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MESSAGE FROM THE PRESIDENTS 
 
Dear Art Institute Student, 
Welcome to one of the seven California Art Institute campuses!  Whether you are a new or 
continuing student, you are engaging in a unique educational experience that will help realize your 
talents and goals.  Our faculty and staff are here to provide you with the educational resources and 
services to help you succeed. 
An Art Institutes education is a cooperative process where talented faculty impart their knowledge 
and expertise, and students take initiative to translate their classroom experiences to the real world 
of work.  Getting involved in co-curricular activities enhances your academic life and prepares you 
for internships and career opportunities. In this setting you can develop networking skills to take 
advantage of meeting professional contacts and creating lifelong friendships.   
You are supported by a close and caring community, bound by mutual respect for individuality and 
creativity. There is a vibrant and robust energy here, which enhances our comprehensive 
curriculum.   We maintain a strong reputation within the arts industry, based on the high quality of 
our graduates who are employed within it.   
We are here to support you to make your college experience successful.  Let us know how we can 
continue to help you achieve your educational and career goals.   
Best wishes for a positive collaboration with us.   
Sincerely, 

 
Byron Chung 
President  
The Art Institute of California – Inland 
Empire 

 
Laura Soloff 
President  
The Art Institute of California – Los Angeles 

 
Dan Levinson 
President 
The Art Institute of California – Orange 
County 
 
 
 
 
 
 
 

 
Roger F. Gomez 
President 
The Art Institute of California – Sacramento 
 

 
Elizabeth Erickson 
President 
The Art Institute of California – San Diego 

 
James Campbell 
President 
The Art Institute of California – San 
Francisco 

 
Greg Marick 
President 
California Design College 
 
 

 



STUDENT HANDBOOK NOTICE REGARDING POLICIES 
As referenced herein, The Art Institute of California - Inland Empire, The Art Institute of California – 
Los Angeles, The Art Institute of California – Orange County, The Art Institute of California – 
Sacramento, The Art Institute of California -- San Diego, The Art Institute of California – San 
Francisco, and California Design College are collectively referred to as “The Art Institutes.” 
The Art Institutes reserve the right to change the policies contained within this student handbook 
from time to time.  Notice is not required for a new policy to take effect, however The Art Institutes 
will make reasonable attempts to notify students promptly of any policy changes through website or 
email postings, mail distributions, or other methods deemed appropriate by the college 
administration. 

ACADEMIC POLICIES AND PROCEDURES 
CLASS SCHEDULE 
Classes are in session six (6) days a week, Monday through Saturday. Each student is scheduled 
by The Art Institutes to meet his/her total weekly hour requirement through a combination of 
morning, afternoon, and evening classes. The weekly hour requirement is scheduled to be 
completed in a minimum of three (3) days and a maximum of six (6) days during each week. 
Classes are assigned and generally announced to the student in advance of each quarterly start 
date. The Art Institutes will not require an evening student to attend during the day. Days of 
attendance will vary for students according to their program of study and may change from quarter 
to quarter. Some classes may be scheduled on Saturdays. 
The average length of instruction is 20 hours per week for a student taking a full load (16 credits) 
except for Culinary Arts students. Culinary Arts students will attend an average of 22 hours per 
week. A student must take a minimum of 12 credits in order to be considered a full-time student. 
 
CLASS SESSION HOURS: 
Classes may be scheduled to begin at 7:00 a.m. and end at 11:00 p.m., Monday through Saturday. 
The Art Institutes reserve the right to modify the school calendar, curriculum, and class schedules 
as it deems necessary. When size and curriculum permit, classes may be combined to contribute 
to the level of interaction among students. From time to time instructional activities may occur at an 
off-campus location appropriate for the particular activity. Days of attendance will vary for students 
according to their program of study, and may change from quarter to quarter. 
 
HOMEWORK 
In addition to regular attendance at scheduled classes, each student will be required to devote 
additional time each week outside the classroom to study and work on assigned projects. 
 
ACADEMIC DISHONESTY 
Students are expected to maintain the highest standards of academic honesty while pursuing their 
studies at The Art Institutes.  Academic dishonesty includes but is not limited to:  plagiarism and 
cheating; misuse of academic resources or facilities; and misuse of computer software, data, 
equipment or networks. 
Plagiarism is the use (copying) of another person’s ideas, words, visual images, or audio samples, 
presented in a manner that makes the work appear to be the student’s original creation.  All work 
that is not the student’s original creation, or any idea of fact that is not “common knowledge,” must 
be documented properly to avoid even accidental infractions of the conduct code. 
Cheating is to gain unfair advantage on a grade by deception, fraud, or breaking the rules set forth 
by the instructor of the class.  Cheating may include but is not limited to:  copying the work of 
others; using notes or other materials when unauthorized; communicating to others during an 



exam; and any other unfair advantage as determined by the instructor.   
Additional information is located within the Student Conduct section of this handbook. 

 
ACADEMIC GRADING SYSTEM 

The grading system incorporates letter grades and codes that have the following numeric 
equivalences and definitions: 

Letter Grade  Equivalent Grade Points 
A  =  4.0 
A-  =  3.7 
B+  =  3.4 
B  =  3.0 
B-  =  2.7 
C+  =  2.4 
C  =  2.0 
C-  =  1.7 
D+  =  1.4 
D  =  1.0 
F  =  0.0 

 
LETTER CODES: 
IP = In Progress 
NS = Not Satisfactory 
P = Proficiency credit by exam or portfolio 
S = Satisfactory 
TR = External transfer credit 
W = Withdraw from course 
WF = Withdraw failing from course 
 
In addition to the codes listed above, campuses may use additional codes as well.  Please see 
your campuses specific Academic Catalog for a full list of the letter codes used. 

 

ACADEMIC GRADING POLICIES 
IN PROGRESS (IP) 
Indicates work is in progress but assignment of a final grade is pending completion of coursework. 
It is not included in any calculations. 
 
NOT SATISFACTORY (NS) 
Indicates course completed unsatisfactorily. It is not included in any calculations. 
 
ADVANCED COURSE CREDIT (TR OR P) 
Course credit transferred from another accredited postsecondary institution is assigned a “TR” 



code. Those campuses that award proficiency credit, award credit on the basis of an examination 
or portfolio review. These courses are assigned a “P” code. Such credit is applied to the total 
credits required for graduation but has no grade point value and is not computed in the grade point 
average.  
 
SATISFACTORY (S) 
Indicates course completed satisfactorily. It is not included in any calculations. 
 
WITHDRAWAL (W) 
A student who withdraws from a course or from the program after the schedule adjustment period 
and before week 10 of the quarter will be assigned a “W” code for each course. The “W” code is 
not used in the computation of the student’s grade point average. There are no tuition refunds for 
course withdrawals after the end of the schedule adjustment period. If students withdraw from the 
program, they should refer to the refund policy. For online course withdrawals see “Online 
Add/Drop Policy.”  
 
WITHDRAWAL FAILING (WF) 
A student who withdraws from a course or from the program during weeks 10 and 11 will be 
assigned a “WF” code for each course. The “WF” code is used in the computation of the grade 
point average. There are no tuition refunds for course withdrawals after the end of the add/drop 
period. If you are withdrawing from the program, see the refund policy. For online course 
withdrawals see “Online Add/Drop Policy.”  
 
REPEATING COURSES 
Every required course for which a student received an “F,” “W,” or “WF” grade/code must be 
repeated and/or completed with a passing grade, prior to the final quarter of study. It is strongly 
recommended that any student with W, F, or WF grades register for the same courses in the 
subsequent quarter to improve academic achievement.  The original grade/code and the 
subsequent passing grade(s) will remain on the record for reference purposes. However, when a 
course is successfully repeated, only the passing grade (not the original grade) will be computed in 
the grade point average. Tuition is charged for repeated courses.  

 

SCHEDULE ADJUSTMENT PERIOD 
The Schedule Adjustment period begins on Monday of week one and concludes at the end of the 
first class day of week two. During this time students may add or drop courses, or change sections. 
Tuition will be charged based on registered credits at the end of this period. Students will be 
responsible for all charges regardless of attendance. Students who fail to attend any classes or 
notify the Academic Affairs Department during the Schedule Adjustment period will be withdrawn 
from school. 

OFFICIAL SCHEDULES 
Official class schedules will be available to students no later than the Friday prior to the quarter 
class start.  If a student is placed on “hold” by an administrative office, the student will not be 
issued an official schedule until the hold is cleared.  An official schedule is required in order for the 
student to attend class.  Note:  Official schedules are subject to change. 



OFFICIAL TRANSCRIPTS 
Official transcripts are available to students through the Registrar’s Office for a nominal fee per 
transcript.  All requests for transcripts must be submitted in writing and must be signed and dated. 
Requests must be approved by the Accounting Office and may require seven to ten (7-10) days to 
process.   

CHANGE OF GRADE 
When a final grade has been established and recorded in the student’s record, the grade may not 
be changed without approval of the faculty member, Academic Department Director, and the Dean 
of Academic Affairs. Students who feel that they have received an erroneous grade may appeal 
that grade to their instructor. If the student and the instructor do not reach a resolution in the 
matter, the Academic Director, after consultation with the instructor and student, will make a final 
determination. A request for a change of grade will only be accepted by the Registrar’s Office 
through the end of the Schedule Adjustment period of the following quarter. 

 

WITHDRAWAL FROM SCHOOL 
Students who are not registered for any courses by the end of the Schedule Adjustment period will 
be withdrawn from school. Students who voluntarily withdraw from school must complete the 
required status change form, obtaining all required signatures, and return it to the Registrar’s 
Office. Students who withdraw from school are subject to a tuition increase upon reenrollment. 
READMISSIONS 
Any student who has withdrawn from The Art Institutes for any period must go through the formal 
reentry process. Each student’s status must be reviewed before consideration for reentry. For 
details, please see the Readmissions Advisor in the Admissions Office. 
TRANSFERS 
A student must be in satisfactory academic and conduct standing to be allowed the opportunity of 
transferring from one Art Institute school to another. 
CHANGE OF MAJOR 
Students will be allowed only one change of major. Changing from a day program to an evening 
program of the same major is not considered a change of major. Changing from an associate’s 
program to a bachelor’s program for the same major is not considered a change of major. Courses 
taken in one major applicable to the second major shall be transferred with the grade.  If students 
have taken a course more than once, all grades relevant to that course shall apply to the second 
major.  Grades earned in the original major shall count toward the cumulative grade point average.  
For ICR purposes, only those courses transferred will apply to the new major.  The maximum 
allowable time frame shall be calculated as the total number of credits in the program minus the 
number of credits applied to the new major X 150%.  Example:  if a student transfers 36 credits to a 
new major consisting of 180 credits, the calculation would be 180 – 36 = 144 X 150% = 216 
credits.  Second example:  if a student earned 36 credits in the original major that are applicable to 
the new major, but transfers 48 credits due to repeating failed classes, then the maximum 
allowable time frame is reduced to 198 credits. 

 

ACADEMIC PERFORMANCE MEASUREMENTS 
Student academic performance is recorded, reported, and monitored by the Registrar each quarter, 
according to the following: 



GRADE POINT COMPUTATION 
The grade point value for an individual course is determined using the equivalent grade points 
listed above. The total grade points for an individual course are determined by multiplying the letter 
grade equivalent grade point times the credit hours for the course. 
QUARTERLY GRADE POINT AVERAGE (QGPA) 
The quarterly grade point average is computed by dividing the total grade points earned in the 
quarter by the total credits attempted in that quarter. 
CUMULATIVE GRADE POINT AVERAGE (CGPA) 
A cumulative grade point average (CGPA) is computed by dividing the total grade points earned for 
all courses attempted at an Art Institute by total credit hours attempted. . (The CGPA is calculated 
by rounding up to the nearest tenth if the last digit is five or greater. It is rounded down to the 
nearest tenth if the last digit is less than five. Example: 1.95 = 2.0, Example: 1.94 = 1.9). 
DEFINITION OF QUARTER CREDITS 
All coursework at the school is measured in quarter credits. One quarter credit is awarded for each 
11 classroom contact hours of lecture, 22 classroom contact hours of laboratory instruction, or 33 
contact hours of internship. One classroom contact hour is defined as 50 minutes in a 60-minute 
period. It is assumed that the student will devote appropriate time to preparation and study outside 
the classroom.  
STUDENT STATUS 
Based on credit hours, status is defined as follows: 

• Full load: full-time course load schedule averages 12 credits for Diplomas, 16 credits for 
Associates and Bachelors degrees, and 15 credits for Masters. 

• Full-time: enrolled in 12 credit hours or more in an academic quarter  
• Three-quarter time: enrolled in 9–11 credit hours in an academic quarter  
• Half-time: enrolled in 6–8 credit hours in an academic quarter  
• Less than half time: enrolled in 1–5 credit hours in an academic quarter  
• Academic year: 36 quarter credits (three Quarters in length) 

 

ONLINE POLICY 
The Art Institutes offer selected online courses through a consortium agreement with The Art 
Institute Online, a division of The Art Institute of Pittsburgh. Online classes are 5 1/2 weeks in 
duration. They are delivered in an asynchronous electronic mode that means that students can 
work on the course anytime. Students are required to log in to the course four out of each seven 
days in the class week (each of the four log-ins during a separate 24-hour period). One day is 
defined as the 24-hour period beginning at 5:01 a.m. and ending at 5:00 a.m.(EST). Students are 
able to access assignments, lectures, study questions; participate in discussions and post 
assignments. Student participation in the course is required in addition to submitting formal 
assignments for the course. Online courses may use different textbooks and/or software than 
onground courses. As in traditional onground classes, students are expected to complete all work 
and submit assignments within the time periods given by the instructor as listed on the course 
syllabus.  
The online courses have similar course and exit competencies as the onground versions of the 
same course. The online courses are specifically designed to take advantage of technology, make 
the learning environment more efficient, and maximize relevance to prior learning and experiences. 
The Art Institute charges the same tuition for online courses as it charges for onground ones. A 
$100 fee is charged in addition for each online lab to cover administrative and technical support for 
students. 



REQUIREMENTS FOR PARTICIPATION IN ONLINE COURSES  
Students must have computer hardware and software equivalent to the specifications indicated by 
The Art Institute Online, as well as a reliable connection to the Internet.  Specific technology 
requirements are listed by class in The Art Institute Online course catalog available at 
http://ww.aionline.edu/aio/campus/index.asp.  Students are advised of resources available where 
they may purchase their own equipment through an outside vendor, made available through The 
Art Institutes.  Students are not, however, required to purchase or lease any hardware or software 
through The Art Institutes.  Online course codes are different from on-ground course codes.  
Students should ensure they have the correct course requirement by referring to the online course 
code located on the quarterly published list located in the Online information packet. 
 
REGISTRATION FOR ONLINE COURSES 
Prior to registration each quarter, The Art Institutes provide students with a list of courses to be 
offered online. Students register for online courses during the regular registration period for the 
academic quarter. Because The Art Institute Online needs additional lead time to set-up the 
classes, registration for online courses will only occur during the normally scheduled registration 
period. Students wishing to register for online courses must do so through the Online Advocate. 
Students are required to sign a consortium agreement. While students will have an opportunity to 
withdraw from second session courses after they begin, they will not be allowed to add or drop an 
online session after the first week of the quarter which is the normal add/drop period of the schools. 
 
ONLINE CLASS SCHEDULES 
Online courses are offered in two sessions within the academic quarter calendar. The first session 
begins on the same day as the onground coursework begins and ends 5 1/2 weeks later. The 
second session begins the following day and runs for 5 1/2 weeks and ends on the same day as 
the onground coursework ends. 
 
ONLINE ADD/DROP POLICY 
The first seven academic days (including Saturday) of each quarter constitute the Add/Drop period. 
It is during this time, students my drop an online course without financial penalty. Students who 
drop all of their courses, either online or on ground will have their enrollment terminated and should 
refer to the Refund Policy for further information. 
Once the Add/Drop period ends, a student may receive permission from their Academic Advisor or 
Academic Department Director to withdraw from an online course. Students choosing to withdraw 
from a first session online course must do so by the 5 p.m. Friday of week four of the quarter and 
will receive a “W” (withdrawal) grade for their course(s). Students who choose to withdraw from a 
second session online course by 5 p.m. on Friday of week nine will also receive a “W”(withdrawal) 
grade for their course(s). Students withdrawing from either session after these deadlines will 
receive a “WF” (withdraw failure) grade in their respective course(s). A “WF” grade is calculated 
into the CGPA as an “F” grade. Please note no refunds will be given for any online course 
withdrawals initiated after the designated Add/Drop period. 
 
Students who choose to take only online courses during a particular quarter are considered 
“virtual” students. Virtual students who register for two online courses, one each session, are not 
permitted to withdraw from an individual course. Doing this would cause the student to no longer 
be in attendance. Therefore, virtual students who wish to withdraw must withdraw from both 
courses which will withdraw them from enrollment for the quarter. Students in this situation must 
apply for readmission into the college the subsequent quarter. 
 
 



Students withdrawing from school before the end of their online course will either receive a “W” or 
“WF” grade based upon the same deadlines stated above. However, if a student withdraws after 
their first session online course ends, they will receive a final letter grade in that course. 
 
ONLINE ORIENTATION 
Students wishing to take an online course must complete an online orientation to familiarize 
themselves with the platform that will be used in the virtual classroom. There are exercises to be 
completed during the orientation. Students not completing the orientation prior to the quarterly 
deadline published in the Online information packet, will not be allowed to participate in the online 
course. Students will have access to 24-hour software support via a toll-free number throughout 
the class to assist them should they have any problems. Students will also have access to email 
through The Art Institute Online Web site, www.aionline.edu, to address any questions or concerns 
that arise. 
 
ONLINE FACULTY 
Faculty who teach online courses possess the same subject matter credentials and experience as 
faculty who teach the same course onground. In addition, all faculty who teach online are required 
to successfully complete a six-week online training course. In many cases, faculty who teach online 
courses teach the same courses onground in The Art Institutes system.  
 
STUDENT SERVICES FOR STUDENTS TAKING ONLINE COURSES 
The Art Institutes provide a wide variety of support services to students in order to assist them in 
completing their educational programs and reaching their career goals. Every student is 
encouraged to take advantage of these support services.  Advising and other student services are 
the same for all programs regardless of onground or online delivery. Student services are available 
onground at The Art Institute for all students who reside locally or via email and telephone (at The 
Art Institutes toll-free phone number) for students who do not reside in the immediate area or do 
not wish to meet face-to-face. In addition, educational support is offered through The Art Institute 
Online for many online courses. Students should speak to the online facilitator or the online 
advocate for additional information or educational support. 
 
ONLINE COURSE TEXTBOOKS 
Textbooks for online courses are listed in syllabi located at The Art Institute Online Web site, 
www.aionline.edu. Textbooks can be purchased online from The Art Institute Online textbook 
partner through the “Buy Supplies” link located on the campus homepage at 
www.aionline.edu/campus/. They provide a secure site and 48-hour delivery for most books.  
Credit cards are accepted for payment. 
 
ONLINE EQUIPMENT 
Students are provided with a technical specification list prior to registration for hardware and 
software that support the online courses. Students are advised of resources available where they 
may purchase their own equipment through an outside vendor made available through The Art 
Institutes. Students are not, however, required to purchase or lease any hardware or software 
through The Art Institutes. The listing of hardware and software requirements for courses is 
available through The Art Institute Online Website at www.aionline.edu/campus/. Online course 
codes are different than on-ground course codes. To ensure you have the correct course 
requirements, please refer to the online course code located on the quarterly published list located 
in the online information packet. 



GRADUATION AWARDS 
Students from each major may be eligible to win awards recognizing outstanding portfolios or 
culinary skills or outstanding achievements. 
 
CRITERIA FOR HONOR DESIGNATION 
To promote academic excellence and to recognize exemplary academic achievement, students are 
recognized on a quarterly basis and upon graduation.  Any student who enrolls for and completes 
12 credits or more and meets the following criteria, may receive the corresponding designation: 
 
QUARTER GPA HONOR DESIGNATION  
4.0  President’s Honor Roll  
3.7 – 3.9  Dean’s Honor Roll  
3.5 – 3.6  Honor Roll  
 
HONOR DESIGNATION AT GRADUATION  
Any student who achieves a CGPA of 3.5 or better is designated as an Honor Graduate. 
(Transitional studies classes are not considered when evaluating honor designations.) 
 

REQUIREMENTS FOR GRADUATION  
ELIGIBILITY FOR GRADUATION 
To be qualified to graduate, an Art Institute student must: 
•  Receive a passing grade or credit for all required coursework. 
•  Earn the minimum required credits for the program. 
•  Achieve a minimum CGPA of not less than 2.0. 
•  Meet portfolio or other requirements as outlined by the student’s degree program.  
•  Satisfy all financial obligations to The Art Institute. 
 

SATISFACTORY ACADEMIC PROGRESS POLICY 
SATISFACTORY ACADEMIC PROGRESS POLICY (SAPP) 
Applicable to every student enrolled in diploma and undergraduate degree programs, the 
Satisfactory Academic Progress Policy ensures that students make satisfactory progress towards 
successful completion of their academic programs. The evaluation points and milestones contained 
in the policy are meant to identify problems for which actions of early intervention and/or 
remediation can be taken. Most critical to this policy is a student’s ability to enroll in and complete 
courses in a consistent manner. This ability is measured in two ways: Incremental Completion Rate 
(ICR) and Cumulative Grade Point Average (CGPA). Failure to complete courses successfully for 
any reason may negatively affect academic progress. Failing courses or withdrawing from courses 
could result in the loss of financial aid. In order for a student to graduate, the minimum 
requirements are a CGPA of 2.0, and completion of the program in no more than 150% of total 
program credits. 
 
MAXIMUM ALLOWABLE TIME FRAME  
To be awarded the designated degree of the academic program, the student must successfully 
complete all the program requirements within the maximum allowable time frame, which is 150% of 
the program length. The maximum allowable time frame is calculated, as a period of time during 
which a student attempts 1.5 times the number of credit hours required to complete the program. 



 
For example,  
• Student in a 90-credit program can attempt no more than 135 credits.  
• Student in a 96-credit program can attempt no more than 144 credits.  
• Student in a 105-credit program can attempt no more than 157 credits.  
• Student in a 112-credit program can attempt no more than 168 credits.  
• Student in a 135-credit program can attempt no more than 202 credits.  
• Student in a 180-credit program can attempt no more than 270 credits.  
• Student in a 192-credit program can attempt no more than 288 credits. Note: The trigger for the 
student’s academic progress is evaluated at the end of each quarter. 
 
 
SATISFACTORY ACADEMIC PROGRESS POLICY MILESTONES AND EVALUATION POINTS 
 

Evaluation Point  Milestones (CGPA and ICR)  Required Action 
 
Diploma  End of First Quarter  less than 1.0 and/or 33.33%  Academic Probation 

End of Second Quarter less than 1.0 and/or 33.33%  Dismissal 
End of Second Quarter  less than 1.5 and/or 50% Academic Probation 

 greater than 1.0 and 33.33% 
 

End of Fourth Quarter And every less than 2.0 and 66.67%  Dismissal 
quarter thereafter 

 
Associate, Bachelor  End of Second Quarter  less than 1.0 and/or 33.33%  Academic Probation 

End of Third Quarter  less than 1.0 and/or 33.33%  Dismissal 
End of Third Quarter  less than 1.5 and/or 50% Academic Probation 

 greater than 1.0 and 33.33% 
End of Sixth Quarter* and every less than 2.0 and 66.67%  Dismissal 
other quarter thereafter 

 
 
Master’s  All Quarters  less than 3.0 and 66.67%  Dismissal 
 
*If a student’s CGPA falls below 2.0, but is at least 1.8 and/or the ICR is below 66.67% but at least 
60%, the student may be placed on probation one time after he or she has moved beyond his or 
her sixth quarter. The student would then need to achieve the 2.0 and 66.67% milestones at the 
next evaluation point or be dismissed. 
Please note that a student may be terminated for academic reasons without previous academic 
action. 
 
 
 
EXTENDED ENROLLMENT STATUS  
While ACICS allows for an extended enrollment status, the Art Institutes will not be participating in 
this portion of the criteria. 
 
DENIAL OF GRADUATION WITH A DEGREE 
Any student failing to achieve a CGPA of 2.0 at the completion of all required program credits will 
not be allowed to graduate with a degree. ACICS allows for a student to be awarded a certificate of 
completion in this situation, however, the Art Institutes will not be participating in this portion of the 
criteria. 
 
