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Empowerment Through Education

MISSION STATEMENT

Taylor Business Institute promotes higher learning that
empowers a diverse and often underserved population
through the acquisition of general education, professional
skills and applied degrees.
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MISSION

Taylor Business Institute promotes higher learning that empowers a diverse and often
underserved population through the acquisition of general education, professional skills and
applied degrees.

Explication

Taylor Business Institute” is a proprietary institution that combines general education and
professional skills in coursework leading to Associate of Applied Science degrees
professional diplomas and certificates that facilitates assimilation into the American
mainstream. The college provides an accelerated, structured, educational experience to
students from diverse and underserved background. The college’s applied programs
empower students with a foundation in critical thinking, interactive teamwork,
communication competence, and technological proficiency. This educational foundation
enables the TBI graduate to develop a desire for lifelong learning, to successfully enter
specialized careers and to function effectively in a changing world.

Contextual Explanation

There are three words in the mission statement that need to be understood in the context of
the students’ unique educational experience. These three words are “empowers,” “diverse”
and “underserved.” A dictionary definition will not serve us well because the connotation
does not convey the extent of the fundamental character of our students’ background.

The college’s use of the word “empowers” includes not only the traditional use of the
concept of empowerment as it applies to the education of the individual, but it also includes
the psychological strengthening of that individual to realize his or her dreams in accordance
with their potential. In addition, it focuses on the educational experience. Each individual
belongs, in a very special way, to the educational process offered by Taylor Business
Institute. Students become empowered educationally, emotionally, and socially by their
individual program of study.

It is in the diversity of Taylor Business Institute’s student population that we find our biggest
strength. TBI defines “diverse” as the variation in individuals or groups due to age, origin,
religion, education, culture, income strata, sexual orientation, gender and race. This
appreciation of diversity is reflected in the unique demographic composition of both the
college’s population and its staff.

“ Taylor Business Institute also is referred to in this catalog as TBI or the college.



The word “underserved” has a special meaning here as well; it cannot be limited to any race,
ethnicity, or gender. It means a community that has not been served on a fair basis
sociologically. It can be applied to individuals lacking the advantages of society as a whole
and to those outside “mainstream” America. To sum it up, this includes all underserved
individuals because of:

1. ability to pay

2. ability to access resources
3. and for reasons of:

race

religion

language group

social status
immigrant status

age

educational experience

@rmoo0oe

The conclusion of the mission statement, “through the acquisition of general education,
professional skills, and applied degrees” also carries a special meaning. The combination of
instruction in both general education and the acquisition of career skills develop individuals
with sensitivity toward and a comprehensive understanding of the world. This is
accomplished through the study of human behavior, social institutions, human diversity and
scientific inquiry.

Taylor Business Institute’s mission statement reflects the continuing sociological and
psychological development of the individual. The student begins to move from a marginal
existence, as one of the underserved segments of society, to a life connected with the values
and lifestyles of mainstream America’s empowered citizens. Empowered, the student
becomes transformed. This transformation is academically manifested through general
education and the acquisition of professional skills and applied degrees. Graduates are
prepared with the ability to articulate this learning at other colleges and universities and
enhanced social and financial viability.

The college’s mission is judicious and is intrinsic within the six educational programs
currently being offered — four academic associate degree programs, one diploma program
and one certificate program. The mission statement is made available to prospective students
and the public at large. It is also found on the college website (www.thiil.edu), in the Taylor
Business Institute Catalog (which is always issued when a student enrolls), the Employee
Manual/Faculty Handbook and the Institute’s Student Handbook.



VISION

Taylor Business Institute’s vision is to be a recognized leader as an institution of higher
learning for the education and training of diverse, underserved and underrepresented
populations.

GOALS

To realize TBI’s mission and vision, our administration and faculty have established the
following institutional goals:

1.

To create an effective learning and teaching environment for students and faculty
where the primary focus is Student Learning Outcomes.

To recruit qualified, culturally sensitive instructors who remain current in their
disciplines and philosophies of teaching.

To provide Student Services which are considerate of our students’ diverse lifestyles.

To engage faculty and staff in continuous institutional assessment to improve Student
Learning Outcomes.

To provide up-to-date facilities, technology and instructional resources to support
student learning.

To empower students to master General Education competencies, acquire
professional skills, earn applied degrees, professional diplomas and a certificate
critical to employment and lifelong learning.

To encourage students to participate in Service Learning as a means of contributing to
the common good.

To treat all students, faculty and staff with respect regardless of age, origin, religion,
education, culture, income strata, sexual orientation, race and gender.

CORE VALUES - IDEALS

Integrity
Diversity
Excellence
Accountability
Learning
Service



LEGAL CONTROL

Taylor Business Institute is legally controlled by Pan Ethnic International, Inc., an Illinois
for-profit corporation doing business as Taylor Business Institute. Janice C. Parker is the
Corporation’s President. Franklin Parker is the Corporation’s Secretary.

LEGAL NOTICES

Medical Emergency

TBI’s classrooms and laboratories comply with the requirements of federal, state and local
building codes, Board of Health and Fire Marshal regulations. In cases of emergency, the
college will obtain the services of medical professionals as required.

Licensure/Approval

The Illinois Board of Higher Education has granted Taylor Business Institute authorization to
operate and grant degrees. Certificate of Approval to Operate has been issued by the Illinois
State Superintendent of Education, 100 North First Street, Springfield, Illinois 62777.

Drug Free Schools and Communities Act

TBI promotes a drug-free environment through its drug and alcohol prevention program.
Information concerning this program is distributed annually to all students and employees. It
is the policy of the college that the unlawful manufacture, possession, use, sale, dispensation
or distribution of alcohol or illicit drugs are prohibited. Alcohol and drugs are not permitted
on the college premises or as part of the college activities. Further information on the
college’s policies can be found in the Student Handbook. Any violation of this policy, will
result in appropriate disciplinary actions up to and including expulsion in the case of students
and termination in the case of employees, even for a first offense. Violations of the law will
also be referred to the appropriate law enforcement authorities.
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MESSAGE FROM THE PRESIDENT

Welcome to Taylor Business Institute!

Malcolm X once said, “Education is our passport to the future, for tomorrow belongs to people who
prepare for it today.” Your decision to attend TBI is one of the most important that you will ever
make. In selecting TBI, you have selected “your passport to the future.” Whether your goal is to
complete a degree, a diploma or a certificate program, your education is important to us. As one of
our students, you are a member of a nurturing community of talented and caring people.

Since 1962, Taylor Business Institute has been dedicated to providing diverse programs and services
designed to help students meet their educational and personal goals. However, while we will give
much to you, we recognize that to succeed, students must be active partners in their own education.
We also recognize that student success is a shared responsibility of the college and its students. With
this partnership in mind, TBI’s administrators, faculty, and staff pledge their commitment to:

Treat students with respect, courtesy, and dignity

Recognize that academic progress and personal growth are the student’s primary goals, and
provide educational services that will promote these goals

Remain open to nontraditional requests and seek innovative solutions

Make every effort to provide accurate, timely information regarding access to our programs,
services, and amenities

In turn, students at TBI pledge their commitment to:

e Treat employees and each other with respect, courtesy, and dignity

e Seek out and use services available to help them achieve their goals and further their own
academic and personal growth

e Use and evaluate student services in order to provide meaningful feedback

The educational partnership between staff and students reinforces Taylor Business Institute’s core
values of Excellence, Service, and Integrity. These values are fundamental to all of the college’s
activities. We apply them consistently in identifying and meeting the needs of those we educate in
order to meet the standards and expectations of the worldwide community, accrediting bodies, and
our own institution.

We at TBI are proud of our traditions of excellence and integrity in education and service to our
students. To paraphrase Malcolm X, at Taylor Business Institute we will do everything we can to
stamp our students’ “passports” with educational success.

Once again, congratulations on your decision, and welcome to Taylor Business Institute!

Sincerely,
Janice C. Parker
President/CEQO

12



HISTORY OF TAYLOR BUSINESS INSTITUTE

Taylor Business Institute was founded in 1962 as the Speedwriting Secretarial School of
Chicago, Inc., to offer basic secretarial skills to Chicago area residents. From 1964 until the
early 1970's, the school offered women secretarial training, modeling, poise, and finishing
skills. With a change of ownership in 1969, the school began to change its focus from
modeling and finishing skills to the development of employable skills.

In August 1973, the institution was accredited by the Association of Independent Colleges
and Schools. In December 1975, to reflect its mission to provide broader opportunities for
business education, the college’s name was changed to Taylor Business Institute, and in
1983, the college received approval to grant its first associate degree.

