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Consumer Information

This catalog is published with information regarding the college’s academic programs, policies, and other
relevant information. It is made available to students and prospective students in electronic form and in
written form upon request. The information contained within this catalog is current and accurate as of the
date of publication. If changes to the catalog are made, such changes will be made available as addendums
to the catalog. Kino College will submit revisions to the catalog or a newly published catalog to the Arizona
State Board for Private Post-Secondary Education and the State Approving Agency for the Arizona
Department of Veterans Services in written or electronic form within 10 days of the date of the revision or
following new catalog publishing. Students are expected to read and understand the information and policies
stated in this catalog.

Kino College affirms a policy of equal employment opportunity, equal educational opportunity, and
nondiscrimination in the provision of educational services to the public. The college makes all decisions
regarding recruitment, hiring, promotion, and all other terms and conditions of employment without
discrimination on grounds of race, color, creed, religion, sex, sexual orientation, ancestry, national origin, age,
disability, or any other characteristic which lawfully cannot be the basis for an employment decision by state,
local or federal law.

Kino College affirms its policy of administering all educational programs and related supporting services and
benefits in a manner that does not discriminate because of a student’s race, color, creed, religion, sex, sexual
orientation, ancestry, national origin, age disability or any other characteristic that lawfully cannot be the basis
for the provision of such services by state, local or federal law.

Kino College adheres to the provisions of:

. Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d et seq.),

. Title IX of the Education Amendments of 1972, as amended (20 U.S.C. 1681 et seq.),

. Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794),

. Age Discrimination Act of 1975 (42 U.S.C. 6101 et seq.), and all Federal regulations adopted to carry
out such laws.

. Americans with Disabilities Act

. Family Educational Rights and Privacy Act of 1974 as amended

. Drug-Free Schools and Communities Act Amendments of 1989

Issues concerning the application of these laws and their implementing regulations may be referred to the Senior
Campus Executive of Kino College at:

Main Campus I.ocation Mailing Address

Kino College Kino College

1980 W Hospital Drive, Suite 202 1980 W Hospital Drive, Suite 202
Tucson, AZ 85704 Tucson, AZ 85704

Kino College encourages students to first attempt to resolve concerns through the College's applicable
grievance or appeal procedure.



Consumer Information

Students who have exhausted Kino College's institutional grievance procedure may file a complaint with the
Arizona State Board for Private Postsecondary Education. Student complaints generally must be filed within
two years of the student's last date of attendance, as provided by Arizona law. Complaint instructions and
the current complaint portal are available through the Board's website at ppse.az.gov.

Arizona State Board for Private Postsecondary Education
1740 W. Adams Street, Suite 3008

Phoenix, Arizona 85007

602-542-5709

Complaints alleging that Kino College has failed to comply with ABHES accreditation standards may be
submitted to the Accrediting Bureau of Health Education Schools (ABHES) through its online complaint
system at complaintsabhes.com, by email at complaints@abhes.org, or by mail to:

Accrediting Bureau of Health Education Schools
6116 Executive Boulevard, Suite 730

North Bethesda, Maryland 20852

Phone: 703-917-9503

Students who have concerns or complaints involving federal student aid may submit feedback or a
complaint to the U.S. Department of Education, Federal Student Aid (FSA), through the Federal Student
Aid Feedback Center. The Feedback Center may also be used to report suspicious activity or potential
scams involving federal student aid.

Federal Student Aid Feedback Center:
StudentAid.gov/feedback-center

If a student has attempted to resolve a federal student aid dispute through the appropriate channels and the
issue remains unresolved, the student may seek assistance from the U.S. Department of Education's Office
of the Ombudsman. The Office of the Ombudsman is a neutral, informal, and confidential resource that
assists with resolving disputes involving federal student aid.

Office of the Ombudsman information is available at:
StudentAid.gov/feedback-ombudsman

Disclosures for State-Specific Educational Requirements for Licensure or Credentialling

The State of Arizona does not currently require state licensure or certification to practice as a medical
assistant. Kino College's Professional Medical Assistant program prepares graduates to seek applicable
national medical assisting certification; however, certification requirements and employer requirements may

vary.

When federal disclosure requirements apply, Kino College will provide prospective and enrolled students with
required disclosures concerning whether the program meets educational requirements for professional
licensure or certification in the state in which the student is located. Students are responsible for promptly
notifying Kino College of any change in their physical location or state of residence so that applicable
disclosures may be provided.
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Information Security and Sharing

Kino College does not share non-public student information without prior authorization except as necessary to
provide students with a contracted product or service. An example of when non-public information may be
shared with a third party is in the processing of Title IV Student Financial Aid. Kino College uses a third-party
servicer to process Title IV Student Financial Aid. In this case, only the information required to develop and
process the Student Financial Aid package or handle a Return of Title IV funds are shared with the third-party
servicer.

Kino College stores student information in secure storage repositories. In cases where such information is
exchanged or stored with a third-party servicer, Kino College vets the third-party servicer in advance to assure
that proper safeguards are in place.

Kino College conducts an annual risk assessment and takes appropriate action to protect student data from
unauthorized disclosure. It also provides annual staff training to assure that information is properly safeguarded
and to prevent unauthorized individuals from gaining access to customer information under false pretenses.
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Welcome

Welcome to Kino College, where students prepare for rewarding careers in healthcare. According to the U.S.
Bureau of Labor Statistics, employment of medical assistants is projected to grow 13 percent from 2025 to
2035, much faster than the average for all occupations.

Founded in 2012 by healthcare professionals, Kino College was created to serve the medical community by
preparing students with the skills, ethics, professionalism, and confidence needed to pursue careers in
healthcare. Licensed by the Arizona State Board for Private Postsecondary Education and accredited by the
Accrediting Bureau of Health Education Schools (ABHES), the College welcomed its first students in March
2014 and has been in continuous operation since.

Kino College's Professional Medical Assistant program combines classroom instruction, hands-on skills
training, critical thinking, professionalism, and experiences within healthcare environments. The curriculum,
taught by medical practitioners, prepares students for entry-level employment in medical assisting and provides
instruction designed to prepare graduates to sit for the Certified Clinical Medical Assistant (CCMA) national
certification examination.

From classroom and skills training through midternship and externship experiences, students have opportunities
to develop and apply the knowledge, practical skills, and professional behaviors expected in the healthcare
workplace. Experienced instructors provide education, guidance, and mentorship throughout the student's
journey. The school also provides career placement services to facilitate the transition from school to the
medical practice.

Kino College participates in Title IV Federal Student Aid programs for eligible students, and eligible students
may use U.S. Department of Veterans Affairs (VA) education benefits. Financial aid and VA education benefit
eligibility are determined in accordance with applicable federal and VA requirements. The College also
provides career services and employment-search resources to graduates. While employment outcomes cannot be
guaranteed, Kino College is committed to supporting graduates as they pursue their individual career goals.

At Kino College, we value an open and supportive learning community built on respect, integrity,

accountability, and professional growth. We invite you to become part of the Kino College community and
pursue your personal and professional goals.

This is Kino College!



General Information

The College

Kino College is a licensed and accredited private postsecondary school, specializing in allied health career
training and focusing on providing highly qualified personnel for the medical profession. It was founded in
2012 by healthcare professionals actively working in the medical community who were attuned to the needs of
the modern medical office.

Kino College Mission
The mission of Kino College is to prepare students with the highest standard of skills, ethics, and
professionalism to realize a rewarding career in today’s healthcare industry.

Educational Philosophy

The educational philosophy of Kino College is to accept motivated applicants, provide them with highly
qualified instructors in an encouraging learning environment, provide a unique professional atmosphere where
students learn to function responsibly, and use methods that apply theory through practical application of the
information being taught. The goal of the training is job readiness at an entry level as a healthcare professional
and to start each graduate on the ladder of upward mobility in her/his chosen career.

Kino College Objectives

1. Curricula and Instruction
Provide students with instructional programs that follow a systems approach to learning, built upon the academic
knowledge base of basic and clinical sciences, and taught by leading medical professionals in the local community
including physicians, nurse practitioners, nurses, medical assistants and working clinical specialists.

2. Teamwork
Prepare students to work as a member of the medical team by virtue of exposure to a wide array of medical
practitioners in the classroom who stress a team approach to medical care delivery.

3. Facilities
Instruct students in an active medical facility.

4. Professionalism
Demonstrate attributes that define excellence in the profession from the first day of class to the day students
embark on their clinical externship, e.g., empathy and respect, motivation and taking initiative, flexibility,
professional dress, respectful attitude and behavior, and lifelong learning.

5. Student Success
Place students into clinical experiences that will enable students to competently practice the skills needed to be
successful in their long-term career.

Instructional Methodology

Kino College is dedicated to the belief that education enriches an individual personally and professionally. Kino
College’s Professional Medical Assisting program balances theory, critical thinking, and skill training in its
various program of study. The program is taught in English using a systems approach that employs a variety of
instructional methods including lecture, demonstration, laboratory, and practical application. It provides for the
specific interests of Kino College students as they pertain to the healthcare system and educates and stimulates
Kino College students during their training.



Academic Calendar

Both the student holiday and cohort start schedule are listed in Addendum 3 of this catalog.



Admission Requirements

Entrance Requirements

Kino College does not discriminate access to its programs and services on the basis of race, color, national origin,
sex, disability, age, religion, or any other status protected by applicable federal or state law. A personal interview is
conducted with each prospective applicant prior to enrollment. During this interview, an admissions representative
will discuss the school’s programs in relation to the applicant's career preference, individual motivation, prior
training, and potential for success in training and subsequent employment. Prospects who are not well matched with
the program will be denied admission.