PROCEDURE FOR APPEALING ACADEMIC TERMINATION  
Any student wishing to appeal an academic termination may do so in writing to the Dean of 
Academic Affairs. The written appeal must state the mitigating circumstances that contributed to 
the termination. The written appeal must be supported with appropriate documentation of the 
mitigating circumstances with explanation on how the circumstances have been remedied or 



changed. The Dean of Academic Affairs or a committee will review a student’s appeal and will 
determine whether the student’s circumstance(s) and academic status warrant consideration for 
reinstatement. The student may be asked to appear in person during the review process when 
deemed necessary by the Dean or the Committee. 
Mitigating circumstances are generally events that are outside the student’s control and are 
unavoidable. 
 
A student who is granted an appeal may be reinstated and if otherwise eligible, receive financial 
aid; however, the student will be placed on probation for that quarter. 
 
PROCEDURE FOR REENTRY AFTER ACADEMIC TERMINATION  
 
Termination Reentry Process  
A student terminated for violating the SAPP must appeal in writing to the Dean of Academic Affairs 
for reentry before the start of the quarter in which he/she wishes to return. Also, any student who 
ceased attendance and whose grades in the last quarter of attendance caused him or her not to 
meet the minimum standards of the SAPP must go through the same appeal process. The appeal 
procedure described in the preceding section applies. If the appeal is granted, the reentering 
student will be placed on probation during the quarter of return. The student must meet the 
minimum standards of the SAPP to continue in the program. The student must successfully retake 
courses previously failed so that the recalculated GPA and successful completion percentage 
meets or exceeds the minimum requirements. A student is allowed one and only one reentry 
appeal after being academically terminated. 
 
The Art Institute Student Reentry Process  
Any student who has left the Institute for any time period must go through the formal reentry 
process and each student’s academic status must be reviewed before they can be considered for 
reentry. For details, please refer to the school’s procedure for readmission. 

 

ATTENDANCE POLICIES AND PROCEDURES 
ATTENDANCE POLICY 
Developing and maintaining a good class attendance record is an important facet of each student’s 
professional development. The attendance record is included in the student’s permanent file. 
A student is expected to attend all classes as scheduled, on time, and to remain in the classes for 
the full duration. Outside employment is not to be scheduled during class hours. The Art Institutes 
reserve the right to schedule or reschedule students and/or classes at any time necessary to 
accommodate classroom and facility usage needs. There are no excused absences. However, it is 
recognized that a student may be absent from class due to serious illness or family emergency. 
Documented absences of this nature will be considered prior to attendance suspension or 
termination. 
 
ATTENDANCE RECORDING 
All student attendance is recorded from the first (1st) day of the quarter. There are no excused 
absences. Should a student adjust his/her schedule within the Schedule Adjustment Period, he or 
she will be marked absent for any class missed. 
The attendance recording, monitoring, and follow-up procedures are as follows: 
•  Full Absence: A full day of absence is defined as being absent for the total number of hours 

classes are scheduled each day for the program in which the student is enrolled. Absences are 
recorded from the first day of the quarter regardless of the reason for absence. 



•  Partial Absence: A student who arrives late or leaves class early is charged in 15-minute 
increments of absenteeism. This absence accumulates toward total absenteeism on a student’s 
quarterly record. 

 
ATTENDANCE WITHDRAWAL 
Students who do not attend any classes for fourteen (14) consecutive calendar days and fail to 
notify the Academic Affairs Department, will be withdrawn from school.  In addition, the student 
may be involuntarily withdrawn at the discretion of the Academic Director, and with the approval of 
the Dean of Academic Affairs, at any time. 
 
ATTENDANCE APPEAL 
If a student is withdrawn due to a violation of the Attendance Withdrawal Policy, the student must 
appeal in writing to the Dean of Academic Affairs to be reinstated for the same quarter in which the 
violation occurred. The written appeal must address the circumstances that caused the withdrawal 
policy to be invoked and how the circumstances have been remedied or changed so as to now 
allow the student to be successful in his/her education endeavors. The Dean of Academic Affairs 
and/or an Appeals Committee will review the student's appeal and determine if the student is to be 
re-instated or the appeal is to be denied.  The student may be asked to appear in person during the 
review process when deemed necessary by the Dean or the Committee. 
  
If the student does not appeal the attendance violation, he/she will be eligible to return in the next 
quarter as a reentry as long as he/she is in good academic standing. 
 
TUITION RATE POLICY FOR WITHDRAWN STUDENTS 
Students who leave school and are approved to return are required to sign a new enrollment 
agreement and are subject to the current tuition rate as printed on their new enrollment agreement.  
Students who have been gone due to mitigating circumstances for one quarter or less may be 
eligible to maintain their previous tuition rate.  Students must request their previous tuition rate in 
writing prior to their return to school.  The request must be submitted to the Assistant Director of 
Readmissions. 
 
TRANSFER OF CREDIT TO OTHER INSTITUTIONS  
The Art Institute of California — Los Angeles and its two branches, The Art Institute of California — 
Orange County, and The Art Institute of California — San Francisco are licensed by the Bureau for 
Private Postsecondary and Vocational Education to confer Diploma’s, Associate of Science, 
Bachelor of Science, Bachelor of Fine Arts (San Francisco only), Master of Fine Arts (San 
Francisco only) degrees and accredited by the Accrediting Council for Independent Colleges and 
Schools, an accrediting agency recognized by the United States Department of Education. 
 
However, the fact that a school is licensed and accredited is not necessarily an indication that 
credits earned at that school will be accepted by another school. In the U.S. higher education 
system, transferability of credit is always determined by the receiving institution taking into account 
such factors as course content, grades, accreditation, and licensing. The mission of The Art 
Institutes is to help students to prepare for entry-level employment in students’ chosen field of 
study. The value of programs like those offered by The Art Institutes is their deliberate focus on 
marketable skills. The credits earned are not intended as a steppingstone for transfer to another 
institution. For this reason, it is unlikely that the academic credits students earn at The Art Institutes 
will transfer to another school. For example, if a student enters as a freshman, he/she will likely be 
a freshman if he/she enters another college or university at some time in the future even though 
he/she earned credits at our school. In addition, if he/she earns a degree, diploma, or certificate in 



our program, in most cases it will probably not serve as a basis for obtaining a higher level degree 
at another college or university. This statement is provided in accordance with California Private 
Postsecondary and Vocational Education Reform Act §94816(b), January 1, 1998. Programs 
offered by one school within The Art Institutes system may be similar to but not identical to 
programs offered at another school within the system. This is due to differences imposed by state 
law, use of different instructional models, and local employer needs. Therefore, if a student decides 
to transfer to another school within The Art Institutes system, not all of the credits you earned at 
The Art Institutes may be transferable into that school’s program. 
 
If a student considers transferring to either another Art Institute or an unaffiliated school, it is the 
student’s responsibility to determine whether that school will accept the Art Institutes’ credits. We 
encourage students to make this determination as early as possible. The Art Institutes do not 
imply, promise, or guarantee transferability of its credits to any other institution. 
 
GRADUATE EMPLOYMENT INFORMATION  
The Art Institutes maintain graduate employment information. For specific employment data, 
contact the Director of Career Services. 
 
RETENTION OF RECORDS  
The time period that The Art Institutes maintain student records complies with federal, state, or 
local law or other legal requirements. 
 

REFUND POLICY 
REFUND POLICY PRIOR TO MATRICULATION 
Applicants may cancel their enrollment in person or in writing before the beginning of classes. An 
applicant not requesting cancellation before the starting date indicated on the Enrollment 
Agreement will be considered a student. 
1. The Art Institutes will notify the applicant, in writing, of his/her acceptance/rejection. All monies 

paid by an applicant, less the nonrefundable application fee (if applicable), will be refunded if 
the applicant is not accepted for admission. The application fee is refunded for diploma 
students who are governed by the Maxine Waters Act. 

2. All monies, less the nonrefundable application fee (if applicable) paid by the applicant, will be 
refunded if requested by applicant within five business days after signing the Enrollment 
Agreement and making an initial tuition payment. The application fee is refunded for diploma 
students who are governed by the Maxine Waters Act. 

3.  Associate’s, bachelor’s, and master’s degree applicants requesting cancellation more than five 
business days after signing the Enrollment Agreement (and making an initial tuition payment), 
but prior to the first day of classes, will receive a refund of all monies paid, less a cancellation 
fee of $100. Diploma students who make a cancellation request prior to the sixth day of 
classes will receive a 100% refund of all monies paid, with no cancellation fee applied. All 
tuition payments are refunded according to Title IV guidelines. 

4. All tuition and fee monies paid by associate’s, bachelor’s, and master’s  applicants will be 
refunded, less the non-refundable application fee (if applicable), will be refunded if the request is 
made within five business days after his/her first tour of the school and inspection of equipment 
or, if the request is made within three business days of the student’s attendance at the regularly 
scheduled orientation program for his/her starting date, whichever is sooner. Diploma students 
will be refunded the application fee. 

Refunds will be made within 14 calendar days after the applicant’s request or within 30 calendar 
days after his/her first scheduled class day. 



REFUND POLICY AFTER MATRICULATION 
Associate’s, bachelor’s, or master’s degree students who withdraw from their program after the first 
day of instruction or Diploma students who withdraw after their fifth day of instruction are entitled to 
only a partial refund.  The refund policy is applied up to the 60 percent point of the quarter (period of 
attendance). 
A percentage of Federal Title IV Aid will be returned if the student withdraws during the first 60 
percent of the quarter. The amount returned will be based on the percentage of days remaining in 
the quarter. The school will determine the calendar days completed in the quarter divided by the 
total number of calendar days in the quarter. If the amount is less than or equal to 60 percent, then 
that percent of the Federal Title IV Aid received is the amount that can be retained. The difference 
will be returned to the Federal Title IV Aid program from which funds were received in this order: 
Unsubsidized Stafford Loan, Subsidized Stafford Loan, Perkins Loan, PLUS Loan, Pell Grant, 
SEOG. 
If Federal Title IV Aid funds have been given to the student, and if the student withdraws during the 
first 60 percent of the quarter/semester, the student may need to return some of those funds. If the 
student needs to return funds, the school will notify the student regarding how much is owed, and how 
it is to be returned. 
 
ADJUSTMENT OF CHARGES: 
In accordance with California State policy, the school will earn tuition and fees on a proportional 
basis, up to the 60 percent point of each quarter. After the 60 percent point of each quarter, the 
school will earn 100 percent of the charges for that quarter.  
The school will first calculate how much needs to be returned under the Federal Return of Title IV 
Aid policy. That amount will then be subtracted from the amount that was paid for the quarter of 
withdrawal to get the adjusted amount paid. The school will then calculate how much of the 
charges can be retained based on the State of California policy. The amount that can be retained 
will be subtracted from the adjusted amount paid. If there are additional federal funds to be 
returned, they will be given to the student, or, with the student’s permission, to the federal loans in 
this order: Unsubsidized Stafford Loans, Subsidized Stafford Loans, Plus Loans, and Perkins 
Loans. If there is a credit balance remaining after federal funds are returned, it will be refunded in 
this order: Unsubsidized Stafford Loan, Subsidized Stafford Loans, Plus Loans, Perkins Loans, 
other loans, students. 
If kits, components of the kit, books, or supplies, are returned to the bookstore in resalable 
condition within 21 days of withdrawal, a credit or refund will be given. All refunds and return of 
funds will be made within 30 days of the date that the student notifies the school of the withdrawal. 
Students who leave school during the first three weeks of the mid-quarter session may return the 
starting kit and/or individual components of the starting kit within 10 days of their last date of 
attendance of the term. 
 
CALIFORNIA REFUND POLICY - ALL STUDENTS 
If a student withdraws from the program after the first day of instruction, The Art Institutes may 
retain earned tuition and fees up to the 60 percent point in the quarter. This calculation is as 
follows: Tuition and fees for the quarter divided by the number of hours in the quarter equals the 
cost per hour. Number of hours that the student was scheduled to attend multiplied by the cost per 
hour equals the amount of tuition and fees that The Art Institutes can retain. 
 
CALIFORNIA POLICY — WITHDRAWAL REFUND EXAMPLE 
A student enrolls in a 112-quarter credit program. The quarter in which the student withdraws has a 
total of 220 hours of study. The tuition and fees charged for that quarter’s hours of study are 
$5,780 (not including equipment). The cost per hour is calculated by dividing the total tuition charge 



by the hours in the quarter of enrollment (charge period) = $5,780/220 = $26.27 per hour. From the 
date the student last attended or the institution determined the student’s date of withdrawal 
according to its policy, the refund would be calculated as follows: 112 hours (number of class hours 
as of withdrawal date) X 26.27 = $2,942.24 (amount the Institute can retain). The refund would be 
calculated as follows: $5,780 (amount student paid) - $2,942.24 (amount Institute retains) = 
$2,837.76 (refund). The student in this example is assumed to have paid cash and received no 
financial aid. 

 
STUDENT WITHDRAWAL 

A student may voluntarily withdraw from The Art Institutes by notifying the Office of the Registrar in 
writing or in person. The refund policies outlined above shall apply in the event that a student 
withdraws, is suspended, or is terminated from school. In the calculation of refunds, a student is 
deemed to have withdrawn from a course of instruction when any of the following occur: 
1. Student officially notifies The Art Institutes that he/she is withdrawing at that time. The 

notification date is the date of withdrawal. 
2. Student officially notifies The Art Institutes that he/she is withdrawing at a later date. The later 

date is the last date of attendance and the notification date is the date of withdrawal. 
3. Student does not notify The Art Institutes that he/she is withdrawing but stops attending. The 

date that The Art Institutes determines that the student is not attending the current term or is 
not returning for the next term is the date of withdrawal. This date will be within 21 days of the 
last date that the student attended, if a student stops attending during a term. 

4. The Art Institutes terminates the student’s enrollment in accordance with institutional policies. 
The termination date is the date of withdrawal. Refund is made within 30 calendar days from 
the date of withdrawal as described above. 

 
CANCELLATION OF START DATE 
Cancellation by The Art Institutes of a scheduled class start date for any program shall entitle a 
student to a cancellation of the Enrollment Agreement with a full refund of all monies paid, 
including application (if applicable) and administrative fees. However, the student can elect to 
accept instead a guaranteed reservation in the next scheduled class for that program. 

 

SCHOOL POLICIES AND PROCEDURES 
ANIMALS  
The Art Institutes prohibit any animals on campus property.  Service dogs are an exception. 
 
APPROPRIATE ATTIRE 
Students are expected to dress in a manner appropriate for their chosen profession while attending 
The Art Institutes.  When in doubt, students should refer to their Academic Department Director for 
guidelines for professional dress for their programs of study.  If, in the opinion of any faculty or staff 
member of The Art Institutes, student attire is deemed to be inappropriate, the student will be 
asked to leave campus until the attire has been changed.   
Headphones are not to be worn in labs or classrooms unless required.  The use of cellular 
telephones, texting devices and pagers while in the classroom is strictly forbidden. 



 
BICYCLES AND OTHER VEHICLES  
Bicycles or other vehicles are not permitted inside or on the sidewalks outside the building except 
where designated. Skateboards are not permitted on school property. 
 
CHILDREN  
The Art Institutes welcome visitors to its facilities as long as the visitors’ purposes are consistent 
with the educational mission and climate of The Art Institutes and their presence does not 
compromise their own safety and the safety of others.  Children are not permitted in the 
classrooms, library, or labs at any time. 
 
PROPERTY RIGHTS 
The Art Institutes are not responsible for the personal property of students (such as books, 
supplies, equipment, or clothing). Students should place their names and student numbers on all 
items of value. Equipment serial numbers should be recorded and kept in a safe place. Students 
should also review their personal property/homeowners’ policy to determine whether valuable 
equipment (such as cameras) would be covered in the event of theft or loss.  Students should 
never leave purses, backpacks, or wallets unattended and should be sure to keep their valuable 
personal property with them at all times. 
 
SMOKING POLICY 
The Art Institutes provide a smoke-free environment.  Smoking is not permitted anywhere inside 
the building nor is it permitted near any of the building entranceways.  Smoking is permitted outside 
the building in designated areas only.  For information on designated smoking areas, please see 
the Student Affairs department. 

 
STUDENT CONDUCT   

Revised 6/15/07 

I. Student Conduct Policy 
The Art Institutes recognizes its students as responsible and dedicated men and women who are 
preparing for career employment.  An integral part of their career and professional development is 
the expectation that they conduct themselves during the education process in the same manner as 
will be expected in all employment situations. 
 
As members of The Art Institutes, students have responsibilities and duties commensurate with 
their rights and privileges.  In this policy, The Art Institutes provides guidance to students regarding 
those standards of student conduct and behavior that it considers essential to its educational 
mission.  This policy also provides guidance regarding the types of conduct that infringe upon the 
fulfillment of The Art Institutes mission. 
 
Any student who is found to have violated the student conduct policy is subject to disciplinary 
sanctions up to and including suspension or permanent dismissal, as further described below. 



 

II. Elements/Violations 
The following is a list of behaviors that violate The Art Institutes Student Conduct Policy; although 
not exhaustive, this list provides examples of unacceptable student behaviors. 
 
1. Persistent or gross acts of willful disobedience or defiance toward school personnel 
2. Assault, battery, or any other form of physical abuse of a student or school employee 
3. Fighting  
4. Verbal abuse of a student or school employee 
5. Conveyance of threats by any means of communication including, but not limited to, threats 

of physical abuse and threats to damage or destroy school property or the property of other 
students or school employees 

6. Any conduct that threatens the health or safety of one’s own self or another individual. 
Threats to commit self-harm and/ or actual incidents of self-harm by any student are a 
violation of this code.  

7. Harassment by any means of any individual, including coercion and personal abuse. 
Harassment includes but is not limited to, written or verbal acts or uses of technology, 
which have the effect of harassing or intimidating a person 

8. Any form of unwanted sexual attention or unwanted sexual contact 
9. Violations by guest of a student on school property.  Students are responsible for the actions 

of their guests 
10. Theft, attempted theft, vandalism/damage, or defacing of school property or the property of 

another student, faculty or staff member 
11. Interference with the normal operations of the school (i.e., disruption of teaching and 

administrative functions, disciplinary procedures, pedestrian or vehicular traffic, or other 
school activities) 

12. Use of cell phones and pagers during scheduled classroom times 
13. Unauthorized entry into, or use of, school facilities 
14. Forgery, falsification, alteration or misuse of school documents, records or identification 
15. Dishonesty, including but not limited to cheating, plagiarism, or knowingly supplying false 

information or deceiving the school and/or its officials 
16. Disorderly, lewd, indecent, or obscene conduct. This would include but is not limited to any 

type of clothing or materials worn or brought onto the premises by any student or guest 
deemed to be lewd, indecent or obscene as determined by school officials 

17. Extortion 
18. Violation of school safety regulations, including but not limited to setting fires, tampering with 

fire safety and/or fire fighting equipment, failure to exit during fire drill, turning in false fire 
alarms and bomb threats 

19. Breach of peace on school property or at any school-sponsored or supervised program 
20. Use, sale, possession or distribution of illegal or controlled substances, drug or drug 

paraphernalia on school property, or at any function sponsored or supervised by the school. 
Being under the influence of illegal or controlled substances on school property, or at any 
school function is also prohibited 

21. Use, sale, possession or distribution of alcoholic beverages on school property or at any 
function sponsored or supervised by the school. Being under the influence of alcohol on 
school property or at any school function is also prohibited 

22. Possession or use of firearms, explosives, dangerous chemicals, or other weapons on school 
property or at school sponsored functions 

23. Smoking in classrooms or other school buildings or areas unless designated as a smoking 
area 

24. Failure to satisfy school financial obligations 



25. Failure to comply with direction of school officials, faculty, staff or security officers who are 
acting in the performance of their duties 

26. Failure to identify oneself when on school property or at a school-sponsored or supervised 
functions, upon request of school official acting in the performance of his/her duties 

27. Violation of federal, state or local laws and school rules and regulations on school property or 
at  school sanctioned or school sponsored functions 

28. Any form of “hazing” and any act that endangers the safety of a student, or that destroys or 
removes public or private property, for the purpose of initiation, admission into, affiliation with, 
or as a condition for continued membership in a group or organization. “Hazing” includes any 
method of initiation or pre-initiation into a student club or any pastime or amusement engaged 
in with respect to such a club that causes, or is likely to cause, bodily danger, physical harm, 
or personal degradation or disgrace resulting in physical or mental harm, to any student or 
other person attending the school 

29. Any in-school or off-campus act considered inappropriate or as an example of misconduct 
that adversely affects the interests of The Art Institutes and/or its reputation 

30. Any violation of the student housing contract, rules and regulations and/or the school-
sponsored housing student handbook 

31. Any violation of the institutions policies on the responsible use of technology including but not 
limited to  

- The theft or abuse of computer, email, Internet or Intranet resources 
- Unauthorized entry into a file, to use, read, or change the contents, of for any other 

purpose 
- Unauthorized transfer of a file 
- Unauthorized downloading of copyrighted materials in violation of law  
- Unauthorized use of another individual’s identification and/or password 
- Use of computing facilities to interfere with the work of another student, faculty 

member, or school official 
- Use of computing facilities to send obscene or abusive messages 
- Use of computing facilities to interfere with normal operation of the school’s 

computing system 
 32.  Abuse of the The Art Institutes disciplinary system, including but not limited to: 

- Failure to obey the summons of a disciplinary body or school official 
- Falsification, distortion, or misrepresentation of information before a disciplinary 

body or school official 
- Disruption or interference with the orderly conduct of a disciplinary proceeding 
- Attempting to influence the impartiality of a member of a disciplinary body prior to 

and/or during the course of the disciplinary proceeding 
- Verbal or physical harassment and/or intimidation of a member of a disciplinary 

body prior to, during, and/or after the disciplinary proceeding 
- Failure to comply with the sanction(s) imposed under the student conduct policy 
- Influencing or attempting to influence another person to commit an abuse of the 

disciplinary system 
33. Harassment based on sex, race, color, national origin, religion, sexual orientation, age, 

disability or any other criteria protected by state, federal or local law. 

III. Disciplinary Procedures: 
Complaint 

a.) Any member of The Art Institutes i.e. faculty, staff, student, may file a complaint against 
any student for misconduct or for otherwise being in violation of The Art Institutes 
policies.  The complaint shall be prepared in writing and directed to the Dean of Student 
Affairs or his/her delegate.  Complaints should be submitted as soon as possible after 
the alleged violation occurred. 



b.) The Dean of Student Affairs or a delegate shall review and investigate the complaint to 
determine if the allegations have merit, to identify violations of the student conduct 
policy, and to impose sanctions for such violations 

c.) Unless otherwise provided by law, The Art Institutes generally will not disclose the name 
of the person making the complaint to the accused student (“STUDENT”) unless it 
determines in its sole discretion that the circumstances warrant it 

 
Notification and Adjudication 

a.) Within a reasonable period of time after the complaint is received, the Dean of Student 
Affairs or his/her delegate will notify the STUDENT of the complaint and the alleged 
violation of the student conduct policy. This notification may be in written form or 
through oral communication. The STUDENT will meet with the Dean of Student Affairs 
or his/her delegate to discuss the complaint and alleged violation. The Dean of Student 
Affairs or his/her delegate will render and communicate the decision to the STUDENT.  

b.) If a good faith effort has been made to contact the STUDENT to discuss the alleged 
violation and the STUDENT fails to appear for the meeting, the Dean of Student Affairs 
or his/her delegate may make a determination of violations of The Art Institutes policies 
on the basis of the information available, and impose sanctions for such violations.  This 
decision shall be communicated to the STUDENT. 

c.) The Dean of Student Affairs or his/her delegate’s determination shall be made on the 
basis of whether it is more likely than not that the STUDENT violated a rule, regulation 
or policy of The Art Institutes 

Procedures Regarding Student Dismissals 
When the Administration proposes to dismiss/expel a student from The Art Institutes , the following 
procedures should apply unless the student elects to forego them. 
 

a.) The charges against the student shall be presented to the STUDENT in written form, 
including the time, place and nature of the alleged offense(s). A time shall be set for a 
hearing not less than two nor more than fifteen calendar days after the STUDENT has 
been notified of the charges and his/her proposed dismissal from school. Maximum time 
limits for scheduling of hearings may be extended at the discretion of the Dean of 
Student Affairs or his/her delegate 

 
b.) Hearings shall be conducted by the Dean of Student Affairs or his/her delegate (herein 

referred to as the “Hearing Officer”) [option to ADD] and may also include faculty, staff 
and students according to the following guidelines: 

• Hearings normally shall be conducted in private 
• Admission of any person to the hearing shall be at the discretion of the Dean 

of Student Affairs or his/her delegate.  
• In hearings involving more than one STUDENT, the Hearing Officer, in her or 

her discretion, may permit the hearing concerning each student to be 
conducted separately 

• The complaining party (which may be a member of the Administration) and 
the STUDENT may present witnesses at the hearing. Those witnesses may 
be questioned by the Hearing Officer 

• Pertinent records, exhibits and written statements may be accepted as 
evidence for consideration by the Hearing Officer at his/her discretion 

• All procedural questions are subject to the final decision of the Hearing 
Officer 

• After the hearing, the Hearing Officer shall determine whether the STUDENT 
has violated the rules, regulations or policies that the STUDENT is charged 
with violating.  The Hearing Officer will issue a written determination.  If the 



Hearing Officer determines that a violation has occurred, the Hearing 
Officer’s determination will also address whether dismissal from The Art 
Institutes is an appropriate sanction for the offense(s) 

• The Hearing Officer’s determination shall be made on the basis of whether it 
is more likely than not that the STUDENT violated a rule, regulation or policy 
of The Art Institutes 

• The Hearing Officer shall provide the STUDENT with a copy of the 
determination, including information regarding the student’s right of appeal 
therefrom. 