Today, progressive, business-minded men and women call Taylor Business Institute their
home for education and training. TBI’s diploma and associate degree programs provide
students with essential skills in such areas as computers, electronics, accounting, business,
medical billing, and criminal justice. TBI’s associate degree programs also provide students
with the core foundation in general education necessary for success in today’s diverse society
and global workforce. This general education core also supports TBI’s English as a Second
Language certificate program.

LOCATION AND FACILITY

Located in downtown Chicago, lllinois, on the rim of the financial district, the college
occupies three floors in a condominium office building across from the Willis (formerly
Sears) Tower. The College is located is in the historic Chicago Loop. The “Loop” is a major
hub of business activity in Chicago encompassing the financial and theater districts and
Millennium Park. The convenience factor of commuter trains and buses, which bring
students within a block or two of the college, is critical for a student population that depends
primarily on public transportation.

The Campus: Residing in 24,000 square feet of space on three floors, the campus has 14
classrooms or laboratories, a library, a writing center, student lounge, instructor work area
and bookstore. The administration, career services, financial aid, resource room, conference
room and employee lounge comprise one floor.

13



ACCREDITATION

Taylor Business Institute is accredited by the Accrediting Council for Independent Colleges
and Schools (ACICS) to award diplomas and Associate of Applied Science degrees. The
Accrediting Council for Independent Colleges and Schools is listed as a nationally
recognized accrediting agency by the United States Department of Education and is
recognized by the Council for Higher Education. Questions concerning Taylor Business
Institute’s accreditation may be directed to ACICS at the following address:

Accrediting Council for Independent Colleges and Schools
750 First Street NE, Suite 980

Washington, DC 20002-4241

(202) 336-6780

APPROVAL*

Taylor Business Institute is an independent, degree granting institution approved by the
[llinois Board of Higher Education under the state’s Private College Act and Academic
Degree Act, and licensed by the Illinois State Board of Education under the Private Business
and Vocational Schools Act. Questions about the college’s approval and/or licensure status
may be directed to the following agencies:

Illinois Board of Higher Education Illinois State Board of Education
431 East Adams, 2nd Floor 100 North First Street
Springfield, Illinois 62701 Springfield, Illinois 62777

The Institute is also approved by the State of Illinois Department of Veteran's Affairs and the
United States Citizenship and Immigration Service.

AFFIRMATIVE ACTION AND TITLE IX

Title IX of the Education Amendments of 1972 and Title VI of the Civil Rights Act of 1964
prohibit institutions that participate in federal financial assistance programs from
discriminating on the basis of race, color, religion, sex, national origin, sexual orientation,
disability, veteran status, age, or any other basis which is protected by federal law. Taylor
Business Institute is subject to and complies fully with these requirements. In hiring and
promotion, TBI gives consideration only to those characteristics constituting bona-fide
occupational requirements for the educational programs or activities that it operates.

Complaints of discrimination should be referred in writing to the Executive Assistant to the
President, who serves as TBI’s Compliance Coordinator.

“ Evidence of the institution’s accreditation and license or approval is on display at the college. Copies of these
documents may also be obtained by written request to the Office of the President.
14



FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974

Under federal law, students have certain rights with respect to examination of their
educational records. The Family Educational Rights and Privacy Act of 1974 (FERPA)
requires colleges to inform students of rights guaranteed under this Act.

General Provisions

FERPA protects from disclosure to third parties certain records containing personally
identifiable information about an individual student. FERPA also grants students the right to
examine certain files, records, or documents maintained by the college that contain such
information. Colleges must permit students to examine their “educational records” within 45
days after submission of a written request, and provide copies of such records upon payment
by the student of the cost of reproduction.

TBI students may request that the college amend their educational records on the grounds
that these records are inaccurate, misleading, or in violation of the student’s right to privacy.
In the event that the college does not comply with a student’s request after the student has
complied with Taylor Business Institute’s complaint procedures, the student is entitled to a
full hearing. Requests for such a hearing should be directed in writing to the Office of the
President.

Notification of Rights under FERPA for Postsecondary Institutions

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with

respect to their education records. These rights include:

1) The right to inspect and review the student's education records within 45 days of the day
Taylor Business Institute receives a request for access.

A student should submit to the registrar, dean of academic affairs, or other appropriate
official, a written request that identifies the record(s) the student wishes to inspect. An
official from Taylor Business Institute will make arrangements for access and notify the
student of the time and place where the records may be inspected. If the records are not
maintained by the College official to whom the request was submitted, that official shall
advise the student of the correct official to whom the request should be addressed.

2) The right to request the amendment of the student’s education records that the student
believes are inaccurate, misleading, or otherwise in violation of the student’s privacy
rights under FERPA.

A student who wishes to ask Taylor Business Institute to amend a record should write the
College official responsible for the record, clearly identify the part of the record the
student wants changed, and specify why it should be changed.

If Taylor Business Institute decides not to amend the record as requested, Taylor
Business Institute will notify the student in writing of the decision and the student’s right
to a hearing regarding the request for amendment. Additional information regarding the
hearing procedures will be provided to the student when notified of the right to a hearing.

15



3) The right to provide written consent before Taylor Business Institute discloses personally
identifiable information from the student's education records, except to the extent that
FERPA authorizes disclosure without consent.

Taylor Business Institute discloses education records without a student’s prior written
consent under the FERPA exception for disclosure to school officials with legitimate
educational interests. A school official is a person employed by Taylor Business Institute
in an administrative, supervisory, academic or research, or support staff position
(including law enforcement unit personnel and health staff); a person or company with
whom Taylor Business Institute has contracted as its agent to provide a service instead of
using Taylor Business Institute employees or officials (such as an attorney, auditor, or
collection agent); a person serving on the Board of Trustees; or a student serving on an
official committee, such as a disciplinary or grievance committee, or assisting another
school official in performing his or her tasks.

A school official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his or her professional responsibilities for Taylor
Business Institute.

Upon request, Taylor Business Institute also discloses education records without consent
to officials of another school in which a student seeks or intends to enroll. Taylor
Business Institute will forward records on request.

4) The right to file a complaint with the U.S. Department of Education concerning alleged
failures by the College to comply with the requirements of FERPA. The name and
address of the Office that administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-5901

[NOTE: In addition, an institution may want to include its directory information public
notice, as required by § 99.37 of the regulations, with its annual notification of rights under
FERPA]

Educational Records

A student’s educational records consist of all files, records, or documents maintained by TBI
that contain information directly related to the student, including student academic files,
placement files, and financial aid files. The only persons other than the student who are
allowed access to such records without the student’s consent are individuals who have a
legitimate administrative or educational interest in their content, or as required by law.

Exemptions
The following items are exempt from provisions of the Act that guarantee student access, and
need not be disclosed to the student under FERPA:
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e Parents’ Confidential Statement, Financial Need Analysis Report, and the PELL
Grant A.D. Report.

e Confidential letters of recommendation received by the college prior to January 1,
1975. As to such letters received after 1974, the Act permits students to waive their
right of access if the letters are related to admissions, employment, or honors.

e Records of students produced by instructors or administrators which are maintained
by and accessible only to the instructors or administrators.

School security records.
Employment records of college employees who are not currently students.

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

Directory Information

FERPA also provides that certain information, known as “directory information,” may be
released unconditionally, without a student’s consent, unless the student has specifically
requested that the information not be released.

Directory information includes a student’s: name, address(es), telephone number(s), date and
place of birth, course of study, extracurricular activities, degrees and awards received, last
school attended, post-graduation employer(s), job title(s) in post-graduation job(s), academic
honors, and dates of attendance.

Students who do not wish to have directory information released by the college may make
this preference known when responding to the Directory Information - Memorandum of
Agreement at the time of enrollment.

Access Without Student Consent
The college may release educational records to the following parties without the prior written
consent of the student:
e Other schools where a student has applied for admission. In this case, the student
must be advised that the records are being sent and that he or she is entitled to receive
a copy and is given an opportunity to review and challenge the records.
e Authorized representatives of the Department of Education or the Comptroller
General of the United States.
State and local authorities where required.
Accrediting agencies.
e Parents of students who list them as their dependents for purposes of the Internal
Revenue Code. However, the college is not required to release such records.
e Appropriate persons or agencies in connection with student applications for, or
receipt of, financial aid.
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e Courts ordering compliance with a court order or subpoena provided that the student
is notified prior to compliance.

e Appropriate persons or agencies in the event of a health or safety emergency, where
such release without consent is necessary under the circumstances.

In all other cases, the college shall obtain the written consent of the student prior to releasing
educational records to any person or organization.

STUDENT RIGHT TO KNOW AND CAMPUS SECURITY ACT

The Student Right to Know and Campus Security Act passed by Congress on November 9,
1990, mandates that all colleges and universities receiving federal assistance funds under
Title 1V of the Higher Education Act of 1965 provide graduation and crime data to current
and prospective students and employees.