Applicants are to have graduated from high school or have a recognized equivalent of a high school diploma.
Recognized equivalents of a high school diploma include:

¢ A General Education Development Certificate (GED);
e A State-authorized homeschool diploma or other State-approved homeschool completion document.

e A foreign diploma evaluated by an agency approved by the U.S. Department of Education that is at a
minimum the qualitative and quantitative equivalent of a high school diploma issued in the United
States;

e A State certificate received by a student after the student has passed a State-authorized examination that
the State recognizes as the equivalent of a high school diploma; or

e An academic transcript of a student who has successfully completed at least a two-year program that is
acceptable for full credit toward a bachelor’s degree

Kino College will make a reasonable effort to confirm the validity of questionable high school diplomas and
will act if either the school or the Secretary of the U.S. Department of Education have reason to question their
validity. Such actions include but are not limited to:

e Requiring that the applicant provide a certified copy of the high school transcript and/or other official
documentation.

e Checking a list of known diploma mills maintained by the school Admissions department. Note: This
list may not be all inclusive as not all diploma mills are currently known.

e Checking online for information about the high school’s legitimacy. Note: the presence of the school on
the FAFSA list is not a guarantee that the school is legitimate.

e Contacting the Department of Education in the State which the diploma was issued to confirm that the
school is recognized by the State.

Students having completed sufficient credits towards their high school diploma and can reasonably be expected
to graduate prior to the completion of their program may be provisionally admitted into the program with an
official attestation from the high school or homeschool equivalent. Provisionally admitted students must submit
evidence of graduation from high school or present a recognized equivalent of a high school diploma before
they will be allowed to graduate from the program. Students are not eligible to participate in Title IV Student
Financial Aid programs or receive VA educational benefits while on provisional status.
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Admission Requirements

Students are required to successfully complete a criminal background check and drug screening as part of the
program requirements. Applicants must truthfully disclose felony, domestic violence, drug-related, or other
criminal convictions. Depending on the nature and circumstances of the offense and applicable program or
clinical-site requirements, a criminal history may affect admission to the program or the student's ability to
participate in required clinical experiences and future employment. Students who receive a felony, domestic
violence, drug-related, or other criminal conviction while enrolled must disclose the conviction to an
appropriate Kino College official prior to attending their next scheduled class or clinical activity. Failure to
provide truthful and complete information, refusal to submit to a required criminal background check or drug
screening, or failure to satisfy applicable drug-screening requirements may result in denial of admission,
inability to participate in required clinical experiences, or other action up to and including dismissal from the
program.

Students may observe procedures, interact with patients, demonstrate clinical skills, and participate in
educational activities within hospitals, medical offices, or other healthcare settings. Prior to the start of
midternship, students are required to provide documentation demonstrating compliance with applicable health
and immunization requirements and must continue to satisfy applicable health and safety requirements
throughout the program. Students must also be able to meet the essential requirements of the program, with or
without reasonable accommodation, and satisfy applicable eligibility, health, safety, and other requirements for
participation in required clinical experiences. Requirements established by an affiliated clinical facility may be
separate from, and in addition to, Kino College's program requirements.

Students who require a reasonable accommodation should contact Kino College in accordance with the
College's disability and accommodation policies.

Advanced Placement, Experiential Learning, Transfer of Credit and Course Waiver

Kino College generally does not accept transfer credit from other institutions except where required by an
applicable approved policy or regulatory requirement. Coursework previously completed at Kino College may be
considered for credit in accordance with the College's recency and academic requirements and the course or its
equivalent is currently being offered as part of the program for which the applicant is seeking admission.

Course credit will not be accepted from institutions other than Kino College unless the student is receiving VA
educational benefits and the transferred coursework fully satisfies a course requirement. All student
transcripts for students receiving VA educational benefits will be evaluated and transfer credit applied as
applicable. Kino College evaluates prior education and training in accordance with its VA-approved prior-
credit policy. Appropriate credit will be granted for applicable prior education or training, the student will be
notified of the evaluation, and the student's program length and associated charges will be reduced when
required by applicable VA requirements.

Coursework may be waived if the requirements have been fully met from life experience or from prior
coursework including traditional college coursework, vocational training, and military training. An example is
BLS and First Aid, which covers Basic Life Support and First Aid. If one holds a current BLS certificate and
elects not to retake the certification course, this portion of the curriculum may be waived. Note: a course
waiver waives only the requirement for the student to attend a particular course or course segment. It does not
result in either a decrease in the tuition amount or a reduction in the number of hours that a student must
complete to graduate from the program. Students receiving a course waiver will receive a grade of PV for
courses waived and will receive an alternate course assignment to make up the hours for the waived course.
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Admission Requirements

Students desiring a waiver for a course should petition Kino College by submitting a request in writing together with
supporting documentation to the College Dean at least two weeks in advance of the scheduled course. The College
Dean will review the request and make the waiver determination. The Dean’s decision is final. If the
documentation to support the waiver involves coursework from another institution, it must be from one accredited
by an agency recognized by the United States Department of Education (USDE) or the Council for Higher
Education Accreditation (CHEA). If the documentation is from another institution not located in the United States
or its territories, the specific education must be evaluated by an agency approved by the USDE, which attests to the
qualitative and quantitative equivalency of the foreign education and the specific course or courses for which a
waiver is to be granted.

Other Considerations

Students are encouraged to carry medical insurance as constant exposure to patients in the medical environment
increases the likelihood of illness. Students not carrying medical insurance at the time of clinical work may be
denied the opportunity to perform clinical midternship and externship activity in the medical centers or in
practices affiliated with the medical centers.

As the program has experiential components, students will be required to perform a variety of tasks that they
would experience in the profession that involve dexterity, endurance, and physical strength. Such demands may
include but are not limited to:

e Walking, standing, and sitting for extended periods of time.

e Pushing, pulling, and carrying up to 10 lbs. of force constantly, up to 20 lbs. of force frequently, up to 50
Ibs. of force occasionally, and safely support the full weight of a patient.

e Reaching, bending, stooping, and kneeling.
e Manual dexterity, tactile sensitivity, and quantitative reasoning (performing calculations).

e Seeing (close, distance and peripheral), hearing, speaking, and writing (e.g., labeling a Vacutainer)

Enrollment Process
An application for enrollment is considered complete when:

e The applicant has completed a formal interview with the college,

e The applicant has taken a basic skills assessment and met a minimum cut score (exceptions require a signed
authorization from the College Dean),

e The applicant has presented official proof of identification,

e The applicant has arranged to submit proof of high school graduation or submit a recognized equivalent
of a high school diploma (see “Entrance Requirements” in this section for more detail on recognized
high school diploma equivalents.)

e The admissions representative has inquired about the applicant’s previous education and training and
requested that the applicant provide transcripts from all prior institutions including but not limited to
traditional college coursework, vocational training, and military training.

e The applicant has signed the enrollment agreement attesting to having read and otherwise understood all
aspects of the enrollment agreement and recognizes their legal responsibilities regarding the contract,

e The admissions representative has signed the enrollment agreement certifying that the applicant meets
all requirements for acceptance as a student and that there have been no verbal or written agreements or
promises other than those appearing on the enrollment agreement, and

e Aschool official has approved the enrollment agreement.
12



Admission Requirements

Prospective students may apply for admission at any time. Prospective students are encouraged to apply several
months in advance, as class space may be limited. Students are admitted on a space available basis. All students
will be admitted on a full-time basis only.

Technical Standards and Accommodations

The Professional Medical Assistant program includes classroom, laboratory, and clinical activities that require
students to perform essential academic and clinical functions. Students must be able to satisfy the essential
requirements of the program, with or without reasonable accommodation.

Kino College provides reasonable accommodations to qualified individuals with disabilities in accordance with
applicable law. Students or applicants seeking an accommodation should contact the College Dean or designated
College representative. Kino College may request appropriate documentation when necessary to evaluate an
accommodation request.

Clinical affiliates may maintain independent health, safety, immunization, background-check, or other placement
requirements. Kino College will work with students regarding reasonable accommodations where applicable;
however, the College cannot require an independent clinical affiliate to waive requirements when doing so would
fundamentally alter the clinical experience or otherwise be inconsistent with applicable law.

13



Finances

Kino College recognizes that finances can be a determining factor in pursuing higher education. Accordingly,
Kino College offers an institutional payment plan and participates in both Federal and State student financial aid
programs.

Kino College works with individual students and their families to build an affordable financial payment plan,
one that ensures that eligible students receive the aid to which they are entitled. It must be emphasized,
however, that primary responsibility for meeting the cost of education remains with individual students and/or
their families. If a student chooses not to pursue a payment plan approved by Kino College prior to the start of
class, the full amount of tuition and fees will be due and payable by the first day of class.

Tuition & Fees
Current tuition and fees are listed in an addendum to this catalog.

Tuition is due in full prior to the start of classes unless the student has received advance approval. Students
withdrawing after the start of class on the seventh calendar day following the applicant’s scheduled start date
(excluding holidays and breaks recognized by Kino College) are subject to a $100 withdrawal fee. Fees for
high school diplomas and transcripts that must be verified for authenticity must be paid prior to enrollment.

Students who must repeat or take courses due to a failing grade will be charged additional tuition on a per clock
hour basis and at the prevailing tuition rate. Repeated coursework may extend the program length.

Tuition and fees are subject to change, but not for students who remain continuously enrolled in their agreed
upon plan of study. Students who must repeat courses after receiving a W or W/F grade may be charged
additional tuition on a clock hour basis and at the prevailing tuition rate. Repeated coursework may extend the
program length.

Other Expenses

Other expenses the student may incur include immunizations (if one is not fully immunized), interest and late
fees if payments are not made on time, room and board, transportation to and from both school and clinical
externship sites, and normal and customary miscellaneous living expenses while attending school (childcare,
etc.). Certain clinical externship sites may charge additional fees (e.g., parking, application) and may require the
extern to have medical insurance. A table of other expenses and total cost of attendance is included in an
addendum to this catalog.

Private Loans and Other Financial Assistance

Kino College offers institutional payment plans administered through an external provider and participates in
U.S. Department of Education Title IV Federal Student Aid programs. In addition, many local financial
institutions enjoy investing in our community. Applicants are encouraged to explore the financial options
available to them prior to enrolling.

Additional Provisions for Students Using U.S. Department of Veteran Affairs (VA) Benefits

In accordance with 38 U.S.C. § 3679(e), Kino College permits a covered individual using educational
assistance under Chapters 31, 33, or 35 of Title 38, United States Code, to attend or participate in the program
during the period beginning on the date the individual provides Kino College with an applicable certificate of
eligibility and ending on the earlier of:
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1. The date on which VA provides payment to Kino College; or

2. 90 days after the date Kino College certifies tuition and fees following receipt of the individual's certificate of
eligibility.