 

Interim Suspension 
The Art Institutes may immediately remove or suspend a student from school and/or school-
sponsored housing without applying or exhausting these procedures when, in The Art Institutes 
sole judgment, the student poses a threat of harm to himself, to others, or to property of The Art 
Institutes or a member of The Art Institutes 
 
During the interim suspension, students shall be denied access to school-sponsored housing 
and/or to the school (including classes, labs, library) and/or all other school activities or privileges 
for which the student might otherwise be eligible, as the Dean of Student Affairs or designee may 
determine to be appropriate. 
 

Student Involvement in Conduct Proceedings (Option to Add) 
At the discretion of the President, Dean of Student Affairs or his/her delegate, students of The Art 
Institutes may participate in the adjudication of disciplinary proceedings including hearings and 
appeals.  
 

Violations of Law 
If a student is charged with a violation of federal, state or local laws or regulations occurring away 
from the school, disciplinary action may be instituted and sanctions imposed against the student 
when the school has a reasonable belief that the health, safety or welfare of The Art Institutes 
community is threatened.  Disciplinary procedures may be instituted against a student charged with 
violation of a law that is also a violation of the student conduct policy.  Proceedings under this 
policy may be carried out prior to, simultaneously with, or following civil or criminal proceedings off 
campus.  The Art Institutes will cooperate fully with law enforcement and other agencies in the 
enforcement of criminal laws on school property. 

Search of Student’s Property 
The Art Institutes reserves the right to search the contents of students’ personal property or 
belongings when there is reasonable suspicion on the part of The Art Institutes staff that a serious 
risk to the health, safety and welfare of students, and/or the school community exists. This includes 
but is not limited to vehicles brought onto property leased, owned or controlled by the school, 
backpacks, portfolios and clothing. This policy also applies to student property in school-sponsored 
housing. 
 
 



IV. SANCTIONS 
The Art Institutes may impose sanctions for violations of the student conduct policy.  The type of 
sanction imposed may vary depending upon the seriousness of the violation(s).  The Art Institutes 
reserves the right to immediately impose the most severe sanction if circumstances merit. 
 
Although not exhaustive, the following list represents the types of sanctions that may be imposed 
upon any student or student organization found to have violated the student conduct policy: 
 
1. Warning: A notice in writing that a student has failed to meet some aspect of the school’s 

standards and expectations 
2. Probation: Probation is used for repeated violations or a specific violation of a serious nature.  

The Dean of Student Affairs or his/her delegate defines the terms of probation.   
3. Removal from Sponsored Housing:  The student will be immediately dismissed from school-

sponsored housing. The student will be required to vacate the premises according to the 
terms of the sanction.  

4. Suspension: Separation of the student from the school for a pre-determined period of time. 
The student may be able to return to school once specified conditions for readmission are 
met.  The student may not attend classes, visit school-sponsored housing, use school 
facilities, participate in or attend school activities, or be employed by the school during his/her 
suspension. 

5. Expulsion:  The student will be expelled from The Art Institutes immediately. The student will 
not be permitted to continue his or her studies at the school and may not return to the school 
or to school-sponsored housing at any time or for any reason.  

6. Restitution: Compensation for loss or damage to property leased, owned or controlled by the 
school.  This may take the form of monetary or material replacement. 

7. Discretionary Sanctions: The student will be required to complete an educational service, 
attend counseling, or have restricted privileges. 

 
The above list is only a general guideline.  Some sanctions may be omitted, and other sanctions 
not listed above may be used.  

V. Appeal Procedures  
 Students have a right to appeal disciplinary actions when they believe they have been treated in 
an arbitrary or biased fashion or without adherence to The Art Institutes policies and procedures. 
• The student must initially obey the terms of the decision, i.e., a student who has been 

suspended from school may not be on school property, a student dismissed from school-
sponsored housing must leave in accordance with the directions indicated in the decision 

• The student must write a letter of appeal in the student’s own words, addressed to the 
President of The Art Institutes or his/her delegate.  This letter must state the grounds for 
believing the decision was arbitrary or biased or that it was without adherence to The Art 
Institutes policies and procedures. It must be delivered to the President or his/her delegate 
within seven calendar days following the student’s receipt of the decision. 

• The President or his/her delegate may appoint an ad hoc committee to review appeals and 
make a recommendation regarding disposition of the appeal.  This committee will be 
comprised of faculty or staff members not involved in making the initial disciplinary decision. 
The student making the appeal may be provided an opportunity to address the committee in 
person. The student may be accompanied by one person (family member, friend, etc) as an 
observer. The student may not be accompanied by an attorney.  The committee may prohibit 
from attending or remove any person who disrupts the proceedings of the committee.  

• The committee will report back to the President or his/her delegate with its recommendation 
following its review of the appeal. The President or his/her delegate will render a written 
decision on the appeal within thirty calendar days from receipt of the appeal.. The decision 
will be final. 



 
FAMILY EDUCATIONAL RIGHTS &  

PRIVACY ACT [FERPA] 
The Family Educational Rights and Privacy Act of 1974, as amended (“FERPA”) sets out 
requirements designed to afford students certain rights with respect to their education records.  In 
addition, it puts limits on what information The Art Institutes may disclose to third parties without 
receiving prior written consent from the student.   
I. PROCEDURE TO INSPECT EDUCATION RECORDS 
Students have the right under FERPA to inspect and review their education records.  A student 
who wishes to inspect and review his/her records should submit a written request to the Dean of 
Academic Affairs or the Registrar.  The request should identify as precisely as possible the records 
the student wishes to inspect.  If the requested records are subject to inspection and review by the 
student, arrangements for access will be made within a reasonable period of time but in no case 
more than 45 days after the request was made, and the student will be notified of the time and 
place where the records may be inspected.  The school may require the presence of a school 
official during the inspection and review of a student’s records.  
Certain limitations exist on a student’s right to inspect and review their own education records.  
Those limitations include, for example, the following: (i) financial information submitted by parents; 
(ii) confidential letters and recommendations placed in their files prior to January 1, 1975; 
(iii) confidential letters and recommendations placed in their files after January 1, 1975 to which the 
student has waived his or her right to inspect and review and that are related to the student’s 
admission, application for employment or job placement, or receipt of honors.  In addition, the term 
“education record” does not include certain types of records such as, by way of example, records 
of instructional, supervisory, administrative, and certain educational personnel that are in the sole 
possession of the maker thereof, and are not accessible or revealed to any other individual except 
a substitute.   
When a record contains personally identifiable information about more than one student, the 
student may inspect and review only the information that relates to him/her personally.   
 
II. DISCLOSURE OF EDUCATIONAL RECORDS 
The Art Institutes generally will not permit disclosure of personally identifiable information from the 
records of a student without prior written consent of the student.  Personally identifiable information 
is disclosed (some items are mandatory, some discretionary) from the records of a student without 
that student’s prior written consent to the following individuals or institutions or in the following 
circumstances:   
1. To The Art Institutes’ officials who have been determined by the school to have legitimate 

educational interests in the records.  A school official is: 
a. a person employed by the school in an administrative, supervisory, academic or research, 

or support staff position; or   
b. a person employed by or under contract to the school to perform specific tasks, such as an 

auditor, consultant, or attorney, a person on the Board of Trustees, or a student serving on 
an official committee or assisting another school official.  

 Any school official who needs information about a student in the course of performing instructional, 
supervisory, advisory, or administrative duties for The Art Institutes has a legitimate educational 
interest. 

2. To certain officials of the United States Department of Education, the Comptroller General of 
the United States, the Attorney General of the United States, and state and local educational 
authorities in connection with state or federally supported educational programs.   



3. In connection with the student’s request for, or receipt of, financial aid necessary to determine 
the eligibility, amounts or conditions of financial aid, or to enforce the terms and conditions of 
the aid.   

4. To organizations conducting certain studies for or on behalf of the school.  
5. To accrediting commissions or state licensing or regulatory bodies to carry out their functions.  
6. To parents of a dependent student, as defined in Section 152 of the Internal Revenue Code.   
7. To comply with a judicial order or lawfully issued subpoena.   
8. To appropriate parties in health or safety emergencies.  
9. To officials of another corporate or Art Institutes school, upon request, in which a student 

seeks or intends to enroll.   
10. To an alleged victim of a crime of violence or a non-forcible sexual offense, the final results of 

the disciplinary proceedings conducted by the school against the alleged perpetrator of that 
crime or offense with respect to that crime or offense.   

11. To persons in addition to the victim of a crime of violence or nonforcible sexual offense, the 
final results of the disciplinary proceedings described in paragraph 10 above but only if the 
school has determined that a student is the perpetrator of a crime of violence or non-forcible 
sexual offense, and with respect to the allegation made against him or her, the student has 
committed a violation of the institution’s rules or policies.  (The school, in such instances, may 
only disclose the name of the perpetrator �� not the name of any other student, including a 
victim or witness �� without the prior written consent of the other student(s)).   

12. To a parent regarding the student’s violation of any federal, state, or local law or of any rules or 
policy of the school governing the use or possession of alcohol or a controlled substance if the 
school determines that the student has committed a disciplinary violation with respect to that 
use or possession, and the student is under 21 at the time of the disclosure to the parent.   

13. Directory information (see Section IV below).   
 
III. RECORD OF REQUESTS FOR DISCLOSURE 
Except with respect to those requests made by the student themselves, those disclosures made 
with the written consent of the student, or to requests by or disclosures to Art Institutes officials with 
legitimate educational interests and disclosures of directory information (or other exceptions 
described in the applicable regulations), The Art Institutes will maintain records indicating the 
parties who have requested or obtained personally identifiable information from a student’s 
education records and the legitimate interests those parties had in requesting or obtaining the 
information.  This record may be inspected by the student.   
 
IV. DIRECTORY INFORMATION 
The Art Institutes designate the following information as directory information.  (Directory 
information is personally identifiable information which may be disclosed without the student’s 
consent):   
1. Student’s name 
2. Address: Local, email, and website   
3. Telephone number (local) 
4. Date and place of birth 
5. Program of study 
6. Participation in officially recognized activities 
7. Dates of attendance  
8. Degrees and certificates awarded 



9. Most recent previously attended school 
10. Photograph of the student, if available 
11. Enrollment status (i.e., enrolled, continuing, future enrolled student, reentry, leave of absence, 

etc.)  
Notice of these categories and of the right of an individual in attendance at The Art Institute to 
request that his/her directory information be kept confidential will be given to the student annually.  
Students may request nondisclosure of student directory information by specifying nondisclosure, 
in writing, to the Office of the Registrar.  Failure to request nondisclosure of directory information 
will result in routine disclosure of one or more of the above-designated categories of personally 
identifiable directory information.   
V. CORRECTION OF EDUCATION RECORDS 
Students have the right under FERPA to ask to have records corrected which they believe are 
inaccurate, misleading, or in violation of their privacy rights.  The following are the procedures for 
the correction of records:   
1. A student must ask the Dean of Academic Affairs or Registrar to amend a record.  As part of 

the request, the student should identify the part of the record they want to have changed and 
specify why they believe it to be inaccurate, misleading, or in violation of his/her privacy rights.   

2. The Art Institutes may either amend the record or decide not to amend the record.  If it decides 
not to amend the record, it will notify the student of its decision and advise the student of the 
right to a hearing to challenge the information believed to be inaccurate, misleading, or in 
violation of the student’s privacy rights.  

3. Upon request, The Art Institutes will arrange for a hearing and notify the student reasonably in 
advance of the date, place, and time of the hearing.  The hearing will be conducted by an 
individual who does not have a direct interest in the outcome of the hearing.  That individual 
may be an official of The Art Institutes.  The student shall be afforded a forum for the 
opportunity to present evidence relevant to the issues raised in the original request to amend 
the student’s education records.  The student may be assisted by other people, including an 
attorney.   

4. The Art Institutes will prepare a written decision based solely on the evidence presented at the 
hearing.  The decision will include a summary of the evidence, and the reasons for the 
decision.   

5. If, as a result of the hearing, The Art Institutes decide that the information is inaccurate, 
misleading, or otherwise in violation of the privacy rights of the student, it will (a) amend the 
record accordingly; and (b) inform the student of the amendment in writing.   

6. If, as a result of the hearing, The Art Institutes decide that the information in the education 
record is not inaccurate, misleading, or otherwise in violation of the privacy rights of the 
student, it shall inform the student of the right to place a statement in the record commenting 
on the contested information in the record or stating why he or she disagrees with the decision 
of the school.   

7. If a statement is placed in the education records of a student under paragraph 6 above, The 
Art Institutes will:  
(a) maintain the statement with the contested part of the record for as long as the record is 

maintained; and  
(b) disclose the statement whenever it discloses the portion of the record to which the 

statement relates. 
 
VI. STUDENT RIGHT TO FILE COMPLAINT 
A student has the right to file a complaint with the United States Department of Education 
concerning alleged failures by The Art Institutes to comply with the requirements of FERPA.  The 



name and address of the governmental office that administers FERPA is:   
 Family Policy Compliance Office  
 United States Department of Education 
 400 Maryland Avenue, S.W.  
 Washington, DC  20202-4605 

 

STUDENT RIGHT TO KNOW ACT  
The Student Right to Know Act requires the annual distribution of the school’s 
graduation/completion rate to all students.  Information on graduation/completion rates for first-time 
full-time students are available through the Admissions Office.  These rates are calculated 
according to guidelines in the “Student-Right-To-Know” Act. 

 

DRUG POLICY  
The Art Institute has a deep and continuing commitment to achieving an educational community 
free of substance abuse. We are concerned for the well-being of any individual who has a problem 
with alcohol or drug abuse, and we can offer assistance with counseling services by providing 
resources and referrals to community drug and alcohol treatment centers. 

 

DRUG-FREE WORKPLACE AND CAMPUS POLICY 
The use of illegal drugs and the abuse of alcohol on The Art Institutes properties or in facilities 
controlled by The Art Institutes are prohibited by college regulations and are incompatible with The Art 
Institutes’ goal of providing a healthy educational environment for students, faculty, staff and guests.  
The following information is provided in compliance with the Drug-Free Schools and Communities Act 
Amendments of 1989. 
 
EFFECTS OF DRUGS AND ALCOHOL 
Although individuals often use drugs and alcohol to achieve a variety of effects on mind and body 
that are found to be temporarily useful or pleasur-able, drugs can be highly addictive and injurious. 
A person can pay a price in terms of his or her physical, emotional, and social health. 
This price can be paid in a number of ways. The risk of contracting sexually transmitted diseases, 
including AIDS, is increased through unwanted or unprotected sex when one is under the influence 
of drugs or alcohol. Drugs can be the trigger for violent crime. Economic and legal problems 
usually follow directly when one tries to support a drug habit by resorting to crime. The 
dependence, illness, loss of job, and loss of family or friends that can result from drug or alcohol 
use and abuse can be tragic. 
In keeping with the mission of The Art Institutes and the requirements of state and federal law, The 
Art Institutes have adopted this program to ensure a drug-free campus and workplace and to 
prevent the use of controlled substances and the abuse of alcohol. 
 
HEALTH RISKS ASSOCIATED WITH THE USE OF ALCOHOL 
Short Term Risks 
• Increased risks of accidents and injuries 
• Alcohol-related traffic accidents (the leading cause of death for teens) 



• Alcohol slows reaction time, decreases muscle coordination, and impairs vision 
• Fatal overdose 
• Unconsciousness or blackout 
• Death by aspiration of vomit 
• Nausea 
• Gastritis 
Long-Term Risks 
• Increased blood pressure 
• Increased risk of heart attack 
• Brain damage resulting in permanent psychosis 
• Cancer of the mouth, esophagus or stomach 
• Liver damage (cirrhosis, alcohol hepatitis, cancer) 
• Ulcers and Gastritis 
• Pancreatitis 
• Birth defects 
• In males-testicular atrophy and breast enlargement 
• In females--increased risk of breast cancer 
• Prolonged, excessive drinking can shorten life span by ten to twelve years. 
 
HEALTH RISKS ASSOCIATED WITH THE USE OF DRUGS 
Amphetamines (Speed, Uppers) 
• Malnutrition 
• Hallucinations 
• Dependence, psychological and sometimes physical 
Deliriants (Aerosols, Lighter Fluid, Paint Thinner) 
• Permanent damage to lungs, brain, liver, bone marrow 
• Loss of coordination, confusion, hallucinations 
• Overdose causing convulsions, death 
Depressants (Barbiturates, Tranquilizers, Methaqualone) 
• Confusion, depression, loss of coordination 
• Dependence, physical and psychological 
• Coma, death (caused by overdose) 
• Can be lethal when combined with alcohol 
Hallucinogens (LSD, PCP, DMT, STP, Mescaline) 
• Hallucinations, panic, irrational behaviors (which can lead to increased risk of accidents, 

injuries) 
• Tolerance overdose leading to convulsions, coma, death 
• Possible birth defects in children of LSD users 
Intravenous Drug Use 
• Places one at risk for HIV infection (the virus causing AIDS) when needles are shared 
Marijuana and Hashish 
• Chronic bronchitis 
• Decreased vital capacity 



• Increased risk of lung cancer 
• In men lower levels of testosterone and increase in abnormal sperm count 
Stimulants (Cocaine) 
• Painful nosebleeds and nasal erosion 
• Intense "downs" that result in physical and/or emotional discomfort 
• Tolerance and physical dependence can develop 
Narcotics (Heroin, Morphine, Codeine, Opium) 
• Malnutrition 
• Hepatitis 
• Loss of judgment and serf-control leading to increased risk of accidents, injuries 
• Dependence 
• Overdose leading to convulsions, coma, death 
 
SANCTIONS 
The Art Institutes, in all actions, seek to uphold local, state and federal laws. Insofar as permitted 
by these laws, The Art Institutes will apply sanctions that could lead to a student being fined, 
suspended or expelled or an employee being disciplined, suspended or dismissed for violation of 
The Art Institutes’ standards of conduct. Students and employees may also be referred for 
prosecution. Disciplinary sanctions may include the completion of an appropriate rehabilitation 
program, at the student’s or employee’s expense, if necessary. 
 
STATE AND FEDERAL SANCTIONS  
Federal penalties and sanctions for illegal possession of a controlled substance include the 
following: 
First conviction: up to 1 year in prison, fine of $1,000 to $100,000, or both 
Second conviction: at least 15 days and up to 2 years imprisonment, $5,000 to $250,000 fine, or 
both 
After two drug convictions: at least 90 days and up to 3 years in prison, $5,000 to $250,000 fine, 
or both.  Special federal sentencing provisions for possession of crack cocaine include a 
mandatory prison term of at least 5 years and up to 20 years, fine of up to $250,000, or both, for a 
first conviction if the amount of crack exceeds 5 grams, for a second conviction if amount exceeds 
3 grams, and for a third or subsequent conviction if the amount exceeds 1 gram. 
Additional federal sanctions may also apply including forfeiture of vehicles used to transport 
controlled substances, denial of federal benefits including student loans, grants, and contracts and 
denial or revocation of certain federal licenses and benefits. 
 
CONVICTIONS FOR DRUG-RELATED OFFENSES 
Any student convicted of any drug-related criminal statute must notify the Dean of Student Affairs, 
in writing, no later than five (5) days after such conviction regardless of where the offense 
occurred. This is because under federal and state laws, any student convicted of a drug-related 
felony offense must be denied all federal and state assistance, including Pell Grants and Cal 
Grants.  However, a criminal conviction shall not be necessary to find that a student has violated 
these standards of conduct, and The Art Institutes need not, and ordinarily will not, defer their own 
actions and sanctions pending the outcome of any criminal proceeding. 



 
DANGER SIGNALS INDICATING A DRUG OR ALCOHOL PROBLEM 
Following is a listing of classic danger signals that may indicate the presence of a drug or alcohol 
problem: 
• abrupt changes in mood or attitude 
• decreased efficiency at work or at school 
• frequent absences, tardiness, and/or early departures 
• relationship problems with family, friends, and co-workers  
• unusual outbursts of anger and hostility 
• social withdrawal 
 
COUNSELING 
If you observe any of these changes in yourself or another student, you are encouraged to talk with 
a Counselor in the Student Affairs Office. 
Abuse of alcohol or drugs can lead to dependency and addiction, with serious consequences for 
personal health and overall quality of life. There are drug and alcohol counseling, treatment, and 
rehabilitation facilities available in our area where students and employees may seek advice and 
treatment.  The Counselor can refer you to one that meets your needs. 
A list of emergency and sliding-fee scale resources is available from the Counselor. 
 
CALIFORNIA AREA RESOURCES 
There are also organizations that may be contacted for help. The Alcoholism and Drug Abuse 
Hotline (1-800-252-6465) and the Cocaine Hotline (1-800-444-9999) are open 24 hours a day.  The 
National Institute on Drug Abuse Hotline (1-800-662-4357) is available from 8:00 a.m. to 2:00 a.m., 
Monday through Friday and from 11:00 a.m. to 2:00 a.m. on weekends. 
A list of emergency and sliding-fee scale resources is available from the counselor. 

 
SUICIDE 

The Problem of Suicide 
• In 1998, suicide was the eighth leading cause of death for all Americans, the third 

leading cause of death for those aged 15-24, and the second leading killer in the college 
population.  

• These statistics demonstrate the seriousness of suicide, which is often linked to 
untreated depression.  Clinical depression affects more than 19 million adults every 
year.  

• Although women suffer from clinical depression and attempt suicide more than men, 
men are more likely to complete the act.  Any talk of suicide by a friend or loved one 
should be taken seriously and help should be sought immediately.  

 
Symptoms 
Depression and thoughts of suicide can impact a person’s life in many different ways.  Not 
everyone experiences depression and suicidal tendencies in the same way.  Some people may 
have behavioral changes, while others experience physical changes.   
 
Depression and suicide have many common warning signs including: 

• Sadness or anxiety  



• Feelings of guilt, helplessness or hopelessness  
• Trouble eating or sleeping  
• Withdrawing from friends and/or social activities  
• Loss of interest in hobbies, work, school, etc.  
• Increased use of alcohol or drugs  
• Anger  

Specific signs of potential suicide include: 
• Talking openly about committing suicide  
• Talking indirectly about “wanting out” or “ending it all”  
• Taking unnecessary or life-threatening risks  
• Giving away personal possessions  

Depression alone or in combination with aggressive behavior, substance abuse and/or anxiety is 
found in over half of all suicides.  If depression is present, substance abuse, anxiety, impulsivity, 
rage, hopelessness and desperation may increase the risks of suicide. 

Suicide can be also be triggered by a number of things including: 
• stressful events, such as a failed exam or failure to get a job  
• crises in significant social or family relationships  
• interpersonal losses   
• changes in body chemistry  
• high levels of anger or anxiety  

 
How to help a friend 
If you notice any of the above warning signs in a friend or loved one, you have reason to be 
concerned.  There are ways that you can be helpful to a friend or loved one who is thinking of 
taking their own life. 

• Be honest and express your concerns.  For example, “You seemed really down lately; is 
something bothering you?”  

• Ask directly about thoughts of suicide.  For example, “Have you thought of hurting 
yourself?”  If suicidal thoughts are expressed it is important to contact the college 
counselor, 9-1-1 or the local mental health association.  

• Listen and offer emotional support, understanding and patience.  
• Convey the message that depression is real, common and treatable.  Suicidal feelings 

are real and preventable.  
• Offer to accompany your friend to see a counselor.  

Resources  
If you or a friend needs help, please contact 9-1-1. The college counselor and/or one of the 
resources below are also available. The following organizations may also help, providing additional 
information about depression and suicide. 