Taylor Business Institute has a designated campus security coordinator and publishes
information regarding campus safety and security, sexual harassment, and sexual offenses,
which is distributed to all students at the college at the time of enrollment, and is available to
prospective students upon request from the Office of the Executive Assistant to the President.
Safety and Security programs are scheduled throughout the year, where students are
encouraged to report any safety or security infraction that occurs on the college's premises to
the Safety and Security Coordinator or any other official of the college.

SECURITY POLICIES AND PROGRAMS

Taylor Business Institute is committed to providing a safe and secure environment for all
members of the campus community. Our goal is to ensure that standard security procedures
are in place that represent the best practices in the field to provide a safe and secure
environment to our academic community.

For expanded information regarding the security policies and programs, see the appendix at
the end of this catalog.

AcCADEMIC FREEDOM

Taylor Business Institute fully supports the free exchange of ideas and concepts in the
classroom as is appropriate in an academic setting and encourages faculty to explore and
disseminate new knowledge, and to speak professionally and as private citizens.

Each course offered by TBI has a master syllabus to assure the general continuity, scope, and
sequence of the curriculum. However, TBI faculty members have the freedom to adjust the
timing and flow of material, to select and structure class activities, and to expand upon
objectives stated in the master class syllabus.
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ACADEMIC CALENDAR

| Quarter Start Date | End Date | | Holidays / Special Events / College Breaks
2010 Fall 11/25/2010 Thanksgiving
September 9/7/2010 11/12/2010 11/26/2010 Thanksgiving
October 10/11/2010 | 12/17/2010 12/24/2010 Christmas
November 11/15/2010 | 1/28/2011 12/25/2010 Christmas
2010/2011 Winter 12/31/2010 New Year's Day Observed
December 12/27/2010 | 3/4/2011 Jan 3-7, 2011 | Winter Break*
January 1/31/2011 4/8/2011 1/17/2011 Martin Luther King Day
2011 Spring 2/21/2011 President's Day
March 3/7/2011 5/13/2011 5/30/2011 Memorial Day
April 4/11/2011 | 6/17/2011 June 27-30, 2011 | Summer Break
May 5/16/2011 7/29/2011 7/4/2011 Independence Day
2011 Summer 9/2/2011 Graduation Application Deadline
June 6/20/2011 9/2/2011 9/5/2011 Labor Day
August 8/1/2011 10/7/2011 9/16/2011 Annual Graduation Ceremony
2011 Fall 11/11/2011 Veteran’s Day
September 9/6/2011 11/11/2011 Nov 24-25, 2011 | Thanksgiving
October 10/10/2011 | 12/16/2011 12/25/2011 Christmas
November 11/14/2011 | 1/27/2012 12/26/2011 Christmas
2011/2012 Winter Jan 2-6, 2012 Winter Break*
December 12/27/2011 | 3/2/2012 1/2/2012 New Year’s Day Observed
January 1/30/2012 4/6/2012 1/16/2012 Martin Luther King Day
2012 Spring 2/20/2012 President's Day
March 3/5/2012 5/11/2012 5/28/2012 Memorial Day
April 4/9/2012 6/15/2012 June 24-28, 2012 | Summer Break
May 5/14/2012 7/27/2012 71412012 Independence Day
2012 Summer 9/7/2012 Graduation Application Deadline
June 6/18/2012 | 8/31/2012 9/3/2012 Labor Day
July 7/30/2012 10/5/2012 9/21/2012 Annual Graduation Ceremony
2012 Fall Nov 22-23/2012 | Thanksgiving
September 9/4/2012 11/9/2012 12/25/2012 Christmas
October 10/8/2012 | 12/14/2012 12/26/2012 Christmas
November 11/12/2012 | 1/25/2013 12/31/2012-1/4/2013 | Winter Break*

* Does not apply to new class starts in December.
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GENERAL ADMISSION POLICIES

Taylor Business Institute offers equal opportunity admission without discrimination based on
race, color, sex, sexual orientation, religion, age, national origin, physical or mental
handicap, or veteran status, in any of its academic programs or activities.

Admission to Taylor Business Institute is limited to students who are beyond compulsory
school age and have earned a high school diploma or its equivalent.

Students without a high school diploma who wish to receive certification of high school
equivalency may do so by contacting their local General Education Development Testing
Service and successfully passing a battery of tests to obtain their General Equivalency
Diploma (G.E.D.). Students can locate the nearest G.E.D. testing center by calling the
American Council of Education (ACE) hotline at (800) 626-9433. More information for
G.E.D. test takers can be obtained on the ACE website at www.acenet.edu.

Admission Standards

Admissions at Taylor Business Institute is a three part process: 1) making application, 2)
creating the program payment plan and 3) evaluation and determination of admission status.

1) The application process: In this phase the applicant visits the college and speaks with an
admissions representative, who explains the college’s programs. If the applicant is
interested then he or she declares their intention to enroll into a specific program of study,
makes application by completing an enrollment agreement, receives a catalog and
disclosure documents, pays the application fee and makes an appointment with the
financial aid department.

2) Creating the program payment plan: In this phase of the process the applicant meets
with a financial aid administrator for a face-to-face interview to determine how the
tuition, books, supplies and fee charges will be covered. Students are introduced to
financial aid options approved for the school and encouraged, when possible, to
participate in a self-payment portion for their education. Responsible borrowing is
stressed. Federal financial aid is available for students who qualify. Students seeking
federal financial aid must comply with all rules and requirements as stipulated by the
U.S. Department of Education. A payment plan is established for the enrolling student.

3) Evaluation and determination of admissions status: The evaluation and determination
of a prospective students’ admission status is a function conducted by the education
department. The Dean of Academic Affairs is responsible for the admitting of
students to Taylor Business Institute. It is the function of this Dean and the education
department to establish the applicant as a high school graduate or equivalent who can
demonstrate a reasonable chance for success in the applicant’s chosen program. This
evaluation is made through document review, test results, possible writing samples,
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interviews, and the student’s willingness to take developmental coursework and be
scheduled for tutoring programs.

The evaluation and determination process will result in one of three possible admission
outcomes:

1)

2)

3)

Regular admission: In this status the applicant has completed all appropriate paper
work, established evidence of high school graduation or a GED, passed all tests and
interviews and is determined to have probable success in graduating from his or her
program of study.

Special admission: Taylor Business Institute’s mission seeks to serve at-risk adults who
are often returning to school after sometime away. In recognition of the challenges this
presents and the courage it requires, Taylor Business Institute has a Special Admissions
status. In this status a student must provide evidence of high school graduation or a GED
but may fail to achieve the cut score on one or more of the admissions tests (CPAT).
Special admission of this kind is based on the Dean’s assessment that the student’s test
scores under represent his or her actual ability to succeed in the program. When this
occurs, the applicant will be required to submit to an interview by the Dean of Academic
Affairs or designee and will be subject to the terms and conditions as stipulated by that
office for special admission. Rationale to support a special admissions status must be
documented by the Dean of Academic Affairs. Students admitted in this status have one
quarter and/or must complete all developmental course work with a grade of C or better
to become a regular admitted student.

Students who have met all scaled score requirements for a program, but have not verified
another requirement for full admission, may occasionally be permitted to enroll pending
verification of the requirement. Special admission of this kind is permitted only in cases
where the Dean determines that the requirement is likely to be verified within the term
for which enrollment is granted. Students seeking special admission under such
circumstances must provide the Office of the Dean of Academic Affairs with
documentation that is adequate to support the admitting rationale.

Failure to be admitted: When an applicant cannot demonstrate evidence of high school
graduation or possession of a GED, that applicant will not be admitted to Taylor Business
Institute. If an applicant provides evidence of high school graduation or GED but fails to
achieve the cut scores required and cannot satisfy the admissions committee of probable
success then that applicant will be denied admission to Taylor Business Institute. When a
denial occurs the Dean of Academic Affairs will promptly notify the applicant and any
fees paid are refunded.

21



Associate Degree Programs Admission Testing

Minimum standards for admission to TBI’s associate degree programs include specified
scaled scores on the Career Program Assessment Test (CPAT) in categories of language
usage, reading, and numerical proficiency. CPAT scaled score requirements are described

below for each Associate of Applied Science (A.A.S.) degree program:

Accounting (Advanced) (A.A.S.),
Medical Biller Specialist (A.A.S.) and
* Criminal Justice and Security
Administration (A.A.S)

Score at or above the following scaled
scores on the Career Program Assessment

Electronics Engineering Technology
(ALAS)

Score at or above the following scaled
scores on the Career Program Assessment

Test (CPAT): Test (CPAT):

Language USAge.........ccveeeveeeeerssennns 48 Language Usage...........ccoovvrniiniinnnnnnns 48
REAAING ..o 47 Reading ......ccoevvviiieiie e 47
NUMEFICAL ..o, 45 NUMerical.......cccovnnne, 47

* Applicants to the Criminal Justice and Security Administration Program must also pass a background check.
The student must be free of felony convictions.

