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FOREWORD FROM THE PRESIDENT 
 
 
 
 We wish to extend a warm welcome to you as you join Micropower Career 
Institute as our Staff, Faculty and or Students. 
 

Micropower Career Institute prides itself in providing a safe, secure and 
wholesome Learning or Work environment. We expect all of you to help us carry 
out our mission by following the simple rules as listed in the forthcoming pages of 
this booklet. 
 

“Micropower Career Institute endeavors to provide educational 
opportunities that emphasize current skills and knowledge that will allow 
the student to pursue their professional and educational goals. We are 
committed to maintaining the standards of excellence necessary for 
continuing education, career advancement and job placement.” 
 
 

We hope you would have an enjoyable and rewarding experience at 
Micropower Career Institute. 
 
 
 
 

Sam Hiranandaney 
President 

 
 

 
 

  



 
ACADEMIC POLICIES AND PROCEDURES 

FINANCIAL INFORMATION 

 

Tuition and Methods of Payment 

 
A statement, which illustrates the details of tuition, textbooks, and supplies for 
each program of study, is included in this catalog. Your Admissions 
Representative will provide statements with complete information on payment 
schedules. 
 

Financial Assistance 

 
MICROPOWER CAREER INSTITUTE is an eligible institution under the following 
student financial programs: 
FEDERAL PELL GRANT,   
FEDERAL SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANT 
FEDERAL WORK STUDY PROGRAM 
FEDERAL DIRECT LOAN 
SUBSIDIZED, UNSUBSIDIZED AND PLUS LOANS 
 
Financial aid is available for selected programs in select locations. Please check 
with your individual locations to confirm the availability. 
In order to be eligible for federal student aid, you must: 

1) Be a U.S. citizen or be eligible non-citizen with a valid Social Security 
Number. 

2) Be working towards an eligible program of study. 
3) Have a high school diploma, or a GED; pass the ability to benefit test. 
4) Register with selective service if you are a male between the ages of 18 

and 25; and  
5) Maintain satisfactory academic progress once in school. 

 
MICROPOWER CAREER INSTITUTE also has several other tuition payment 
plans and loans available for students interested in other programs. A plan 
tailored to meet your needs while attending school can be arranged at the time of 
registration with the Admissions Representative. If any part of a scheduled 
payment is more than three days late, the applicant will have to pay a late charge 
of ten percent of the weekly payment or twenty dollar per week, whichever is 
greater.  
If the payment is made by check and that check is returned unpaid for any 
reason, you will pay a charge of twenty-five dollars for each check so returned. 
Such Check Return Fee will be due immediately along with the scheduled 
payment that the check was issued for. 
 
This payment plan cannot be changed. In case of an emergency situation, you 
can provide a written request to the school to change your payment plans. The 
school may at the discretion of the Director, change this plan for you at an 
additional cost of $25 each time. 
 



Individual Courses 

 
Students may be accepted to take individual courses. This is allowed on the 
recommendation of the Director. An interview with the Director may be required 
to determine whether or not pre-requisites have been satisfied. Please see 
entrance requirement on page 6 for any pre-requisites.  Please note that financial 
aid is only available for eligible programs and not individual courses.  
 

Cancellations and Refund Policies 

 
A student may cancel the enrollment agreement at no financial penalty other than 
the nonrefundable admissions fee by notifying the school in writing, provided it is 
done prior to or during the first week of instruction. In this case the student will be 
charged only for the books and supplies accepted by the student prior to or 
during the first week of instructions. If tuition and fees are collected in advance of 
the start date of a program and Micropower cancels the class, 100% of the tuition 
and fees collected will be refunded. The refund shall be made within 45 days of 
the planned start date. 
 
Students who have not visited the school facility prior to enrollment will have the 
opportunity to withdraw without penalty within three days following either 
attendance at a regularly scheduled orientation or following a tour of the facilities 
and inspection of the equipment. 
 
Micropower Career Institute follows the federal R2T4, COE or the relevant State 
refund policies whichever is more beneficial to the student. 
 

Return of Title IV Funds 
 
If a student formally or informally withdraws prior to completion of his or her 
program of study, federal law requires the school to determine how much Title IV 
federal financial aid was earned by the student and whether any portion of aid 
awarded must be returned by the student and the school. If you withdraw or plan 
to withdraw, you should notify your career advisor.  

Micropower Career Institute will calculate the amount of Title IV aid that you have 
earned based on a payment period.  Refunds will continue to be calculated by 
the enrollment period.  The student will be obligated for any tuition, fees, books, 
or equipment not covered by Title IV funds. Whether a student is entitled to a 
refund of funds paid from sources other than Title IV aid is determined by the 
point in the enrollment period at which the student withdraws or drops out. 

The amount of Title IV federal assistance earned is determined on a pro-rata 
basis. For example, if a student had completed 30% of payment period prior to 
withdrawing, he/she earned 30% of the assistance originally scheduled to be 
received for that payment period. If more than 30% of the aid had been disbursed 
to the student and the school, then the excess portion—i.e., the amount over 
30%—would have to be returned to the Title IV federal aid programs by the 
school and/or the student, depending on who had received the aid. Upon 
completing more than 60% of the payment period, the student earns all of the 
Title IV federal financial aid awarded for that payment period.  For purposes of 
determining what portion of a payment period has been ―completed‖ at the time 



of a student’s withdrawal, hours scheduled to be completed by the date of 
withdrawal are compared to total scheduled hours for the payment period. 

When you withdraw during a payment period, the amount of FA assistance that 
you have earned up to that point is determined by a specific formula.  If you have 
received (or the school received on your behalf) less assistance than the amount 
that you earned for the payment period, you will be able to receive those 
additional funds.  If you have received more assistance than you have earned, 
the excess funds must be returned. 
 

In accordance with Federal regulations, Title IV funds will be returned using the 
following allocation priority: 

Unsubsidized Federal Direct Loans 

Subsidized Federal Direct Loans 

Federal Direct PLUS Loans 

Federal Pell Grants 

Federal Supplement Educational Opportunity Grant 
 

Unearned Title IV aid must be returned to the Title IV programs no later than 45 
days from the date on which the school has made the determination that the 
student has withdrawn. As explained below, the institution will make a withdrawal 
determination at the time it receives a verbal or written notice of withdrawal from 
the student, and, in those cases where the student ceases to attend school 
without giving notice; the withdrawal determination will be made no later than the 
14 calendar days after the last day of physical attendance.  For purposes of 
determining how much aid has been earned, the date of withdrawal is the 
student’s actual last date of attendance (LDA). 
 