If you or someone you know is contemplating suicide, call 1-800-SUICIDE (1-800-784-2433) 
or www.hopeline.com. 

National Mental Health Association 
1-800-969-6642 or www.nmha.org/index.cfm 



National Institute of Mental Health 
1-800-421-4211 or www.nimh.nih.gov 

Copyrighted and published by the National Mental Health Association, no part of this document 
may be reproduced without written consent. 
 
The National Mental Health Association (NMHA) 2001 N. Beauregard Street, 12th Floor, 
Alexandria, VA 22311; 1-800-969-6642 TTY: (800) 433-5959 
www.nmha.org/index.cfm 
 
Procedures following suicide threats and attempts  

 
The Art Institute expects and encourages students to maintain a reasonable concern for their own 
self-welfare and the welfare of the campus community. Demonstrated suicidal intent or behavior 
are risk factors for completed suicide and are a violation of The Art Institute student code of 
conduct. In the event that The Art Institute has reasonable cause to believe that a student 
attempted or will attempt suicide or has engaged in efforts to prepare to commit suicide, the School 
will generally require the student to undergo a mandatory assessment at his or her own expense 
by an outside licensed mental health professional. Such assessment may include but is not limited 
to a psychological evaluation at a local hospital and/or emergency room to ensure the safety of the 
student and the larger community. The assessment should take place immediately and the student 
should sign a release of information allowing the mental health professional to communicate with 
school staff information related to the student’s safety and well-being. 
 
The purpose of the mandated assessment is to gather information and recommendations about the 
student’s condition, his or her need for psychiatric hospitalization and to provide the student with 
appropriate psychological and psychiatric referrals. The School will ask the mental health 
professional to share information about what steps the School might take to protect the safety of 
the student and the school community at large. Students with psychological impairments which 
affect the student's ability to function in the school community (academically, socially or otherwise) 
may opt for a medical withdrawal or a medical leave of absence.  Students who have to be 
hospitalized due to a suicide attempt and/or suicidal ideation will placed on interim suspension 
which will remain in effect until the student provides appropriate documentation from a licensed 
mental healthcare provider stating that the student can safely return to college and is not believed 
by the healthcare provider to present a threat to harm himself/herself or others. Notwithstanding, 
the School at its discretion may set restrictions and/or conditions for the student to return to School 
including receiving outside counseling, signing a safety contract, and restricting or denying school-
sponsored housing accommodations.  
 
[School name] cannot provide the long-term psychological treatment that is necessary for students 
experiencing suicidal distress. Because of the serious nature of attempted suicide and/or suicidal 
ideation, the student’s parents or other support person(s) may be contacted by the School and 
informed of the student's condition. The Family Educational Rights and Privacy Act (FERPA) 
permits school officials to contact parents without the student’s consent, "if knowledge of the 
information is necessary to protect the health and safety of the student or other individuals." If 
circumstances indicate further harm may come to a student by contacting family members, other 
options may apply. Failure to adhere to the guidelines outlined herein may result in disciplinary 
action. 
 

NO HARASSMENT POLICY 
The Art Institutes are committed to providing workplaces and learning environments that are free 
from harassment on the basis of any protected classification including, but not limited to race, sex, 



gender, color, religion, sexual orientation, age, national origin, disability, medical condition, marital 
status, veteran status, or on any other basis protected by law.  Such conduct is unprofessional, 
unproductive, illegal, and generally considered bad for business.  Consequently, all conduct of this 
nature is expressly prohibited, regardless of whether it violates any law.     
 
DEFINITION OF SEXUAL HARASSMENT  
Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, or other 
verbal or physical conduct of a sexual nature where: 
a.  Submission to such conduct is an explicit or implicit term or condition of a person’s status in a 

course, program, or activity or in admission, or in an academic decision;   
b.  Submission to or rejection of such conduct is used as a basis for an academic decision; or 
c.  Such conduct has the purpose or effect of unreasonably interfering with an individual’s work or 

academic performance or creating an intimidating, hostile, or offensive work or educational 
environment.  

Examples of sexual harassment include, but are not limited to: unwanted sexual advances; 
demands for sexual favors in exchange for favorable treatment; verbal abuse of a sexual nature; 
graphic commentary about an individual’s body, sexual prowess, or sexual deficiencies; leering; 
whistling; touching; pinching; assault; coerced sexual acts; suggestive, insulting or obscene 
comments or gestures; stalking; and displaying sexually suggestible objects or pictures.  The Art 
Institutes prohibit all conduct of this nature whether or not such conduct violates any applicable 
laws. 
 
OTHER FORMS OF HARASSMENT 
Verbal abuse, insulting comments and gestures, and other harassing conduct are also forbidden 
under this policy when directed at an individual because of his or her race, color, sex, sexual 
orientation, familial status, age, religion, ethnic origin, or disability.  It is the responsibility of each 
employee and each student to conduct himself or herself in a professional manner at all times and 
to refrain from such harassment. 
 
COMPLAINT PROCEDURE  
Students who feel they have been harassed should follow the Student Grievance Procedure for 
Internal Complaints of harassment or discrimination.  Promptly after learning of such alleged 
conduct, The Art Institutes will conduct an investigation for the purpose of determining whether 
prohibited harassment has occurred.  Efforts will be made to ensure confidentiality to the extent 
consistent with the goal of conducting an appropriate investigation.  Students who initiate or 
participate in such investigations in good faith will be protected against school-related retaliation.  If 
an investigation confirms the allegations, The Art Institutes will take prompt corrective action, which 
may include discipline, up to and including immediate dismissal.  

 

ANTI-HAZING POLICY 
Hazing involving The Art Institutes’ students or student groups is strictly prohibited. Hazing is 
defined as any action or situation that recklessly or intentionally endangers the mental or physical 
health or safety of a student for the purpose of initiation or admission into or affiliation with any club 
or organization operating under the sanction of an institution of higher education. 
For purposes of this definition, any activity as described in this definition that the initiation or 
admission into or affiliation with a club or organization is directly or indirectly conditioned shall be 
presumed to be “forced” activity, the willingness of an individual to participate in such activity 



notwithstanding. This policy is applicable to all students and members of a student club or 
organization at The Art Institutes. Every student and member of a student club or organization is 
responsible for complying with this policy. 
Individuals and/or student clubs that force, require, and/or endorse violations will be held directly 
responsible through the College’s student conduct process and if appropriate, through local 
authorities, which may pursue criminal action. Students who wish to make a complaint under this 
policy should contact the Dean of Student Affairs. The negligence or consent of a student or any 
assumption of risk by the student is not a defense to an action brought pursuant to this policy. 
Student club activities or programs must not interfere with the rights and activities of others and 
should always reflect the best interests of the members of the organization it represents and the 
College community as a whole. In all cases of alleged violations of this policy, faculty and staff 
advisors and the national/international headquarters, if applicable, of any organization will be 
notified. 

 

STUDENT GRIEVANCE PROCEDURE FOR 
INTERNAL COMPLAINTS OF DISCRIMINATION  

OR HARASSMENT 
The Art Institutes do not discriminate or harass on the basis of race, color, national origin, sex, 
gender, sexual orientation, disability, age, religion, or any other characteristic protected by state, 
local, or federal law, in our programs and activities. The Directors of Human Resources at the Art 
Institutes have been designated to handle inquiries and coordinate the school’s compliance efforts 
regarding the non-discrimination policy. 
Students who believe they have been subjected to discrimination or harassment in violation of this 
policy should follow the procedure outlined below. This complaint procedure is intended to provide 
a fair, prompt, and reliable determination about whether The Art Institutes’ non-discrimination policy 
has been violated.  
1. Complainants are encouraged to file a complaint as soon as possible after an alleged incident 

of discrimination has occurred. Any student who chooses to file a discrimination complaint 
should do so for non-academic matters with the Director of Human Resources or for academic 
matters with the Dean of Academic Affairs. The complaint should be presented in writing and it 
should describe the alleged incident(s) and any corrective action sought. The complaint should 
be signed by the complainant. In most cases, the person accused of discrimination will be 
notified of the complaint by the Director of Human Resources or Dean of Academic Affairs. 

2. The person accused of discrimination will have 14 calendar days to respond to the complaint in 
writing. The signed written response should be submitted to the Director of Human Resources 
or Dean of Academic Affairs. 

3. The Director of Human Resources or Dean of Academic Affairs will investigate the allegations. 
Both the complainant and the accused will have the opportunity to meet and discuss the 
allegations with the investigator and may offer any witnesses in support of their position to the 
investigator during the course of the investigation. A student may be accompanied during 
investigation meetings and discussions by one person (family member, friend, etc.) who can act 
as an observer, provide emotional support, and/or assist the student in understanding and 
cooperating in the investigation. The observer may not be an attorney, unless otherwise required 
by local law. The investigator may prohibit from attending or remove any person who disrupts 
the investigation in the investigator’s sole discretion.  

4. The Director of Human Resources or Dean of Academic Affairs will determine whether a 
violation of The Art Institutes’ non discrimination policy has occurred. The Director of Human 
Resources or Dean of Academic Affairs will issue a written determination as promptly as 



practicable. If the Director of Human Resources or Dean of Academic Affairs determines that 
the policy has been violated, the Director of Human Resources or Dean of Academic Affairs 
will also recommend corrective action.  

5. The decision of the Director of Human Resources or Dean of Academic Affairs may be appealed 
by petitioning the Presidents’ Offices of The Art Institutes. The written appeal must be made 
within 20 calendar days of receipt of the determination letter from the Director of Human 
Resources or Dean of Academic Affairs. The President, or his/her designee, will render a written 
decision on the appeal within 30 calendar days from receipt of the appeal. The President’s 
decision shall be final. 

6. Matters involving general student complaints will be addressed according to the Student 
Complaint Procedures, a copy of which can be found in this Handbook.  

For more information about your rights under the federal laws prohibiting discrimination, please 
contact the Office for Civil Rights at the U.S. Department of Education or visit the Web site at  
http://www.ed.gov/ocr.  

 

OTHER ACADEMIC POLICIES AND PROCEDURES 
GENERAL STUDENT COMPLAINT PROCEDURE  
If you have a complaint or problem you are encouraged to follow the Student Complaint Procedure. 
1. You should discuss complaints with the individual(s) within the appropriate department. Initial 

discussion should be with the person most knowledgeable of the issues involved or with 
immediate decision-making responsibility. 

2. If you feel that the complaint has not been fully addressed, a written account should be 
submitted to the Dean of Student Affairs if related to non-academic issues or to the Dean of 
Academic Affairs for academic issues. The written account should indicate your name, phone 
number, and ID# and discuss the steps you have taken to remedy the situation. 

3. The appropriate Art Institutes’ staff member or department will be notified of the complaint. A 
follow-up meeting with you and the Dean of Student Affairs and/or the Dean of Academic 
Affairs will be held within 10 school days of the date of the written complaint in an effort to 
resolve the issue. 

4. If you are not satisfied with the results, you may file an appeal with the President’s Office. The 
appeal should be in writing and contain your name and phone number. You should summarize 
the steps you have taken to remedy the situation and indicate why the results are not 
satisfactory. You will hear the results of the appeal within 10 class days from the date the 
appeal is received. 

If you follow this complaint procedure and still feel dissatisfied with the results you may send a 
written copy of the complaint to: 

Bureau for Private Postsecondary and Vocational Education 
1625 North Market Blvd, Suite S202 
Sacramento, CA 95834 
(916) 574-7720 

 
Students attending The Art Institute of California – Los Angeles, The Art Institute of California 

Orange County, and The Art Institute of California – San Francisco may also send a 
written copy of the complaint to: 

   
Accrediting Council of Independent Colleges and Schools (ACICS) 
  750 First Street NE, Suite 980 



  Washington, DC 20002-4241 
  (202)336-6780 
 
Students attending The Art Institute of California –Inland Empire and The Art Institute of 

California –San Diego may send also send a written copy of the complaint to: 
 
Accrediting Commission of Career Schools ad Colleges of Technology (ACCSCT) 
2101 Wilson Blvd., Suite 302 
Arlington VA 22201 
(703) 247-4212 
 
 

Please refer to the Arbitration Policy below for additional information regarding disputes or claims.  
 
ARBITRATION 
You and The Art Institutes agree that any dispute or claim between you and The Art Institutes (or any 
company affiliated with The Art Institutes, or any of its officers, directors, trustees, employees or 
agents) arising out of or relating to your enrollment agreement or, absent such agreement, your 
enrollment or attendance at The Art Institutes, whether such dispute arises before, during, or after 
your attendance and whether the dispute is based on contract, tort, statute, or otherwise, shall be, at 
your or The Art Institutes’ election, submitted to and resolved by individual binding arbitration pursuant 
to the terms described herein. 
If you decide to initiate arbitration, you may select either, JAMS or the National Arbitration Forum 
(“NAF”) to serve as the arbitration administrator pursuant to its rules of procedure. If The Art 
Institutes intend to initiate arbitration, it will notify you in writing by regular mail at your latest address 
on file with The Art Institutes, and you will have 20 days from the date of the letter to select one of 
these organizations as the administrator. If you fail to select an administrator within that 20-day 
period, The Art Institutes will select one. 
The Art Institutes agree that it will not elect to arbitrate any individual claim of less than $5,000 that 
you bring in small claims court (or in a similar court of limited jurisdiction subject to expedited 
procedures). If that claim is transferred or appealed to a different court, however, or if your claim 
exceeds $5,000, The Art Institutes reserve the right to elect arbitration and, if it does so, you agree 
that the matter will be resolved by binding arbitration pursuant to the terms of this Section. 
IF EITHER YOU OR The Art Institutes CHOOSES ARBITRATION, NEITHER PARTY WILL HAVE 
THE RIGHT TO A JURY TRIAL, TO ENGAGE IN DISCOVERY, EXCEPT AS PROVIDED IN THE 
APPLICABLE ARBITRATION RULES, OR OTHERWISE TO LITIGATE THE DISPUTE OR CLAIM 
IN ANY COURT (OTHER THAN IN SMALL CLAIMS OR SIMILAR COURT, AS SET FORTH IN 
THE PRECEDING PARAGRAPH, OR IN AN ACTION TO ENFORCE THE ARBITRATOR’S 
AWARD). FURTHER, YOU WILL NOT HAVE THE RIGHT TO PARTICIPATE AS A 
REPRESENTATIVE OR MEMBER OF ANY CLASS OF CLAIMANTS PERTAINING TO ANY 
CLAIM SUBJECT TO ARBITRATION. THE ARBITRATOR’S DECISION WILL BE FINAL AND 
BINDING. OTHER RIGHTS THAT YOU OR The Art Institutes WOULD HAVE IN COURT ALSO 
MAY NOT BE AVAILABLE IN ARBITRATION. 
The arbitrator shall have no authority to arbitrate claims on a class action basis, and claims brought 
by or against you may not be joined or consolidated with claims brought by or against any other 
person. Any arbitration hearing shall take place in the federal judicial district in which you reside. 
Upon your written request, The Art Institutes will pay the filing fees charged by the arbitration 
administrator, up to a maximum of $3,500 per claim. Each party will bear the expense of its own 
attorneys, experts, and witnesses, regardless of which party prevails, unless applicable law or this 
Agreement gives a right to recover any of those fees from the other party. If the arbitrator 



determines that any claim or defense is frivolous or wrongfully intended to oppress the other party, 
the arbitrator may award sanctions in the form of fees and expenses reasonably incurred by the 
other party (including arbitration administration fees, arbitrators’ fees, and attorney, expert, and 
witness fees), to the extent such fees and expenses could be imposed under Rule 11 of the 
Federal Rules of Civil Procedure. 
The Federal Arbitration Act (“FAA”), 9 U.S.C. §§ 1, et seq., shall govern this arbitration provision. 
This arbitration provision shall survive the termination of your relationship with The Art Institutes. If 
you have a question about the arbitration administrators mentioned above, you can contact them 
as follows:  

JAMS,  
45 Broadway, 28th Floor,  
New York, NY, 10006, 
www.jamsadr.com 
800-352-5267 
National Arbitration Forum,  
P.O. Box 50191 
Minneapolis, MN, 55405 
www.arbforum.com 
800-474-2371. 

The above supersedes any inconsistent arbitration provision published in any other document.  

EXHIBITION OF STUDENT WORK 
Student artwork is a great benefit in teaching other students and in demonstrating the nature and 
value of the programs. Artwork is used by admissions representatives to show prospective 
students and counselors what Art Institutes’ students have achieved. Student artwork is also a 
basic part of the catalog and other publications and exhibitions illustrating the programs at The Art 
Institutes. The Art Institutes reserve the right to make use of the artwork of its students for such 
purposes with student consent. The Art Institutes also reserve the right to select artwork that is 
appropriate to a given circumstance and may choose not to display work that might be viewed as 
objectionable by some audiences. 

STORAGE OF STUDENT ARTWORK 
The Art Institutes are not responsible for storing student’s artwork after it has been reviewed or graded 
by an instructor.  Each student is responsible for picking up all of their artwork projects from the 
classrooms before the end of each quarter. Classrooms will be cleaned during each break and all 
remaining artwork will be discarded.  The Art Institutes will not be responsible for any artwork that is 
left in rooms.  If you are not able to pick up your artwork, you are responsible for making special 
arrangements with your teacher. 

STUDENT MESSAGES 
The Art Institutes cannot act as a “message service” for students.  Only in cases of genuine 
emergency (medical or childcare situations or death in the immediate family) will a message be taken 
for a student. 

SERVICES AVAILABLE TO STUDENTS   
STUDENT AFFAIRS 
The Art Institutes provide a wide variety of support services to its students in order to help them 
complete their educational programs and reach their career goals.  Every student is encouraged to 
take advantage of these support services.   The mission of the Department of Student Affairs is to 



supplement The Art Institutes’ educational processes and stated purposes by providing 
opportunities for student campus involvement, as well as services in the areas of counseling, 
housing, international student advising, disability services, student clubs and organizations, and 
activity programming.  The Department actively encourages the involvement of its students, faculty, 
and staff in activities that stimulate cultural awareness, creative expression, and both social and 
professional development.  To fulfill its mission, the Department has established the following 
objectives: 
• To provide appropriate school-sponsored housing and/or independent housing referral 

services which are convenient and suitable to the students’ needs and conducive to their 
educational goals. 

• To provide counseling referrals, activities, and events that support the educational process by 
enhancing social/cultural awareness, community involvement, and encouraging the active 
participation of students, faculty, and staff in these services. 

• To provide resources and assist international students with all issues pertaining to their 
transition to life in the U.S. 

 
STUDENT CLUBS AND ACTIVITIES 
The Student Affairs Department is responsible for many aspects of student life outside of the classroom.  
A wide variety of student clubs and organizations are present on campus and students are encouraged to 
get involved.  Many of the student clubs directly reflect the interests of students’ in their chosen field of 
study, and provide an opportunity for networking and professional development.  Students are 
encouraged to approach the staff of Student Affairs with new ideas for student clubs.  The Art Institutes 
also provide a diverse campus activities program that is designed to enhance the social, emotional, 
physical, and mental well being of students.  Activities offered may differ by quarter, so check with the 
Student Affairs Department for more information. 
 
COUNSELING SERVICES 
The Art Institutes offer students resources for finding personal counseling support.  Confidential 
short-term counseling may be available on-site or you may be referred to local health care 
professionals.  Students experiencing school, job, or life related stress or issues are encouraged to 
call or drop by the Student Affairs Department for information or an appointment.  On-site 
counseling services may be offered in either an individual or group format.  Group discussions and 
workshops may also be provided on campus as needed on general topics of interest to students.  
Those students needing more long term or in-depth counseling are provided with referrals to 
appropriate local health care professionals.  
 
DISABILITY SERVICES 
The Art Institutes provide accommodations to qualified students with disabilities.  The Disability 
Services office assists qualified students with disabilities in acquiring reasonable and appropriate 
accommodations and in supporting their success at The Art Institutes. 
The Art Institutes are committed to providing qualified students with a disability an equal 
opportunity to access the benefits, rights and privileges of college services, programs and activities 
in compliance with the Americans with Disabilities Act and Section 504 of the Rehabilitation Act of 
1973.  
Students who believe they are in need of accommodations should contact the Student Affairs 
office.  If you have a concern or complaint in this regard, please contact the Dean of Student 
Affairs. Complaints will be handled in accordance with the school’s Student Grievance Procedure 
for Internal Complaint of Discrimination and Harassment.   



 
ACADEMIC ADVISING SERVICES 
Academic advising is provided by academic advisors, faculty, Academic Department Directors and 
the Dean of Academic Affairs, depending on the school.  Students seeking academic advising 
should see their Academic Director.  Advising services are provided on an individual and small-
group basis to help students deal with concerns or problems so that they may maximize their 
school experience.  
Peer tutoring is available for those students who need it, on a first-come, first-serve basis.  
Students should speak to their instructor to request this service. 
 
CAREER SERVICES 
The Career Services departments of The Art Institutes assists current eligible students in locating 
and securing part-time, freelance work, and internships, and later assists eligible graduates in 
locating and securing full-time, field-related employment.  While The Art Institutes provide Career 
Services, it does not guarantee employment or any particular level of compensation following 
graduation. 
Graduate Employment Advisors 
Advisors are available to assist current, eligible students in all phases of the career development 
and job search process.  Aggressive efforts are made in developing and maintaining employer 
contacts through telemarketing, promotional material, employer visits, and recruiting events.  A 
quarterly Graduate Portfolio Show and student employment Job Fair are events held to enhance 
student employability. 
Student Employment Services 
The Career Services staff is in contact with potential employers in order to secure part-time jobs for 
current students.  After the student registers with the Student Employment Advisor, they are 
furnished leads for part-time employment and for field-related internships.  The student is expected 
to follow up on all leads accepted and report progress to the Advisor.  Job Fairs are held each 
quarter to bring employers who are looking to hire our students onto campus. 
Alumni Services 
As graduates progress in their careers, the Career Services Department remains available for 
assistance.  Continued contact with alumni is important to The Art Institutes, and is maintained 
through periodic events, mailings, exhibitions, and newsletters.  A relocation guide is available for 
alumni from other Art Institutes schools who are moving into the Inland Empire, Los Angeles, 
Orange County, Sacramento, San Diego or San Francisco areas.  A comprehensive Art Institutes 
alumni website is available at www.alumniconnections.com/artinstitutes. 
 
HOUSING SERVICES 
The Art Institutes offer both School Sponsored Housing and Independent Housing referrals. The 
School Sponsored Housing program utilizes local apartment complex(s) in which students are 
assigned to single sex units with other students. Student Resident Assistants live on-site at the 
housing complex and provide assistance to the residents with peer counseling, conflict mediation, 
and activity planning.  All utilities (except phone and internet) and basic furnishings are included in 
the quarterly housing charge.  Contact the Student Affairs office for more information.  
Independent Housing referrals are also located in the Student Affairs Department and include 
information on vacancies within local private homes and referrals to internet and print resources. 
 
HEALTH SERVICES 
Student Accident and Sickness Insurance Program 



The Art Institutes do not offer health care services to students.  However, The Art Institutes are 
pleased to make an insurance plan covering accident and illness available to our students and their 
dependents.  ALL students are urged to carry a primary private insurance policy that covers 
comprehensive health care.  Information regarding the benefits and costs of The Art Institutes’ 
Student Accident and Sickness Plan is available from the Student Affairs Department at the school. 
It is a requirement that ALL international students who attend The Art Institutes have adequate 
accident and illness insurance.  If your existing health insurance policy will not protect you while 
you live in the United States, you may wish to consider the policy offered to our students by USI 
Insurance.  All international students must either purchase one of the insurance plans offered by 
USI OR complete a waiver form indicating that you have your own insurance which adequately 
covers you in the United States.  The insurance coverage you elect is a decision to be made by 
you. 
USI is wholly separate from The Art Institutes and The Art Institutes have no financial interest in 
their operations, nor do The Art Institutes make any representation as to the quality or adequacy of 
medical care or insurance coverage provided to any student during his or her enrollment at The Art 
Institutes. 
 
INTERNATIONAL STUDENT ADVISING 
The International Student Advisor is the key contact for all nonimmigrant alien international 
students who hold visas.  The advisor provides assistance and guidance regarding procedures and 
policies regarding nonimmigrant student visas and serves as the Designated School Official on 
behalf of the Department of Homeland Security to issue and sign immigration forms.  Throughout 
the student’s stay at The Art Institutes, the International Student Advisor will consult with and 
advise the student in order to help the student maintain compliance with Department of Homeland 
Security regulations and to assist in making this educational and life experience a positive one. 

