school’s
operations with the State Education Department in order to become certified.

The steps you must take to file a complaint with the New York State Education Department are:

1. Write to the New York State Education Department, 116 West 32nd Street, Sth Floor, New York,
New York 10001, or telephone the Department at (212) 6434760, requesting an interview for the
purpose of filing a written complaint. Bring all relevant documents with you to the interview,
including an enrollment agreement. An investigator from the Department will meet with you and go
through your complaint in detail.

2. If you cannot come for an interview, send a letter or call the office to request a complaint form, or
visit the Department website - http://www.acces.nysed.gov/bpss/student-rights - to download the
form. You must complete and sign this form and mail it to the Department. Please include with it
copies of all relevant documents. You should keep the originals. You must file a complaint within
two years after the alleged illegal conduct took place.

The Education Department’s Bureau of Proprietary School Supervision cannot investigate any
complaint made more than two years after the date of the occurrence.

3. The investigator will attempt to resolve the complaint as quickly as possible and may contact you
with follow-up questions. You should provide all information requested as quickly as possible; delay
may affect the investigation of your complaint. When appropriate, the investigator will try to
negotiate with the school informally. If the Department determines that violations of law have been
committed and the schools fails to take satisfactory and appropriate action, then the Department
may proceed with formal disciplinary charges.

What is the Tuition Reimbursement Fund?

All schools must have a tuition refund policy for each program included in the student enrollment agreement.
Read and understand the school’s policy regarding tuition refund and cancellation before you sign the
enrollment agreement. If you do not understand it, or are confused by the school’s explanation, get help
before you sign. You may ask for assistance from the Department at the address provided.

The Tuition Reimbursement Fund is designed to protect the financial interest of students attending
proprietary English as a second language schools. If a school closes while you are in attendance, prior to the
completion of your educational program, then you may be eligible for a refund of all tuition expenses which
you have paid.

If you drop out of school prior to completion and you file a complaint against the school with the State
Education Department, you may be eligible to receive a tuition refund if the State Education Department is
able to provide factual support that your complaint is valid and determines that there was a violation of
Education Law or Commissioner’s Regulations as specified in Section 126.10(j) of the Commissioner’s
Regulations. To file a claim to the Tuition Reimbursement Fund, you must first file a complaint with the
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State Education Department at the address provided. The staff of the State Education Department will assist
you in the preparation of a tuition reimbursement form (a sample of this form should have been provided
to you upon enrollment).

Where can students file complaints, claims to the tuition reimbursement fund, or get additional information?
Contact the New York State Education Department at:

New York State Education Department Bureau of Proprietary School
Supervision 116 West 32nd Street, 5th Floor New York, New York 10001
Telephone: (212) 643-4760

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

This pamphlet is provided to you by the New York State Education Department (NYSED). The NYSED
regulates the operation of non-publicly funded English as a Second Language schools.

The State Education Department does not discriminate on the basis of age, color, religion, creed, disability,
marital status, veteran status, national origin, race, gender or sexual orientation in the educational programs
and activities which it operates. Portions of this publication can be made available in a variety of formats,
including braille, large print or audio tape, upon request.

Inquiries concerning this policy of equal opportunity and affirmative action should be referred to the
Department’s Affirmative Action Officer, NYS Education Department, 89 Washington Avenue, Albany,
NY 12234.
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CAMPUS attempts to meet all our student needs.

If student needs cannot be met, the institution provides referrals for transfer to other institutions

offering similar or appropriate programs.

Monday — Thursday
8:30 AM -9:30 PM

Friday
8:30 AM -9:30 PM

Saturday
8:30 AM -9:30 PM

New Year’s Day Juneteenth National
Martin Luther King Jr. Day Independence Day
Presidents’ Day Labor Day
Memorial Day Weekend Thanksgiving Day Weekend
Columbus Day Christmas Day
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