  If the school is not required to return all funds, you must return the remaining 
amount, even if all of the funds were applied to your school account.  Any loan 
funds that you must return, you (or your parent for a PLUS loan) repay in 
accordance with the terms of the promissory note.  That is, you make scheduled 
payments to the holder of the loan over a period of time. 

  If you are responsible for returning grant funds, you do not have to return the full 
amount.  The law provides that you are not required to return 50% of the grant 
assistance that is your responsibility to repay.  Any amount that you do have to 
return is a grant overpayment and you must pay the school that amount, in full, 
within 30 days or you must make arrangements with the U.S. Department of 
Education to return the funds. 

 
COE Refund Policy 
 
The refund policy for students attending programs and/or courses that are less 
than or equal to 12 months shall be as follows: 
 

1. After the first day of classes and during the first 10% of the period of 
financial obligation, the institution shall refund at least 90% of the tuition; 



2. After the first 10% of the period of financial obligation and until the end of 
the first 25% of the period of obligation, the institution shall refund at least 
50% of the tuition; 

3. After the first 25% of the period of financial obligation and until the end of 
the first 50% of the period of obligation, the institution shall refund at least 
25% of the tuition; and, 

4. After the first 50% of the period of financial obligation, the institution may 
retain all of the tuition. 

 
The refund policy for students attending programs and/or courses that are 
beyond twelve months shall be as follows: 
 

1. The student will not be obligated to pay any additional tuition if the student 
withdraws prior to completion of first 12 months of the program. 

 
2. If the student withdraws during any subsequent period following the first 

12 months, the student’s refund for the unused portion of the tuition 
applicable to the period of withdrawal based on calculation based on first 
12 month refund guideline as listed above. 

 

New Jersey State Cancellation and Refund Policies: 

 
1) An applicant may cancel this agreement at no penalty by notifying the 

school in writing within seven (7) calendar days after midnight of the day 
on which this agreement was signed provided the applicant has not 
entered into instruction. All monies will be returned except for the non-
refundable registration fee which cannot exceed $100. 
Thereafter a student will be liable for: 
a.) Non refundable registration fee plus, 
b.) The cost of any textbooks or supplies issued and accepted by the 

student, plus 
c.) Tuition liability as of the student’s last date of physical attendance. 
If Termination Occurs  School may 

keep 
Prior to or during the first week of the commencement of the class 
 0%         
During the second week       
 25% 
During the third week       
 50% 
During the fourth week       
 75% 
After the fourth week       
 100% 

2.) The school reserves the right to reject any applicant for admission. In such 
cases, all monies received will be returned to the applicant. 

3.) Placement assistance is offered to all graduates upon completion. 
However, while placement services may be provided it is understood that 
the school cannot promise or guarantee employment to any student or 
graduate. 



4.) Upon successful completion of the selected course and satisfaction of all 
monetary obligations, MICROPOWER will award a Certificate of 
Completion. 

5.) Micropower has the right to charge any student for breakage, damage or 
loss of equipment for which he or she is responsible. 

6.) Micropower reserves the right to request the withdrawal of any student if 
his or her conduct does not conform to the standards of the school. 

7.) The maximum time frame will not exceed 1.5 times the number of credit 
hours in the program required to complete the course. 

8.) The refund policy should be given to all the students when a student 
wants to withdraw from the course.  

* A school week is defined as Monday to Sunday. The first week of the 
commencement of class will be considered to be a week irrespective of the 
day when the class started during the week. 

New York State Cancellation and Refund Policies: 

 
1. A student who cancels after signing the enrollment agreement receives all 

funds paid with the exception of the non-refundable registration fee which 
cannot exceed $100, provided it is done prior to or during the first week of 
instruction. 

2.  Thereafter, a student will be liable for: 
a) The non-refundable registration fee plus 
b) The cost of any textbooks or supplies accepted plus 
c) Tuition liability as of the student’s last date of physical attendance. 

Tuition liability is divided by the number of terms or quarters in the 
program. Total tuition liability is limited to the term or quarter during 
which the student withdrew or was terminated and any previous terms 
completed. 

 
The enrollment agreement will state the exact refund policy for the program 
enrolled. 
 
(Curricula on a Quarter Basis)  

Refund and Cancellation Clause 

First Quarter & Second Quarter 
 
If Termination Occurs     The School May Keep 
 
 Prior to or during the first week 0% 
 During the second Week 25% 
 During the third week 50% 
 During the fourth week 75% 
 After the fourth week 100% 
 
(Curricula on a Term Basis) 
Refund and Cancellation Clause 

First Term & Second Term 
 If Termination Occurs                     The School May Keep 
 Prior to or during the first week 0% 
 During the Second Week 20% 



 During the third week 35% 
 During the fourth week 50% 
 During the fifth week 70% 
 After the fifth week 100% 
 

Mini Refund Policy (for courses less than 6 weeks) 

If Termination/ withdrawal occurs      The school May keep 

0-15% of the program    0% 
16-30% of the program    25% 
31-45% of the program    50% 
46-60% of the program    75% 
After 60% of the program    100% 



ACADEMIC POLICIES AND PROCEDURES 
This policy applies to all students enrolled in the programs offered at Micropower 
Career Institute. All courses are generally arranged so that a student can 
progressively work towards a certificate. However, individual courses are offered 
to persons who want specific training in specialized fields. Students who register 
for individual courses are subject to the same academic standards for the course 
as students who enroll in full programs. 
 
Grading System 

Description 
Grade 
Points 

Letter 
Equivalent 

Grading Scale 

Excellent 4.0 A+ 96-100% 

Excellent 3.8 A 91-95% 

Very Good 3.5 A- 86-90% 

Good 3.0 B+ 81-85% 

Good 2.5 B 76-80% 

Satisfactory 2.0 C+ 71-75% 

Satisfactory 1.5 C 66-70% 

Pass 1.0 D 60-65% 

Failure 0 F 0-59% 

Incomplete 0 I  

 
The students who need few weeks to make up work and complete a course will 
be given a grade of ―I‖. The grade ―I‖ will automatically revert to grade ―F‖, if the 
work is not made up with a passing grade within suggested period of time. 
 
Grading period 
All programs, 900 hours and below are divided into two equal intervals and 
hence two grading periods. The 960 hrs program is divided into three grading 
periods. All students’ satisfactory academic progress will be reviewed each 
grading period. 
 