 

CAMPUS FACILITIES 
COMPUTER LABS 
Students are encouraged to use the computer labs as much as possible while studying at The Art 
Institutes to increase their skills and proficiency. The technology team provides access to hardware and 
software and the administration of all technology resources through policy guidelines. The goal is to 
provide fair and efficient service to all students and faculty. Questions and concerns should be directed to 
the Director of Technology. 
 
POLICY FOR ACCEPTABLE USE OF COMPUTERS AND NETWORK RESOURCES 
The Art Institutes are committed to ensuring a working and learning environment in which members 
of The Art Institutes communities* have access to the technological tools needed to successfully 
achieve their academic and administrative objectives. 
All members of The Art Institutes’ communities are responsible for the integrity of those resources. 
The Art Institutes’ resources are to be used in a manner consistent with the academic and 
administrative functions of The Art Institutes, including use for study, instruction, research, the 
discharge of The Art Institutes’ business or other Art Institutes’ sanctioned activities. 
Federal, state and local laws govern the use of these resources as well as Art Institutes’ guidelines, 
policies and procedures published in this document, and elsewhere. Any use of The Art Institutes’ 
resources that is inconsistent with the intended purposes of applicable laws and school policies will 
be considered inappropriate use and may result in suspension or termination of access, expulsion, 
termination of employment or other disciplinary action. 
* The Art Institutes’ communities are defined as students, faculty, staff, designated vendors and 



authorized alumni of The Art Institutes and appropriate employees or designated agents of 
affiliated companies of The Art Institutes. 
 
WHO MAY USE THE COMPUTER LABS 
Full and part-time students are welcome to use the computer labs during normal school hours.  
Students must have a valid (updated) Art Institutes’ student ID card to utilize technology resources. 
Students should keep their ID card with them at all times while at school. For student safety and 
the protection of Art Institutes’ equipment, the presence of unauthorized persons (individuals who 
are not current students) in the labs should immediately be reported to a staff or faculty member. 
Alumni: The Art Institutes support all alumni of EDMC system of schools in their effort to improve and 
update their portfolios and résumés. Alumni are considered guests at the school and must adhere to 

the policies established in the Student Handbook. School computers are not to be used for “freelance” 
jobs. School machines and software are intended for educational use only. Due to the volume of 
students enrolled in classes, current students may be given priority access to equipment at the 

discretion of the school. 
Faculty and staff: The Art Institutes’ faculty and staff have access to computer labs and equipment, 
although students generally have priority over usage. Students should not be surprised to see 
instructors and/or staff in classrooms and/or lab facilities. 
 
COMPUTER LAB RULES 
The following rules have been developed by the lab staff, Technology Committee and The Art 
Institutes’ administrations to assure the integrity of lab systems and equipment, to optimize student 
access and to control usage of consumables. Failure to adhere to these policies and procedures 
can result in the suspension of lab access privileges and/or conduct probation and/or other 
disciplinary action. Malicious or mischievous acts that result in damage to equipment or software 
may result in permanent suspension from The Art Institutes.  

1. Absolutely no food or drinks will be allowed in any of the computer labs at any time. 
2. Loud or unruly behavior that disrupts other students in the lab will not be tolerated. 
3. Students, faculty and staff may not install software of any kind onto any school computer. 
4. Students, faculty and staff may not remove any computer device from an existing 

computer system and/or install any computer-related device to any school computer. 
5. Attempting to copy software from any of the school computers is an illegal act that violates 

federal copyright laws and could result in legal repercussions as well as loss of lab 
privileges and/or expulsion from school. 

6. Do not attempt to bypass the security arrangements in any computer lab. 
7. Labs will not be kept open past posted closing times. Printers and scanners will be turned 

off 10 minutes prior to lab closing. 
8. No modifications to the DOS, Windows or MAC environments will be allowed. 
9. Student, faculty and staff work must be stored on personal disks 
 (floppy, ZIP, CD-ROM, JAZ disks or portable hard drive). The schools are not responsible 

for the loss, theft, or any damage that may occur to personal storage devices. If loss or 
theft does occur see the Dean of Student Affairs and fill out an Incident Report. 

10. Respect the privacy of others by refraining from seeking information on, obtaining copies 
of or modifying files, media or passwords belonging to others. 

11. Respect the rights of others by complying with all school policies regarding harassment, 
hazing and/or discrimination.  Do not engage in any behavior that violates any school 
policy or that would interfere with the proper use of school resources by others. 

12. Respect the legal protection provided by copyright and licensing program, data and other 



sources of information by refraining from distributing or making copies of software without 
the permission of the copyright holder.  Do not install illegally obtained software or any 
other unauthorized software on computers or networks. 

13. Respect the intended usage of systems for electronic information exchange including the 
Internet. The user bears the responsibility for any material he or she chooses to access, 
send or display. Internet access provided by The Art Institutes may not be used in any way 
that contravenes school policies, federal, state, or local laws or statutes. 

14. Respect the integrity of computer systems and networks by refraining from use of any 
programs, transactions, data or processes that infiltrate a system or damage or alter the 
software, data components or configurations of systems or networks. 

15. Respect the need for system and network security by refraining from any actions to infiltrate or 
bypass security arrangements or gain unauthorized access to facilities, resources, systems or 
networks. 

16. Use the computer and communications resources in a manner consistent with the ethical 
principles set forth by The Art Institutes and with accepted community standards. 

Please note: The user is responsible for backing up his or her files on removable media. 
 
POLICY ON OPEN COMPUTERS IN THE CLASSROOM  
In order to prepare students for the competitive job market, The Art Institutes have computer labs 
to support the delivery of academic programs and to support students in the completion of 
assignments generated through course work. To ensure that students have the best opportunity to 
access a computer terminal to complete their assignments, all unoccupied computers may be 
accessed during normal hours of operation whether or not a scheduled class is in session. 
The student must wait 30 minutes after the start of the scheduled class to ensure that unoccupied 
computers are available for class members who may show up late. The student should enter the class 
quietly, find an open computer and get to work without disturbing the instructor.  The student is expected 
to work independently and not disrupt the class in session. An instructor may ask non-class members to 
leave if their conduct becomes disruptive. In addition, the student may not scan or print, as these 
peripherals are reserved for the class in session.  All students will be asked to leave a lab at the end of a 
class, prior to the start of the next class. 

CAMPUS SECURITY 
The Art Institutes are committed to the health and welfare of their students, faculty, staff, and 
guests.   Crime awareness and campus security are matters for which everyone must take a 
personal responsibility. The Student Conduct and Housing Codes strictly prohibit the possession of 
weapons and the illegal use of alcohol, controlled substances, and drugs on the campus or in off-
campus school-sponsored housing. The Art Institute adheres to all state and federal laws. Violation 
of these rules or criminal acts of any kind may result in prompt disciplinary action, including 
expulsion. 

REPORTING CRIMES AND EMERGENCIES 
Report criminal actions or other emergencies immediately.  A safe environment is everyone’s 
responsibility.  Students, faculty and staff are encouraged to report all criminal acts, suspicious 
activities or other emergencies promptly and have the right to report these matters confidentially.  
Victims or witnesses to a crime are encouraged to file a report of the incident.  Reports can be filed 
on a voluntary, confidential basis for inclusion in the annual disclosure of crime statistics by 
contacting the Dean of Student Affairs.  Be sure to describe the nature of the criminal activity, when 
it happened, where it happened, who was involved and whether there were any witnesses.  It is the 
policy of The Art Institutes that all criminal acts or other emergencies be properly documented and 
reported to local authorities as required by law.  In an instance when the Dean of Student Affairs is 



not available, please contact another member of the Executive Committee or other members of 
The Art Institutes staff.   

SAFETY PROCEDURES 
In the event of a fire, an alarm will sound notifying all students, faculty and staff of their need to 
leave the building.  Everyone should leave the building according to the practices conducted during 
the regular drill procedures.  It is mandatory that all persons observe the following procedures: 
1. Stay calm. Stop work immediately.  Do not pack up supplies or work in progress.  If the alarm 

sounds do NOT assume it is a drill. 
2. Follow directions from the nearest faculty, staff member or from the floor fire captain for exiting 

the building. Exit building using stairwells only. 
3. After exiting, head away from the immediate front of the building. 
4. Do not re-enter the school until an “all-clear” indication is given. 

SECURITY AND ACCESS TO CAMPUS FACILITY 
It is the policy of The Art Institutes that access to all campus facilities is limited to authorized 
personnel, students and invited visitors.  Visitors are at all times subject to the school policies and 
conduct codes. Responsibility for the lawful and appropriate behavior of visitors should be shared 
by their student or employee host.  All visitors must sign in and out at the front reception desk. 

CRIME STATISTICS 
As part of The Art Institutes’ commitment to safety and security and pursuant to the requirements 
of the Federal Crime Awareness and Campus Security Act of 1990, The Art Institutes provide 
information annually to all of its current and prospective employees and students that addresses, 
among other things, the importance of prompt reporting of crimes to school officials and local 
police; campus security procedures aimed at encouraging students and employees to be 
responsible for their own security and the security of others; advisement and other assistance 
available from The Art Institutes to any student who may be the victim of a crime; and statistics on 
selected crimes which The Art Institutes maintain pursuant to the Crime Awareness and Campus 
Security Act.  A complete copy of the Campus Crime Report and Crime Statistics that were 
submitted to the Department of Education can be obtained in the Student Affairs Department. 

LIBRARY 
The Art Institutes provide students, faculty and staff with access to information and services 
needed in a teaching and learning environment. Collection emphasis is on creative production in 
the degree areas as well as support for general education in the fine arts, communications, social 
sciences and humanities. Students will have access to a variety of computer information 
technologies they may use in the workplace, at home or in the Library.  
The Library is an important academic resource for all students. The ever-growing collection 
supports the coursework students will do here at The Art Institutes.  To activate a library card, 
students should bring their current school ID cards to the Library.  Students interested in 
recommending items for purchase may contact the Director of Library Services or the Librarian. 
The Library offers computer access to its library catalog, to the Internet and for use with a color 
scanner. 

SUPPLY STORE 
The Art Institutes have Supply Stores on-site where students, faculty and staff have access to 
purchase some of the text books and supplies necessary for their academic programs.   The 
Supply Store is a very specialized retail outlet and carries most of the art supplies needed by 
students, as recommended by the instructors and Academic Directors.  



STUDENT FINANCIAL PLANNING SERVICES 
The Art Institutes have a Student Financial Services Office where students and their families 
develop a financial plan to help ensure students’ completion of their programs. Specialists from this 
department help students complete applications for grants and loans applicable to students’ 
circumstances. Once a student’s eligibility for financial assistance has been determined, the 
student and the financial planning specialist develop a plan for meeting educational expenses. 
Students of The Art Institutes may apply for scholarships, grants, or loans to assist with college 
expenses. Scholarships and grants are sums of money given to an eligible student to be applied 
toward the student’s educational costs. Students do not repay scholarships or grants, but must 
meet specific requirements to receive them. Various loans are also available to assist students with 
educational costs. These loans must be repaid according to specific terms. 

SCHOLARSHIPS 
The Art Institutes offer various merit and competitive scholarships to high school seniors.   
All scholarship winners must adhere to the scholarship rules established by The Art Institutes. 
Scholarship winners must apply to, and be accepted at, a location of The Art Institutes system of 
schools to validate the scholarship. Scholarships can be applied toward tuition only, unless 
otherwise noted. They do not cover books, supplies, or miscellaneous fees. Students attending 
The Art Institutes on scholarships must maintain at least a 2.5 cumulative grade point average in 
order to retain eligibility. 

STUDENT FINANCIAL ASSISTANCE 
All students who receive federal- or state-sponsored financial assistance must maintain satisfactory 
academic progress for financial assistance eligibility. 
SUSPENSION AND REINSTATEMENT OF FINANCIAL ASSISTANCE:  ALL 
PROGRAMS 
Students who are suspended from a program of study or terminated from The Art Institutes are ineligible for 
financial assistance until they regain admission and comply with satisfactory academic progress 
requirements. 
FINANCIAL ASSISTANCE APPEAL 
Students who are denied or suspended from financial assistance may file an appeal under 
appropriate federal and state guidelines with The Art Institutes’ Student Financial Assistance 
Review Committee. 
STUDENT FINANCIAL ASSISTANCE REVIEW COMMITTEE 
This committee consists of The Art Institutes Presidents, Directors of Administrative and Financial 
Services, and Directors of Student Financial Services. The committee is responsible for the review 
of all student financial aid awards when there is a question regarding a student’s eligibility for such 
awards. 
THE STUDENT: 
1. Must write a letter to the attention of The Art Institutes’ Director of Student Financial Services 

that details all mitigating circumstances. This letter must be received within 10 days after 
notification of financial aid denial. 

2. Must attach any documents that evidence justification or reason for the student’s situation 
leading to the denial of financial assistance. 

3. May request a personal appearance before the Student Financial Assistance Review 
Committee. 

THE REVIEW COMMITTEE: 
1. Will secure a copy of the student’s academic and financial aid records. 



2. May request the appearance of the student to clarify any materials/ statements presented by 
the student. 

3. Will review all materials presented by the student and available from The Art Institutes, and 
renders a final decision regarding the student’s financial assistance status. 

FEDERAL STUDENT FINANCIAL AID 
The purpose of federal student financial aid programs is to ensure that all students have an 
opportunity to obtain a college education, and that no student will be denied that opportunity 
because of lack of funds. Central to the purpose of financial aid is the belief that students and their 
families, to the extent possible, have the primary responsibility to pay for the student’s college 
education. Financial aid is made available to assist students when family resources are not 
sufficient to meet college costs. All students are to be treated fairly and equitably by applying 
policies and procedures for determining eligibility consistently. Though applicants are encouraged 
to seek financial aid, students should not rely solely on these monies to support themselves 
throughout the academic year. 
Students receiving any form of financial aid are required to meet standards for academic progress 
and attendance. Proof of such progress on a periodic basis is verified prior to any disbursements of 
financial aid. Failure to make satisfactory academic progress or satisfactory attendance 
requirements may result in the termination or reduction of financial aid. 
Though The Art Institutes’ financial aid staff is responsible for accurate distribution, explanation, 
documentation, and validation of financial aid requirements, it is the student’s responsibility to 
comply with all requests in a timely fashion if the student wishes to continue receiving benefits. 
Federal aid grants are awarded on a fiscal year basis, beginning July 1 and ending June 30. Some 
applicants may need to complete the application process twice during an academic or calendar 
year. 

FINANCIAL AID PROGRAMS 
The Art Institutes are eligible for financial aid and participate in the following programs: 
FEDERAL PELL GRANT 
Federal Pell Grants are based on financial need, as defined by the U.S. Department of Education. To 
be eligible for a Federal Pell Grant, students must make application, prove U.S. citizenship or 
permanent resident status, be able to show graduation from high school or its equivalency, not owe a 
refund on a federal grant nor be in default on a federal loan, and maintain satisfactory academic 
progress in school. 
FEDERAL SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANTS 
Federal Supplemental Educational Opportunity Grants (FSEOG) are for students who demonstrate 
exceptional financial need (with priority given to Pell Grant recipients). This is gift aid; it does not have to 
be repaid. 
FEDERAL SUBSIDIZED STAFFORD LOAN 
The Federal Subsidized Stafford Loan is a variable interest loan available to students through 
eligible lenders. The loan is obtained directly from private banks, savings and loan associations, 
and credit unions. To be eligible, the student must be a citizen or permanent resident alien of the 
United States and meet other eligibility requirements. Repayment of the loan begins six months 
after the student’s last day of attendance. 
FEDERAL UNSUBSIDIZED STAFFORD LOAN 
The Federal Unsubsidized Stafford Loan is a variable interest loan available to students through 
eligible lenders. Independent students may borrow the Unsubsidized Stafford Loan without credit 
requirements. The Stafford Loans repayment begins six months after the student’s last day in 
school. 
Dependent students who do not meet the need requirements for a subsidized Stafford Loan, or 



whose parents are denied a PLUS Loan, may also apply for this loan. 
PARENT LOAN FOR UNDERGRADUATE STUDENTS (PLUS) 
The Parent Loan for Undergraduate Students is a variable interest loan available to parents 
through eligible lenders. The PLUS loan is a credit-worthy loan available to parents of dependent 
students. The PLUS loan repayment begins 60 days after the loan is disbursed. 
FEDERAL PERKINS LOAN 
Federal Perkins Loans offer a low 5% interest rate and repayment terms as long as 10 years. 
Because funds under this program are limited, priority is given students with the greatest financial 
need. Repayment on the loan generally does not begin until nine months after a student leaves 
school or coursework is reduced to less than a half-time basis. 
FEDERAL WORK-STUDY 
Through the Federal Work-Study program, students have the opportunity to meet part of their 
expenses by working part-time on or off campus. A limited number of assignments are available, 
with priority given to students with the greatest need. Our Student Financial Services Department 
has more details. The maximum students can earn through this program is the amount of their 
unmet need (the difference between expenses and all their resources). 
For a more complete description of federal aid programs, please review The Art Institutes 
Complete Guide to Financial Aid. 
CALIFORNIA STATE GRANT (CAL GRANT) 
The Art Institutes are approved by the California Student Aid Commission for students to receive 
Cal Grant funds under Cal Grant A, B, and C programs. Cal Grant programs require academic 
qualifications as derived from the Student Aid Commission Grade Point Average (GPA) Verification 
Form. Both the Free Application for Federal Student Aid (FAFSA) form and the GPA Verification 
(Cal Grant application) must be completed and postmarked by March 2 each year. 
STUDENT TUITION RECOVERY FUND 
(Note: The Bureau of Private Postsecondary and Vocational Education (BPPVE) does not require  
 us to collect from students the Student Tuition Recovery Fund (STRF) for the period of July 1, 
 2006 through June 30, 2007.)  
California law requires that upon enrollment, a fee must be assessed in relation to the cost of 
tuition (New California Education Code §94945). These fees support the Student Tuition Recovery 
Fund (STRF), a special fund established by the California Legislature, to reimburse students who 
might otherwise experience a financial loss as a result of the (a) closure of the institution; (b) the 
institution’s breach of or anticipatory breach of the agreement for the program of instruction; or (c) 
a decline in the quality or value of the program or instruction within the 30-day period before the 
institution’s closure. The STRF fund protects only California students and the institution’s 
participation is mandatory.  
Please note that (a) if a recipient of third party payer tuition and course cost, the student is not 
eligible for protection under the STRF, and (b) the student is responsible for paying the state 
assessment amount for the Student Tuition Recovery Fund. A third party payer means any 
employer, government program, or other payer that pays a student’s total charges directly to the 
institution when no separate agreement for the repayment of the payment exists between the third-
party payer and the student. 
The assessment that the institution must collect from each newly enrolled student as a STRF fee is 
$2.50 per thousand dollars of tuition paid, regardless of the portion that is prepaid. 
As particular in the Student Tuition Recovery Fund, The Art Institutes are also obligated by 
California Law to collect the name of the source of each loan, if you have one or more 
governmentally guaranteed or insured loans for tuition purposes outstanding. 
It is important that enrollees keep a copy of an enrollment agreement, contract, or application to 
document enrollment; tuition receipts or canceled checks to document the total amount of tuition 



paid; and records, which will show the percentage of the courses completed. Such records would 
substantiate a claim for reimbursement from the STRF which, to be considered, must be filed 
within 60 days following school closure. For further information or instruction, contact: 
Bureau for Private Postsecondary 
and Vocational Education 
1625 North Market Blvd, Suite S202 
Sacramento, CA 95834 
(916) 574-7720 
ADDENDUM: The Art Institute of California-Inland Empire (AiCAIE) 
 
ACCREDITING BODY 
The accrediting body for The Art Institute of California – Inland Empire (AiCAIE) is the Accrediting 
Commission of Career Schools and Colleges of Technology (ACCSCT), located at 2101 Wilson 
Blvd., Suite 302, Arlington, VA  22201; telephone (703) 247-4242.  A copy of the Commission’s 
Complaint Form is available at the school and may be obtained by contacting the President, Byron 
Chung. 
 
ADMINISTRATION 
Byron Chung, President                                                                                        
Jerry Foust, Dean of Academic Affairs                                                               
Bobbi Essig, Director of Administrative and Financial Services    
Monica Jeffs, Director of Admissions 
Michele Ferren, Director of Human Resources 
Tom Bustamante Jr., Dean of Student Affairs 
Bola Soyemi, Director of Student Financial Services             
Robert Cordova, Technical Support Supervisor 
 
Academic Department Directors 
Stephan Bautista, Foundation Courses 
Ray Jones, General Education 
Chef Eyad Joseph, Culinary Arts 
Santosh Oommen, Game Art & Design and Media Arts and Animation 
Sarah Sandoval, Interior Design 
Micheal Swank, Graphic Design & Interactive Media Design 
 
Academic Advisors 
Sally Pacheco 
Irving Perez 
Robert Swapp 
 
BUILDING & LAB HOURS 
Building Hours: 
Monday – Thursday: 7:00 a.m.- 11 p.m. 
Friday:  7:00 a.m.- 6 p.m. 
Saturday:  7:00 a.m. – 6 p.m. 
Sunday:  CLOSED 
 
Lab Hours: 
Monday – Thursday: 7:00 a.m.- 10:45 p.m. 
Friday:  7:00 a.m. – 5:45 p.m. 
Saturday:  7:00 a.m. – 5:45 p.m.  
Sunday:  CLOSED 



 
Bookstore Hours: 
Monday  7:30 a.m.-  4:30 p.m. 
Tuesday  7:30 a.m. – 6 p.m. 
Wednesday    7:30 a.m. – 6 p.m. 
Thursday  7:30 a.m. – 4:30 p.m. 
Friday  7:30 a.m.- 4:30 p.m. 
Open Every Other Saturday (Confirm Dates with the Library Front Desk) 
 
CAMPUS CRIME AND SECURITY ACT REPORT 
This is a notice that the annual Jeanne Clery Disclosure of Campus Crime and Security Act Report 
is currently available in paper form in the Student Affairs Office or by calling The Art Institute at 
909.915.2100. 
 
The annual Crime Report contains the following pertinent information: 

1. The Institute’s Safety and Security Procedures; 
a. The procedures for reporting a crime; 
b. Security personnel at the Institute; 
c. Policies for preparing the annual crime report; 
d. Security and access to campus facilities; 
e. Campus law enforcement; 
f. Programs offered about campus security and the prevention of crime; 
g. Off-campus student organizations; 
h. Drug and alcohol policies; 
i. Sexual assault policies and the rights of victims; 
j. Information regarding registered sex offenders; 

2. The crime statistics for the Institute’s Campus, Non-Campus Buildings and Public 
Property for calendar years 2004, 2005 and 2006 

 
FOOD AND BEVERAGES 
Consumption of food is permitted only in the Student Lounge or outside patio area but not in any 
classroom or studio. Beverages with screw tops may be consumed in lecture and art rooms. Food 
and drinks are not allowed in any lab or studio. 
 
IDENTIFICATION CARDS 
ID cards are required when on campus at The Art Institute and must be visible upon the person at 
all times. All students are provided with an ID card that is used for various purposes for the 
duration of the program: 
• For using the facilities. 
• For registering for classes. 
• For checking out training equipment. 
• For participation in certain student activities and social events. 
• For presentation to some retailers, theaters, and restaurants that offer special discounts to 

those who hold a student ID card.  



Students should not loan the ID card to anyone for any reason, as the owner of the card will be 
responsible for its use (loss or damage to books and equipment). If a card is lost, the student 
should report it and then have it replaced. Replacement ID Cards will be processed in the 
Technology Department. The cost for a replacement card is $15. Quarterly validation stickers are 
required on all ID cards and may be obtained from the Registrar office. Students who withdraw 
from school are required to turn in ID cards to the Registrar. 

LOST AND FOUND 
The Art Institute offers a lost and found service. All items lost and found are taken to the Student 
Affairs department. Remember to always check there first. Unclaimed items are donated to a 
charity organization at the end of each quarter. 

MAIL SERVICE 

The nearest post office is located at 455 Orange Show Lane, San Bernardino, CA 92408. 
 
PARKING 
Parking regulations have been designed to maintain convenient, safe, and orderly parking for the 
students, faculty, staff and guests of The Art Institutes.  Signs and markings are placed in the 
driving and parking areas to facilitate ease of parking and safe traffic.  The Art Institutes are not 
responsible for any loss or damage to students’ automobiles or their contents. Parking is on a first 
come first served basis. Students are prohibited from parking in spaces reserved for staff and 
visitors. Students parking off of the premises should obey the California state parking codes and 
the posted restrictions of our neighbors.  Cars may not be left on the premises overnight or they will 
be subject to towing.   