During this protected period, Kino College will not impose a penalty because of delayed VA payment,
including assessing a late fee, denying access to classes or institutional facilities, requiring the covered
individual to borrow additional funds, or otherwise preventing the individual from attending because of the
delayed VA payment.

Kino College may require the student to submit the applicable certificate of eligibility no later than the first
day of the course for which the student wishes to use benefits, submit a written request to use the educational
entitlement, and provide additional information necessary for proper certification of enrollment.

This protection applies only to the portion of tuition and fees expected to be paid by VA. The student remains
responsible for amounts not covered by VA educational benefits.

Cancellation And Refund Policy
If an applicant is not accepted by Kino College, the applicant is entitled to a refund of all monies paid.

Three-Day Cancellation: An applicant who provides written notice of cancellation within three calendar days

(excluding Saturday, Sunday, and federal and state holidays) of signing an enrollment agreement is entitled to
a refund of all monies paid. Kino College shall provide the 100% refund no later than 30 days of receiving the
notice of cancellation.

Seven-Day Cancellation: An applicant who provides written notice of cancellation prior to 5:30 PM on the
seventh calendar day following the program start date (excluding Saturday, Sunday, and federal and state
holidays) is entitled to a refund of all monies paid. Books and supplies issued must be returned in excellent
condition (books free of all markings, supplies in new condition). Charges for books and supplies not returned
in excellent condition will be deducted from the refund amount. Kino College shall provide the refund no later
than 30 days of receiving the notice of cancellation.

Refund After the Seventh Calendar Day Following the Program Start Date;

1. Date of determination
A student choosing to withdraw from Kino College after the seventh calendar day following the program
start date is encouraged to provide a signed and dated written notice of the last day of attendance to the College
Dean. The date of determination will be the later of the date of receipt of the notice or:

A. For a student who has not provided notice, is not on an authorized Leave of Absence and has otherwise
not attended any scheduled academically related activity, which may include classes, projects, clinical
experiences, or examinations for a period of 14 calendar days, 14 days from the point of last day of
attendance.

B. For a student on an authorized Leave of Absence, the date the student was scheduled to return from
leave and failed to do so.

2. Refund
The tuition refund amount shall be determined as follows:
Percent of Clock Hours Attempted: Refund Amount: Amount Owed
14.9% or less 85% 15%
More than 15.0% and less than or equal to 29.9% 70% 30%
More than 30.0% and less than or equal to 44.9% 55% 45%
More than 45.0% and less than or equal to 59.9% 40% 60%
More than 60% No refund is required 100%
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The percentage of clock hours attempted is determined by dividing the total number of clock hours elapsed
from the student’s start date to the student’s last day of attendance, by the total number of clock hours in the
program.

Fees (registration, books and supplies, uniform, and laboratory) are not refundable.

The refund will be issued within 45 days of the date of determination.

Course Cancellation: Every attempt will be made to run a course as scheduled. Should circumstances
preclude a course from being offered, students will be rescheduled into another course that will apply towards
their graduation requirements.

Program Cancellation: Should the college need to cancel a program; it will work with students in good
standing who have been continuously enrolled in their program to teach out the remaining portion of their
program. Should this not be practically or economically possible, students continuously enrolled in the program
and in good standing will receive a full tuition refund.

Title IV Federal Student Aid

Kino College participates in eligible Federal Student Aid programs administered by the U.S. Department of
Education. Federal Student Aid eligibility is determined in accordance with current federal requirements.
Generally, an eligible student must be enrolled as a regular student in an eligible program, meet applicable
citizenship or eligible-noncitizen requirements, have a valid Social Security number when required, satisfy
applicable federal aid eligibility requirements, and maintain Satisfactory Academic Progress.

Federal eligibility requirements may change. Students should consult StudentAid.gov or contact the Kino
College Financial Aid Office for current information regarding eligibility.

Kino College students may be eligible for two types of aid: Federal Pell Grant which generally does not have
to be repaid, although repayment may be required in certain circumstances, such as when a student's eligibility
changes or the student withdraws, and Federal Direct Student Loans which offer students an affordable loan to
close the gap on financing their education.

Applying for Title IV Federal Student Aid

Students apply for Federal Student Aid by completing the Free Application for Federal Student Aid (FAFSA) at
StudentAid.gov and including Kino College's federal school code, 042992. Applicants and required FAFSA
contributors must provide the consent and approval necessary for applicable federal tax information to be
transferred from the IRS through the FUTURE Act Direct Data Exchange (FA-DDX).

Kino College may request additional documentation when required for verification, resolution of conflicting
information, professional judgment, or other federal aid requirements.

Students borrowing Federal Direct Loans must complete applicable Entrance Counseling and a Master Promissory
Note before loan funds may be disbursed.

Student Responsibilities with the Office of Financial Aid
Protecting, maintaining, and renewing financial aid is a very important responsibility for all students. A
student’s financial aid responsibilities include the following:

e Acknowledging and meeting all deadlines for applying reapplying for Financial Aid,

o Providing complete and accurate information on the FAFSA and financial aid forms,

e Responding to all requests for additional documentation in a timely manner,
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e Providing updated information when changes occur such as a withdrawal from the college, a change in
enrollment status, name, marital status or expected date of graduation,

o Being in good Academic Standing with the college as well as maintaining Satisfactory Academic Progress
(SAP)

o Reading all documents the Office of Financial Aid sends to the student.

Misreporting information for Federal Financial Aid is a violation of the law and is considered a criminal
offense.

Loan Repayment and Financial Aid Disclosures

If a student obtains a loan to pay for an educational program, the student bears the responsibility to repay the full
amount of the loan plus interest, less the amount of any refund. If the student has received Title IV Federal Student
Aid funds, the student is entitled to a refund of the money not paid from Title IV Federal Student Aid program
funds. See the Return to Title IV (R2T4) section that follows.

Note: If the student is eligible for a loan guaranteed by the federal or state government and the student
defaults on the loan, the federal or state government or a loan guarantee agency may act against the
student, including applying any income tax refunds to which the person is entitled to reduce the balance
owed on the loan.

Return to Title IV (R2T4)

Federal law specifies how Kino College must determine the amount of Federal Student Aid earned by a
student who withdraws from the program. Kino College performs the Return of Title IV Funds calculation on
a payment-period basis using the student's withdrawal date and the clock hours the student was scheduled to
complete in the payment period as of that date. A student who completes more than 60% of the payment
period earns 100% of the Title IV aid for that payment period. When a student completes 60% or less, the
amount earned is determined in accordance with the federal Return of Title IV Funds formula.

If the amount of Title IV aid disbursed exceeds the amount earned, Kino College and, when applicable, the
student must return the unearned portion in accordance with federal requirements. If the amount earned
exceeds the amount disbursed, the student may be eligible for a post-withdrawal disbursement.

Kino College will complete required notifications, post-withdrawal disbursement procedures, and returns
within the timeframes established by federal regulation.

Federal R2T4 calculations are separate from Kino College's institutional cancellation and refund policy. A
student may therefore owe a balance to Kino College after Title IV funds have been returned.

Holder in Due Course Statement:

Any holder of this consumer credit contract is subject to all claims and defenses that the debtor could assert
against the seller of goods or services obtained pursuant hereto or with the proceeds, hereof. Recovery
hereunder by the debtor shall not exceed amounts paid by the debtor (FTC Rule effective 5-14-76).
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Grades

Grades are issued after every course. The grade will be calculated based on attendance, participation and the
results of assignments and examinations administered during and following the completion of each course.
Grades for repeated courses supersede those issued for the courses repeated when calculating the cumulative
grade point average (GPA). Course withdrawals, incomplete grades, transfer credits (other than those from
Kino College), proficiency credits, and repeated, non-credit, and remedial courses are not counted in the
calculation of the GPA.

Grading Guidelines
Progress reports will be issued at the midpoint of the program and prior to externship. Progress reports will
indicate the courses taken, and grades earned (if applicable).

Kino College uses the following grading system to evaluate the student's performance:

Grade Quality Points Grade Quality Points
A = 4.00 C = 2.00

A- = 3.66 C- = 1.66

B+ = 3.33 D+ = 1.33

B = 3.00 D = 1.00

B- = 2.66 D- = 0.66

c+ = 233 F = 0.00

I = Incomplete (see requirements below)

W = Withdrawal WF = Withdrawal/Failing
P = Pass F = Failure

PV = Waived course

A grade of “I” may be granted if all the following criteria are met:
1. The faculty member and/or College Dean determine that the grade is appropriate.

2. The student has otherwise earned a passing grade in the course based on submitted assignments and
participation as of the time that the grade is requested.

Assignments submitted after the last day of class will not be accepted unless an “I” grade was previously issued,
and the assignment is being submitted to resolve the conditions resulting in the “I”” grade. Exceptions to this
policy are as follows:

1. “I” grades will be granted without any reduction of the letter grade if the college has granted an
accommodation in accordance with the Americans with Disabilities Act or otherwise with approval by
the College Dean.

2. Faculty may accept final class work within 24 hours of the originally scheduled course end time with an
appropriate late grade penalty consistent with the late policy applicable in the class.

A grade of “W” will be issued for students in the following cases:
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1. The student requests in writing to the college that a grade of “W” be issued and the student was passing
the course at the time of the request, or

2. Less than 66.6 percent (%) of the course hours were completed and the student was passing at the course
conclusion.

A grade of “WF” will be issued for withdrawn students not meeting the grade requirements for a “W” grade.

A grade of “PV” will be issued for students who have met the following requirements:

1. The procedure and requirements for a waiver as detailed in the Admission Requirements section have
been fully followed and satisfied, or the student has completed an alternative instructional activity that
satisfies the fundamental requirements of the course being waived (e.g., completing course requirements
by assisting at a proctored health screening of students at a local high school).

2. The College Dean has granted approval for the waiver.

“P” and “PV” grades count towards graduation but are not included in a student’s overall grade point average.

General Academic Policies

Academic Grievances (Grade Related)

Kino College has a responsibility to protect the rights of students and ensure compliance with its
nondiscrimination policy by providing due process for those who desire to file a grievance against the program,
including any claim of discrimination.