Class Instructional Hour 
All courses and programs are defined in Instructional Hours. An Instructional 
Hour is fifty Minutes (50) in length (With a 10 minute break between hours). 
 
Change in Program 
Students can provide a written request for change in their programs. At the 
discretion of the Director, this change may be approved. If the request is made 
and granted prior to the start of the program, $100 registration fee and $150 
BCIS processing fees for international students will be deducted. If the change of 
program is requested after start of the program, the student will be charged 
registration fee, $150 BCIS processing fees for international students, a prorated 
fee for the classes attended, any books and supplies provided to the student. 
The processing fee is charged to international students because there are 
extensive changes that have to be made in the various systems to accommodate 
this request. 
 



Standards of Academic Progress (SAP) 
 
Micropower Career Institute conducts classes twelve months a year, with the 
exception of the holidays listed in the catalog. Final grades are given and 
permanently recorded at the end of the grading period of a program. Every 
student will be given a Transcript at the end of the program showing the final 
grades for each grading period. Final grades are used to compute the cumulative 
grade point average (GPA) on all programs. The Term grade of the student is 
calculated using 50% from the term exam, 30% from all class exams within that 
period, 10% of class participation during that period, 10% of classroom behavior 
including wearing uniforms and tardiness in that period. 
 
A student must meet the following minimum standards of academic achievement 
to successfully complete the program while enrolled at the MICROPOWER 
CAREER INSTITUTE. Satisfactory Academic Progress requires both a 
quantitative and qualitative requirement. A student must complete the program 
within 1.5 times of the normal time frame with a 2.0 cumulative GPA. Courses 
allowed to be transferred in for SAP determination are calculated just like a 
course taken at Micropower. 
 
The programs are divided into increments of the lesser of 1.5 of the program 
length or half of the academic year. Each increment must be completed within 
1.5 time of the normal time frame with the required GPA. 
 
Example:  
 
900 hr program – maximum time frame is 1350 scheduled clock hours.  
 

First increment  450 clock 
hours 

1.5 cumulative 
GPA 

Max time frame 675 
hrs 

Second 
Increment 

900 clock 
hours 

2.0 cumulative 
GPA 

Max Time frame 1350 
hrs 

 
960 hr program – maximum time frame is 1440 scheduled clock hours.  
 

First increment  450 clock 
hours 

1.5 cumulative 
GPA 

Max time frame 675 
hrs 

Second 
Increment 

900 clock 
hours 

2.0 cumulative 
GPA 

Max Time frame 1350 
hrs 

Third Increment 960 clock 
hours 

2.0 cumulative 
GPA 

Max Time frame 1440 
hrs 

 



Financial Aid Warning 
 
If the student does not have the required cumulative GPA or the 67% attendance 
requirement, he/she will be placed on a financial aid warning for the next 
increment and eligible for financial aid. 
All financial aid will be terminated at the end of the financial aid warning period if 
the student does not have the required GPA and cumulative 67% attendance. 
 
Appeal Process 
 
A student whose training is interrupted by the school for unsatisfactory progress 
may file a written appeal for reinstatement with the Director. The written appeal 
process must be initiated by the student and be received by a school official 
within three business days of the termination. The appeal must indicate why the 
student wasn’t making SAP and what has changed to ensure successful SAP in 
the future. All appeals received within these guidelines will be acted upon within 
ten (10) business school days of receipt by the school. For these purposes a 
business school day is considered a weekday when the school is in session. The 
Director may waive interim satisfactory academic progress standards provided 
the student can demonstrate that mitigating circumstances had an adverse 
impact on the student’s progress.  
 
Financial Aid Probation 
 
A student who wins a successful appeal due to unusual circumstances will again 
be eligible for financial aid for the next payment period.  
 
Reestablishing Eligibility for Title IV 
 
A student that was denied financial aid is eligible once the required GPA and 
67% attendance requirement has been met. 
 
Leave of Absence 

Leaves of Absence:  Any student requesting a leave of absence from the 
institution must submit a request to the Director.  The request should be signed 
and dated by the student and must contain the dates the student expects to be 
unable to attend school.  A school official must approve all leave of absence 
requests. 

Federal regulations allow an approved leave of absence of no more than 180 
days in any 12-month period.  A student may be granted more than one leave of 
absence in the event of catastrophic illness affecting the student or the student's 
immediate family, military service requirements, or jury duty, provided that the 
combined leaves of absence do not exceed 180 days within the 12-month 
period.  . 

A student on a leave of absence will incur no additional charges by the school.  
Any student failing to return to school after the expiration of a leave of absence 
will be determined withdrawn from school on that day. 



Reinstatement/Re-Entry 
 

1. A student who has withdrawn from the school and desire’s re-entry must 
sign a new enrollment agreement for the hours remaining to complete the 
program. Any tuition due to the school will be determined and payment 
must be arranged before re-entry. Students will be charged at the hourly 
rate only for the hours that they need to complete the program. Students 
will be permitted to re-enter at the discretion of the School Director and 
after a review of their academic records. 

 
2. For reinstatement, international students will require re-enrolling in the 

program and must receive a new reinstated I-20 from the school at a cost 
of $1,000. They will need to submit the new issued I-20 along with 
supporting documentation (as per USCIS regulation) to USCIS. The 
student must start classes and pay for tuition while the reinstatement 
process is going through as per USCIS regulation. 

 
Graduation Requirements 
A student must have a cumulative grade point average of at least 2.0, have 
completed with a passing grade for the entire program’s coursework and satisfied 
all financial obligations before he or she is eligible to graduate. The school 
awards a certificate of completion for all programs. 
 
Exams 
External Industry Exam/Certification fees are not considered to be a part of the 
tuition fee unless explicitly mentioned. 
 
Attendance Policy 
Students are expected to be in class for the prescribed number of hours for which 
they have enrolled. All students must be present for at least 80% of offered hours 
in order to remain in school. Continuous absences, which, in the opinion of the 
faculty and administration, hinder educational objectives and result in 
unsatisfactory achievement, may lead to termination of the student’s enrollment. 
Absences for acceptable personal or medical reasons will not lead to a student’s 
termination although; the student’s projected date of graduation may have to be 
revised. Excessive lateness and leaving early will be counted as absences. 
Keeping good attendance in school will benefit you both in your training and in 
employment. 
 