 
SCHOOL CLOSING ANNOUNCEMENTS 
The Art Institute of California – Inland Empire will rarely close due to external conditions. In the 
event of cancellation of classes, announcements will be made exclusively through a recorded 
message on the school’s main line (909) 915-2100. 
 

STUDENT LOUNGE 
In the Student Lounge, vending machines are available for coffee, food and snacks. Flyers 
regarding campus events are posted in this area.  Flyers and For Sale items may be placed in the 
Student Affairs office for students to review and will be cleared on a monthly basis.  A microwave is 
available for students to heat their food brought from off-campus. 
 
COMMUNITY RESOURCES 
Art Supplies 
The Art Institute of California – Inland Empire Supply Store  (909) 915-2125 
 
Aaron Brothers Art & Framing     (909) 792-0363 
1529 Industrial Pkwy Ave, Redlands, CA 92374 
 
Michael’s Art Supply      (909) 335-7439  
27534 Lugonia Ave, Redlands, CA 92374 
 
E & C Del Pozzo      (909) 554-1870 
897 Via Lata Ste Lane, Colton, CA 92324 
 



Jo-Ann Superstore      (909) 335-5922 
1625 West Lugonia Ave, Redlands, CA 92374 
 
Bud Rickert’s Art Center Inc.     (909) 885-7202 
1277 N E Street, San Bernardino, CA 92405 
 
Periwinkle Woods      (909) 795-2120 
579 W. County Line Rd, Calimesa, CA 92320 
 
Cooking Supplies 
The Dish Factory II      (909) 370-4040 
333 E Valley Blvd, Colton, CA 92324 
 
Marshall’s       (909) 885-3358 
741 West 2nd St, San Bernardino, CA 92410 
 
Ross       (909) 792-8151 
  
1380 Industrial Park Ave, Redlands, CA 92374  
 
Royal Prestige Healthy Cookware    (909) 823-8085 
14910 Woodcrest Dr, Fontana, CA 92337 
 
Royal Prestige Dreamlegacy     (909) 429-8065 
8557 Sierra Ave, Fontana, CA 92335 
 
R P Drreamlegacy      (909) 514-0239 
833 N La Cadena Dr, Colton, CA 92324 
 
http://www.allheartchefs.com/ 
http://www.chefscatalog.com/ 
http://www.restaurantequipment.net/ 
 
Technology Supplies 
Best Buy       (909) 885-4049 
888 Harriman Place, San Bernardino, CA 92408 
 
Circuit City       (909) 890-0222 
555 East Hospitality Lane, San Bernardino, CA 92402 
 
PC Club       (909) 433-0888 
164 West Redlands Blvd, San Bernardino, CA 92408 
 
Radioshack      (909) 824-0450 
1100 S Mount Vernon Ave Ste C, Colton, CA 92324 
 
Office Supply and Fax/Copy 
FedEx Kinko’s      (909) 381-6282 
1440 South E St, San Bernardino, CA 92408 
 
Office Max       (909) 890-1988 
435 E Hospitality Lane, San Bernardino, 92408 
 
Staples       (909) 478-9884 



945 E Hospitality Lane, San Bernardino, 92408 
 
 
Libraries 
The Art Institute of California-Inland Empire Library                    (909) 915-2046 
 
San Bernardino County Library     (909) 387-5720 
104 W 4th St, San Bernardino, CA 92408 
 
Norman Feldheym Public Library     (909) 381-8201 
555 W 6th St, San Bernardino, CA 92408 
 
Howard M. Rowe Branch Library     (909) 883-3411 
108 E Marshall Blvd, San Bernardino, CA 92408 
 
Calimesa Branch Library      (909) 795-9807 
974 Calimesa Blvd, Calimesa, CA 92320 
 
Dorothy Ingram Public Library      (909) 887-4494 
1505 W Highland Ave, San Bernardino, CA 92411 
 
Paul Villasenor Public Library      (909) 383-5156  
525 N Mt Vernon Ave, San Bernardino, CA 92411 
 
Police 
Emergency      911 
 
San Bernardino Police Department    (909) 383-5311 
334 W Base Line St, San Bernardino, CA 92408 
 
Post Offices 
United Parcel Service (UPS) Store    (909) 881-6788 
985 Kendall Dr # A, San Bernardino, CA 92407 
 
US Post Office       (800) 275-8777  
455 Orange Show Ln, San Bernardino, CA 92408 
 
US Post Office       (800) 275-8777  
390 W 5th St, San Bernardino, CA 92401 
 
US Post Office      (909) 275-8777 
1560 W Base Line St, San Bernardino, CA 92411 
 
US Post Office      (909) 275-8777 



2160 N Arrowhead Ave, San Bernardino, CA 92495 
 
US Post Office      (909) 275-8777 
265 N 7th St, Colton, CA 92324 
 
Transportation 
 
AAA Automobile Club of Southern California   (909) 381-2211 
590 N D St, San Bernardino, CA 92401 
 
Department of Motor Vehicles     (800) 777-0133 
110 W Central Ave, San Bernardino, CA 92408 
 
Bus Schedules      (800) 966-6428 
www.omnitrans.com      (909) 379-7100 
 
Traffic Information 
www.traffic.com 
 
Carpooling      
www.erideshare.com 
 
WELLNESS RESOURCES 
Hotlines 
AIDS/HIV Hotline(regular hours)     (800) 367-2437  
           (after hours)     (800) 273-2437  
Alcoholics Anonymous     (909) 825-4700 
Alcoholism & Drug Abuse Hotline    (800) 252-6465 
Anti-Hate Line      (800) 649-0404 
Crisis Intervention      (800) 399-3612 
Gay and Lesbian National Hotline    (888) 843-4564 
Hotline for Food      (800) 643-6630 
National Association of Anorexia Nervosa and Associated Disorders (847) 831-3438 
National Help Line for Substance Abuse    (800) 843-5678 
National Hopeline Network     (800) 784-2433 
National Suicide Prevention Lifeline    (800) 273- 8255 
Planned Parenthood Hotline     (800) 230-7526 
Project Sister Rape Crisis Services, 24 Hours (Claremont)                                     (909) 626-HELP 
Rape, Abuse, and Incest National Network (RAINN)   (800) 656-4673 
Rape Crisis Center (Redlands)                                                                                  (909) 335-8777 
Rape Crisis Center of Riverside (Riverside)                                                              (951) 686-7273 
Rape Crisis and Assault Services (San Bernardino)   (909) 885-8884 
San Bernardino Domestic Violence     (909) 387-6540 
SAFE (Self-Abuse Finally Ends)     (800) 366-8288 
State Disability Claims   (800) 480-3287 
VOICES (Victims of Incest Can Emerge Survivors)                                                 (714) 832- 9625 
  
Counseling Services & Referrals 
The Art Institute of California-Inland Empire (Referrals)   (909) 915-2100 
Crisis Hotline      (800) 832-9119 



Behavioral Health Resource Center    (909) 421-9200 
Family Service Agency of San Bernardino    (909) 886-6737 
Genesis Counseling Service     (909) 890-2299 
Option House, Inc.       (909) 383-1602 
 
Health Services (low cost clinics) 
East Side Health Center     (951) 276-0661 
1970 University Ave, Riverside, CA 92316 
 
Inland Empire Community Health Center    (909) 746-0840 
18601 Valley Blvd, Bloomington, CA 92316 
 
Inland Empire Health Plan (IEHP)    (909) 890-2000 
303 E. Vanderbilt Way, San Bernardino, CA 92408 
 
Loma Linda University Health     (909) 558-2840 
11370 Anderson St # 1800, Loma Linda, CA 92354 
 
Planned Parenthood      (800) 230-7526 
1873 Commercenter West, San Bernardino, CA 92408  
 
Sac Health Systems      (909) 382-7100 
1455 E 3rd St, San Bernardino, CA 92401 
 
San Bernardino Public Service     (909) 384-5335 
300 N D St, San Bernardino, CA  92418    
 
http://www.goodhealthplan.com/ 
 
Hospitals 
Arrowhead Regional Medical Center    (909) 580-1000 
400 North Pepper Ave, Colton, CA 92324 
 
Community Hospital of San Bernardino                                     (909) 887-6333 
1805 Medical Center Dr, San Bernardino, CA 92411 
 
Kaiser Permanente      (909) 427-5521 
9961 Sierra Ave, Fontana, CA 92335 
 
Loma Linda University     (909) 558-1000 
11234 Anderson St, Loma Linda, CA 92354 
 
Redlands Community Hospital     (909) 335-5500 
350 Terracina Blvd, Redlands, CA 92373 
 
Legal Services 
Legal Aid of San Bernardino, Inc.    (909) 889-7328 
354 W 6th St, San Bernardino, CA 92401 
     
San Bernardino County Attorney     (909) 387-6979 
900 E Gilbert St, San Bernardino, CA 92415 
 
Housing & Referrals 
The Art Institute of California-Inland Empire (Referrals)   (909) 915-2100 



Grand Marc Housing (Ai Sponsored Housing)   (951) 788-5800 
Neighborhood Housing Services     (909) 884-6891 
Reche Ridge Apartments     (909) 370-0202 
Redlands Lawn and Tennis Club     (909) 798-6033 
www.rent.com 
www.offcampusnetwork.com 
www.apartmentguide.com 
http://apartments.zogbyblog.com 
 
Credit Counseling 
Consumer Credit Counseling Service of the Inland Empire  (951) 781-0114 
Non Profit Consumer Credit Management    (800) 974-3752 
 
Child Care 
California Child Care Resource & Referral Network   (800) 822-8490 
Boys and Girls Club Head Start     (909) 381-4294 
Building Blocks Child Care      (909) 370-3292 
Chea Family Child Care      (909) 887-5004 
Del Rosa Head Start      (909) 883-0103 
Kindercare Learning Centers     (877) 546-3372 
La Petite Academy      (909) 889-0700 
Lullaby 24 Hour Child Care      (909) 864-6834 
Mill Center Head Start     (909) 885-0789 
Tutor Time        (909) 350-2422 
Williams Family Child Care      (909) 349-0327 
YMCA Childcare Resource Service    (800) 481-2151 
 
Banking Services 
Bank of America      (909) 381-2494  
130 W 40th Street, San Bernardino, CA 92407 
 
Citibank N A      (800) 274-6660 
794 S E St, San Bernardino, CA 92408 
 
Citizen Business Bank     (909) 888-6363 
301 E Vanderbilt Way, San Bernardino, CA 92408 
 
Washington Mutual      (909) 425-8300 
2020 E Highland Ave, San Bernardino, CA 92404 
 
Wells Fargo       (909) 890-2647 
268 W Hospitality Ste 106, San Bernardino, CA 92408 
 
Shelters 
The Agape House       (909) 574-5679� 
P. O. Box 828�Fontana, CA 92334�  
 
Purposely Chosen Inc       (909) 880-1513 
San Bernardino, CA 92407 
 
The San Bernardino County Homeless Coalition     (909) 723-1590 
696 South Tippecanoe Ave, San Bernardino, CA 92415 
 
Southern California Housing     (909) 822-7251  



8684 Sierra Ave, Fontana, CA 92335 
 
 

ADDENDUM:  THE ART INSTITUTE OF CALIFORNIA – LOS ANGELES (AICALA) 

ACCREDITING BODY 
The accrediting body for The Art Institute of California – Los Angeles is the Accrediting Council of 
Independent Colleges and Schools (ACICS), at 750 First Street NE, Suite 980, Washington, DC  
20002-4241; telephone (202) 336-6780.   

ADMINISTRATION 
Laura Soloff, President 
Vi Ly, Dean of Academic Affairs 
Nancy Wada-McKee, Dean of Student Affairs 
Mohamed Ammar, Director of Accounting and Financial Services 
Paul Sallenbach, Director of Admissions 
Jai Johnson, Director of Career Services 
Cindy Troianello, Director of Human Resources 
Glenn Bell, Director of Technology 
Greg Embray, Facilities Manager 
 
ACADEMIC DEPARTMENT CHAIRS  
Ryan Gahagan, Audio Production 
Christophe Bernard, Culinary Arts and Culinary Management 
David Schreiber, Digital Filmmaking and Video Production 
Eric Elder, Game Art and Design 
Susanne Manheimer, Graphic Design 
Jan McWilliams, Interactive Media Design 
Joanne Kravetz, Interior Design 
Beth Rhodes, Liberal Studies  
R. Aaron Lyle, Media Arts and Animation 

BUILDING & LAB HOURS 
BUILDING HOURS: 
2900 31st Street: 
Monday - Saturday: 7:00 a.m. - 11:00 p.m.   
Sunday: CLOSED 
2950 31st Street: 
Monday - Friday: 7:00 a.m. - 10:00 p.m. 
Saturday: 9:00 a.m. - 6:00 p.m. 
Sunday: CLOSED 
LAB HOURS: 
Computer labs are open from 7:00 a.m. – 11:00 p.m. Monday through Friday, and 7:00 a.m. - 6:00 



p.m. Saturday.  After hours access is available by permission only in the Open Lab (125), and labs 
231 and 250.  
Extended lab hours are available during the final 2 weekends of each quarter.  
Individual department office hours are posted. 

CAMPUS CRIME AND SECURITY ACT REPORT 
This is a notice that the annual Jeanne Clery Disclosure of Campus Crime and Security Act Report 
is available on The Art Institute’s website at: 
www.aicala.artinstitutes.edu 
Students will be notified via campus email when the annual Jeanne Clery report is updated.  Paper 
copies of the Crime Report are available on campus in the Student Affairs Office (2nd Floor of 2950 
Building) or by calling The Art Institute at 310-314-6149. 
The annual Crime Report contains the following pertinent information: 
1. The Institute’s Safety and Security Procedures; 

a. The procedures for reporting a crime; 
b. Security personnel at the Institute; 
c. Policies for preparing the annual crime report; 
d. Security and access to campus facilities; 
e. Campus law enforcement; 
f. Programs offered about campus security and the prevention of crime; 
g. Off-campus student organizations; 
h. Drug and alcohol policies; 
i. Sexual assault policies and the rights of victims; 
j. Information regarding registered sex offenders; 

2. The crime statistics for the Institute’s Campus, Non-Campus Buildings and Public Property for 
calendar years 2001-2005. 

IDENTIFICATION CARDS 
All students, staff, and faculty are required to display their identification cards at all times.  At the 
beginning of every quarter, stickers will be distributed to current students to place on identification 
cards. If an Art Institute staff person or a security guard for either The Art Institute or the office park 
requests your identification card, you are expected to present it.  These are also used for signing 
out books, equipment, and materials from the Learning Resource Center.   All visitors should pick 
up a Visitor ID at the North or South reception counters upon entering the school. Lost or damaged 
identification cards can be replaced in room 209 (Video Cage) for $10.00.   

PARKING 
Parking is available for Art Institute students on the third level and above of the parking structure 
past the second gate.  If a student elects to pay the quarterly parking fee, a parking card will be 
issued for use in the designated area. 

SCHOOL CLOSING ANNOUNCEMENTS 
The Art Institute of California – Los Angeles will rarely close due to external conditions. In the event 
of cancellation of classes, announcements will be made exclusively through a recorded message 
on the school’s main line (888) 646-4610. 

STUDENT LOUNGE 
There are two lounge areas available for student use.  In the 2900 building, the student lounge is 



located on the first floor next to the Supply Store, and in the 2950 building, the student lounge is 
located on the third floor near the Registrar’s Office.  Vending machines with drinks and snack 
foods are available in both locations.  A microwave is available for student use.  Students are 
expected to maintain the area.   

COMMUNITY RESOURCES 
The Art Institutes neither endorse nor approve the listings contained herein: 
ART SUPPLIES 
The Art Institute of California – Los Angeles Supply Store 310-314-6142 
Aaron Brothers Art & Framing 310-450-6333 
1645 Lincoln Boulevard, Santa Monica 
The Art Store 310-477-0451 
11660 Santa Monica Boulevard, Los Angeles 
Mittel’s Art & Frame Center 310-399-9500 
2016 Lincoln Boulevard, Santa Monica 
BANKING SERVICES 
Wells Fargo 310-450-2023 
2940 Ocean Park Boulevard, Santa Monica 
Bank of America 310-247-2080 
3320 Ocean Park Boulevard, Santa Monica 
HOUSING 
The Art Institute of California – Los Angeles  
Housing & Residential Life Office 310-314-6149 
Apartment Search Resources (free) 
Apartments.com  
www.apartments.com 
Apartmentz.info 
www.apartmentz.info 
College Apartments for Rent 
www.campusrent.com 
Craig’s List 
www.losangeles.craigslist.org/hou/ 
LA Weekly 
www.laweekly.com 
Los Angeles Times 
www.latimes.com 
Roommate Locator 
www.roommatelocator.com 
Apartment Search Resources (nominal fee) 
EZRent List 
www.ezrentlist.com 
Housing4Students 
www.housing4students.com 
LA Sublet 
www.sublet.com 
Westside Rentals 
www.westsiderentals.com 



LIBRARIES 
The Art Institute of California-Los Angeles Library 310-314-5034 
Santa Monica Main Library 310-458-8600 
1343 6th Street, Santa Monica 
Fairview Branch 310-450-0443 
2101 Ocean Park Boulevard, Santa Monica 
PHYSICAL AND MENTAL HEALTH CARE RESOURCES 
Medical Clinics 
Westside Family Health Center 310-450-2191 
1711 Ocean Park Blvd, Santa Monica, CA 
Venice Family Clinics, various locations 310-392-8636 
Los Angeles Free Clinic, various locations 323-653-1990 
Santa Monica Physicians Urgent Care 310-828-4530 
2424 Wilshire Blvd. Santa Monica  
Playa/Marina Urgent Care Center 310-827-3700 
4560 Admiralty Way, Marina Del Rey    
24 Hour Crisis Hotlines  
Suicide Prevention Center  310-391-1253 
Suicide Hotline 877-727-4747 
Hopeline Network 800-SUICIDE 
 (800-784-2433) 
Gay & Lesbian Suicide Hotline (24 -Hour) 800-850-8078 
Counseling and Mental Health Centers 
The Art Institute of California – Los Angeles Counseling Center     310-314-6149 
Airport Marina Counseling Service           310-670-1410 
7891 La Tijera Boulevard, Los Angeles 
Open Paths Counseling Center             310-398-7877 
12655 W. Washington Blvd, Los Angeles 
Pacific Asian Counseling Services     310-337-1550 
Multi-lingual mental health and social counselors 
8616 La Tijera Blvd. Los Angeles 
Veterans Counseling Center             310-641-0326 
5730 Uplander Way, Culver City 
Women’s Clinic and Counseling Center            310-203-8899 
9911 W. Pico Blvd., Los Angeles 
Trevor Helpline (Crisis issues for gay and lesbian youth) 800-850-8078 
 
AIDS/HIV 
AIDS Healthcare Foundation 310-657-9353 
Los Angeles Gay & Lesbian Center 323-993-7400 
Drug and Alcohol Resources 
12-Step Programs: 
Alcoholics Anonymous (AA) 310-474-7339 
Al-Anon – support for family members 818-760-7122 
Crystal Meth Anon (CMA) 213-488-4455 
Marijuana Anonymous 800-766-6779 



Narcotics Anonymous 310-390 0279 
 
Treatment Centers: 
Didi Hirsch Mental Health Center             310-390-6612 
4760 S. Sepulveda Blvd. Culver City 
Matrix Institute              310- 207-4322 
Addiction Counseling & Treatment 
12304 Santa Monica Blvd. West Los Angeles 
 
Hospitals 
Santa Monica/UCLA Medical Center 310-319-4000 
On Wilshire Boulevard between 15th and 16th Streets 
St. John’s Health Center 310-829-5511 
On Santa Monica Boulevard between 20th and 22nd Streets 
 
Sexual Assault Counseling Resources 
East L.A. Rape 24-Hour Hotline 800-585-6231 
LA Rape and Battery Hotline 800-656-4673 
Project Sister – Sexual Assault Crisis Services (24-hour hotline) 909-626-HELP 
Santa Monica/UCLA Rape Treatment Center 310-319-4000 x3 
 
POLICE 
Emergency 911 
Santa Monica Police (non-emergency) 310-395-9931 
City Hall, 1685 Main Street, Santa Monica 
Los Angeles Police (non-emergency) 
• Pacific Division 310-202-4502 

12312 Culver Boulevard, Los Angeles 
• West Los Angeles Division 310-575-8404 

1663 Butler Avenue, Los Angeles 
Culver City Police (non-emergency) 310-837-1221 
4040 Duquesne Avenue, Culver City 
 
POST OFFICES 
US Post Office – Culver City Main 800-275-8777 
11111 Jefferson Boulevard, Culver City 
US Post Office - Santa Monica Main 800-275-8777 
1248 5th Street, Santa Monica 
US Post Office – Rancho Park  800-275-8777 
11270 Exposition Boulevard, Los Angeles 
 
PRINTING & PHOTOCOPY SERVICES 
The Art Institute of California – Los Angeles Supply Store 310-314-6142 
Master Copy & Printing 310-392-4010 
2901 Ocean Park Boulevard, Santa Monica 



 
TRANSPORTATION 
Automobile Club of Southern California 310-914-8500 
1900 S. Sepulveda Boulevard, West Los Angeles 
Department of Motor Vehicles 800-777-0133 
• 11400 W. Washington Boulevard, Culver City 
• 2235 Colorado Avenue, Santa Monica 
Santa Monica Big Blue Bus 310-451-5444 
www.bigbluebus.com 
Metro Bus         800-COMMUTE  
www.mta.net 
Culver City Municipal Bus Lines                                                               310-253-6500 
www.culvercity.org/depts_bus.html 
 
ADDENDUM: THE ART INSTITUTE OF CALIFORNIA – ORANGE COUNTY (AICAOC) 

ACCREDITING BODY 
The accrediting body for The Art Institute of California – Orange County is the Accrediting Council 
of Independent Colleges and Schools (ACICS), at 750 First Street NE, Suite 980, Washington, DC  
20002-4241; telephone (202) 336-6780.   

ADMINISTRATION 
Daniel Levinson, President 
Melinda Lester, Dean of Academic Affairs 
Brian Mazur, V.P./Director of Accounting and Financial Services 
Tim Hansen, Director of Admissions 
Jenny Gonzalez, Director of Career Services 
Rebecca Nieto, Director of Human Resources 
Steve Rickard, Dean of Student Affairs 
Bill Schuetz, Director of Technology 
Anne Mack, Director of Communications 
Margaret Carroll, Director of Facilities 
ACADEMIC DEPARTMENT CHAIRS 
Paul Yarmoluk, Culinary Programs 
Linda Sellheim, Game Art & Design/Visual & Game Programming 
Catherine Stickel, Advertising/Graphic Design 
Alan Cusolito, Industrial Design 
Amy Norton, Interactive Media Design 
Ronni Whitman, Interior Design 
Jeff Milner, Liberal Studies 
Larry Richman, Media Arts & Animation 

BUILDING & LAB HOURS 
BUILDING HOURS: 
3601 W. Sunflower Avenue (Building A): 
Monday – Friday: 6:30 a.m. – Midnight 



Saturday: 6:30 a.m. – 11:00 p.m. 
Sunday: CLOSED 
3501 W. Sunflower Avenue (Building B): 
Monday – Friday: 6:30 a.m. – 10:00 p.m. 
Saturday: 6:30 a.m. –   6:30 p.m. 
Sunday: 8:00 a.m. –   4:30 p.m. 
3511 W. Sunflower Avenue (Building C): 
Monday – Friday: 6:30 a.m. – 10:00 p.m. 
Saturday: 8:30 a.m. –   6:30 p.m. 
Sunday: CLOSED 
LAB HOURS: 
3601 W. Sunflower Avenue (Building A): 
Monday – Friday: 6:45 a.m. – 11:45 p.m. 
Saturday: 6:45 a.m. – 10:45 p.m. 
Sunday: CLOSED 
3501 W. Sunflower Avenue (Building B): 
Monday – Friday: 6:45 a.m. –   9:45 p.m. 
Saturday: 6:45 a.m. –   6:15 p.m. 
Sunday: 8:15 a.m. –   4:15 p.m. 
3511 W. Sunflower Avenue (Building C): 
Monday – Friday: 6:45 a.m. –   9:45 p.m. 
Saturday: 8:45 a.m. –   5:45 p.m. 
Sunday: CLOSED 
Individual department office hours are posted. 