Students may dispute a grade if the grade awarded does not appear to match the grade corresponding to the
student’s earned point totals as shown in the course syllabus. Students may not request that assignments be re-
graded or turn in missing assignments following the assignment of a course grade.

The grievance process begins with the student bringing the matter to the attention of the instructor. This may be
in the form of a conversation between the instructor and student, or by submitting a written request including
supporting documentation to the instructor. The instructor has five (5) working days to review the grievance
and initiate any changes to the grade.

If the instructor does not address the matter within five (5) working days or if the grade awarded still does not
match the grade corresponding to the student’s earned point totals as shown in the course syllabus, a written
grievance and supporting documentation may be escalated to the Dean for resolution. The Dean will provide a
written decision within ten (10) working days from the receipt of the grievance. The Dean’s decision is final.

The grade grievance process must be initiated within five (5) working days of the issuance of the grade. After
that time, the grade is considered final and is no longer subject to challenge. If a grade dispute has been
initiated within the five (5) day period, the grade will not be finalized until the dispute is resolved.

Academic Dishonesty (Cheating)

Kino College recognizes honesty and integrity as being necessary to its academic function. The following
regulations protect the equity and validity of Kino College’s grades and degrees and help students develop
standards and attitudes appropriate to academic life.

1. No student will receive assistance not authorized by the instructor in the preparation of any assignment,
essay, laboratory report, project or examination submitted as a requirement for an academic course.
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No student will knowingly give unauthorized assistance to another person in such preparation.

3. No person will sell, give, lend, or otherwise furnish to any unauthorized person material that can be
shown to contain the questions or answers to any examination scheduled to be given at any subsequent
date, in any course of study offered by Kino College excluding questions and answers from tests
previously administered. If a student should come across an unauthorized source of questions and
answers, it will be their ethical duty to identify such information to the college.

4. Plagiarism is prohibited. Themes, essays, term papers, tests and other similar assignments must be the
original work of the student submitting it. When direct quotations are used, they must be indicated, and
when the ideas of another are incorporated in the paper, they must be appropriately acknowledged.
Unless otherwise noted, the citation style should be according to the MLA standard.

5. Fraudulent research activity is prohibited. Misrepresentation of data collection and analysis, including
falsification, fabrication or omission of data is unacceptable.

6. Any person taking, or attempting to take, steal or otherwise procure in any unauthorized manner any
material pertaining to the conduct of a class including tests, examinations, laboratory equipment, roll
books, etc., violates this policy.

Directed Study

Directed study is permissible on a case-by-case basis and credit may be awarded. No more than 10 percent of
the didactic portion a student’s program may be delivered in this format. Directed study must be under the
supervision of a faculty member and a learning contract, signed by the faculty member and the student, must be
developed to ensure that the course objectives are met. Directed study is the exception and not the rule. The
number of courses that a student is allowed to take independently is limited.

Attendance

Students are encouraged not to miss any time during the program and are expected to attend all classes and
scheduled shifts from beginning to end. If students are absent from class, they are responsible for keeping
current with the course material and making up missed assignments, homework, and exams.

Absences are recorded in terms of hours and are kept as part of the school’s permanent record. Students in the
classroom clock in and out using a timeclock to document hourly attendance. Midternship and Externship
hours are recorded on timesheets approved by the overseer; a copy of which is to be submitted weekly to the
campus for entry into the timeclock system.

Students absent or tardy for either a class or scheduled shift are to contact the school prior to the beginning of
their class or shift. Late arrivals to class will not be counted as absent if they enter within 15 minutes of the
class start time. An absence for a student who misses either an entire class session or arrives to class more than
15 minutes late and who has not received prior approval from either the College Dean, the Program
Supervisor, or the Operations Manager will be counted as unexcused.

Students absent for reasons arising from a medical or family emergency, pregnancy or childbirth, temporary
childcare issues, or who otherwise have a compelling reason for missing all or part of a class or scheduled shift
may be given an opportunity to make up work missed without penalty and qualify to receive an excused
absence. In such instances, students should make a bonafide effort to contact the school in advance and receive
approval from the College Dean, Program Supervisor, or Operations Manager. An excused absence is not
automatic and can be rescinded if the reason is invalid, if the student has not properly communicated with the
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school, or if the excused absence is otherwise disapproved by the College Dean. Clinical and laboratory hours
including midternship, externship and skills classes, and class sessions specifically designated by the College
Dean cannot be excused and must be made up.

Missing hours for unexcused absences must be made up. This can be accomplished with repeated coursework,
directed study assignments and/or additional clinical time. Note: no more than 10% of the didactic hours can be
made up by directed study, however. Missing hours for excused absences need not be made up if the total of
unexcused and excused absences does not exceed 33.3% of the total course hours.

Students absent more than 33.3% of the total course hours will be issued an “I”” grade at the College Dean’s
discretion or withdrawn from the course with a “W” or “W/F” grade. Students absent eight (8) consecutive
school days or fourteen (14) calendar days (not including holidays and school breaks), whichever is shorter, and
who are not on an approved Leave of Absence will no longer be considered “continuously enrolled” and may be
terminated on the ninth consecutive school day or the fifteenth calendar day as applicable.

Students who persist in repeating patterns of absenteeism or excessive tardiness will be subject to appropriate
disciplinary action. Students with excessive absences or tardiness may be terminated; re-enrollment is at the
discretion of the school.

Leave of Absence (LOA)

A Leave of Absence (LOA) is granted when extenuating circumstances prevent a student from attending class
for an extended time and if there is a reasonable expectation that the student will return to school. Examples of
when an LOA would be approved would include an emergency or major life event (e.g., pregnancy, childbirth,
major illness, incapacitation, death of a spouse, child or relative, temporary loss of childcare or a comparable
life event that necessitates a leave from school), military service obligations, or when unforeseen circumstances
create a gap in a student’s program that cannot otherwise be satisfied with remaining coursework or clinical
time (e.g., an extended gap between when a student completes the didactic portion of their program and the start
of a student’s externship).

The maximum number of days in the approved leave of absence, when added to the number of days in all other
approved leaves of absence, may not exceed 180 days in any 12-month period. Medical documentation may be
considered in determining the appropriate period of leave; however, the total duration of approved leaves may
not exceed applicable regulatory limits. .

A request for either a leave of absence or an extension of an LOA is to be made in writing to the College Dean.
The request must include the reason for the request and be signed and dated. Note: an email or text originating
from a student’s personal account or phone number will be recognized as “signed and dated.” If unforeseen
circumstances prevent a student from providing a prior written request, the college may grant the student's
request for a leave of absence after documenting its decision and then collect the written request at a later date.

If the student fails to return to school on or before the first scheduled day after LOA end date and has not
otherwise received an approved extension, the student will be withdrawn from the program. This may result in
the return of Title IV Student Financial Aid funds, VA educational benefits and other assistance provided to the
student and an indebtedness to the college.
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Satisfactory Academic Progress

Satisfactory Academic Progress (SAP) is a measure of progress in the areas of academics and attendance. Students
must maintain at least the academic progress measurement of SAP to continue their eligibility for Title IV funding
and VA educational benefits. To determine SAP status, academic and attendance progress for each student is
evaluated and documented at scheduled evaluation points determined by the payment period. A determination of
SAP is also made and documented when a student withdraws from the program or at the beginning of a Leave of
Absence.

Academic Progress (Qualitative)

Students are assigned theory and practical assignments. Theory is evaluated by written exams or assignments
given during and after each unit of study. Practical assignments are evaluated as skills successfully demonstrated
and are counted toward course completion only when rated as satisfactory or better according to procedures and
performance standards established by the school. Students are required to have a GPA of 2.0 or higher at the end
of each SAP evaluation period to meet the academic progress Satisfactory Academic Progress requirement.
Courses receiving letter grades of A — F are used to calculate the GPA used for SAP.

Attendance Progress (Quantitative)

Students must have completed a minimum of 66.7% of the cumulative scheduled hours at the end of each
evaluation period to maintain SAP. Excused absence hours are included in the calculation of hours completed up
to a maximum of 10% of the cumulative scheduled hours. Excused hours awarded but exceeding the 10%
threshold will not be considered in either the calculation of hours completed for SAP or in the determination of
hours completed during a payment period. Clock hours for courses receiving grades of A —F, P, I, and those in
progress are used in the calculation of clock hours for SAP.

Maximum Timeframe

The student must complete the program within the maximum timeframe to graduate. Maximum timeframe is
defined as 1.5 times (150%) the published length of the program (in weeks). (Example: for a 36-week program,
the maximum timeframe for which a student must complete the program is 54 weeks as measured by the campus
academic calendar.) For students taking a Leave of Absence, both the contract period and the maximum
timeframe will be extended by the same number of days as elapsed on the Leave of Absence. For students
withdrawing from their program and subsequently reentering the program within 180 days, the maximum
timeframe period will not be extended for the elapsed time that they were out of the program.

The original maximum timeframe period will thus apply to students withdrawing and reentering the program
during the maximum timeframe period. Students who do not complete their program within the maximum
timeframe will be terminated from their program.

Determination Of Progress

SAP is evaluated at the end of each payment period as determined by Federal Student Aid. For programs less
than one year, SAP is evaluated at the midpoint and endpoint of the scheduled program. (Example: for a 720
clock-hour program, the evaluation points would be at the scheduled 360 and 720 clock-hour points.) Students
meeting requirements at the end of each evaluation period will be considered as making Satisfactory Academic
Progress (SAP) until the end of the next scheduled evaluation period. A student must meet both attendance and
academic progress minimum requirements to be considered as meeting SAP.
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Probation

The progress of students failing to meet requirements for either attendance or academic progress at an evaluation
point will be reviewed by the College Dean for a continuation determination. Students who the College Dean
determines can be successful in completing the program within both the academic and maximum timeframe
constraints will be put on probation status and may be put on an academic plan that, if followed, will ensure that the
student is able to meet the SAP standards by a specific point in time. These students will continue to receive Title
IV funding and be eligible for VA educational benefits for one evaluation period.

Students who the College Dean determines would not be successful in completing the program within both the
academic and maximum timeframe constraints will lose Title IV eligibility. These students will be withdrawn from
the program unless they successfully appeal the determination (see the Appeal section below).