Make- Up Work 
Classroom work missed because of an absence can be made up through 
arrangement with the Student Services Department. Make-up work, however, 
does not remove an absence. Absences of instructional hours must be made up 
in supervised work, documented by faculty, in order for the student to receive 
credit. Otherwise, his or her graduation date will be extended by the number of 
hours missed. Attendance at make-up sessions will be permanently recorded in 
an attendance register maintained by the instructor. 
 
Early Dismissal 
Any student desiring early dismissal from class must have a valid reason and 
make his or her request in writing to the Director. Early dismissal from class is 
granted at the sole discretion of the school’s management staff. 



 
Tardiness 
Tardiness disrupts the learning process, is unfair to the instructor, to students 
who arrive on time, and will not be tolerated. Tardiness is defined as 10 minutes 
late arrival or early departure from the class. Four or more consecutive tardiness 
events will result in one hour deduction. Students demonstrating such a pattern 
will be asked to discuss this situation with the Student Advisor in an effort to 
remedy the situation. Continued violations may result in the student’s probation or 
suspension. 
 
Academic Probation 
 
Academic probation is a warning status to alert a student that his or her 
academic performance must be improved in order to meet graduation 
requirements. Student, who fails to attain the required grade point average as 
stated above at the end of each grading period, will be allowed to retake the 
exam within 30 days. If the student fails to achieve the required grade, the 
student will be placed on academic probation for 60 class days. At this time the 
student will either continue on probation for one additional 60 day period, or be 
removed from probation provided they meet attendance and a cumulative 2.0 
GPA. Before accepting the probation, the student has an option to file a written 
appeal as iterated in the appeal section. A student who fails to attain satisfactory 
progress by the end of the second 60 day probationary period will not be allowed 
to continue the program. Students will have an opportunity to make up classes 
and hours as defined in ―Make Up Work‖ section. The student must complete the 
required make-up prior to the completion of the next grading period to avoid 
academic probation. Under unusual circumstances and when approved by the 
school director, a student requiring more than 150% of the program length, 
students can take the program at a cost of $15/hr.  
 
 
Student conduct, dress and responsibilities 
All students are expected to observe acceptable standards of conduct and to 
behave in a mature manner. Behavior, dress, attitude and attendance must be 
consistent with the student’s objectives. Students are not permitted to wear 
shorts, torn, dirty or inappropriate clothing. The school prohibits radios, tape 
recorders or other devices that interfere with the learning. 
 
Termination 
The School reserves the right to terminate a student’s enrollment for any one of 
the following reasons:  
 
 1) Nonpayment of tuition  
 2) Unsatisfactory academic progress 
 3) Unsatisfactory attendance-- including tardiness 
 4) Failure to submit course work as scheduled 
 5) Nonconformity with policies, regulations, or Code of Conduct. 
 6) Conduct damaging to any facility 
  7) Disruptive behavior or unprofessional conduct. 
 8) Plagiarism (cheating) 
         9) Violating drug-free workplace requirements.    
  



Graduation Requirements 
A student must have a cumulat ive grade point average of at least 2.0, have 
completed w ith a passing grade for the entire program’s coursew ork and 
satisf ied all f inancial obligat ions before he or she is eligible to graduate. The 
school aw ards a cert if icate of complet ion for all programs. 
 
Exams 
External Industry Exam/Cert if icat ion fees are not considered to be a part of  
the tuit ion fee unless explicit ly mentioned. There is a $35 administrat ive fee 
for all external cert if icat ion exams that the student w ishes to take at a 
Micropow er facility. 
 
Attendance Policy 
Students are expected to be in class for the prescribed number of hours for 
w hich they have enrolled. All students must be present for at  least 80% of 
offered hours in order to remain in school. Continuous absences, w hich, in 
the opinion of the faculty and administrat ion, hinder educational object ives 
and result  in unsatisfactory achievement, may lead to termination of the 
student’s enrollment. Absences for acceptable personal or medical reasons 
w ill not lead to a student’s termination although; the student’s projected date 
of graduation may have to be revised. Excessive lateness and leaving early 
w ill be counted as absences. Keeping good attendance in school w ill benefit  
you both in your training and in employment. 
 
Make- Up Work 
Classroom w ork missed because of an absence can be made up through 
arrangement w ith the Student Services Department. Make-up w ork, 
how ever, does not remove an absence. Absences of instruct ional hours must 
be made up in supervised w ork, documented by faculty, in order for the 
student to receive credit . Otherw ise, his or her graduation date w ill be 
extended by the number of hours missed. Attendance at make-up sessions 
w ill be permanently recorded in an attendance register maintained by the 
instructor. 
 
Early Dismissal 
Any student desiring early dismissal from class must have a valid reason and 
make his or her request in w rit ing to the Director. Early dismissal from class 
is granted at the sole discret ion of the school’s management staf f . 
 
Tardiness 
Tardiness disrupts the learning process, is unfair to the instructor, to 
students w ho arrive on t ime, and w ill not be tolerated. Tardiness is defined 
as 10 minutes late arrival or early departure from the class. Four or more 
consecutive tardiness events w ill result  in one hour deduction. Students 
demonstrat ing such a pattern w ill be asked to discuss this situat ion w ith the 
Student Advisor in an effort to remedy the situation. Continued violat ions 
may result  in the student’s probation or suspension. 
 
Probation Policy 
Any student, w ho is absent more than 20% of the total number of 
instruct ional hours offered during the f irst half  of  the program, excluding 
approved leaves of absences, may be given a second chance by being placed 
on probation for one grading period. 
 
  



 
 
Student conduct, dress and responsibilities 
All students are expected to observe acceptable standards of conduct and to 
behave in a mature manner. Behavior, dress, att itude and attendance must 
be consistent w ith the student’s computer object ives. Students are not  
permitted to w ear shorts, torn, dirty or inappropriate clothing. The school 
prohibits radios, tape recorders or other devices that interfere w ith the 
learning. 
 
Termination 
 
The School reserves the right to terminate a student’s enrollment for any one 
of the follow ing reasons:  
 
 1) Nonpayment of tuit ion  
 2) Unsatisfactory academic progress 
 3) Unsatisfactory attendance-- including tardiness 
 4) Failure to submit course w ork as scheduled 
 5) Nonconformity w ith policies, regulat ions, or Code of Conduct.  
 6) Conduct damaging to any facility 
  7) Disruptive behavior or unprofessional conduct.  
 8) Plagiarism (cheating) 
         9) Violat ing drug-free w orkplace requirements.    