Diploma Programs Admission Testing

Applicants who meet institutional admissions requirements (i.e. are beyond compulsory
school and are high school graduates or the equivalent) may be admitted to a diploma
program if they satisfy the following minimum admission requirements:

Medical Secretary
Score at or above the following scaled scores on the Career Program Assessment Test
(CPAT):

Language UsSage.......cccvvvveviiieiiieesiinennns 48
Reading ........cooovveviniiiicee e 47
NUMerical.......cc.covvviiiiieese s 45

General Education Course Placement Testing

All applicants pursuing an Associate of Applied Science degree or a diploma program at
Taylor Business Institute are required to take an Accuplacer examination to assess their skills
in math, reading and writing.
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Reading/Writing Placement:

To be placed in ENG 101 English Composition applicants to degree or diploma programs at
Taylor Business Institute must score 80 or above on the Reading Comprehension section and
70 or above on the Sentence Skills section of the Accuplacer exam.

An applicant who scores below 80 in Reading Comprehension and/or below 70 on the
Sentence Skills section of the Accuplacer exam must pass COM 100 Basic Writing and Oral
Communications, a developmental course, with a grade of C or better prior to further studies
in the communications area.

Math Placement:

An applicant who scores below 60 on the mathematics section of the Accuplacer test must
pass MAT 100 Foundations of Mathematics, a developmental course, with a grade of C or
better to further studies in the mathematics area.

An applicant must score 60 or above on the mathematics section of the Accuplacer test to be
placed in MAT 103 Intermediate Algebra.

Applicants who can demonstrate, from an official transcript, that they have taken
Intermediate Algebra and received a grade of C or better may take MAT 130 Quantitative
Literacy.

Developmental/Preparation Courses

COM 100 Basic Writing and Oral Communications and MAT 100 Foundations of
Mathematics are developmental/preparation courses and do not count for credit towards
either an associate degree or a diploma. Students required to take these courses will have to
extend their enrollment period in order to graduate.

Ability to Benefit

Taylor Business Institute does not offer alternative avenues for admission based on testing
for “Ability to Benefit” as defined by the U.S. Department of Education. As a condition for
admission to TBI’s associate degree or diploma programs, all applicants must show evidence
of a high school graduation or a G.E.D.

Life Experience/Proficiency Credit

Taylor Business Institute does not award credit for life experience. Proficiency credit is
awarded only in keyboarding and word processing courses. Students who have qualified for
proficiency credit in these subjects will have tuition prorated to reflect their reduced course
load during the affected quarters.
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Late Admissions

Students may be eligible for entrance into class for a period of six business days following
the start of class. Applications received after the sixth business day will be retained on
reserve status for the next class start date.

TRANSFER CREDIT FROM OTHER INSTITUTIONS

New students who wish to transfer credit from other institutions must provide the Registrar
with an official transcript showing grades of C or better in all courses level 101 and above for
which transfer credit is requested. For full consideration, transfer requests, including
official transcripts from all institutions previously attended must be received by the
Registrar prior to the first day of scheduled classes during the student’s first term of
enrollment. Students must make all arrangements to have official transcripts mailed to the
Registrar to meet this deadline. Hand carried or “Issued to Student” transcripts will not be
accepted.

Taylor Business Institute will accept in transfer only those courses that are determined to be
similar in scope and credit to a course within the student’s declared program of study.
Although acceptance of transfer credit is at the sole discretion of the Registrar, TBI will
generally accept in transfer general education course credits that the student has earned in
Illinois Articulation Initiative (IAl) approved courses” with a name and course description
comparable to one offered within the student’s program at TBI. Non-1Al general education
courses will be evaluated individually to determine their similarity to a course within the
student’s prescribed program of study.

Except in extraordinary circumstances, the college will not accept more than two quarters of
outside credit toward the major core of a diploma or degree program.

Tuition is prorated for students who enroll in less than a full program. Students are advised
to consult with the Director of Financial Aid to review the effect of transfer credits on
financial aid eligibility.

TBI will always give consideration to transfer credits from other ACICS institutions or
institutions accredited by agencies recognized by the U.S. Department of Education.

INTERNATIONAL STUDENT ADMISSION

Taylor Business Institute welcomes students from all over the world regardless of nationality,
religion, sex, or race. Any student who is not a permanent resident or citizen of the United
States and its territories will be considered an international student for purposes of admission.

“ Refer to the 1Al website at www.itransfer.org for a list of 1Al participating Colleges and course descriptions.
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When Coming From Abroad:

International students seeking admission to Taylor Business Institute directly from abroad
should contact the Director of International Student Affairs as soon as possible to allow
sufficient time to fulfill all necessary steps in the administrative process. The following
requirements must be met before the student may be accepted for admission and issued a
U.S. Immigration Student and Exchange Visitor Information System (SEVIS) Form 1-20.

1. Submit the completed application for admission with all the processing fees ($150
non-refundable).

2. Submit an affidavit of financial support from a parent, relative, guardian, sponsor, or
governmental agency and bank statement.

3. Submit an official transcript showing graduation from high school or secondary level
school and a letter of recommendation from the principal or head master of the
school.

Upon receipt of the above identified documentation, TBI will issue a U.S. Immigration
SEVIS Form 1-20. Students whose visas are subsequently denied by the U.S. Consulate are
expected to return this form and will receive a full tuition refund.

International students are not required to submit Test of English as a Foreign Language
(TOEFL) results, but must earn acceptable scores on the TBI’s admissions and placement
examinations.

When Transferring from a College within the United States:

Taylor Business Institute welcomes international students who wish to transfer from other
colleges and universities in the U.S. International transfer students seeking admission to
Taylor Business Institute must contact the Director of International Student Affairs and fulfill
the following administrative requirements:

1. Submit a completed application for admission with all the processing fees.

2. Fill out and sign the Transfer Verification Form from Taylor Business Institute. The
International Student Advisor will send the Transfer Verification Form to the school
from which you want to transfer.

SEVIS Form 1-20 application (from the prior school).

Photocopy of passport with 1-94.

I-797 (if applicable).

Transcript from transferring school and evidence of high school graduation.

Evidence of sufficient funds or 1-134.

Marriage Certificate (if applicable).

Birth Certificate (if applicable).

©ooN O~ W
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When Change of Status is required within the United States:
1. Submit a completed application for admission with all the processing fees.
2. Photocopy of passport with 1-94,
3. Affidavit of Support or Bank Statement.

Note: Some visas may not be changed into a F-1 student visa, such as: i) J-1 exchange
visitor visas, ii) Visa Waiver Program visas, iii) C-1 transit visas and iv) K-1 fiancée fiancé
visas.

Financial Assistance

Some international students may be eligible for Title IV student aid programs. Generally,
Title 1V eligibility is restricted to students whose immigration status places them in one or
more of the following categories:

e U.S. National
e U.S. legal permanent resident card or registered alien (must possess an 1-151 or 1-551
card)

e Permanent resident of the Trust Territory of the Pacific Islands
e Permanent resident of the Commonwealth of the Northern Mariana Islands

However, students who do not meet the above criteria may be eligible if they can present one
of the following documents from the United States Citizenship and Immigration Services
(USCIS):

e 1-94 (Arrival-Departure Record) with an appropriate endorsement

e Official documentation that the student has been granted asylum in the U.S.

e Other proof from USCIS that the student is in the U.S. for other than a temporary
purpose

Students who believe they may be eligible for such aid should contact the Director of
Financial Aid for further information.

Housing

Taylor Business Institute does not maintain on-campus housing. Staff will assist students in
locating available off-campus housing, but students must make their own housing
arrangements.

REGISTRATION INFORMATION

Students must complete the following registration procedures prior to attending their first
class of the quarter:
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New students
e Interview with the Admissions Department and complete all admissions testing
e Arrange to have transcripts delivered from all colleges from which they wish to
transfer credits
e Complete a financial aid interview and make arrangements for payment with the
financial aid office
e Attend orientation and registration process

Returning students
e Complete enrollment agreements
e Schedule academic advising as appropriate
e Meet financial aid requirements

Students may pay tuition and fees in cash, by check, or by bank or credit card. Failure to
comply with payment deadlines may result in cancellation of enrollment and re-registration
may be necessary. Class schedules are not guaranteed.

Students who register late for classes have to go through a late registration process as
directed by the Education Department.

ADMISSION POLICIES FOR STUDENTS ENROLLED IN ENGLISH AS A SECOND LANGUAGE
(ESL) PROGRAM

Taylor Business Institute’s English as a Second Language program is a stand-alone course
designed to enhance the English-Language proficiency of individuals who have pre-existing
vocational knowledge, training, or skills but cannot use that knowledge, training, or skills
because of an English speaking deficiency. No vocational training is provided as a part of
Taylor Business Institute’s English as a Second Language (ESL) program.