A student on probation status who is unable to complete their academic plan or otherwise meet the SAP
requirements by the next evaluation point will be withdrawn from the program.

Appeal

Students who wish to appeal the school’s negative determination (e.g., for reasons such as death of a relative,
injury/illness of the student, or other special circumstance) must appeal within the required timeframe (see Appeal
Procedure). If the school then determines that Satisfactory Academic Progress requirements can be met by the end
of the next evaluation period and grants the student’s appeal, the student will be placed on probation status until the
next evaluation point and the student’s eligibility for Title IV funding and VA educational benefits will be
reinstated.

Appeal Procedure

The student must submit a written appeal to the school administration within 5 days of the determination, with
supporting documentation including reasons why the determination should be reversed and a request for re-
evaluation. An appeal hearing will take place within five (5) business days of receipt of this written appeal to
consider the student’s appeal and determine if the student can successfully complete the program requirements
within the maximum timeframe. The student, parent/guardian if applicable, and appropriate school staff, will
attend this hearing. A decision on the appeal will be made within three (3) business days after this hearing and
will be communicated in writing. This decision will be final. Students who prevail upon appeal will have
eligibility for Title IV funds and VA educational benefits reinstated. Students who do not achieve minimum
Satisfactory Academic Progress standards and do not prevail upon appeal are no longer eligible for Title IV
funds or VA educational benefits.

Reestablishment Of Status

A student determined NOT to be making Satisfactory Academic Progress may reestablish Satisfactory Academic
Progress by 1) increasing their grade point average to 2.0 or better and/or 2) increasing cumulative hours attended
to 66.7% by the next evaluation point.

Reinstatement Of Financial Aid

Title IV aid and VA educational benefits will be reinstated to students who have prevailed upon appeal regarding
the status of Satisfactory Academic Progress and have been placed on Probation or who otherwise have
reestablished Satisfactory Academic Progress by their next evaluation point.
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Course Incompletes, Repetitions and Non-Credit Remedial Courses

Students may repeat courses to either resolve an incomplete grade or achieve a higher cumulative grade point
average. Repeating courses could adversely affect the student’s ability to meet completion rate requirements and
may result in additional cost, however. Federal Student Aid may be available for repeated coursework only to the
extent permitted by current federal requirements. Repeated coursework is included in SAP calculations as required by
Kino College's SAP policy and may result in additional tuition and an extension of the student's completion date.

Reentry

Students whose enrollment has been terminated or who otherwise withdrew from school may re-enroll (if
determined eligible) within 180 days. All re-enrolling students will be provided the school’s re-enrollment policy
and will be evaluated by the College Dean for placement in the curriculum.

Service members and reservists will be readmitted to a program if they are temporarily unable to attend class or
must suspend their studies due to service requirements and take additional steps to accommodate short absences due
to service obligations, provided that satisfactory academic progress is being made by the service members and
reservists prior to suspending their studies. The service members and reservists may continue their studies at their
previously contracted tuition rate and will not be required to pay the $100 non-refundable registration fee upon
reentry.

The determination of Satisfactory Academic Progress made and documented at the time of withdrawal or beginning
of a Leave of Absence will be evaluated at the time the student returns to school. The student may appeal a
negative Satisfactory Academic Progress determination according to the Appeal policy.

Students re-entering after exiting the school will not be evaluated as new students and consideration will be given
to the student's progress status at the time of previous withdrawal. Re-enrollment is at the discretion of the school
administration.

Externship and Graduation

Externship Requirements

Students going on externship must have 1) completed all course requirements for the core portion of the
program earning a “D” or better in each course, 2) have maintained a cumulative grade point average of 2.0 or
better, 3) have completed a minimum of 520 clock hours (measured as earned plus excused) in the program, 4)
have received a final signoff on their skills checklist and 5) be in compliance with their financial obligations or
an approved payment arrangement, except that financial requirements will not be enforced in a manner
prohibited by federal law or applicable VA payment-protection requirements. Students having demonstrated
readiness for externship, who have completed the bulk of their clinical and anatomy courses, and for which a
significant gap in their studies to make up a few isolated class sessions would disrupt the continuity of their
studies may be considered for externship providing 1) that they have earned a “D” or better in each course, 2)
have maintained a cumulative grade point average of 2.0 or better, and 3) be on an academic plan approved by
the College Dean; one which may involve directed study assignments and/or making up coursework concurrent
with or after their externship.

Kino College will attempt to honor student requests for externship sites. The final determination of the
student’s externship site remains exclusively with the institution, however.

Graduation Requirements
To be eligible for graduation, students must:
1. Meet all admission requirements for the program.
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2. Successfully complete all program, lecture, laboratory, and clinical requirements, earning a grade of D or
higher in all letter-graded courses and a Pass (P) in all pass/fail courses.
3. Maintain a cumulative grade point average (GPA) of 2.0 or higher.
4. Meet the program's total clock-hour requirement through a combination of hours attended, approved make-
up hours, and excused hours. Excused hours may account for no more than 10% of the total program hours.

Students who receive a grade of D-, F, or W/F must repeat the course and earn a passing grade (D or higher, or P)
before graduating. Any missed or failed coursework must be completed or repeated. This may be accomplished by
attending the course with another cohort, completing a directed study course with an approved instructor (if
available), or following an approved academic plan.

Students are responsible for meeting all financial obligations to Kino College.
Official transcripts will be released in accordance with applicable federal and state laws and the College's

Transcript Policy. Nothing in this policy authorizes Kino College to withhold an official transcript when federal or
state law requires its release.
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Student Rights and Responsibilities

Kino College believes that student rights and responsibilities are an essential element in meeting the educational
needs of the students. The code of student responsibility serves both as a benchmark and as a practical guide for
students. It provides a basis for common respect and understanding of varying points of view necessary to
successfully experience the learning process. All students, faculty, staff, and guests of Kino College are
expected to observe the following guidelines:

Student Responsibilities

1.

10.

1.

Acknowledge and demonstrate respect for the personal and professional growth of oneself and others in
interactions with faculty, fellow students, and staff.

Assess one's own and others' interpersonal strengths and weaknesses by constructively utilizing and
providing feedback.

Accept feedback from faculty, fellow students and staff in a professional manner and learn from the
feedback received.

Recognize one's own personal and professional values and the personal and professional values of
others.

Demonstrate self-reliance and self-direction in the setting and completion of individual and group
learning goals and objectives.

Demonstrate respect for faculty, fellow students, and staff regardless of race, color, creed, religion, sex,
sexual orientation, ancestry, national origin, age, disability, or any other characteristic that lawfully
cannot be the basis for an employment decision by state, local or federal law.

Accept responsibility and accountability for one's own actions, verbal and written communications, and
interactions with faculty, students, and staff.

Acknowledge that conflicts and the resolution of conflicts, between individuals and among groups, are
integral to the collaborative learning process, and demonstrate responsibility for resolving these conflicts
while maintaining respect for all individuals involved regardless of the outcome.

Maintain confidentiality and acknowledge personal privacy in the communication of personal or
professional information about one's employer, other students, or their employers.

Accept responsibility for working collaboratively in the learning process and for the achievement of
learning outcomes linked to both individual and group performance. This includes participating as both
a student and a subject in the various skills-based activities (e.g., EKG’s, vital signs, blood draws).

Maintain the highest ethical standards in all interactions (both online and in-person) with faculty,
students, and staff, as well as in the preparation and submission of required coursework, and the
completion of tests and project

Standards of Student Behavior

All students are expected to conduct themselves as mature adults and members of an academic community. Any
violation of the standards listed herein will involve disciplinary action, which may include, but not limited to,
suspension and/or expulsion. A student may be removed from class, campus-sanctioned events, or meetings for
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any of the violations listed below. In all cases, authorities will act in accordance with appropriate College
procedures.

Faculty will be supported by the organization in their decisions regarding their approach to dealing with
inappropriate student conduct in the classroom if such decisions are reasonable, consistent with Kino College
standards and do not deprive the student of his/her rights under this policy. For example, a student may be asked
to leave class for inappropriate language and/or behavior or a violation of the dress code.

Conduct Irregularity
1. Damage to Property
Malicious damage or destruction of property belonging to Kino College, the medical campus or to
a member of, or visitor to, Kino College community is prohibited.

2. Disorderly Assembly
a) No persons will assemble on campus to create a riot or destructive or disorderly diversion that
interferes with the normal educational process and operation of Kino College. This section does not
deny any students the right of peaceful assembly.

b) No person or group of persons will obstruct the free movement of other persons about the medical
campus, interfere with the use of Kino College’s facilities, or obstruct the normal operation of Kino
College or the medical campus.

c) The abuse or unauthorized use of sound amplification equipment either indoors or outdoors during
classroom hours is prohibited.

3. Disorderly Conduct
a) Behavior that disturbs the academic pursuits, or infringes upon the privacy, rights or privileges of
another person is prohibited.

b) No person will push, strike, physically assault, harass, haze, or threaten any faculty member, staff,
student, or any visitor (welcome or unwelcome) to the Kino College community.

¢) Disorderly or disruptive conduct on or in Kino College or the medical campus property or functions
sponsored by Kino College, or any organization recognized by Kino College is prohibited.

d) No student will enter or attempt to enter any Kino College-sponsored event without the required
credentials for admission, i.e., ticket, identification card, invitation, etc., or any other reasonable
qualifications for attendance established by the sponsors. At such Kino College functions, a student
must present proper credentials to appropriately identified personnel upon their request.

e) Conduct that is lewd, indecent, obscene, or patently offensive to the prevailing standards of an
academic community is prohibited.

f) No person will interfere with, or fail to cooperate with, any properly identified College faculty, or
staff member while these persons are performing their duties.

g) Kino College prohibits sex discrimination, sexual harassment, sexual assault, dating violence,
domestic violence, stalking, retaliation, and other prohibited conduct as defined by applicable
College policy and law. Violations of this policy may result in both campus disciplinary action and/or
criminal prosecution. Allegations of sexual misconduct will be taken seriously and acted upon
promptly to ensure a fair and timely resolution. Victims’ rights will be respected, and assistance
will be made available as appropriate.
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4. Sexual Misconduct, Title IX and Clery Act Policies
Kino College maintains separate current policies and annual disclosures addressing reporting options,
available supportive measures, institutional procedures, disciplinary processes, prevention and
awareness programs, victim resources, emergency assistance, and Clery Act requirements. Current
versions are available through Kino College and on the College website.