 
Withdrawal Policy 
 
The student is expected to inform the school of any leave of absences that 
they might need to take. Student has the option of calling and informing the 
school in case of an emergency. In case the student does not attend school 
for a consecutive 6 days w ithout informing the school and/or having an 
approved leave of absence, they w ill be sent a Warning Notice w hich states 
that they must contact the school immediately. If  the student does not 
contact the school w ith one w eek of receiving the w arning letter, they w ill 
be considered Terminated and a ― Termination Notice‖  w ill be sent to the 
student. The f inancial aid off ice w ill do a Return to Tit le IV calculat ion and 
determine your balance ow ed to school and/or loan companies and you w ill 
be sent a bill. 
 

 

 

  
  
 



STUDENT SERVICES 
 
Student Service’s staff offers assistance, advice and feedback to our students 
regarding any problems, concerns, or questions relating to the successful 
completion of their program. 
 

Orientation 
An orientation will be given to all new students. The purpose of the orientation is 
to acquaint the student with the goals of the school its rules, regulations and the 
objectives of their course of study. The student is informed that they or their 
parents (upon student’s approval) can request and will have access to their 
educational folder.  
 

Student ID  
All students are eligible and can request a student Id from the front desk for a fee 
of $10. The Ids are issued only on specific dates. Please check for the dates in 
your campus to obtain a student Id.  
 

International Students 
All international students will be charged an administrative fee of $500, 
irrespective of approval of visas from USCIS. If the student wishes to process F2 
visas for dependent/s after the issuance of I-20 for the student, an additional F2 
processing fee of $500 will be charged.  
Optional Practical Training assistance is offered to all eligible (based on USCIS 
regulations) graduates upon completion of 1 year of the course work. However, 
while Practical Training assistance services may be provided it is understood that 
the school cannot promise or guarantee Practical Training to any student or 
graduate.  
The school requires that international students must successfully attend and 
have met satisfactory academic progress requirements at all times prior to being 
eligible to apply for any changes in program including transfer outs. A violation of 
this rule may require the school to file a report with the department of homeland 
security and may involve monetary penalties, termination and/or deportation. In 
case of severe circumstances, students may file a written appeal with the 
director. The director’s decision is final.  
 

Placement Assistance 
Our placement service provides assistance at the time of graduation to all 
graduates of programs at no charge. However, while placement service may be 
provided, it is understood that the school cannot promise nor guarantee 
employment to any student or its graduates. Contact the Placement Office for 
information about job placement. 
 

Additional Documentation 
Students requesting copies of any school documentation like unofficial 
transcripts, certificate of enrollment, additional completion certificates, official 
attendance verification etc will cost $25 per copy. 
 

Transcripts 
Students requesting an additional copy of the transcript or graduation certificate 
must do so in writing. The second copy of the transcript or graduation certificate 
can be sent for a fee of $25.00. Please send a self-addressed, stamped envelope 
winth the request for a transcript. The school reserves the right to withhold a 
transcript if the student’s financial account is in arrears.  
Change in Schedules 



Students requesting to change any class schedules after the assignment of the 
class to them will be liable to pay an administrative fee of $25 per change. 
 
Tutorial Services 
Tutorial services are available at a cost on an individual basis. Any student 
interested in attending a tutoring session should contact the Student Services to 
make the necessary arrangements. 
 
Complaints Resolution Process 
The student is encouraged to bring any suggestions, comments and concerns to 
your teachers and/or staff. If a problem is addressed and it is not resolved in a 
reasonable time, submit a written statement about it to your instructor and / or the 
admin staff. If the instructor / staff do not resolve the issue in a reasonable amount 
of time, submit a written complaint to the School Director. The Director can 
appoint a committee of at least 3 persons to assess the situation. The Staff and 
faculty of Micropower Career Institute are determined to assist students as much 
as possible to resolve any problems that may interfere with their success in the 
program. You will receive an answer within seven business days. 
 
What is the Tuition Reimbursement Fund? 
The Tuition Reimbursement Fund is designed to protect the financial interest of 
students attending proprietary schools. If a school closes while you are in 
attendance, prior to the completion of your educational program, then you may be 
eligible for a refund of all tuition expenses, which you have paid. After all avenues 
at the school level have been exhausted and should any matter be 
unresolved at the school level, it may be referred to the respective governing 
bodies. 
New York State Education Department               Council on Occupational Education 
116 West 32nd Street. 5TH Floor                           41, Perimeter Center East, Suite 640 
New York, NY 10001                                           Atlanta, GA 30346 
Ph: 212-643-4760                                                Ph: 800-917-2081                                                                  
 
NJ Department of Labor and Workforce Development  
Center for Occupational Employment Information 
PO Box 057, Trenton, NJ 08625-0057 
Phone: 609-341-2031 
Fax: 609-777-4502 
 
What is the tuition refund and cancellation policy?  
This policy deals with processing of refunds in case the student elects to withdraw 
from the program or for some reason the school can not fulfill its obligation and in 
certain cases where student has been terminated from the school. This is an 
integral part of Enrollment Agreement so please read and understand the school’s 
policy regarding tuition refund and cancellation before you sign the document. If 
you do not understand it, or are confused by the school’s explanation, get help 
before you sign. You may ask for assistance from the Department of Education at 
the address listed above.  
 
What should students know about “student loans”?   
Student loans are low interest loans provided by federal government or other 
financial institutions. The decision to apply for such a loan is yours --- the school 
cannot require that you apply for a loan. You should understand that if you pay 



school tuition with money loaned to you from a lender, you are responsible for 
repaying the loan in full, with interest, in accordance with the terms of the loan 
agreement. A failure to repay the loan can hurt your credit rating and result in legal 
action against you. Even if you fail to complete your educational program, you are 
still responsible for repaying all of the money loaned to you. 
 
Please note that Queens and Linden locations do not currently offer title 
IV,HEA Student financial aid programs 

 

  



Students Rights Under The Family Educational Rights and Privacy 
Act (FERPA) 

The Family Educational Rights and Privacy Act (FERPA) affords student certain 
rights with respect to their education records. The full language of the campus 
FERPA policy is as follows. This policy is in effect as of May 19, 2010. 