CAMPUS CRIME AND SECURITY ACT REPORT 
This is a notice that the annual Jeanne Clery Disclosure of Campus Crime and Security Act Report 
is available on The Art Institute’s website at: 
www.aicaoc.artinstitutes.edu 
Students will be notified via campus email when the annual Jeanne Clery report is updated.  Paper 
copies of the Crime Report are available on campus in the Student Affairs Office (Room 103) or by 
calling The Art Institute at 714-830-0200. 
The annual Crime Report contains the following pertinent information: 
1. The Institute’s Safety and Security Procedures; 

a. The procedures for reporting a crime; 
b. Security personnel at the Institute; 
c. Policies for preparing the annual crime report; 
d. Security and access to campus facilities; 
e. Campus law enforcement; 
f. Programs offered about campus security and the prevention of crime; 
g. Off-campus student organizations; 
h. Drug and alcohol policies; 
i. Sexual assault policies and the rights of victims; 



j. Information regarding registered sex offenders; 
2. The crime statistics for the Institute’s Campus, Non-Campus Buildings and Public Property for 

calendar years 2004, 2005 and 2006. 

IDENTIFICATION CARDS 
Identification cards are issued to all Art Institute students upon enrollment and must be visibly 
displayed at all times while on campus.  Students are required to present their identification card upon 
request by any Art Institute faculty or staff member, as well as security personnel.  Student 
identification cards are used for identification purposes as well as checking out books, equipment and 
materials from the school.  Lost student identification cards will be replaced for a nominal fee.  
Quarterly validation stickers are required on all identification cards and may be picked up in the 
Student Affairs office. 

LOST AND FOUND 
The Art Institute offers a lost and found service. All items lost and found are taken to the Library. Lost 
identification cards are taken to the Student Affairs Department.  Remember to always check there 
first.  

PARKING 
Parking is located in front of and on the sides of Building A, in front of Building B, and on the side of 
Building C.  Students should refrain from parking in ANY space marked “visitor.”  Students are not 
permitted to park in adjacent lots located at neighboring businesses near the building.          

PROBLEM REPORTING IN COMPUTER LABS 
Students who experience problems in the computer labs should report their findings to the Help 
Desk by walking up to the window and reporting the problem to the attendant, or emailing 
koalat@aii.edu. 

SCHOOL CLOSING ANNOUNCEMENTS 
The Art Institute of California - Orange County will rarely close due to external conditions. In the 
event of cancellation of classes, announcements will be made exclusively through a recorded 
message on the school’s main line (888) 549-3055. 

SECURITY 
The Art Institute of California - Orange County contracts with an outside company to provide 
security staff on campus during business hours.  In an emergency situation, the security staff can 
be contacted at (714) 580-6097. 

STUDENT LOUNGE 
The Student Lounge contains vending machines which sell drinks, snacks, and assorted foods. 
The lounge also contains a number of tables and chairs for eating, studying, or relaxing.  Students 
using the lounge can enjoy watching television or playing video games on the plasma screen.  
Students are expected to clean up after themselves.  If you create a spill, please clean it up.  The 
lounge will remain open as long as it is maintained.  Bulletin boards list various announcements 
and part-time job openings. 

COMMUNITY RESOURCES 
The Art Institutes neither endorse nor approve the listings contained herein: 
ART SUPPLIES 
Supply Store  714-830-0323 



Aardvark Clay & Supplies 714-541-4157 
1400 E. Pomona St., Santa Ana 
Michaels Arts & Crafts Store 714-556-6646 
3309B S. Bristol St., Santa Ana 
Michaels Arts & Crafts Store 949-548-6053 
610 W. 17th St., Costa Mesa 
BANKING SERVICES 
Wells Fargo 714-973-3427 
2741 W. MacArthur Blvd., Santa Ana 
Bank of America 714-973-8495 
16192 S. Harbor Blvd., Santa Ana 
Washington Mutual 714-556-6841 
3600 S. Bristol St., Santa Ana 
EMPLOYMENT SERVICES/INFORMATION 
California Dept. of Rehabilitation  714-662-6030 
Job assistance for persons with disabilities 
Conservation Corps. O.C.  888-641-2677 
Youth 18-26, employment opportunities 
EDD-Job Service Office  714-518-2315 
R.O.P.  714-979-1955 
FINANCIAL ASSISTANCE 
General Relief/Food Stamps  714-834-8899 
Single adults with no other resources 
Social Security Information  800-772-1213 
Social Services, General Program Info  714-541-7700 
LEGAL SERVICES 
Legal Aid Hotline 800-834-5001 
LIBRARIES 
Santa Ana Public Library 714-647-5250 
26 Civic Center Plaza, Santa Ana 
Orange County Public Library 714-566-3000 
1501 E. Saint Andrew Pl., Santa Ana 
Costa Mesa Library 714-754-4431 
3033 Bristol Street, Costa Mesa 

PHYSICAL AND MENTAL HEALTH CARE 
RESOURCES 

SUICIDE PREVENTION 
Suicide Prevention Center (24-Hour) 800-784-2433 
Gay & Lesbian Suicide Hotline (2 -Hour) 800-850-8078 
 
AIDS/HIV 
AIDS Services Foundation 949-809-5700 



 
COUNSELING AND MENTAL HEALTH CENTERS 
Adult Mental Health O.C. H.C.A.  714-480-6767 
Consumer Credit Counselors, O.C.  714-547-2227 
Jewish Family Service  949-435-3460 
Latino Psychological & Social Svcs.  714-834-0757 
Lutheran Social Services Counseling  714-836-9111 
Mariposa Women’s Center  714-547-6494 
Mental Health Association of O.C.  714-547-7559 
O.C. Youth & Family Services  714-543-8468 
Pepperdine Community Counseling  949-223-2570 
Straight Talk Clinic  714-828-2000 
Turning Point Center for Families  714-547-8111 
 
DISABILITY SERVICES RESOURCES 
Braille Institute   714-821-5000 
Brain Injury Network - St. Jude   714-449-4848 
Dayle McIntosh Ctr. for the Disabled   714-621-3300 
Family Connections, O.C. Ark   714-744-5301 
Developmentally disabled adults 
In Home Support Services - O.C.   714-825-3000 
Must be receiving SSI or very low income 
Learning Disabilities Assn. of O.C.   714-547-4206 
Mental Health Association-Drop-In Center   714-668-1530 
Providence Speech & Hearing   714-639-4990 
Regional Center of O.C.   714-796-5100 
State Disability Claims   800-480-3287 
 
DRUG AND ALCOHOL RESOURCES 
Al-Anon/Alateen   714-748-1113 
Support for persons affected by someone else’s drinking 
Alcoholics Anonymous Referrals   714-556-4555 
Cocaine Anonymous Referrals   949-650-1011 
Drug & Alcohol Services, O.C.   714-834-3840 
Mariposa Women’s Center   714-547-6494 
Narcotics Anonymous Referrals   714-776-8581 
Nat’l Council on Alcoholism & Drug   949-770-1191 
Dependence - Referrals for treatment 
Rescue Mission  - Rehab. Program   714-258-4450 
SPIN-Serving People In Need   714-751-1101 
SARP program offers financial assistance for those 
in recovery 



 
GENERAL HEALTH SERVICES INFORMATION 
AIDS Services Foundation  949-809-5700 
Clinic Referrals - O.C. H.C.A.  800-564-8448 
Dental Care - O.C. H.C.A.  714-834-8408 
Medi-Cal Information  714-541-7700 
MSI - Medical Services. for Indigents  714-834-5211 
Sexually Transmitted Disease - O.C.  714-834-8592 
Tobacco Use Prevention Program  714-541-1444 
 
HOSPITALS/HEALTH CLINICS 
Camino Health Center (San Juan Capistrano) 949-240-2272 
Huntington Beach Community Clinic  714-847-4222 
Laguna Beach Community Clinic  949-494-0761 
Lestonnac Free Medical & Dental Orange  714-633-4600 
S.O.S. Free Medical & Dental Costa Mesa  949-650-0640 
U.C.I. Family Health Center  888-456-7002 
 
DOMESTIC VIOLENCE/SEXUAL ASSAULT RESOURCES 
Adult Protective Services 800-451-5155 
CA Youth Crisis Line (24 hours) 800-843-5200 
Child Abuse Registry 714-940-1000 
Domestic Violence Hotline  800-799-7233 
Human Options  949-854-3554 
Info Line Los Angeles 800-339-6993 
Interval House  714-891-8121 
Laura’s House  949-498-1511 
Missing & Exploited Children 714-508-0150 
Rape Crisis – CSP 714-957-2737 
Safely On Shore  714-538-1878 
Abused working women with or without children 
Women’s Transitional Living Ctr.  714-992-1931 
VOICES (Victims of Incest Can Emerge Survivors) 714-832-9625 
P.O Box 1722, Tustin, CA 
Incest survivors’ support groups, referrals, and therapy for adults. 
 
POLICE 
Emergency 911 
Santa Ana Police Department (non-emergency) 714-245-8300 
60 Civic Center Plaza, Santa Ana 
Costa Mesa Police Department (non-emergency) 714-754-5079 
99 Fair Drive, Costa Mesa 
Orange County Sheriff’s Headquarters (non-emergency) 714-647-7040 
550 North Flower, 2nd Floor, Santa Ana 



 
POST OFFICE 
United States Post Office – Santa Ana Branch 800-275-8777 
3101 W. Sunflower Avenue, Santa Ana 
 
PRINTING & PHOTOCOPY SERVICES 
King’s Copies 714-438-1111 
3801 S. Harbor Blvd., Santa Ana 
 
SAFETY NET SERVICES 
Utilities, Financial, Diapers, Food, Formula, Clothing 
(depending on availability of funds) 
Access California  714-917-0440 
Social services assistance for Muslim, Arab and 
Middle Eastern communities (Multi-lingual) 
Catholic Charities-Santa Ana  714-668-1130 
Community Action Partnership of O.C. 
Utility assistance  714-839-6199 
Food Bank  714-667-0717 
Fullerton Interfaith Emergency Svc.  714-738-0255 
IURD-Food assistance for all Orange County residents 
Anaheim Office  714-385-1980 
Huntington Beach Office  714-960-2254 
Lutheran Social Services-G.G.  714-534-6450 
S.O.S. (Share Our Selves)-Costa Mesa  949-642-3451 
Salvation Army 
Serving Anaheim & surrounding  714-491-1020 
Serving Fullerton & surrounding  714-449-9418 
Serving Hunt. Bch. & surrounding  714-841-0150 
Serving Santa Ana & surrounding  714-384-0481 
Serving South O.C.  949-366-6652 
Serving West O.C.  714-901-1480 
Someone Cares Soup Kitchen 
Free hot lunches, Mon-Fri 1:00-4:00 pm 
720 W. 19th Street, Costa Mesa 
WIC-Women, Infants & Children  888-942-9675 
 
SHELTERS 
Interfaith Shelter Network 714-738-0534 
Single employable adults, 4 month program, faith based 
Rescue Mission – Orange County  714-258-4450 
MEN ONLY. 1901 West Walnut, Santa Ana 
Salvation Army Hospitality House  714-542-9576 
Families, singles, single parents, pregnant women, 
disabled and couples with no children. 
818 East Third Street, Santa Ana 
CALL FOR AVAILABILITY 



Shelter for the Homeless  714-897-3221 
Singles, families, single parents, youth 18-21, 
No walk ins. Westminster 
The Sheepfold  714-237-1444 
Women with children. Faith Based. Orange 
WISE Place for Women  714-542-3577 
Single employable or employed women. No children. 
Fee. Santa Ana 
YWCA Beyond Shelter  714-871-4488 
Single women. May be dually diagnosed, victim of 
domestic violence or have substance abuse issues. 
 
TRANSPORTATION 
Automobile Club of Southern California 714-427-5950 
3350 Harbor Blvd., Costa Mesa 
Department of Motor Vehicles 949-440-4416 
650 W. 19th Street, Costa Mesa 
Orange County Transportation Authority 714-560-OCTA 
550 S. Main Street, Orange 
www.octa.net 
Orange County Transportation Authority Access 714-560-5956 
550 S. Main Street, Orange 
Shared ride service for persons with limited functional abilities 
 
VETERANS SERVICES 
Anaheim Veterans Ctr. – Counseling  714-776-0161 
Veterans Service Office – O.C.  714-567-7450 
Claims Assistance 
Veterans Services-VA Benefits  800-827-1000 
 
VICTIM ASSISTANCE 
CSP Victim Assistance Program  949-975-0244 
Trauma Intervention Program  949-707-9016 
 

ADDENDUM:  THE ART INSTITUTE OF CALIFORNIA – SACRAMENTO (AICAS) 
 
Information is forthcoming--please check with your Academic Affairs office for more information 
 

ADDENDUM:  THE ART INSTITUTE OF CALIFORNIA – SAN DIEGO (AICASD) 

ACCREDITING BODY 
The accrediting body for The Art Institute of California – San Diego is the Accrediting Commission 
of Career Schools and Colleges of Technology (ACCSCT), located at 2101 Wilson Blvd., Suite 
302, Arlington, VA  22201; telephone (703) 247-4242.  A copy of the Commission’s Complaint 
Form is available at the school and may be obtained by contacting the President, Elizabeth 
Erickson.   



ADMINISTRATION 
Elizabeth Erickson, President 
Open, Dean of Academic Affairs 
Beverly Miller, Director of Accounting and Financial Services 
Jesus Moreno, Director of Admissions 
Jean Branan, Dean of Career Services 
Carol Campo, Director of Human Resources 
Amber Eckert, Dean of Student Affairs 
Kurt Schwend, Director of Technology 
Open, Public Relations 
Angela Harbin, Director of Facilities 
ACADEMIC DEPARTMENT CHAIRS 
Larry Caveney, Foundation Studies 
Sheena Gao, Fashion Design and Fashion Marketing and Management 
AJ Johnson-Jonas, Liberal Studies 
John Judy, Advertising 
Open, Interior Design 
Open, Game Art and Design 
Amin Khalil, Graphic Design 
Mark Sullivan, Culinary Arts and Culinary Management 
Susan Varnum, Interactive Media Design and Media Arts and Animation 
 

BUILDING & LAB HOURS 
BUILDING HOURS: 
Monday – Friday: 6:00 a.m. – 12:00 a.m.  
Saturday: 6:00 a.m. – 12:00 a.m. 
Sunday: CLOSED 
LAB HOURS: 
Monday – Friday: 7:00 a.m. – 10:00 p.m. 
Saturday: 8:00 a.m. – 10:00 p.m.  
Sunday: CLOSED 

CAMPUS CRIME AND SECURITY ACT REPORT 
This is a notice that the annual Jeanne Clery Disclosure of Campus Crime and Security Act Report 
is available on The Art Institute’s website at: 
www.aicasd.artinstitutes.edu 
Students will be notified via campus email when the annual Jeanne Clery report is updated.  Paper 
copies of the Crime Report are available on campus in the Student Affairs Office (Room 178) or by 
calling The Art Institute at 858-598-1200. 
The annual Crime Report contains the following pertinent information: 
1. The Institute’s Safety and Security Procedures; 

a. The procedures for reporting a crime; 



b. Security personnel at the Institute; 
c. Policies for preparing the annual crime report; 
d. Security and access to campus facilities; 
e. Campus law enforcement; 
f. Programs offered about campus security and the prevention of crime; 
g. Off-campus student organizations; 
h. Drug and alcohol policies; 
i. Sexual assault policies and the rights of victims; 
j. Information regarding registered sex offenders; 

2. The crime statistics for the Institute’s Campus, Non-Campus Buildings and Public Property for 
calendar years 2004, 2005 and 2006. 

FOOD AND BEVERAGES 
Consumption of food is permitted only in the Student Lounge or outside patio area but not in any 
classroom or studio. Beverages with screw tops may be consumed in lecture and art rooms. Food 
and drinks are not allowed in any lab or studio. 

IDENTIFICATION CARDS 
ID cards are required when on campus at The Art Institute and must be visible upon the person at 
all times. All students are provided with an ID card that is used for various purposes for the 
duration of the program: 
• For using the facilities. 
• For registering for classes. 
• For use of the Learning Resource Center. 
• For checking out training equipment. 
• For participation in certain student activities and social events. 
• For presentation to some retailers, theaters, and restaurants that offer special discounts to 

those who hold a student ID card.  
Students should not loan the ID card to anyone for any reason, as the owner of the card will be 
responsible for its use (loss or damage to books and equipment). If a card is lost, the student 
should report it and then have it replaced. Replacement ID Cards will be processed at the Service 
Bureau. The cost for a replacement card is $10. Quarterly validation stickers are required on all ID 
cards. Students who withdraw from school are required to turn in ID cards to the Registrar. 

LOST AND FOUND 
The Art Institute offers a lost and found service. All items lost and found are taken to the Equipment 
Cage. Remember to always check there first. Unclaimed items are donated to a charity 
organization at the end of each quarter. 

MAIL SERVICE 
The nearest post office is located at 1640 Camino Del Rio N., Ste 180, San Diego, CA 92168. 

PARKING 
Parking regulations have been designed to maintain convenient, safe, and orderly parking for the 
students, faculty, staff and guests of The Art Institute.  Signs and markings are placed in the driving 
and parking areas to facilitate ease of parking and safe traffic.  All motor vehicles on campus must 
be registered, and must display current The Art Institute parking permits. Student parking permits 



can be purchased in Student Accounts for $30.00 per quarter. Vehicles not properly displaying a 
valid permit are subject at any time to immediate towing from the property. The Art Institute is not 
responsible for any loss or damage to students’ automobiles or their contents. Parking is on a first 
come first served basis. Students are prohibited from parking in spaces reserved for staff and 
visitors. Note: Students parking off the premises must obey city and state parking codes and the 
posted restrictions of our neighbors. 

SCHOOL CLOSING ANNOUNCEMENTS 
The Art Institute of California – San Diego will rarely close due to external conditions. In the event 
of cancellation of classes, announcements will be made exclusively through a recorded message 
on the school’s main line (858) 598-1200. 

STUDENT LOUNGE 
In the Student Lounge, vending machines and the Deli are available for coffee and snacks. Flyers 
and For Sale items may be posted on the bulletin board in the Student Lounge and complementary 
phones are located here for local calls, but you must use a calling card for long distance calls. 

COMMUNITY RESOURCES 
The Art Institutes neither endorse nor approve the listings contained herein: 
ART SUPPLIES 
Supply Store (858) 598-1256 
Aaron Art Brothers Art & Framing 
1530 Camino De La Reina (619) 542-0152 
Art Store  
1844 India Street (619) 687-0050 
Michael’s Art Supply 
1640 Camino Del Rio N (619) 294-5891   
COOKING SUPPLIES 
Great News Discount Cookware (858) 270-1582  
1788 Garnet Ave (10% discount with student id) 
Chef Works (858) 643-5600  
6980 Corte Santa Fe (10% discount with student id) 
Ross (619) 497-1050  
8380 Rio San Diego Dr 
Marshall’s (619) 497-0773  
908 Camino Del Rio N 
TECHNOLOGY SUPPLIES 
Student Store 
http://www.aistudentstore.com/ 
Saytek.com  
http://www.saytek.com/aistudents/ 
LIBRARIES 
Library (858) 598-1251 
Mission Valley Library (858) 573-5007  
2123 Fenton Pkwy 
University Heights Library  (619) 692-4912  
4193 Park Blvd 



POLICE 
Emergency 911 
San Diego Police Department (619) 533-5795  
3956 30th St.  
San Diego Police Department (619) 531-2383  
3905 Adams Ave.  
POST OFFICES 
US Post Office  (800) 275-8777  
1640 Camino Del Rio N Ste 180  
UPS Store (619) 298-8213  
5694 Mission Center Rd Ste 602  
TRANSPORTATION 
Automobile Club of Southern California (619) 233-1000  
2365 Northside Dr Ste 120  
Department of Motor Vehicles (619) 688-0227  
3960 Normal St.  
Bus and Trolley Information (619) 233-3004 
www.sdcommute.com 
Traffic Information 
www.sandiegocommute.com 
Carpooling 
www.ridelink.org/car_pool.html 
 
WELLNESS RESOURCES 
Hotlines 
AIDS/HIV Hotline(regular hours) (800) 367-2437  
 (after hours) (800) 273-2437  
AA (619) 265-8762 
San Diego Domestic Violence (888) 305-SAFE (7233) 
Sexual Assault (858) 272-1767 
Crisis Team-Suicide (800) 479-3339 
 
Counseling Services 
Counseling Department (858) 598-1407 
The Center for Community Counseling (619) 594-4918 
Hillcrest Counseling Center (619) 686-3603 
Home Start  (619) 692-0727 
Center for Community Solutions (858 272-5777 
The Center (GBLT community) (619) 692-2077 
UPAC (Asian & Pacific Islander community) (619) 232-6454 
 
Health Services (low cost/no cost clinics) 
North Central Public Health Center (858) 490-4400 
2440 Grand Ave 



Linda Vista Health Care Center (858) 279-0925 
6973 Linda Vista Road 
Clairemont Community Service Center (858) 490-4400 
4731 Clairemont Mesa Blvd. 
North Park Family Health (619) 515-2424 
3544 30th Street 
Sharp Grossmont Urgent Care (low cost) (619) 644-6625 
U.S. Health Works (school id required/ low cost) (619) 297-9610 
3930 Fourth Avenue 
UCSD Free Dental Services (858) 534-6110 
First Lutheran Church  (619) 234-6149  
1420 Third Ave 
Pacific Beach Methodist Church (858) 274-6573 
1561 Thomas Street 
http://cybermed.ucsd.edu/freeclinic/clinicsites.html 
 
Hospitals 
Sharp Rees-Stealy Medical Center (858) 499-2777 
2929 Health Center Dr. 
UCSD Healthcare (619) 543-6400 
200 W Arbor Dr 
Scripps Mercy Hospital (619) 294-8111 
4077 5th Ave 
Legal Services 
Legal Aid Society of San Diego (619) 262-0896 
Tenants Legal Center (858) 571-7100 
 
HOUSING 
Housing Office (858) 598-1262 
Rent.com 
www.rent.com 
Craig’s List 
http://sandiego.craigslist.org/hhh/ 
The San Diego Reader 
http://www.sdreader.com/ 
 
CREDIT COUNSELING 
Non Profit Consumer Credit Management (800) 974-3752 
 
CHILD CARE 
YMCA Childcare Resource Service (800)481-2151 
San Diego County Centralized Child Care 
www.childcaresandiego.com 
Child Development Association 
www.cdasandiego.com 

 



ADDENDUM: The Art Institute of California-San Francisco (AiCASF) 
 

Accrediting Body 
The accrediting body for The Art Institute of California – San Francisco is the 
Accrediting Council of Independent Colleges and Schools (ACICS), at 750 First 
Street NE, Suite 980, Washington, DC  20002-4241; telephone (202) 336-6780.   

 
ADMINISTRATION 

James Campbell, President 
Caren Meghreblian, Ph.D., Dean of Academic Affairs 
Mary Clarke-Miller, Associate Dean of Academic Affairs 
Eric Silberzweig, Director of Accounting and Financial Services 
Jade Muranaka, Director of Admissions 
Donna Dessart, Director of Career Services 
John McCullough, Director of Human Resources 
Clark Dawood, Dean of Student Affairs 
Darryl Fussell, Technical Support Supervisor 
Gigi Gallinger-Dennis, Director of Public Relations 
Elizabeth Surtliff, Facilities Manager 
 
Academic Department Chairs: 
Bo Breda, Fashion Design 
Laurie Brown Torelli, Assistant Director ; Visual & game Programming 
Kevin Henson, Ph.D., Liberal Studies 
Angella Hoffman, Fashion Marketing & Management 
Angela Jones, Ph.D., Faculty Development 
Lexi Leban, Digital Filmmaking & Video Production/Interactive Media Design 
Hyde Revilla, Academic Achievement Coordinator 
Learning Services, Kyung Ja (Kay) Lee 
Marjorie Marcellus, Interior Design 
Valerie Mih, Media Arts and & Animation 
Laurie Brown Torelli, Visual & Game Programming, Game Art Design  
Mark Sherrod, Game Art Design, Multimedia and Web Design 
Nico van Dongen, Graphic Design, Advertising 
Michelle Williams, Director of Academic Advising 

 
Building & Lab Hours 

Building Hours:  
1170 Market Street: 
Monday - Friday: 7:00 a.m. - 11:00 p.m. 
Saturday: 8:00 a.m. - 6:00 p.m. 



Sunday: CLOSED 
10 UN Plaza and 1145 Market: 
Monday - Friday: 7:30 a.m. - 10:30 p.m. 
Saturday: 10:00 a.m. – 6:00 p.m. (10 UN Plaza only) 
Sunday: CLOSED 
Building hours may change throughout the year, please see current signs posted 
at the entrance to each location. 
 
Lab Hours: 
Labs are open during regular building hours.   
Individual department office hours are posted. 