Individuals experiencing an immediate emergency should call 911. Individuals experiencing a mental-health
or suicide crisis may call or text 988 to reach the 988 Suicide & Crisis Lifeline.

5. Dress
Students must comply with Kino College's professional dress requirements and the dress, grooming,
hygiene, and infection-control requirements of assigned clinical facilities. Visible tattoos, jewelry,
nails, hair, or other appearance considerations may be subject to reasonable safety, infection-control,
or professional requirements established by the College or clinical site. The school uniform (ID
badge, scrubs and, as directed, a stethoscope) is to be worn to class and to all external facilities. The
uniform must be clean and presentable.

Students not meeting the dress code without a specific exception from the College Dean will be barred
from campus activities. Students sent home for a dress code violation and who do not return prior to the
start of class would be counted as absent or tardy as appropriate.

6. Social Media
Students are not to post confidential or proprietary information about the school, its students, faculty,
or staff members on a social media site. Students may not share or transmit electronic information that
exposes any private or confidential information they may have learned about others (including
patients) during their time at the school or their externship site.

Students are encouraged not to make misrepresentations. Postings should be both meaningful and
respectful without any kind of slanderous or offensive language towards any person connected with
Kino College. The use of social media sites to harass, intimidate or bully a fellow student, faculty, or
staff member of Kino College is strictly prohibited and will not be tolerated.

When posting on social media sites, students must be mindful of all copyright and intellectual property
rights, especially those reserved by the college. The use of the school logo, image, or iconography on
personal social media sites to endorse a particular political party or candidate or to promote a product,
cause, or event is strictly prohibited.

Students are encouraged to present themselves in a professional manner when using social media and
are expected to obey the Terms of Service of any social media site. Students violating this policy may
face disciplinary action, up to and including dismissal.

7. Drugs and Narcotics
The use, possession or distribution of narcotics, amphetamines, barbiturates, marijuana,
hallucinogens and any dangerous or otherwise controlled substance not prescribed by a properly
licensed physician is prohibited both on and off campus.

8. Falsification of College Records (including misrepresentation by omission)
a) Each person must complete any Kino College record honestly.

b) No person will alter, counterfeit, forge, falsify or cause to be altered, counterfeited, forged, or
falsified, any record, form or document used by Kino College.
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10.

11.

12.

11.

12.

c) No person will give false information or fail to disclose information to college representatives.

Violations of Law Governing Use of Alcohol

Violations of any federal, state, or local laws on or off campus governing the use, manufacture,
distribution, sale, and transportation of alcoholic beverages is prohibited. Alcoholic beverages are
strictly prohibited on campus. Violation of state, federal or local regulations regarding illegal drugs
or alcohol may be subject to both criminal prosecution and campus disciplinary action. Kino College
strictly enforces state underage drinking laws.

Students found to be in violation of the alcohol and substance abuse policy will be held accountable to
their actions according to the severity of the violation, which may include:

e Warning

e Referral to outside resources for assistance

e Termination of enrollment

e Referral to local law enforcement for prosecution

Conduct Irregularity While Under the Influence

Any student guilty of a conduct irregularity while under the influence of any mind-altering substance
may be subject to more severe disciplinary action than might otherwise be given (for example: an
impairment while performing direct patient care).

Violation of Local, State or Federal law, On or Off Campus
Unlawful activity which constitutes (or creates a substantial likelihood of) material interference with
the normal, orderly operation and processes of Kino College, is prohibited.

Fires and Explosion Safety
a) No person will tamper with fire safety equipment.

b) No person will set or cause to be set any unauthorized fire in or on Kino College property.

c) The possession or use of fireworks or explosives on Kino College property is not allowed without
prior authorization from the Senior Campus Executive of the college. Fireworks and explosives
are defined as any substance prepared to produce a visible or audible effect by combustion,
explosion, or detonation.

d) No person will make or cause to be made a false alarm.

Gambling
The playing of cards, pool or other games of skill or chance for money or other items of value is
prohibited.

Theft

No person will take, attempt to take, or keep in their possession, items of Kino College property or
items belonging to students, faculty members, or staff without proper authorization. This includes
theft by fraud and/or deception and encompasses, among other things, illegalities involving financial
matters.
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13. Unauthorized Entry or Use of Kino College Facilities
a. No person will make unauthorized entry into any Kino College building, office or other facility nor
will any person remain without authorization in any building after normal closing hours.

b. No person will make unauthorized use of any Kino College facility. Upon appropriate notice by
Kino College officials, authorization for the use of Kino College facilities may be withdrawn or
otherwise restricted.

¢. No person will make unauthorized or inappropriate use of hospital information systems including
hacking, peer-to-peer sharing, retrieval or use of unauthorized copyrighted data, images, programs,
or digital media, or use hospital information systems for any use other than for educational
purposes pertaining to the student’s program of study.

14. Firearms and Other Lethal Weapons
Firearms and other lethal weapons are prohibited on campus.

15. Violation of Professional Ethics
Students are expected to maintain ethical conduct in clinical work and in dealing with patients and
members of the medical community.

Emergency Preparedness

The Senior Campus Executive communicates and coordinates on an as-needed basis with a member of each
medical campus administration to evaluate emergency risk procedures. The hospital conducts annual disaster and
fire drills and various scenarios each year, including flooding (during monsoon season), bomb threats, random
shootings, etc. A routine inspection of fire extinguishers and other fire detection items is performed at least
annually by the hospital. Each faculty member receives training. Each student is trained during orientation.

Fire, Safety Procedures and Workplace Hazards

No smoking is permitted in the building, and any potentially flammable materials are required to be confined and
stored in an appropriate locked area. Good housekeeping practices are the responsibility of all faculty members,
staff, and students. It is the responsibility of all faculty members, staff, and students to alert the college of any
conditions that could potentially pose a fire hazard or any other unsafe condition in or around the classroom.
Waste materials are to be discarded in their proper places and all aisles, doorways, hallways and exit doors are
always to be kept clear.

Emergency response and evacuation procedures are tested annually. Tests can be announced or unannounced.
In the event of an evacuation, hospital management will make an announcement via overhead page system. The
faculty member or a staff member will escort the class out of the building, following students closely through the
hallway to the designated exit. The faculty member or staff member is responsible for closing the door and exiting
with the roster. (The classroom is located on the first floor, so it is unnecessary to be concerned about
elevators/stairs procedures.) Students will meet in the parking lot north of the hospital parking garage. The faculty
member or staff member will take attendance to ensure all students have exited the building. The attendance roster
will be provided to the school’s Senior Campus Executive. All areas of the campus will be checked by hospital
and local authorities to ensure everyone has cleared the building including restrooms.

Hospital Overhead Page Codes
¢ Red Fire
¢ Blue Cardiac Arrest
e Pink Infant / Child Abduction
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. Bomb Threat

e Orange Hazardous Materials

. Combative Person

e Code Triage — Internal: Disaster Internal
e Code Triage — External: Disaster External
. Person with Weapon

Reporting Criminal Activities / Emergencies / Incidents

Any individual student, faculty member, or staff member witnessing a crime or criminal activity, or any
potentially dangerous condition on campus, should immediately report the incident to the Senior Campus
Executive, College Dean, or faculty member. In the case of imminent danger, it is appropriate for all witnesses to
contact 911 if it is in their best judgment that the situation warrants the call. If a witness does contact 911 to report
an emergency condition, that person must also contact a college or school official to allow the school to initiate
any additional proper emergency actions. When contacting 911 it is essential that the caller be calm enough to
provide accurate information so that the correct response can be initiated.

If a student is involved in an incident that results in personal harm or other damage during a classroom,
laboratory, or clinical experience, the student must immediately notify the attending faculty member, or clinical
supervisor, and then seek medical attention. The faculty member, clinical supervisor, or externship supervisor
will notify the College Dean or college Senior Campus Executive of the incident as soon as possible. All
incidents should be investigated, regardless of severity. This includes incidents in which no damage or harm
resulted.

Campus Procedures for Reporting Dangerous Persons on Campus, Weapons or Shots Fired

1. Contact the hospital security department (520-469-8196) and identify yourself and the location of the
dangerous person, weapon or shots fired.

2. Ifimminent danger exists on campus and the general warning has been initiated, then a hospital-wide code
will be announced via overhead page. All staff, faculty member and are instructed to gather all people in
their general vicinity and move them to a locked room. All offices, classrooms and clinics are to shut the
doors and turn the lights off and provide refuge from danger. While in lockdown people should be
instructed to locate out of sight of doorways and windows (hallway wall, if possible). Cell phones are to
be set to vibrate mode, and all non- essential talking should cease.

3. All students, staff, faculty member and are to remain in locked rooms until released by the police
department or designated hospital safety/security marshals. UNDER NO CIRCUMSTANCES SHOULD
ANYONE LEAVE the relative safety of a locked room until conditions are resolved, and occupants are
advised to resume normal activity.

Communications

The faculty member, staff member or will use their cell phone to call 911 and hospital security and school
administration. School administration will contact student family members.

Kino College will, without delay and considering the safety of the college community, communicate any
emergency or event that the Senior Campus Executive or Operations Manager deems a serious or ongoing threat
to the college community, unless it is determined that the communication will impede efforts to assist the
victim. A timely warning for all reported Clery Act crimes will be issued through email or text. The content of
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the message and segments of the college community to receive the communication will be determined by the
Senior Campus Executive or Operations Manager.

Media Contact
The Senior Campus Executive is the school’s chief media relations’ contact.

Unplanned Class Closing

Announcements are made by 3:00 PM if it becomes necessary to close the campus or cancel class. Students will
receive text message notification of school closing. Students who attend externships, clinical rotations, and other
off-campus events, are to contact their individual site instructor to learn if the site is closed due to inclement
weather. While Kino College schedules its courses in such a way as to provide for weather-related contingencies,
students may be required to make up missed classes on days designated by Kino College.

Modality Change

The College takes the health and safety of its students seriously. The College reserves the right to switch the
modality of instruction to another authorized modality (e.g., directed study) should conditions arise that lead the
college administration to believe the class to be at risk of spread of an infectious disease.