I. PURPOSE/DESCRIPTION  

The Family Educational Rights and Privacy Act of 1974 (hereinafter known as 
FERPA) is a federal law which states that an educational institution must 
establish a written institutional policy concerning the confidentiality of student 
education records and the fact that students must be notified of this statement of 
policy and their rights under the legislation. In accordance with FERPA, students 
at Micropower Career Institute have the following rights:   

1. The right to inspect and review education records covered by FERPA.  

2. The right to challenge (seek correction of) the contents of these records.   

3. The right to a formal hearing, if necessary, for a fair consideration of such a 
challenge.   

4. The right to place an explanatory note in the record in the event that a 
challenge of contents is unsuccessful.   

5. The right to control, with certain exceptions, the disclosure of the contents of 
the records.   

6. The right to be informed of the existence and availability of the institutional 
policy covering FERPA rights.  

7. The right to report violations of FERPA legislation to the manager of student 
services and or the director of the location, and/or the U.S. Department of 
Education concerning alleged failures of the School to comply with the 
requirements of FERPA. The name and address of the Office that administers 
FERPA is: Family Policy Compliance Office, U.S. Department of Education, 400 
Maryland Avenue, SW., Washington, DC, 20202-4605.   

Students may waive any of their FERPA rights, including the release of their 
education records, by providing written consent. Such consent must be signed 
and dated by the student and specify the exact purpose of the waiver or release. 
  

II. DEFINITION OF EDUCTION RECORDS  

• "Education Records" are records that:   

(1)  Contain information that is directly related to a student and  



(2) Are maintained by an educational agency or institution or by a party acting for 
the agency or institution.   

• Exceptions to "education records" include:   

• Records kept in the sole possession of the maker and disclosable to a 
temporary substitute for the maker of the record.   

• Law Enforcement Unit Records maintained for law enforcement purposes.   

• Employment Records of employees, whose employment is not contingent on 
the fact that he or she is a student, provided the record is used only in relation to 
the individual's employment.   

• Health Records used only for the treatment of a student and made available 
only to those persons providing treatment.   

• Alumni Records which contain information about a student after he or she is no 
longer in attendance at the university and which do not relate to the person as a 
student.   

 
  



Tuition, Fees and Median Loan Debt Disclosure 
 

Campus Name: New York City 
 

CIP Code Program Name Tuition & Fees Books & 
Supplies 

Room & 
Board 

Median** 
Title IV Debt 

Median** Private / 
Inst. Debt 

HEALTH PROGRAMS (Certificate Granting) 
51.0801 Medical Assistant $9,940.00 $660.00 $0.00 $0.00 $0.00 
51.0601 Dental Assistant $10,117.00 $483.00 $0.00 $1,850.00 $0.00 

INFORMATION TECHNOLOGY PROGRAMS (Certificate Granting) 
11.1006 Network Specialist 

with Unix 
$8,770.00 $2,230.00 $0.00 $4,250.00 $0.00 

BUSINESS PROGRAMS (Certificate Granting) 
52.0302 Computerized 

Business Accounting 
$8,270.00 $330.00 $0.00 N/A* $0.00 

 
 
Tuition, Fees and books information above represents the average total charges incurred by students who start these 
programs.  
Title IV and Private Debt information above represents the median loan debt incurred by students who started the 
program between 07/01/2009 and 6/30/2010 and graduated. *N/A represents the programs which had no graduates 

between 07/01/2009 and 06/30/2010 

**Median value is the “middle number” in a sorted list of numbers. 

 
Student Outcomes Disclosure 

 
CIP Code Program Name On-Time 

Completion Rate 
Placement 
Rate* 

 
HEALTH PROGRAMS (Certificate Granting) 

51.0801 Medical Assistant 82.08% 79.3% 
51.0601 Dental Assistant 65.21% 87.5% 
    

INFORMATION TECHNOLOGY PROGRAMS (Certificate Granting) 
11.1006 Network Specialist with Unix 78.26% 79.5% 

BUSINESS PROGRAMS (Certificate Granting) 
52.0302 Computerized Business Accounting N/A** N/A** 

 
 
 
Students should not rely on these rates as an implicit or explicit representation or promise of future outcomes or 
ŜƳǇƭƻȅŀōƛƭƛǘȅ ŦƻƭƭƻǿƛƴƎ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ŀ ǇǊƻƎǊŀƳ ƻŦ ǎǘǳŘȅΦ LƴŘŜŜŘΣ ǘƘŜǊŜ ŀǊŜ ƴǳƳŜǊƻǳǎ ŦŀŎǘƻǊǎ ǘƘŀǘ ŀŦŦŜŎǘ ŀ ǎǘǳŘŜƴǘΩǎ 
ability to graduate and secure employment over which the school has little or no control. Therefore, the school cannot 
and does not guarantee or estimate the likelihood of on-time completion, graduation, or employment for any student. 
* This rate was calculated using the accrediting body formula for July 1, 2009-WǳƴŜ олΣ нлмлΦ ¢ƘŜ ƛƴǎǘƛǘǳǘƛƻƴΩǎ 
accrediting body is the Council on Occupational Education. 
**N/A represents the programs which had no graduates between 07/01/2009 and 06/30/2010.  

 

 

 

 

 

 

Tuition, Fees and Median Loan Debt Disclosure 



 
Campus Name: Mineola 
 

CIP Code Program Name Tuition & Fees Books & 
Supplies 

Room & 
Board 

Median** 
Title IV Debt 

Median** Private / 
Inst. Debt 

HEALTH PROGRAMS (Certificate Granting) 
51.0801 Medical Assistant $11,375.00 $620.00 $0.00 $1,850.00 $0.00 
51.0601 Dental Assistant $13,375.00 $620.00 $0.00 $2,792.00 $0.00 

INFORMATION TECHNOLOGY PROGRAMS (Certificate Granting) 
11.1006 Network Specialist 

with Unix 
$13,100.00 $895.00 $0.00 $6,768.50 $0.00 

BUSINESS PROGRAMS (Certificate Granting) 
52.0302 Computerized 

Business Accounting 
$8,270.00 $330.00 $0.00 N/A* $0.00 

 
 
Tuition, Fees and books information above represents the average total charges incurred by students who start these 
programs.  
Title IV and Private Debt information above represents the median loan debt incurred by students who started the 
program between 07/01/2009 and 6/30/2010 and graduated. *N/A represents the programs which had no graduates 

between 07/01/2009 and 06/30/2010 

**Median value is the “middle number” in a sorted list of numbers. 

 
Student Outcomes Disclosure 

 
CIP Code Program Name On-Time 

Completion Rate 
Placement 
Rate* 

 
HEALTH PROGRAMS (Certificate Granting) 

51.0801 Medical Assistant 37.50% 66.67% 
51.0601 Dental Assistant 52.63% 100.00% 
    

INFORMATION TECHNOLOGY PROGRAMS (Certificate Granting) 
11.1006 Network Specialist with Unix 60.00% 83.33% 