International students coming from abroad or transferring from a college within the United
States are not required to submit Test of English as a Foreign Language (TOEFL) results, but
must meet the admissions criteria for admission into Taylor Business Institute’s English as a
Second Language (ESL) program.

Placement Testing (ESL)

All applicants for admission into Taylor Business Institute’s ESL program are required to
take the Combined English Language Skills Assessment (CELSA) test.
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This U.S. Department of Education approved test is designed as an assessment and level
placement instrument for high school and adult ESL students. It places students into
beginning to advanced levels of grammar (structure), reading and multi-skills courses
allowing for an integrated skills approach. The CELSA test was adopted by the Illinois
Community College and Adult Education System.

Taylor Business Institute’s ESL program is divided into six levels. Conversion Tables on the
student’s answer keys convert raw scores to percentages and to placement levels to begin
instruction. Proficiency passing levels or cut scores for Taylor Business Institute’s six (6)
levels are as follows:

ESL 101: Beginning Level.................. 1-24 ESL 102: High Beginning Level........... 25-40
ESL 103: Intermediate Level............ 41 -52 ESL 104: High Intermediate Level........ 53 -62
ESL 105: Advanced Level................ 63-71 ESL 106: The Proficiency Level........... 72+

Writing Sample
Students who place beyond ESL 102, High Beginning Level, on the CELSA test will be
asked to submit a thirty (30) minute timed writing sample.

Students who test into ESL 102 or higher are considered to have “waived” or proficiencied
out of all prior levels.

Oral Interview

If still in doubt after the first two assessments, the candidate must undergo a one-on-one
Language Proficiency Interview (LPI) with a member of TBI’s ESL faculty. This interview
serves as a comparative tool for accurate initial placement.
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FINANCIAL INFORMATION
Tuition and Fees
Tuition is charged on a per-quarter basis. Payment is due on or before the first day of each

quarter. Students are protected against tuition increases if continuously enrolled. Students
who, for any reason, must repeat classes to complete their program will be charged current

tuition rates for classes repeated.
TUITION CHARGE PER QUARTER

DAY PROGRAMS | | M0 | quarters | APPLooton | Treneporaton Fee Program
|y | o | s | S, | | s
Medical Secretary (Diploma) $4,500 4 85 | | §arers ago0 | 818865
g v | o | w |epmee smeee o
Eleec%t;(c))?ci)zsylz(ggsis%ecﬁgtggDegree) $4,500 7 $25 geqougreé?s“irgzo %SU(;ﬂ‘ersq:aﬂ?le&)o $32,995
,(Aiiim:gﬂt:;?gﬁe(zzgoifgt%rgigree) $4,500 6 $25 ieqougreéiuir;geo g?&ﬂi:sqgagggo $28,500
(Eggrltllsf?czéez; secondanuse $900 ® $150 geqougretre?suirgsesrso ?qougretre?suirgzo $6,330
EVENING PROGRAMS | | T0OW | Quarters | APPLAOM | THEMPOREion | gook Rental ree | “000"
| aas | o | | e, e | s
Medical Secretary (Diploma) $3,600 5 825 | oo P A0 | Sonors so0 | 818925
| s | 0 | e |, | s |
EIei?ltrrlct);l](iJZsyE('r;\gsisr;ecei;itr:%gDegree) $3.938 8 $25 §6qou2ftre?suirgso glqgulaftzrrsqgagleorso $33,055
iggggtg;?gﬁe('i&i?ac;rg{fgfee) 53,375 8 $25 §6q0u2ft:e?suir§380 gzlugaftz:sq:aﬂggo $28,620

OTHER FEES

There will also be certain fees students will be charged if they should elect the following services:
1. Transportation: Transportation cost estimate is based on students who require U-Pass. Transportation cost will be higher (up to$300) for

students who require Metra pass.

2. In addition students who take the Criminal Justice Program will be assessed additional fees should they elect to take the following:

Certifications * 20 Hour Unarmed Certification (PERC Card) ........... $55 * Fingerprinting (if applicable) .......c.ccccocoeeennne $60
* AED & CPR Certification ..........ccccoeeuerenininiiecennas $75 * Criminal Background Check............ccccccoeueunnee $25
3. ESL Students Only e Late Registration FEe ........cocoueiiiiieiiiiiiiicccnnnns $50

* Price increase is effective 4/1/2011. The total program cost for students enrolled in the criminal justice and security administration
program also include other fees, estimated at $215, for PERC card, AED & CPR certification, fingerprinting and criminal background

check.
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CANCELLATION AND REFUND PoLICY

TBI’s cancellation and refund policy has been constructed to balance students’ occasional
need to change their education plans with the college’s financial investment in reserving a
seat for that student in a classroom.

Students should be aware that timely notice of cancellation or withdrawal is essential to
securing the maximum refund. Students must take care to notify the college as soon as
possible regarding their intention either to cancel their enrollment contract or withdraw from
the college.

Illinois Cancellation and Refund Policy

Students not receiving Title IV grants or loan assistance are subject to the Illinois
Cancellation and Refund Policy which is as follows:

Student requests for cancellation of an enrollment agreement must be made in writing and
delivered to the college in person or mailed to:

Janice C. Parker, President
Taylor Business Institute

318 West Adams Street, Suite 500
Chicago, Illinois 60606

If the student is a minor, the request must be made by a parent or guardian. Cancellation
requests sent by mail are considered delivered at the time and date postmarked. (Any money
due a student will be refunded within 14 days after cancellation or withdrawal.)

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

All student refunds shall be made by the college within 45 calendar days from the date of
receipt of the student’s cancellation.

Cancellation Policy
A student’s enrollment agreement will be considered cancelled, and all monies paid by the
applicant will be refunded if, prior to the beginning of classes:

" Title IV refers to federal financial aid programs. See also FINANCIAL ASSISTANCE.
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1. The school did not provide the prospective student with a copy of the student’s valid
enrollment agreement and a current catalog or bulletin;

2. The school cancels or discontinues the course of instruction in which the student has
enrolled;

3. The school fails to conduct classes on days or times scheduled, detrimentally
affecting the student.

The applicant presents medical evidence of inability to participate in the program.
The college does not accept the applicant.
The college cancels the agreement.

The cancellation is requested before midnight of the fifth business day following the
postmarked date of the college's letter of acceptance.

~Noo ook

If an applicant requests cancellation before classes begin, but after five business days
following the postmarked date of the college’s letter of acceptance, the college will retain the
application fee, not to exceed $100, but will refund all other monies paid for the contract
term.

A student who on personal initiative and without solicitation enrolls, starts, and completes a
course of instruction before midnight of the fifth business day after the enrollment agreement
Is signed, is not subject to the cancellation provisions of this section.

Tuition Refunds

When notice of cancellation is given before midnight of the fifth business day after the date
of enrollment but prior to the first day of class, all application-registration fees, tuition, and
any other charges shall be refunded to the student.

When notice of cancellation is given after midnight of the fifth business day following
acceptance but prior to the close of business on the student’s first day of class attendance, the
college may retain no more than the application-registration fee which may not exceed $150
or 50% of the cost of tuition, whichever is less.

When notice of cancellation is given after the student’s completion of the first day of class
attendance, but prior to the student’s completion of 5% of the course of instruction, the
college will retain the application-registration fee, an amount not to exceed 10% of the
tuition and other instructional charges or $300 whichever is less. The college must refund
the purchase price of books and materials which have been provided by the college and are
returned to the college unmarked and the student has provided the college with a notice of
cancellation.
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If a student is terminated or withdraws from training after having completed 5% of the course
of instruction, tuition will be prorated according to the following table:

If the Student Withdraws... TBI will Refund...
5 — -
gfgi;s Y%, but within the first four weeks of the 80% of the tuition

After the first four weeks, but during the first 25%,
of the course,

55% of the tuition

During the second 25% of the course,

30% of the tuition

After the first 50% of the course,

No refund will be due

Deposits and down payments shall become a part of the tuition.

A student who must terminate his or her education is encouraged to give notice of
cancellation to the college in writing. The unexplained absence of a student from the college
for more than 15 school days shall constitute constructive notice of cancellation to the
school. For purposes of cancellation the date shall be the last day of attendance.

Refund Policy for Students Receiving Title IV Grants or Loan Assistance
When a student who is receiving Title IV Grant or Loan Assistance withdraws from Taylor
Business Institute during a loan payment period, the college will determine the amount of
Title IV Grant or Loan Assistance the student earned as of his or her withdrawal date as

prescribed below:

1. For the purpose of Title IV grant or loan assistance, withdrawal will be counted from:

a. The date the student orally notifies either TBI’s Attendance Office or
Business Office of his or her intentions to withdraw, or mails a written
withdrawal request to the Business Office Manager at:

Business Office Manager
Taylor Business Institute

318 West Adams Street, Suite 500

Chicago, Illinois 60606; or

b. The date the student is contacted by the college and indicates he or she will

not be returning.
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2. Once the date of withdrawal has been determined, the college will then determine the
percentage of the term attended by the student to the applicable financial aid
programs.