Vaccinations

As part of the program, students will observe procedures, interact with patients, and demonstrate their skills
within a hospital or medical office. Accordingly, documented proof of MMR, Tdap (within the last 10 years),
Varicella and TB vaccinations or tests must be provided prior to their start of midternship, or students will
not be allowed to progress with the midternship portion of their program. These vaccinations or tests follow
CDC recommendations for hospital workers as one could be a disease carrier and could infect a patient.

It is highly recommended that the student receives a Hepatitis B vaccine series or proof of immunity
(blood antibody titer), and if requested by the school, the Influenza (flu) vaccine prior to the start of
midternship. The student may decline either the Hepatitis B vaccine series or the Influenza vaccine by
submitting a declination form to Kino College. The form is available upon request from the school. Note:
both the Hepatitis B and Influenza vaccines are highly recommended for students as the patients they see
during their program can transmit these diseases to the students.

Health and immunization requirements may be established by Kino College or an affiliated clinical
facility and are subject to change based on clinical-site requirements and applicable public-health
standards. Kino College will consider requests for reasonable disability-related or legally required
accommodations in accordance with applicable law. Clinical affiliates are independent entities and may
maintain requirements that affect a student's eligibility for placement at that site.

The following provides more detail on the requirements for each vaccination or test. Note: if you a
pregnant, please consult with a doctor regarding these vaccines.

e Tetanus/Tdap - should have received a DTP vaccination (child dose) as a child and subsequently
the Tdap vaccination (adult dose). As there is no test for whooping cough (pertussis), THE TDAP
VACCINATION IS REQUIRED.

e MMR - should have received two vaccinations: one before the student’s first birthday, the second
while in elementary school. If evidence of vaccination is not available, the student may be tested
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using a blood antibody titer test. THE MMR VACCINATION IS REQUIRED.

e Varicella (Chicken Pox) - must either have received a vaccination or have received a blood
antibody titer test. Having had chicken pox as a child or shingles as an adult is not sufficient
evidence to show immunity. THE VARICELLA VACCINATION IS REQUIRED.

e Tuberculin Skin (TB) Testing - required for all who have not received the BCG vaccine. For those
who have received the BCG vaccine, testing should still be performed. If the test results come back
positive or the student elects to waive the test, the student must complete a questionnaire and get a chest
X-ray to verify that the disease is not present. Note: The QuantiFERON®-TB Gold test may be substituted
for the skin test. TB TESTING IS REQUIRED.

e Hepatitis B Vaccine Series - a three-stage vaccination. A blood antibody titer test can be used as
evidence of immunity.

¢ Influenza - an annual vaccination.
e (Covid-19 - requirements vary by provider.

Committee on Ethical Standards

If either the Senior Campus Executive or the College Dean receives an allegation of unethical conduct brought
against a student, he/she will investigate the matter to determine the credibility of the charge. If the charge is
found to be credible, the student shall be asked to respond to the allegation within ten (10) working days. Note:
in cases of gross plagiarism, the faculty member shall assign the student an appropriate grade for the course
before informing the College Dean.

The Dean may take appropriate interim action, e.g., suspension, if the charge so warrants. If the Dean
determines after investigating the charge that the allegation is credible and that a violation of policy has
occurred, he/she shall take the appropriate disciplinary action if within the scope of responsibility of the College
Dean. If the allegation is found to be credible but outside the scope of responsibility of the College Dean or if
the College Dean determines that the matter requires higher-level review, the College Dean shall forward the
results of the investigation to the Senior Campus Executive for further action.

If the allegation is credible, the results of the investigation indicate that a violation of ethical standards has
indeed occurred, and the matter either falls outside the responsibility of College Dean or the College Dean has
deferred on the action, the Senior Campus Executive shall empanel a Committee on Ethical Standards. A
Committee on Ethical Standards is comprised of the College Dean, two faculty members, and two students or
graduates. The committee shall remain in effect until the matter has been resolved. The Committee is
responsible for deciding all cases referred to it, and for determining appropriate sanctions.

Students found not to be in violation of standards, and who were suspended, shall be reinstated automatically
without further petition, and given the opportunity to make up missed coursework. Students found in violation
of a standard shall receive written notice of the Committee's findings and sanctions. Sanctions may include:

1. Warning - notice given orally or in writing that any further misconduct may result in more serious
discipline.

2. Forfeiture - loss of all or part of the credit for work conducted in association with academic dishonesty.

3. Suspension - separation from Kino College for specified period.

4. Expulsion - permanent separation from Kino College.

The committee shall determine the effective date for the imposition of any sanction. Students may appeal the
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findings and sanctions of the Committee on Ethical Standards to the Senior Campus Executive, providing a
reasonable basis for appeal has been established, i.e., a) there is a possibility that bias has occurred during the
previous review or b) newly discovered information is presented, which with reasonable diligence, could not
have been found at the time of the original disposition.

If the Senior Campus Executive is also serving as the acting College Dean, he/she shall appoint a designee to
serve on the Committee on Ethical Standards to function as the College Dean for Committee purposes.

Student Reentry

Students returning from a period of suspension or leave of absence must check in with the Registrar prior to
reentry to determine the appropriate time within the course schedule to reenter. Students having left while a
course was in progress and having received a WF grade will be required to retake the class. Note: Title IV
Student Financial Aid funding and VA educational benefits may be affected if the student does not reenter at the
right time in the program.

Students’ Right to Privacy

Kino College complies with the Family Educational Rights and Privacy Act (FERPA) of 1974 (as amended).
FERPA defines requirements that are designed to protect the privacy of the students concerning their records
maintained by Kino College. The law requires that:

1. Students are provided access to their official records. This does not include private records maintained
by instructional, supervisory, or administrative personnel. Students who wish to see their records must
make an appointment through the Registrar. Students may not remove any materials but are entitled, at
their expense, to one copy of any material contained in their file, unless a disclaimer appears on the
document indicating that the student is not to be given a copy, or if the student has waived their rights to
view the document.

2. Students are given the opportunity for a hearing to challenge such records on the grounds that they are
inaccurate, misleading, or otherwise inappropriate. The right to a hearing under the law does not include
any right to challenge the appropriateness of a grade as determined by the faculty member.

3. Student’s written consent is to be received prior to releasing personally identifiable student data from the
records to other than a specified list of exceptions.

4. Kino College is authorized to release student public directory information at any time unless the student
has submitted a written request to the Registrar to the contrary. Directory information includes the
student's name, address, telephone listing, major field of study, dates of attendance, degrees and awards
received, and the most recent previous educational agency or institution attended by the student.

5. The Program is authorized to provide access to student records to officials and employees who have
legitimate educational interests to such access; these are persons who have responsibilities in the
academic, administrative, or service functions.

Education records also will be released pursuant to judicial order or a lawfully issued subpoena, but only after
the student is given reasonable notification of Kino College’s intent to comply with the subpoena.

Transcripts

Kino College maintains permanent academic transcript records in accordance with applicable state, accrediting,
federal, and VA requirements. Other student records are retained for the period required by applicable law,
regulation, accreditation standard, or College policy. Students may request an official or unofficial transcript
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from the Registrar directly at hsellers@kinocollege.edu. Requests must contain sufficient information to identify
the student and the destination for the transcript.

Kino College will provide official transcripts in accordance with applicable federal and state requirements. For
students who received Title IV Federal Student Aid, Kino College will provide an official transcript containing
the clock hours associated with payment periods for which institutional charges were paid or are treated as paid
under an applicable repayment agreement, as required by federal regulation.

Kino College will not withhold a transcript or take other negative action because of a balance resulting from an
error in Kino College's administration of Title IV programs or institutional fraud or misconduct. Outstanding
balances may affect the release of portions of an official transcript only to the extent permitted by applicable
law.

Current federal guidance expressly treats a student as having paid a payment period when a qualifying
institutional payment plan exists and the responsible person is current on the plan.

Student Grievances and Appeals

Kino College has a responsibility to protect the rights of students and ensure compliance with its
nondiscrimination policy by providing due process for those who desire to file a grievance against the program,
including any claim of discrimination.

Non-Academic Grievances

Students alleging discrimination or violation of policy must present their grievance in writing to the College
Dean for review and action by the Committee on Ethical Standards. The Committee on Ethical Standards will
provide a written decision within fifteen (15) working days from the receipt of the letter.

Other grievances or requests for policy exceptions must be submitted in writing to the Dean. The Dean will
determine whether the request or grievance can be resolved directly or whether it must be referred to the
Committee on Ethical Standards. If no committee action is required, the Dean will provide a written decision
within ten (10) working days from the receipt of the letter.

Nothing in Kino College's grievance procedure prevents a student from filing an external complaint when permitted
by law. After exhausting the College's applicable grievance procedure, a student may file a complaint with the
Arizona State Board for Private Postsecondary Education (AZPPSE) in accordance with the Board's requirements.
Complaints alleging noncompliance with ABHES accreditation standards may also be submitted to ABHES in
accordance with its complaint process. Arizona does not accept anonymous student complaints or grade disputes
through the AZPPSE complaint process.
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Student Services

Kino College Campus

The Kino College main campus administrative office is located 1980 W Hospital Drive, Suite 202, Tucson,
Arizona, 85704. Kino College also operates a separate educational center at 3838 N. Campbell Ave, Tucson AZ
85719. The main campus is part of an active clinical center and encompasses the entire medical campus of
Northwest Medical Center and its Northwest Healthcare affiliates throughout Southern Arizona. The separate
educational center is also part of an active clinical center and encompasses the entire medical campus and the
affiliated practices of Banner Health. Offices, classrooms, laboratories, and equipment are provided through on-
site leases and/or academic affiliation agreements with both Northwest Healthcare and Banner Health
throughout Southern Arizona.

Campus hours of operation are posted on the Kino College website, http://www.kinocollege.edu.

New Student Orientation

Students preparing for entry to Kino College receive a new student orientation prior to the commencement of
classes. The orientation introduces the student to the faculty and staff of the college, campus rules, campus
activities and tips for success in the classroom.