 
CAMPUS CRIME AND SECURITY ACT REPORT 

This is a notice that the annual Jeanne Cleary Disclosure of Campus Crime and 
Security Act Report is available in paper form in the Student Affairs Office (Room 
514605) or by calling The Art Institutes at 888-493-3261. 
The annual Crime Report contains the following pertinent information: 
1. The Institute’s Safety and Security Procedures; 

a. The procedures for reporting a crime; 
b. Security personnel at the Institute; 
c. Policies for preparing the annual crime report; 
d. Security and access to campus facilities; 
e. Campus law enforcement; 
f. Programs offered about campus security and the prevention of crime; 
g. Off-campus student organizations; 
h. Drug and alcohol policies; 
i. Sexual assault policies and the rights of victims; 
j. Information regarding registered sex offenders; 

2. The crime statistics for the Institute’s Campus, Non-Campus Buildings and 
Public Property for calendar years 20022004, 20053 and 20064. 

 
ESCORT SERVICE 

The Security Guard can escort individuals to destinations within the immediate 
vicinity of The Art Institute of California–San Francisco. This includes the Muni and 
BART entrance or the bus stop. The guard cannot wait until the bus arrives. Please 
go to the Security Guard station on the first floor to request an escort. 

 
Identification Cards 

Student Identification Cards are required in The Art Institute of California–San 
Francisco buildings and must be visible upon your person at all times. Students 
will not gain access to the building without a valid ID card. Students enrolled at 
The Art Institute of California–San Francisco are issued photo identification cards 
that are used for various purposes during your studies, including:  



•  Gaining access to the school and school facilities. 
•  Checking out materials from the Learning Resource Center (Library) and 

Equipment Cage. 
•  Participating in certain student activities and social events. 
•  Presenting to some retailers, theaters, and restaurants that offer special 

discounts to those who present a student ID card. 
Students who withdraw from the school are required to turn in ID card to the 
Registrar. It is the students’ responsibility to replace any lost ID cards from the 
Print Shop for $10.00. 

Parking 
The Art Institute of California–San Francisco does not own or control parking. 
However, there are numerous parking facilities in close proximity to the school. 
Prices vary and students and staff park at their own risk. 
Nearby parking includes: 
1. San Francisco Civic Center Plaza Garage; 355 McAllister Street (In front of 

City Hall) Reduced rates for students: $7.00 per day. 
To get the reduced rate you: 
•  Must be a student at The Art Institute of California–San Francisco 
•  Must show The Art Institute of California–San Francisco student ID when 

exiting the garage—�NO EXCEPTIONS 
•  Must print on the back of your ticket: Name, School, & Student ID Number 
•  Lost or misplaced tickets pay normal rates 
•  No overnight parking 

2.  Trinity Plaza Apartments; 1169 Market Street. 

 
School Closing Announcements 

The Art Institute of California – San Francisco will rarely close due to external 
conditions. In the event of cancellation of classes, announcements will be made 
exclusively through a recorded message on the school’s main line (888) 493-
3261. 

Student Lounge 
The Student Lounge, located on the lower level, contains vending machines, 
microwave ovens, and a dining area.  Consumption of food and beverages is 
allowed in the Student Lounge, but not in any classroom, lab or studio.  The 
Lounge is open during regular building hours.  The bulletin boards in the Student 
Lounge are for posting notices, events, and suggestions.   

 
STUDENT EXHIBITION POLICY 

Any posting and exhibition of student work on the walls, plasma screens or any 
school property and any student work circulated and distributed must comply with 
the Exhibition Policy and must be approved prior to posting. 
 
Walls and Interior of School: Student postings may only appear on the walls 
within the elevator lobby of each floor, subject to the restriction stated below, and 



on the Open Board in the Student Lounge.  This is due to fire hazard and general 
upkeep of the school. This does not include the bulletin boards and cases that 
are controlled by the Gallery Committee. (Questions regarding bulletin boards 
and display cases please see Gigi Gallinger-Dennis in room #404 or 
ggallinger@aii.edu.) 
 
Posting in the elevator lobby areas are restricted to materials from 
clubs/organizations and/or school departments. All materials posted in these 
designated elevator lobby areas must be approved prior to posting. In order to 
gain approval for posting, the communication must be sent or given to Tera 
Porterfield Balog in room 213 10 UN or tporterfield-balog@aii.edu. If Tera 
Porterfield Balog is unavailable, please give materials to Gigi Gallinger-Dennis, in 
room #404 or ggallinger@aii.edu 
 
Once approved, the actual posting or communiqué is the responsibility of the 
club/organization and/or department.  The communication may be removed if: the 
material posted and/or exhibited was not approved; spelling or grammar errors 
are detected; the time for the event has passed; there are grievous errors in the 
materials; or at the discretion of the Executive Committee.  All unapproved 
materials will be removed from any wall or interior location(s), including the 
elevator lobbies. 
 
Plasma screens located on the 1st floor elevator lobby and student lounge: 
Only clubs/organizations and/or departments may send materials for approval for 
display on the plasma screens.  In order to gain approval for posting, the 
sign/flyer must be sent in PDF format, landscape style before Friday at 12pm to 
Tera Porterfield Balog at tporterfield-balog@aii.edu. The DVD will then be 
created with all approved flyers and will be posted the following Monday by 
technology.  The communication may not be posted and or may be removed if: 
the material posted was not approved; spelling or grammar errors are detected; 
the time for the event has passed; there are grievous errors in the materials; or at 
the discretion of the Executive Committee. 
 
Guidelines for approval: 
1. Any proposed postings must meet the standards for size: 
- Posting on Walls: no larger than 8 1/2” x 11” (unless special circumstances 
exist) 
- Posting on Plasmas: PDF format, landscape style (some high definition 
graphics will not run properly, consider this as you design your flyer) 
2. Postings must not be in violation of the mission of the school and/or club 
and/or department: 
3. Postings must not violate any copyright laws. 
4. Postings must not violate any law, student conduct policy and or standards set 
forth within the student handbook, catalog, and/or handbook and catalog 
addendums. 
 
Appeal Process: 
Students wishing to appeal a decision made regarding the exhibition of materials 
may do so in the following manner: 



Complete a Student Comment form and return to Dean of Student Affairs, Clark 
Dawood, in room #605; cdawood@aii.edu or return to Dean of Academic Affairs, 
Caren Meghreblian located on the 7th floor of 1170 Market Street; 
cmeghreblian@aii.edu. The Dean of Student Affairs and/or Dean of Academic 
Affairs will follow up accordingly. Student Comment forms are located outside of 
Clark Dawood’s office in room #605.  
If a student requires further appeal, they may contact President, James 
Campbell, located on the 7th floor of 1170 Market Street; jcampbell@aii.edu.  
 
Open Board in Student Lounge: The Open Board is available for students to 
post any desired materials, without prior approval, however the school reserves 
the right to remove any material that is deemed to be vulgar or objectionable by 
certain audiences.  

 
 

VISITORS ON SCHOOL PROPERTY 
The Art Institute of California–San Francisco does not allow students to host 
visitors on the premises.  This policy is meant to ensure the safety, security and 
privacy of our enrolled students.  Children are not permitted in the classrooms or 
labs at any time. 
 

COMMUNITY RESOURCES 
The Art Institute of California-San Francisco neither endorses nor approves the 
listings contained herein: 
Art Supplies 
Supply Store (415) 276-1015 
SF Fire Department (415) 558-3268 
Community and Social Services           211 
Police, Fire, City Services (non-emergency)         311 
Post Offices 
US Post Office  (800) 275-8777 
1390 Market St 
Printing & Photocopy Services 
The Art Institute of California – San Francisco Print Shop 
3rd floor of 1170 Market St.. 
Kinko’s (415) 252-0864 
1967 Market St. 
Transportation and transit           511 
Muni/Bart/Caltrain 
http://transitwww.511.org/ 
 

PHYSICAL AND MENTAL HEALTH CARE RESOURCES 
Free and Low Cost Health Clinics San Francisco Area 



Castro –Mission 
3850 17th St. (Between Noe and Sanchez) 
Hours: M-F 8am-noon & 1-5pm 
Haight Ashbury Free Medical Clinic (415) 487-5632 
558 Clayton Street 
http://www.hafci.org/hafci/ 
Hours: M-Th. 9am-9pm, F1-5 By appointment only�Free services provided. 
Primary and specialty care, chiropractic care, health care for the homeless, HIV 
primary care and case management, HIV risk reduction counseling and testing, 
pediatrics, podiatry, smoking cessation services, women’s health services. 
North East Medical Services (415) 391-9686 
1520 Stockton St. 
Hours: M-F 8:30am-5pm, Sat 9am-4pm By appointment only 
Services free if homeless 
Saint Anthony Free Medical Clinic (415) 241-8320 
105-107 Golden Gate Ave. 
http://www.stanthonysf.org/ 
Hours: M, T, Th, F 8am-12pm, 1pm-4:30pm Wed 8am-12pm 
Offers free drop-in care on a first come, first serve basis with a line forming thirty 
minutes prior to opening. 
 
San Francisco Free Clinic (415) 750-9894 
4900 California Street (near 11th Ave) 
http://www.sffc.org/ 
Mon-Fri 1:30-pm-4:30pm by appointment 
Uninsured patients free health care 
 
Counseling and Mental Health Centers 
Mobile Crisis Unit - San Francisco (415) 355-8300 
New Leaf: Services For Our Community (415) 626-7000 
1853 Market Street, San Francisco, CA 94103 
(Multi- purpose counseling for lgbt) 
 
Hospitals 
UC San Francisco   (415) 476-1000 
505 Parnassus St. 
California Pacific Medical Center – Davies Campus (415) 565-6000 
45 Castro St. 
St. Frances Memorial Hospital (415) 353-6000 
900 Hyde St. 
San Francisco General Hospital (415) 206-8000 
1001 Potrero Ave. 
 



Sexual Assault Counseling Resources 
SF Women Against Rape 24-hour crisis hotline (415)647-RAPE 
San Francisco General Hospital, located at 1001 Potrero Ave. is a designated 24-
hour facility for the treatment of rape victims. The student must call the following 
number and specify that he or she is the victim of a sexual assault and a nurse 
practitioner will call him or her back. 
Hotline: (415) 206-8256 
8am -5pm (415) 821-3222 
 
WEBSITES 
Sexual Health and STD's 
www.plannedparenthood.org/sti/�www.cdc.gov/STD/ 
www.mckinley.uiuc.edu/health-info/sexual/stds/Stds.html 
www.gmhp.demon.co.uk/guides/std/index.html 
www.ruthinking.co.uk/FACTS/facts.html 
 
Domestic Violence 
www.ncadv.org/ 
www.ndvh.org/ 
www.silentwitness.net/ 
 
Same-Sex Partner Abuse 
www.womanabuseprevention.com/html/same-sex_partner_abuse.html 
www.mun.ca/the/research/samesexabuse.html 
www.gaypartnerabuseproject.org/ 
 
Sexual Assault and Rape 
www.rainn.org/counseling.html 
www.calcasa.org/ 
 
Alcohol and Other Drugs 
www.health.org/ 
www.niaaa.nih.gov/ 
www.smartrecovery.org/ 

 
ADDENDUM:   CALIFORNIA DESIGN COLLEGE (CDC) 

ACCREDITING BODY 
The accrediting body for California Design College is the Accrediting Council of Independent 
Colleges and Schools (ACICS), at 750 First Street NE, Suite 980, Washington, DC  20002-4241; 
telephone (202) 336-6780. 
   



ADMINISTRATION 
Gregory Marick President 
Peter Argo Director of Human Resources 
Brian Arnold Dean of Academic Affairs 
Kate Guerrero Director of Career Services 
Melissa Romero Director of Admissions 
Frank Sanchez Director of Administrative and Financial Services 
Tony Wong Dean of Student Affairs  

 

BUILDING & LAB HOURS 
Monday - Thursday 7:00 a.m. - 10:00 p.m.   
Friday 7:00 a.m. – 6:00 p.m. 
Saturday 8:00 a.m – 4:00 p.m.   
Sunday: CLOSED 
 
Open Lab Hours: 
Monday - Thursday 7:00 a.m. - 10:00 p.m.   
Friday 7:00 a.m. – 6:00 p.m. 
Saturday 8:00 a.m – 4:00 p.m.   
Sunday: CLOSED 
Extended lab hours are available during Mid-term and Final exams of each quarter.   See Student 
Affairs for specific dates.  

 

CAMPUS CRIME AND SECURITY ACT REPORT 
The California Design College Jeanne Clery Disclosure of Campus Security Policy and 
Campus Crime Statistics Report is distributed to every student and employee on an annual 
basis and is available to prospective employees and students at their request. Employees 
receive a copy via departmental meetings. The report is distributed to all students through 
California Design College’s New Student Orientation.  

 
The annual Crime Report contains the following pertinent information: 
1. California Design Colleges Safety and Security Procedures; 

a. The procedures for reporting a crime; 
b. Security personnel at the Institute; 
c. Policies for preparing the annual crime report; 
d. Security and access to campus facilities; 
e. Campus law enforcement; 
f. Programs offered about campus security and the prevention of crime; 
g. Off-campus student organizations; 
h. Drug and alcohol policies; 
i. Sexual assault policies and the rights of victims; 
j. Information regarding registered sex offenders; 



2. The crime statistics for the Institute’s Campus, Non-Campus Buildings and Public Property for 
calendar years 2004-2006. 

 

IDENTIFICATION CARDS 
All students, staff and faculty are required to keep their identification (ID) cards with them at all 
times. New students should take their ID pictures during Orientation or with the Library prior to 
starting new classes. Turnaround time to receive new or replacement cards is 72 hours. 
 
If a California Design College staff person or a security guard requests your identification card, you 
are expected to present it.  Lost or damaged identification cards can be replaced in the Student 
Affairs Department on the 7th floor for $10.00. 

PARKING 

• Daily Parking – Students may park in the visitor parking lot, designated by yellow 
columns. All-day parking with campus validation is $6.75, including city tax. Night class 
students may park at no cost if they: 1) arrive after 5:00 p.m. and 2) validate their 
parking card.  

 
• Monthly Parking – Student parking in the 3470 parking structure is available at $57.00 

per month with a 30% campus discount. A $15.00 card deposit fee is required. Students 
can pick up parking applications in the Student Affairs Department on the 7th floor. 
Students park at their own risk and liability. 

 

SCHOOL CLOSING ANNOUNCEMENTS 
California Design College will rarely close due to external conditions. In the event of cancellation of 
classes, announcements will be made exclusively through a recorded message on the school’s 
main line (877) 468-6232 or (213) 251-3636. 
  

STUDENT LOUNGE 
There is a student lounge on the 7th floor for student use. Vending machines with drinks and snack 
foods are available. Microwaves are available for student use. Students are expected to maintain 
their area after each use. If you create a spill, please clean up after yourself.  Student Affairs, 
Academic Affairs, Career Services, and Housing Services maintain announcements and displays to 
keep students informed within the community. 
 

PERSONAL PROPERTY 
California Design College is not responsible for the personal property of students (such as books, supplies, 
equipment, or clothing). We recommend that students put their names on all items of value and record 
equipment serial numbers in a safe place. Review your personal property homeowners’ insurance and 
automobile comprehensive insurance policies to determine whether valuable equipment (such as cameras) 
would be covered in the event of theft or loss. 
 
Students should work together to watch over and safeguard personal property and equipment. Never leave 
purses, backpacks, or wallets unattended. Keep your valuable personal property with you at all times. 

LOST AND FOUND 
Items found shall be kept in the 7th floor Student Affairs Department. However, California Design 
College is not responsible for any damage, theft, or loss to personal belongings. Any unclaimed 
items may be discarded or donated to local charities. 



 

COMMUNITY RESOURCES 
Medical Services: 
LA Public Health Services     (323) 769-7800 
Los Angeles Free Clinic     (323) 653-1990 
LAC-USC Medical Center Counseling    (323) 226-2622 
  
Counseling: 
Gay and Lesbian Center     (323) 653-1990 
Suicide Prevention      (800) SUICIDE 
1736 Family Crisis Center     (323) 737-3900 
Asian Pacific Counseling & Treatment Center   (213) 252-2100 
Downtown Mental Health Center     (213) 430-6700 
 
Rape/Violence: 
LA Commission on Assaults Against Women   (213) 955-9090 
Child Abuse Hotline      (800) 422-4453 
National Domestic Violence Hotline    (800) 799-7233 
Rosa Parks Sexual Assault Crisis Center    (213) 295-HOPE 
Center for the Pacific/Asian Family    (800) 339-3940 
 
Drug/Alcohol Abuse: 
LA Alcoholics Anonymous     (323) 936-4343 
LA Cocaine Anonymous     (310) 216-4444 
LA Narcotics Anonymous     (323) 721-5504 
BHS Hollywood Family Recovery Center    (323) 461-3161 
Asian-American Drug Abuse Program    (323) 295-0262 
 
HIV/AIDS: 
California AIDS Hotline     (800) 367-2437 
AIDS Hotline      (800) 922-2437 
AIDS Project Los Angeles     (323) 993-1600 
 

 
PUBLIC EMERGENCY SERVICES 

Police Department: 
Los Angeles Police Department           (213) 485-9122 
2710 W. Temple St., Los Angeles, CA 90026    
Los Angeles Police Department           (213) 485-4022 
4861 Venice Blvd., Los Angeles, CA 90019    
 
Fire Department: 
Los Angeles Fire Department            (213) 485-6229 
4029 Wilshire Blvd., Los Angeles, CA 90010    
Los Angeles Fire Department                             (213) 485-6213 
1206 S. Vermont Ave., Los Angeles, CA 90006    
Los Angeles Fire Department             (213) 485-6206 
326 N. Virgil Ave., Los Angeles, CA 90004    
 
Hospitals: 
Good Samaritan Hospital                              (213) 977-2121 



1225 Wilshire Blvd., Los Angeles, CA 90017     
Queen of Angels Hospital                                              (213) 413-3000 
1300 N Vermont Ave., Los Angeles, CA 90027     
Kaiser Foundation Hospital               (323) 783-4011 
4867 W. Sunset Blvd., Los Angeles, CA 90027     
Cedars-Sinai Medical Center               (310) 423-3277 
8700 Beverly Blvd., Los Angeles, CA 90048     
Los Angeles County Women’s Hospital (6.30)             (323) 226-3054 
1240 N. Mission Rd., Los Angeles, CA 90033     
 
LOCAL COMMUNITY VENDORS 
Supermarkets/Grocery Stores: 
Vons                                                                         (213) 384-6552 
3461 W. 3rd St., Los Angeles, CA 90020         
 
Fast Food/Eateries: 
McDonald’s                       (213) 380-2824 
3454 Wilshire Blvd., Los Angeles, CA 90010     
McDonald’s                (213) 383-6934 
341 S. Vermont Ave., Los Angeles, CA 90020     
Carl’s Jr. Restaurant               (213) 386-6902 
3500 Wilshire Blvd. # 253, Los Angeles, CA 90010   
Carl’s Jr. Restaurant                                                                (213) 383-3401 
501 S. Western Ave., Los Angeles, CA 90020     
Carl’s Jr. Restaurant                                                                (213) 380-4255 
3005 W. 6th St., Los Angeles, CA 90020     
Burger King                (213) 487-0636 
3540 Wilshire Blvd., # 1, Los Angeles, CA 90010   
Burger King                (213) 386-7698 
181 S. Vermont Ave., Los Angeles, CA 90004     
Burger King                (213) 365-2476 
1830 W. 8th St., Los Angeles, CA 90057      
Subway Sandwiches & Salads                           (213) 380-1485 
198 S. Vermont Ave., Los Angeles, CA 90004     
Subway Sandwiches & Salads                           (213) 386-5222 
3959 Wilshire Blvd. # B7, Los Angeles, CA 90010   
Togo’s Eatery                (213) 383-2711 
3462 Wilshire Blvd., Los Angeles, CA 90010     
Togo’s Eatery                                                                            (323) 466-9400 
217 N. Larchmont Blvd., Los Angeles, CA 90004   
Pizza Hut                                  (213) 380-5900 
3959 Wilshire Blvd. # B11, Los Angeles, CA 90010    
Pizza Hut                 (323) 660-1498 
4251 Beverly Blvd., Los Angeles, CA 90010     
Domino’s Pizza                (213) 385-7112 
244 S. Oxford Ave. # 5, Los Angeles, CA 90004    
Domino’s Pizza                (323) 735-8008 
3309 W. Pico Blvd., Los Angeles, CA 90019    
Papa John’s Pizza                (323) 953-8282 
720 N. Vermont Ave., Los Angeles, CA 90005     
Numero Uno Pizza Pasta & More              (213) 386-6884  
3432 Wilshire Blvd., Los Angeles, CA 90010     
Numero Uno Pizza Pasta & More              (323) 939-7661 
5044 Wilshire Blvd., Los Angeles, CA 90036     



Numero Uno Pizza Pasta & More              (213) 745-5566 
2510 S. Figueroa St., Los Angeles, CA 90007     
Taco Bell                 (213) 380-2012  
3029 W. 8th St., Los Angeles, CA 90005      
Taco Bell                 (323) 460-4917 
990 N. Western Ave., Los Angeles, CA 90029     
Yoshinoya Beef Bowl Restaurant              (213) 382-0184 
2897 W. Olympic Blvd. # 1, Los Angeles, CA 90006    
Yoshinoya Beef Bowl Restaurant              (213) 385-9031 
3959 Wilshire Blvd. # A, Los Angeles, CA 90010   
El Pollo Loco                (213) 380-7721 
986 S. Vermont Ave., Los Angeles, CA 90006    
El Pollo Loco                (213) 383-3351 
3959 Wilshire Blvd. # 5410, Los Angeles, CA 90010    
Kentucky Friend Chicken (KFC)              (213) 386-7222 
2801 W. Olympic Blvd., Los Angeles, CA 90006     
Kentucky Friend Chicken (KFC)              (213) 487-4503 
126 S. Vermont Ave., Los Angeles, CA 90004    
Kentucky Fried Chicken (KFC)               (323) 467-7421 
340 N. Western Ave., Los Angeles, CA 90004    
Denny’s                 (213) 384-1621 
3750 Wilshire Blvd., Los Angeles, CA 90010     
Denny’s                 (213) 386-3427 
635 S. Vermont Ave., Los Angeles, CA 90005     
International House of Pancakes              (213) 388-7770 
3165 W. Sixth St., Los Angeles, CA 90020     
International House of Pancakes              (323) 466-8370 
7006 Sunset Blvd., Hollywood, CA 90028 
 
Drugstores: 
Walgreen’s                (213) 251-0179  
3201 W. 6th St., Los Angeles, CA 90020    
 
Specialty and Furniture Retailers: 
Target                  (310) 895-1131 
3535 S. La Cienega Blvd., Los Angeles, CA 90016 
K-Mart                  (323) 933-7306 
6310 W. 3rd St., Los Angeles, CA 90036    
IKEA                  (818) 842-4532 
600 N. San Fernando Blvd., Burbank, CA 91502 
 
Banks: 
Bank of America                  (323) 730-9140 
3442 Wilshire Blvd., Los Angeles, CA 90010      
Bank of America                  (323) 730-9140 
3320 W. Olympic Blvd., Los Angeles, CA 90019    
Bank of America                  (323) 730-9140 
1232 S. Vermont Ave., Los Angeles, CA 90006   
Washington Mutual                  (213) 736-8604 
3731 Wilshire Blvd., Los Angeles, CA 90010     
Washington Mutual                   (323) 525-2771 
4333 Wilshire Blvd., Los Angeles, CA 90005     
Washington Mutual                   (323) 466-8477 
101 N. Larchmont Blvd., Los Angeles, CA 90004   



Wells Fargo Bank                   (213) 383-3887 
3550 Wilshire Blvd. # 1, Los Angeles, CA 90010   
Wells Fargo Bank                   (213) 739-1033 
670 S. Western Ave., Los Angeles, CA 90005    
Wells Fargo Mortgage                  (310) 441-7711 
245 N. Larchmont Blvd., Los Angeles, CA 90004   
Citibank                    (800) 756-7047 
3530 Wilshire Blvd., Los Angeles, CA 90010     
Citibank                    (800) 756-7047 
270 N. Vermont Ave., Los Angeles, CA 90004    
Citibank                    (800) 756-7047 
5000 Sunset Blvd., Los Angeles, CA 90027     
Citibank                    (800) 756-7047 
5660 Wilshire Blvd., Los Angeles, CA 90036     
Citibank                    (800) 756-7047 
300 S. Fairfax Ave., Los Angeles, CA 90036 