The percentage of the term attended is determined by dividing the number of calendar
days attended by the student as of the student’s withdrawal date by the total number
of calendar days in the term.

If a student withdraws after completion of 60% of the payment period, no refund will
be due.

3. The college will then determine the amount of Title IV aid earned by the student.

The amount of Title IV aid earned by the student is determined by multiplying the
total Title IV aid for which the student was eligible by the percentage of term
attended.

4. The college will then compare the amount of aid earned to the amount disbursed and,
based on this comparison, one of the following adjustments will be made:

a. If the amount earned is greater than the amount disbursed, a post-withdrawal
disbursement will be offered to the student.

Acceptance of the post-withdrawal disbursement is at the student’s discretion.

b. If the amount of Title 1V aid disbursed exceeds the amount earned, the excess
Title IV aid must be returned by the college and/or the student.

After the institution has allocated any excess aid for which it is responsible,
the student must then return any excess aid for which he or she is responsible.

The student is responsible for returning the difference between any excess aid
the institution is required to return and the total excess aid that must be
returned to the aid program(s). A student, however, is not required to return
50 percent of the grant assistance that is the responsibility of the student to
repay under this Title IV Grants or Loan Assistance Refund Policy. Students
or parents, in the case of funds due to be returned to a PLUS Loan, must
return or repay as appropriate once the amount to be repaid is determined.

A student who owes an overpayment under the section will remain eligible for

Title IV HEA Program Funds through and beyond the earlier of 45 days from
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the date the college notifies the student of the overpayment, if the student
repays the college in full, or enters into a satisfactory repayment agreement,
signs a repayment agreement with the Secretary of the U.S. Department of
Education within 30 days of the date of the college’s determination that the
student has withdrawn. The college will send a notice to any student who
owes a Title IV HEA Grant overpayment resulting from the student's
withdrawal from the college.

5. Any outstanding charges subsequent to the calculations of the return of Title IV
grants or loan assistance will be subject to the Illinois refund policy described above.

Order of Return of Title IV Funds and Loan Assistance

Unearned funds credited to either the college or the student will be returned in the following
order:

Unsubsidized Federal (Direct) Stafford Loans

Subsidized Federal (Direct) Stafford Loans

Federal PLUS Loans received on behalf of the student
Federal Direct PLUS Loans received on behalf of the student
Federal PELL Grants

Federal SEOG Program Aid

oo wNE

All non-Title 1V aid or loan assistance will be applied and refunded according to the refund
policy for the State of Illinois.

Request for Refund
Any money due the student will be refunded within 14 days after cancellation or withdrawal.

Minimum Terms for Tuition Payments

Students who are not eligible to participate in financial aid programs available from the U.S.
Department of Education must pay all tuition in advance, on or before the first day of each
quarter.

Any student receiving financial aid which covers less than the total cost of tuition must
establish a satisfactory payment plan prior to starting class.

PAYMENT PLANS

In instances where a student cannot pay for their total tuition during the time of the program
in which they have enrolled, a payment plan will be required that identifies the installment
payments the student must make until their tuition obligation is satisfied. If the payment plan
extends over 12 months or beyond, that student will also be asked to complete a promissory
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note and appropriate Truth in Lending Act (TILA) forms. Please see the financial aid office
or the International Center for more information.

Students with accounts more than 30 days past due will be suspended from classes.
Satisfactory arrangements must be made to bring their account to current status. Students
who fail to fulfill the financial arrangements agreed upon are suspended from the college and
may re-enter only upon full payment of the delinquent portion of their account.

TuITION DISCOUNTS

Students who pay cash for all of their tuition will be eligible for a 15 percent discount. In
order to be eligible for the discount, students must pay their tuition in cash for any quarter in
which they are enrolled. If a student ceases to pay cash at any point within that quarter, the
student will revert to the tuition rate in which they were originally enrolled and a new
payment agreement will be executed. When this occurs students will no longer be eligible
for the cash discount. Students who drop and re-enter, however, will not be price protected
and must pay the tuition currently being charged at the time they re-enter.

METHODS USED T0O COLLECT DELINQUENT PAYMENTS

Arrangements for payment of inactive student accounts are made when the student leaves the
college. If these arrangements are not kept, the account is turned over to a collection agency
within 30 days from the date of default.

FINANCIAL ASSISTANCE

Taylor Business Institute is approved by the U.S. Department of Education as eligible to
participate in several programs offering federal financial assistance to students. Eligibility of
the college means that based on individual qualifications or need, TBI students may be
eligible to receive financial assistance through one or more of the federal programs.

Entrance and Exit Counseling for Federal Student Loans

You must complete both entrance and exit counseling as a condition of receiving any federal
loan awards. Information on these processes is available from the Financial Aid
Administrator.

Responsible Borrowing

Taylor Business Institute feels that access to federal financial aid is a privilege that enables
eligible students to begin or continue their education. The college further feels that this
privilege should never be abused as abuse could lead to unnecessary indebtedness for the
borrower and potentially jeopardize the privilege for other students seeking to attend Taylor
Business Institute. It is in this spirit of both privilege and responsibility that Taylor Business
Institute encourages its students to borrow responsibly and use only the aid required. Please
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remember, students are requested to not add unnecessarily to their debt burden. Loans are
not gifts and must be repaid with interest.

Repayment of Federal Student Loans - Don’t Default

If you are a federal student loan recipient, there are two key points to remember:

1. The interest you pay is low because the federal government subsidizes the rate.

2. If you are a student borrower, you don’t have to begin repaying your Stafford Loans until
you leave school or become less than a half-time student.

As favorable as these terms are, you shouldn’t forget that you must repay your loans. Failure
to do so will result in your loans being declared delinquent or in default. This will have a
negative impact on your financial status and creditworthiness.

Defaulting on your federal student loans can have serious consequences. Please visit the
following website to learn more about the risks and repayment options:

http://studentaid.ed.gov/PORTALSWebApp/students/english/repaying.jsp

A student’s first step in seeking any type of federal student financial aid is to complete the
Free Application for Federal Student Aid (FAFSA). Information provided by the student is
used to determine which federal aid programs the student is eligible for, and in some cases,
how much aid is available to the student.

Students may visit the college’s Financial Aid Office to complete a FAFSA, or may access
these forms online at www.fafsa.ed.gov. There is no charge for completing or submitting a
FAFSA.

Federal Student Aid Categories
There are three categories of federal student aid for which students may qualify:
e Grants: provide financial aid which does not have to be repaid.
e Loans: provide borrowed money that must be repaid with interest.
e Work-study: allows students to earn money while enrolled to help pay for education
expenses.
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Federal Student Aid Programsi}§

Students with demonstrated need may be able to combine awards from one or more of the
following aid programs based on the alignment of their personal circumstances with the
terms and purposes of the awards.

Federal Pell Grants

Federal Pell Grants are need-based grants available only to undergraduate students. The
amount of a Pell Grant award varies with the student’s expected family contribution and the
cost of attending the college. Grant awards for 2010-11 will range from $555 to $5,550.
Students may not receive Federal Pell Grant funds from more than one educational college at
a time.

Stafford Loans (Direct Loans)

Stafford Loans are available for undergraduate and graduate or professional students who are
enrolled at least half-time. Funds for Direct Loans come from the U.S. Department of
Education and are delivered to students through their school. Students repay these loans to
the Department of Education or designated servicers.

While the principal for Stafford Loans must be repaid by the student, the amount and
schedule of the student’s interest obligation depends on whether the loan is subsidized or
unsubsidized.

Subsidized Direct Stafford Loans are available to students who can demonstrate financial
need. The federal government will pay the interest on a subsidized loan while the student is
in school or during grace and deferment periods.

Unsubsidized Direct Stafford Loans are available to all students, regardless of need.
Students who receive unsubsidized Stafford Loans are responsible for all interest, although
payment is deferred until after graduation.

* The availability of state or federal assistance does not imply that the federal or any state government or any of
their agencies guarantee the quality of instruction, nor guarantee the truth or accuracy of any representation
contained herein. For additional information on any federal student financial aid programs, students may call
the Federal Student Aid Information Center (FSAIC) at 1-800-4-FED-AID (1-800-433-3243) toll free, or 1-800-
730-8913 (TTY) toll free for the hearing impaired.