Student Advising

Kino College provides advising and referral services to resolve educational, career direction or financial issues.
Kino College provides academic advising to students. It does not retain any trained counselors on staff and
thus cannot provide counseling or professional services. It can refer students to local practitioners or agencies.
Students seeking assistance should contact either the Program Supervisor or College Dean for advising or a
referral to off-campus services.

Career Services

The Career Services function serves the college by assisting graduates with employment placement assistance.
It helps prospective and current graduates explore career interests and placement options, build an effective
resume, complete employment applications, and prepare graduates for a job interview. It scans the employment
environment and identifies employment opportunities as they arise. Whereas Kino College cannot guarantee
employment, the college is committed to providing quality services in support of the graduate’s employment
goals.

Bookstore

The Kino College Bookstore operates as a self-supporting service to both students and staff and is in the
Administration Office. Items for sale include textbooks, uniforms, medical instruments, and laboratory coats.
Note: all these items are included as a package under the “Books/Supplies” line-item cost noted in the Tuition
and Fees section of this catalog. Items sold in the bookstore are typically offered for sale to replace lost,
damaged, or stolen items, or in the case of uniforms, to provide extra sets should the student so desire.

Books or merchandise may be returned for refund. Items normally not returnable are special-order books,

review books and textbooks identified "non-returnable" at the time of purchase. To receive a 100% refund, the
following conditions must be met:
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1. The item(s) must be returned by 5:30 PM of the seventh calendar day following the applicant’s
scheduled start date (excluding holidays and breaks recognized by Kino College) or within 10 business
days of the date of purchase if separately purchased after that date.

2. Books must be free of all markings.

3. Merchandise must be in new condition.
The Senior Campus Executive must approve all refunds.
New books or merchandise discovered to be defective will be replaced or repaired at no cost and should be

returned to the bookstore at once. The store will exchange or, at the school’s discretion, provide a refund for any
merchandise found defective when accompanied by a purchase receipt.
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Professional Medical Assistant Program

The Professional Medical Assistant program is a residential program that meets State of Arizona requirements,
is accredited by the Accrediting Bureau of Health Education Schools (ABHES) and prepares graduates to take
the National Healthcareer Association’s Clinical Certified Medical Assistant (CCMA) certification
examination. Designed to prepare students for an exciting career in medicine, the program is delivered within
an active healthcare setting using didactic, laboratory, observational, and experiential-learning instructional
types. With this blend of didactic and experiential training, Kino College graduates have an advantage in the
marketplace and will be more desirable to employers having participated in this progressive program. It is the
goal of this program that Kino College graduates have a competitive advantage for success in the best jobs
available in the medical community.

The Professional Medical Assistant program is a residential program designed to prepare graduates with the
knowledge, technical skills, professionalism, and clinical experience associated with entry-level medical
assisting. The program combines didactic instruction, laboratory practice, observational experiences, and
clinical training in healthcare settings and prepares graduates to sit for the CCMA examination. Completion of
the program does not guarantee certification, employment, salary, or a particular employment outcome.

Taught primarily by active and former medical practitioners, the program prepares students desiring to work as
a Medical Assistant with healthcare and administrative skills for success in medical offices, urgent care
facilities, schools, hospitals, and clinics, or for further advancement in a specialized field. The program further
distinguishes itself among the medical assisting training community with its focus on medical specialties and
clinical training.

The curriculum utilizes a systems approach like that used to train physicians and other medical professionals.
Critical thinking and problem solving are integrated throughout to prepare students to meet the changing
demands of the modern medical office created by a medical system strained by a growing population, economic
realities, the lack of a uniform entry standard, and rapidly advancing technology.

The program provides compulsory knowledge in the arts and sciences of modern medicine necessary for a
successful career as a Medical Assistant. It promotes personal and professional development, self-confidence,
maturity, ethical conduct, and integrity, all of which are strongly desired in a professional person and are highly
sought by employers. Students are guided through the culture of medicine with training in medical terminology,
medico-legal issues, and professional ethics. Teaching methods that integrate a variety of learning styles
balance instruction in the major clinical areas and with the administrative, secretarial, and laboratory sciences.

Program Objectives
At the conclusion of the Professional Medical Assistant Program students will:

1. Apply standard practice of care and maintain the confidentiality and privacy of patient information
according to HIPAA and other regulations.

2. Perform clinical skills, e.g., rooming patients, obtaining vital signs, sterilizing instruments, performing

venipuncture, collecting lab samples.

Use appropriate medical nomenclature in the performance of their work in a medical office or specialty.

Exercise critical thinking skills in the performance of their job duties.

5. Calculate medication dosages.
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Coursework

The Professional Medical Assistant program consists of 720 clock hours (36 weeks) of instruction and
externship. It has been designed to effectively prepare one for the rigors of the modern medical office. The
program balances the study of the major body systems with the functional duties of the medical assistant in the
new medical office. The coursework initially introduces the basic sciences and subjects in a general manner
and then using constructive repetition, brings the basics to the real-life medical environment and the bedside.

Courses

PMAO031 Program Introduction 100 Hours

This course provides the foundation for the program beginning with an overview of the profession from both a
physician and a medical assistant perspective. Students are introduced to the work habits, accountability,
citizenship, and communication expectations that will be required in the classroom, on the medical campus, and
in the professional environment. Students refresh their writing and math skills for success in both the classroom
and the medical environment, are introduced to information systems that will be used in the medical
environment and receive American Heart Association BLS and First Aid training if not already certified. The
course concludes with preparatory coursework for entry into the Clinical and Administrative Skills courses.

PMAO032 Clinical Skills 1 100 Hours

The basic components of Clinical Skills 1 include:

o Anatomy and physiology component: the musculoskeletal system,

o Comprehensive study and demonstration of basic functions of the professional medical assistant within the
back office of the medical office environment. Components include charting, rooming, venipuncture,
injections, lab samples, medical equipment usage, triage, wound care and advanced skills as they apply to
the medical office,

Clinical pharmacology including OTC medications and chemotherapy,

A series of lectures and observations of medical procedures, e.g., health and wellness, women’s health,
Certification exam review

Observational and hands-on fieldwork in a clinical setting.

0 O O O

PMAO033 Clinical Skills 2 100 Hours

The basic components of Clinical Skills 2 include:

o Anatomy and physiology components: the Circulatory, Respiratory/Urinary and Endocrine systems,

o Comprehensive study and demonstration of the basic functions of the professional medical assistant within
the back office of the medical office environment. Components include charting, rooming,
telecommunications and triage, ECG application and analysis, lab samples, surgical assisting, and medical
equipment usage as they apply to the medical office,

o A series of lectures and observations of medical procedures, e.g., cardiology, pulmonology, surgery,
infectious diseases, immune system and disease prevention, diagnostic testing, situation management and
other medical specialties, and

o Observational and hands-on fieldwork in a clinical setting.

PMAO034 Clinical Skills 3 100 Hours

The basic components of Clinical Skills 3 include:

o Anatomy and physiology components: Human Reproduction, Nervous System and Gastroenterology,

o A comprehensive review of anatomy and physiology including extensive lab work, dissection and practical
demonstration of knowledge,
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Professional Medical Assistant Program
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Comprehensive study and demonstration of the basic functions of the professional medical assistant within
the back office of the medical office environment. Components include charting, rooming, lab samples, and
medical equipment usage as they apply to the medical office,

A series of lectures and observations of medical procedures, e.g., family practice, pediatrics, dermatology,
Interview skills, resume building and professional image.

Certification exam review

Observational and hands-on fieldwork in a clinical setting.

PMAO035 Administrative Skills 100 Hours
The basic components of Administrative Skills include:
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Patient history and documentation, charting, telecommunications and triage, the basics of electronic medical
records, front office scheduling, telephone skills, forms and documentation, insurance, managed care
eligibility, accounting and office finances, medical billing and coding, hostile patient, and service recovery,
coping skills, leadership, and teamwork,

History and physical diagnosis, physical medicine and rehabilitation,

Medical economics, law, and ethics,

Personal finance and job procurement,

Certification exam review

Observational and hands-on fieldwork in a clinical setting.

PMAO036 Entry to the Profession 220 Hours
Entry to the Profession includes:

o

Comprehensive study and demonstration of the basic functions of the professional medical assistant within
the back office of the medical office environment. Components include charting, rooming, lab samples, and
medical equipment usage as they apply to the medical office,

Demonstration of knowledge and skills learned in the program (front office and back office medical
procedures),

Practical application of knowledge and skills learned in the program in a medical setting (5-week
Externship).

Key Program Events

o Stethoscope Presentation — Students are presented with a personal stethoscope during the Clinical Skills
course.

e Midternship — In-program experience in a clinical setting as a student medical assistant.

o Externship — Experience in a clinical setting designed to hone new knowledge and skills in the medical
office as a part of a real-life healthcare team.

e  White Coat Ceremony — Students are presented with a personalized white coat commemorating their
entry to the medical field.

e Commencement Ceremony/Graduation — 4 celebration of cumulative successes in the program
culminating with the awarding of a diploma from Kino College, with the privileges and honors so
attached.
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Ownership, Structure and Administration

Ownership
Cholla Grove Partners LLC founded and owns Kino College.

Kino College is located at 1980 W Hospital Drive, Suite 202, Tucson, Arizona, 85704.
http://www.kinocollege.edu

info@kinocollege.edu
520-202-2737

Board of Members, Principal Officers of Cholla Grove Partners LLC.

Dennis Wilson, MS, MBA
Chairman

Chief Executive Officer
Chief Financial Officer

Greg Waters, MBA
Vice Chairman

Phil Bregman
Chief Operating Officer

Tedd M. Goldfinger, DO, FACC
Medical Director

Campus Administration
Gilda Rada Ed.D., Senior Campus Executive/College Dean — Campus Oversight, Academics

Heidi Sellers, Operations and Compliance Manager, Registrar — Compliance, Operations, Financial Aid,
Student Records

Anjanette Mercer, Student Services Assistant
Georgetta Sam, Program Supervisor

Hugo Nieves, Admissions Representative

Program Administration and Faculty

Kino College operates within an active medical campus and draws upon active and former practitioners and
subject matter experts from both the medical campus and the local community to serve as faculty. Faculty
members facilitate courses assuring course objectives are met and administer and grade course assessment(s).

Current members of the program administration and faculty are listed in an addendum to this catalog.
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