BUSINESS PROGRAMS (Certificate Granting) 
52.0302 Computerized Business Accounting N/A** N/A** 

 
 
 
Students should not rely on these rates as an implicit or explicit representation or promise of future outcomes or 
employability following completion of a program of sǘǳŘȅΦ LƴŘŜŜŘΣ ǘƘŜǊŜ ŀǊŜ ƴǳƳŜǊƻǳǎ ŦŀŎǘƻǊǎ ǘƘŀǘ ŀŦŦŜŎǘ ŀ ǎǘǳŘŜƴǘΩǎ 
ability to graduate and secure employment over which the school has little or no control. Therefore, the school cannot 
and does not guarantee or estimate the likelihood of on-time completion, graduation, or employment for any student. 
* This rate was calculated using the accrediting body formula for July 1, 2009-WǳƴŜ олΣ нлмлΦ ¢ƘŜ ƛƴǎǘƛǘǳǘƛƻƴΩǎ 
accrediting body is the Council on Occupational Education. 
**N/A represents the programs which had no graduates between 07/01/2009 and 06/30/2010.  

 

 

 

 

 

 

 

 

 



 

 

 

 

Tuition, Fees and Median Loan Debt Disclosure 
 

Campus Name: Hauppauge 
 

CIP Code Program Name Tuition & Fees Books & 
Supplies 

Room & 
Board 

Median** 
Title IV Debt 

Median** Private / 
Inst. Debt 

HEALTH PROGRAMS (Certificate Granting) 
51.0801 Medical Assistant $11,375.00 $620.00 $0.00 $4,182.00 $0.00 
51.0601 Dental Assistant $13,375.00 $620.00 $0.00 N/A* N/A 

INFORMATION TECHNOLOGY PROGRAMS (Certificate Granting) 
11.1006 Network Specialist 

with Unix 
$13,100.00 $895.00 $0.00 $4.250.00 $0.00 

BUSINESS PROGRAMS (Certificate Granting) 
52.0302 Computerized 

Business Accounting 
$8,270.00 $330.00 $0.00 N/A* $0.00 

 
 
Tuition, Fees and books information above represents the average total charges incurred by students who start these 
programs.  
Title IV and Private Debt information above represents the median loan debt incurred by students who started the 
program between 07/01/2009 and 6/30/2010 and graduated. *N/A represents the programs which had no graduates 

between 07/01/2009 and 06/30/2010 

**Median value is the “middle number” in a sorted list of numbers. 

 
Student Outcomes Disclosure 

 
CIP Code Program Name On-Time 

Completion Rate 
Placement 
Rate* 

 
HEALTH PROGRAMS (Certificate Granting) 

51.0801 Medical Assistant 52.60% 14.28% 
51.0601 Dental Assistant N/A N/A 
    

INFORMATION TECHNOLOGY PROGRAMS (Certificate Granting) 
11.1006 Network Specialist with Unix N/A N/A 

BUSINESS PROGRAMS (Certificate Granting) 
52.0302 Computerized Business Accounting N/A** N/A** 

 
 
 
Students should not rely on these rates as an implicit or explicit representation or promise of future outcomes or 
ŜƳǇƭƻȅŀōƛƭƛǘȅ ŦƻƭƭƻǿƛƴƎ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ŀ ǇǊƻƎǊŀƳ ƻŦ ǎǘǳŘȅΦ LƴŘŜŜŘΣ ǘƘŜǊŜ ŀǊŜ ƴǳƳŜǊƻǳǎ ŦŀŎǘƻǊǎ ǘƘŀǘ ŀŦŦŜŎǘ ŀ ǎǘǳŘŜƴǘΩǎ 
ability to graduate and secure employment over which the school has little or no control. Therefore, the school cannot 
and does not guarantee or estimate the likelihood of on-time completion, graduation, or employment for any student. 
* This rate was calculated using the accrediting body formula for July 1, 2009-WǳƴŜ олΣ нлмлΦ ¢ƘŜ ƛƴǎǘƛǘǳǘƛƻƴΩǎ 
accrediting body is the Council on Occupational Education. 
**N/A represents the programs which had no graduates between 07/01/2009 and 06/30/2010.  

  



 
Facts for Consumers  

 
Choosing a Career or Vocational School  
Whether you' re new  to the job market or looking to enhance your skills, a 
private vocational or correspondence school can be an excellent start ing 
point for furthering your career. These schools train students for a variety of  
skilled jobs, including automotive technician, medical assistant , hair stylist, 
interior designer, electronics technician, and paralegal and truck driver. Some 
schools also help students identify prospective employers and apply for jobs.  
While many private vocational and correspondence schools are reputable and 
teach the skills necessary to get  a good job, others may not be as 
trustw orthy. Their main object ive may be to increase prof its by increasing 
enrollment. They do this by promising more than they can deliver.  
For example, they may mislead prospective students about the salary 
potential of certain jobs or the availability of jobs in certain f ields. They also 
may overstate the extent of their job training programs, the qualif icat ions of 
their teachers, the nature of their facilit ies and equipment, and their 
connections to certain businesses and industries.  
It ' s not alw ays easy to spot the false claims that some schools may make, 
but there are steps consumers can take to make sure that the school they 
enroll in is reputable and trustw orthy.  
Do Some Homework  
Before enrolling in a vocational or correspondence school, do some 
homew ork. Here' s how :  
 

•  Consider w hether you need addit ional t raining or education to get  
the job you w ant. It ' s possible that the skills you' ll need can be 
learned " on the job."  Look at employment ads for posit ions that 
you' re interested in and call the employer to learn w hat kind of 
experience is important for those posit ions.  

 
•  Investigate training alternatives, like community colleges. The tuit ion 

may be less than at private schools. Also, some businesses of fer 
education programs through apprenticeships or on-the-job training.  

 
•  Compare programs. Study the information from various schools to 

learn w hat is required to graduate. Ask w hat you' ll get w hen you 
graduate — a cert if icate in your chosen f ield or eligibility for a 
clinical or other externship? Are licensing credits you earn at the 
school transferable? If  you decide to pursue addit ional training and 
education, f ind out  w hether tw o- or four-year colleges accept 
credits from any vocational or correspondence school you' re 
considering. If  reputable schools and colleges say they don' t , it  
may be a sign that the vocational school is not w ell regarded.  