$ NOTE: The regulations governing all financial assistance programs are subject to change, and students should
contact the College’s Financial Aid Office for the latest information about these and other loan or financial
assistance programs. Students are encouraged to seek traditional loans when their credit strength is sufficient to

do so.
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PLUS Loans

Federal PLUS Loans are unsubsidized loans made to parents. Direct PLUS Loan funds are
provided by the federal government through the school. The PLUS Loan interest rate is at a
fixed rate of 8.5%.

Students who are financially independent, and dependent students who are enrolled at least
half time, are eligible to borrow additional Stafford Loan funds if their parents are unable to
obtain a PLUS Loan.

Federal Supplemental Educational Opportunity Grant (FSEOG) Program

Federal Supplemental Educational Opportunity Grants are available to students who can
demonstrate substantial need. Students do not need to repay FSEOG awards, which range in
amount from $100 to $4,000.

Federal Work-Study Program

Federal Work-Study is a campus-based program awarded through the college in the form of
part-time employment to help students pay education expenses. Students who participate in
this program generally work from 10 to 20 hours per week and are paid minimum wage or
above. Employment may take place at the college or at off-campus locations. Funds for the
program are provided by the Federal Government and may be matched by the participating
organizations. Federal Work-Study Funds are based on financial need; however, each
institute receives a specific level of funding which limits the number of students who can
participate in the program.

Scholarships

Taylor Business Institute participates in scholarship programs through the Level Playing
Field Foundation. Level Playing Field is a not-for-profit organization dedicated to helping
needy, deserving students “level the playing field of opportunity for a career-based
education.” These scholarships are targeted primarily to non-traditional students attending
TBI who are experiencing economic hardship while attempting to balance college, jobs, and
families. Students interested in applying for Level Playing Field scholarships should contact
the Director of Financial Aid. Students also are encouraged to research other scholarship
opportunities that may be available. Scholarship search seminars are scheduled by the
librarian.

Other Scholarships

Students are given a listing of scholarship sources and invited to attend a workshop in an
effort to investigate other scholarship opportunities for which they may be eligible.
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Federal Student Financial Aid Penalties for Drug Law Violations

A conviction for any offense involving the possession or sale of illegal drugs, during a period
of enrollment for which you receive Title 1V federal student aid, may result in the loss of
future financial aid eligibility. If you are convicted of possessing or selling drugs after you
submit your Free Application for Federal Student Aid (FAFSA), you must notify your
Financial Aid Administrator immediately.

If a student successfully completes a drug rehabilitation program, the student may regain
federal student aid eligibility on the date the program is successfully completed.

STUDENT SERVICES

Taylor Business Institute’s dedication to promoting students’ personal and professional
success is reflected in the wide array of traditional and innovative student services available
through the college.

New Student Orientation

Students new to Taylor Business Institute begin their educational experience with a student
orientation where they are introduced to staff and provided an overview of the college’s
programs, expectations, policies and procedures. Students also explore and discuss attitudes
associated with getting the most out of their educational experience.

Print Resources

Student Handbook

TBI provides each student with a Student Handbook which provides expanded details on
various services and topics of student interest. The Student Handbook also provides
information concerning student rights and responsibilities, and proper procedures for filing
grievances with the college and other bodies.

Course Syllabi
During the first week of each quarter, instructors at TBI provide students enrolled in their

classes with a course syllabus outlining course objectives, methods of instruction, reading
materials, grading practices, and attendance policies. Each syllabus provides contact
information for the course instructor and includes instructions for students who require
additional assistance.

Academic Services

Testing and Placement
Taylor Business Institute’s Testing and Placement Service administers the CPAT and

Accuplacer examinations to entering students. Theses tests assess each student’s level of
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preparation prior to admission to their declared program. The testing service offers
additional tests as required by academic departments at the college.

Library
TBI’s Library is located on the sixth floor of the building. The Library has program specific

volumes, general education books, reference materials, fiction and non-fiction volumes, and
current periodicals that support student learning in all programs. Many other resources are
available from the Library in electronic formats. Library services include reference and
research, computer database searches, online support programs, library orientation, and
instruction in use of resources, materials, and Internet access. Taylor Business Institute also
participates in inter-library loans through Consortium of Academic and Research Libraries in
Illinois (CARLI )and Metropolitan Library System (MLS).

Writing Center/Tutorial Assistance

The Writing Center provides individualized assistance to students seeking to sharpen their
skills in spelling, writing, and organization of written materials. Students who would like
writing or tutorial assistance should see their classroom instructor, department chairperson,
or the Dean of Academic Affairs for information concerning programs available within the
college. Occasionally, instructors will refer students to the Writing Center, or require other
tutorial assistance as a condition of remaining in a class.

Bookstore

The bookstore is located on the third floor and carries all required textbooks, course packs
and classroom instructional materials. Students can rent or purchase books and other
supplies from the bookstore after receiving the book voucher from the Financial Aid
department. Also, pictures for the Student ID and U-Pass are taken at the bookstore.

Rental Book Program

In an effort to reduce book costs, students attending Taylor Business Institute may rent their
books each quarter. Students electing to use the rental program will be responsible for
returning all books at the end of each quarter in order to receive books for the next quarter.
Failure to do so may result in additional charges applied to the student’s account. Students
who choose not to use the rental program and wish to purchase their own books should
request a copy of the book list from the office of the Dean of Academic Affairs or the
Bookstore Manager.

This policy does not apply to students enrolled in the English as a Second Language (ESL)
program. Textbooks for all courses are available each quarter and are charged to each
student’s accounts.
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Counseling and Other Support

Personal Counseling
The Dean of Academic Affairs and the Dean of Administration provide the majority of

academic, personal and attendance counseling for TBI students. However, when
circumstances warrant, students may be referred to outside professional counseling services.
Students who would like the assistance of a trained counselor should contact the Dean of
Academic Affairs for information on how to make an appointment.

Students with Disabilities

Taylor Business Institute does not discriminate on the basis of disability in admission or
access to its programs and activities, and works to provide reasonable accommodation for
students with special needs. Taylor Business Institute recognizes and supports the role that
Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act (ADA) of
1990, and similar state laws have in achieving student success. Taylor Business Institute is
committed to making reasonable accommodations for students with qualifying disabilities
and to making its campus and facilities accessible as required by applicable law. Taylor
Business Institute however cannot make accommodations that fundamentally alter the nature
of its programs, cause undue burdens, or create a direct threat to the health and safety of
others.

It is the responsibility of the student to request an accommodation and to follow the
processes set forth in this policy. A student who does not request an accommodation
will not be given one. Likewise, a student with a disability who chooses not to have any
accommodations is under no obligation to seek or obtain one.

Students needing accommodation are urged to communicate directly with the college’s
President or the Dean of Academic Affairs to determine how the college can best help them
to attain their educational goals.

Transportation Assistance

Taylor Business Institute participates in the Chicago Transit Authority U-PASS program.
All students enrolled full time at TBI may obtain either a U-PASS or a Metra Pass when their
financial aid packaging is complete. These arrangements are made at registration.

Drug-Free Environment and Drug Prevention Program

TBI promotes a drug-free environment and, to that end, provides a drug prevention program.
Information on drug prevention and alcohol abuse is available as a part of this program.
Drugs and alcohol are prohibited on TBI premises. If deemed appropriate, students or

41



employees may be referred to abuse help centers. If such a referral is made, continued
enrollment or employment will be subject to successful completion of any prescribed
counseling or treatment program.

For detailed information, see the security policies and programs appendix at the end of
this catalog.

Career Preparation

Taylor Business Institute recognizes that employment preparation and career advising are
integral to its professional skills programs and integrates these services into its training
delivery system from the moment its students enroll. Career counseling and placement
assistance is available to TBI students and graduates through a variety of interactive and
innovative programs. Students participate in an employment preparation course and other
activities designed to smooth the transition from education to employment.

Employment Preparation Seminar

This course may be conducted in either a classroom or a workshop environment. It covers
job-seeking and job-keeping activities and techniques such as identification of individual
skills, meeting employers’ expectations, interview preparation and presentation, resume and
portfolio development and identification of potential employment opportunities in business
and industry. A formal interview by the Career Services department is a requirement for
graduation.

Graduate Placement

As graduation approaches, students receive job placement counseling through TBI’s Career
Services Department, including personalized preparation through individual exit interviews.
These exit interviews help identify available job openings in the student’s field of
specialization. Students are counseled on the requirements of business and industry and
coached on how to conduct themselves appropriately during job interviews. Students will
produce a portfolio that includes their resumes and letters of reference. They are offered
helpful reference sources to assist them in locating firms and geographic areas offering
employment opportunities related to their training.

Students are required to contact the Career Services Department for direction on career
opportunities available to them upon successful completion of their program. The College
maintains a job board where job openings are posted. Job fairs and industry advisory boards
play a key role in job development.
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Part-Time Placement

Taylor Business Institute’s Career Development Department assists students who are seeking
part-time work in order to defray a part of their expenses while attending school. Full-time
employment is not recommended while attending school.

Transcripts

A copy of each student's transcript is available upon request. This service is subject to the
Family Educational Rights and Privacy Act of 1974. Taylor Business Institute reserves the
right to limit the number of transcripts provided without a processing fee. Transcripts are
withheld if the student's financial account is in arrears.

Taylor Business Institute will provide one official transcript at no cost to the student. The
college will require a fee of $5 for all transcripts requested thereafter.

Student Activities Program

The education of a Taylor Business Institute student occurs both inside and outside the
classroom. Student activities facilitate student learning by providing opportunities to explore
mutual or diverse extracurricular interests with others.

Through the Student Activities Program, TBI’s staff schedules speakers and lecturers and
many other events and activities. This enhances student growth and development.
Community service opportunities challenge students to develop personally and professionally
in the areas of responsibility, social interaction, leadership, communication, and decision-
making. Student life at Taylor includes the following:

Academic Recognition

= Honor Roll Recognition: Taylor Business Institute encourages excellence and officially
recognizes outstanding student achievement by awarding certificates to students with a
quarterly cumulative grade point average of 4.0 for Honor Roll and 3.0 to 3.9 for
Honorable Mention. Record reviews occur at the end of each quarter to determine
eligibility.

= Attendance Awards: Attendance certificates are awarded to students with fewer than
three days absence within a quarter.

= Graduation Ceremony: Taylor Business Institute’s graduation ceremony is held every
year in September. The Associate of Applied Science degree is conferred upon those
students who have successfully completed a program in one of the following areas:
Accounting (Advanced), Medical Biller Specialist, Electronics Engineering Technology,
or Criminal Justice and Security Administration.
Diplomas are awarded to those students who have successfully completed the Medical
Secretary and the Accounting (Basic) program.
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Pizza with the President

Pizza with the President occurs each quarter and affords every TBI student the opportunity to
meet with the President who reports on the state of affairs at TBI with a question and answer
session that follows. Students are given comment cards to identify concerns, suggestions or
opportunities if they choose not to ask a question or want to request an appointment. A pizza
reception follows.

Service Learning Projects

Guest Speaker Program

Taste of Taylor

Annual School Picnic

Constitution Day Write-off

Writing Center

Book Club

Student Lounge with WiFi Access

e Open Lab Time in Classrooms (when classes aren’t in session)
e TOEFL (Test of English as Foreign Language) Testing Center

A current calendar of events is available on the college’s website (www.tbiil.edu) or from the
Student Services Coordinator.
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ACADEMIC GUIDELINES

Start Dates

Listed on the student calendar are quarter “begin” and “end” dates. Quarter begin dates
represent start dates for new students who are beginning their studies at TBI during that term.
Not every instructional program will enroll new students on every start date. Students should
check with the Education Department for new student start dates for specific programs.

Course Titles and Numbering
Business/Training Subjects

ACC ......Accounting EET ....... Electronics Engineering Technology

BUS....... Business ITE........ Information Technology

CIS....... Computer Information Systems ~ MBS......Medical Secretary and Medical Biller

ClJS... Criminal Justice and Security ESL ....... English as a Second Language
Administration (See catalog insert for program description)

General Education Subjects

BIO........ Environmental Biology MAT......Mathematics
COM .....Communication PSY ....... Psychology
ENG ......English Composition SOC.......Sociology
HUM .....Humanities SPH....... Speech

The course prefix that appears in the program outline for each program designates the general
education or training subject category this course falls within.

Courses numbered 100 or less are considered developmental, and credit for their completion
will not be applied toward a degree. 100-level courses numbered 101 or higher are
associated with freshman level coursework, 200-level courses are associated with sophomore
level study, and 300-level courses are associated with study at the junior level.

ACADEMIC ACHIEVEMENT

Taylor Business Institute measures academic performance in quarter credit hours. A quarter
credit hour is the unit of credit awarded for 50 minutes per week for one ten-week quarter of
lecture or 100 minutes per week for one ten-week quarter of laboratory learning. Courses
which include a combination of lecture and laboratory work are assigned appropriate credit
by the college in a manner consistent with these guidelines.
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Grading System

Grading at Taylor Business Institute is based on daily performance in the
classroom/laboratory, tests and laboratory projects, assignments, and final exams.

Letter Grade Percentage Indicated
Grade Point Equivalent Work Quality
A B0 i 90-100 .....ccieierrerie e, Excellent
B 3.0 80-89 ..o, Good
Ca, 2.00 i, T0-79 e Average

D RS 1.0, 60-69 ..o Below Average
F o, 0.0 e, 59-below .....ccoevvevivciennn Failure
IR 0.0 N/A e Incomplete
Grading Policy

Grades appearing on student transcripts may be interpreted as follows:

A Indicates learning at the highest level. The student not only demonstrated knowledge
and understanding of the material but also demonstrated an ability to analyze,
synthesize, and evaluate the material with breadth and depth of understanding.

B The student not only demonstrated knowledge and understanding of the material, but
an ability to apply the material. The student is able, on occasion, to demonstrate an
ability to analyze, synthesize, and evaluate the material.

C ____ The student demonstrated a basic knowledge and understanding of the material and
some ability to apply it.

D The student demonstrated limited knowledge and understanding of the material and is
not able to apply much of it.

F __ The student failed to demonstrate an acceptable knowledge or understanding of the

material, and therefore is not able to apply it. Students earning an F in any required
course must repeat that course satisfactorily prior to graduation.

| Incomplete: Indicates that the student has not completed all work required for the
course. Incomplete work must be made up within six weeks of the end of the term
within which the | was earned, or a grade of F will result.

W____ Withdrawal: Indicates that the student withdrew from the course prior to completion
of the term. A course in which a student earns a W will not be considered in the
calculation of the cumulative grade point average (CGPA) but will be considered in
totaling credits attempted.

W/A__Withdrawal due to Attendance: Indicates that the student was withdrawn from the
course prior to the completion of the term due to unsatisfactory attendance. A course

in which a student earns a W/A will not be considered in the calculation of the
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cumulative grade point average (CGPA) but will be considered in totaling credits
attempted.

P Pass: Indicates that the student took the course on a pass/no pass basis and passed.
Courses taken on a pass/no pass basis count toward degree credit and credits
attempted but are not considered in GPA calculation.

NP __ No Pass: Indicates that the student took the course on a pass/no pass basis and failed
to pass. Courses taken on a pass/no pass basis count toward degree credit and credits
attempted but are not considered in GPA calculation.

V ___ Audit: Indicates that the student audited the course. Audited courses are attended by
the student but do not affect degree credit, credits attempted, or GPA.

Exam_Indicates that the student demonstrated knowledge and skill in the subject through a
proficiency examination. Proficiency examinations count toward degree credit but
are not considered in GPA calculation.

TR___ Transferred: Indicates that the student transferred credit for the course from another
institution. Courses for which the student transferred credit from another institution
are not considered in calculating GPA at Taylor Business Institute.

Progress and Advancement

Repeat Class Policy (Repeating to raise a grade)

A student may repeat a maximum of five courses. Each course may be repeated only once.
If a course is repeated, both attempts will count toward credits attempted, but only the higher
grade will be considered in calculating the cumulative grade point average. A charge above
the tuition quoted for a program will apply for repeated courses. The cost will be quoted
based upon the number of courses and hours that must be satisfied.

Incomplete Grade Policy
Students who receive an incomplete (I) grade will be given six weeks to remove it. The |

grade will be removed from the student’s academic record when the student satisfies
whatever outstanding work resulted in the I grade. The instructor then submits a letter grade
within the established six-week deadline. If no grade is submitted by the end of the six
weeks, the “I”” grade will be considered and changed to a final grade of F. While the | grade
remains, the course(s) in which the | grade was received will not be considered in the
calculation of the cumulative grade point average. It will count toward credits attempted.

Advancement and Graduation

Students attending Taylor Business Institute are considered to have advanced beyond
freshman grade level upon successful completion of a 30-week academic year and/or 45
credit hours of academic coursework. Each additional 30 weeks and/or additional 45 credit

47



hours of successful academic coursework within the same program represents advancement
to the next grade level.

In order to graduate, students must complete all required courses in their selected program of
study with an overall GPA of 2.0 or better. In all general education core courses a grade of C
or better must be earned. Students also must meet any and all skill requirements applicable
to their program, conduct an exit interview with the Career Development Department, and be
free of indebtedness to Taylor Business Institute.

If required, all students enrolled in degree granting programs must take a department
competency exam.

Candidates for graduation are advised to apply for graduation no later than 10 days before the
date of the graduation ceremony.

Degree, Diploma and Certificate Programs

- Associate of Applied Science degrees are awarded to students w