 



 
•  Find out as much as you can about the school' s facilit ies. Ask about 

the types of equipment — computers and tools, for example — 
that students use for training and supplies and tools that you, as a 
student, must provide. Visit  the school; ask to see the classrooms 
and w orkshops.  

 
•  Ask about the instructors'  qualif icat ions and the size of classes. Sit 

in on a class. Are the students engaged? Is the teacher interest ing?  
 
•  Get some idea of  the program's success rate. Ask w hat percentage 

of students complete the program. A high dropout rate could mean 
that students don' t  like the program. How  many graduates f ind 
jobs in their chosen f ield? What is the average start ing salary?  

 
•  Ask for a list  of recent graduates. Ask some about their experiences 

w ith the school.  
 
•  Find out how  much the program is going to cost. Are books, 

equipment, uniforms and lab fees included in the overall fee or are 
they extra? 

  
•  If  you need f inancial assistance, f ind out w hether the school  
provides it , and if  so, w hat it  offers. The U.S. Department  of  
Education administers several major student aid programs in the forms 
of grants, loans and w ork-study programs. About tw o-thirds of all 
student f inancial aid comes from these programs. Call the Federal 
Student Aid Information Center at 1-800-4 FED AID (1-800-433-
3243) for a free copy of The Student Guide. It ' s also available at  
w w w .ed.gov/prog_info/SFA/StudentGuide  

 
•  Ask to see the school' s licensing and accredit ing organizations. 

Check w ith these organizations to learn w hether the school is up-to-date 
on its license and accreditat ion. Licensing is handled by state agencies. In 
many states, private vocational schools are licensed through the state 
Department of Education. Truck driver t raining schools, on the other 
hand, may be licensed by the state transportat ion department. Ask the 
school w hich state agency handles its licensing. Accreditat ion is usually 
through a private education agency or associat ion, w hich has evaluated 
the school and verif ied that it  meets certain requirements. Accreditat ion 
can be an important  clue to a school' s ability to provide appropriate 
training and education — if  the accredit ing body is reputable. Your high-
school guidance counselor, principal or teachers can tell you w hich 
accredit ing bodies have w orthy standards.  
 

•  Check w ith the Attorney General' s off ice and the Better Business 
Bureau in the state w here you live and in the state w here the school is 
based, and w ith your county or state consumer protect ion agency to see 
w hether complaints have been f iled against the school. A record of  
complaints may indicate questionable pract ices, but a lack of complaints 
doesn' t  necessarily mean that the school is w ithout problems. 
Unscrupulous businesses or business people often change names and 
locations to hide complaint histories.  

 
 
 
  



 
Taking Care of Business  
Once you decide on a school, review  the materials the school gives you, 
including the contract. Avoid signing up until you' ve read the documents 
carefully. Check the contract to see w hether you can cancel w ithin a few  
days of  signing up and if  so, how  to go about it . If  the school refuses to give 
you documents to review  beforehand, take your business to another school. 
Its refusal may be a sign that the school isn' t  trustw orthy. If  a school off icial 
tells you something other than w hat is in their documents, ask the school to 
put it  in w rit ing. If  the promises aren' t  in w rit ing, the school can deny ever 
having made them.  
To f inance your vocational training program, you may apply for f inancial aid 
through the school' s f inancial aid program. If  you take out a loan, be sure 
you read the agreement and understand the terms of repayment before you 
sign. Know  w hen repayment begins and how  much each payment w ill be.  
Also realize that you' re responsible for paying off  the loan w hether or not  
you complete the training program. If  you don' t  pay off  the loan, you may 
run into some serious problems. For example:  
 

•  You may not be able to get credit  later on to buy a house or car, or to 
receive a credit  card.  

 
•  If  you decide to go to another school, you may not be able to get a loan 

or grant.  
 
•  Your employer may deduct payments from your paycheck automatically 

to repay the loan.  
 
•  The IRS can confiscate your federal tax refunds.  
 
•  You could be sued for the money you ow e.  

 
Filing a Complaint  
If  you are not sat isf ied w ith the quality of the instruct ion or training you 
receive from a vocational or correspondence school, talk to faculty members 
or the school administrat ion. If  your dissatisfact ion relates to your contract  
w ith the school, try to resolve your dispute w ith the school. If  that doesn' t  
w ork, report  the problem to your local Better Business Bureau, your local or 
state consumer protect ion off ice, your state Attorney General' s off ice and 
the Federal Trade Commission. You also may f ile a complaint w ith the:  
 

•  Director or Person responsible at the School.  
 
•  School' s accredit ing organizations;  
 
•  State licensing agency, state board of education and the state' s 

education department. Check the blue pages of the telephone book 
under " State Government."   

 
•  U.S. Department of  Education, if  you are receiving federal f inancial aid 

to pay for the school training. To f ile a complaint, call toll-free 1-800-
MIS-USED (1-800-647-8733). In the Washington, DC, area, call 202-
205-5770.  

 



IMPORTANT FACTS FOR STUDENTS/CONSUMERS 
 
HELP WANTED ... FINDING A JOB  
I saw  an ad in the new spaper for jobs in corporate f inance. I faxed my 
resume to the 800-number listed and got a call from a w oman w ho said her 
company w orks w ith businesses to f ind employees to f ill their posit ions. She 
said the service w ould cost me $495, but  the fee w as fully refundable if  I 
w as dissatisf ied or found a job on my ow n. She guaranteed me interview  
opportunit ies and told me that if  I found a job through her company, there 
w as a good chance my new  employer w ould reimburse me for the fee.  
I never got any interview s, let alone a refund, and now  I can' t  even get the 
company to return my calls. -paraphrased from a sample complaint letter to 
the FTC.  
 
If  you' re looking for a job, you may come across ads for f irms that promise 
results. Although many of these f irms may be legit imate and helpful, others 
may misrepresent their services, promote out -dated or f ict it ious job offerings, 
or charge high up-front fees for services that may not lead to a job. Some 
ads may direct you to call a toll-free 800-number. Once you' re connected, 
you may be sw itched to a pay-per-call 900-number w ithout your know ledge 
or you may be asked to call a 900-number w ithout a proper fee disclosure.  
 
Both pract ices are against the law . The Federal Trade Commission (FTC) 
sues businesses that fraudulently advert ise employment openings and 
guarantee job placement. Consumers w ho respond to these ads think they' re 
contact ing a bona f ide placement service that ' s seeking candidates to f ill 
specif ic jobs. Instead, they' re reaching a business that  rarely helps 
consumers get employment through its " services."  To make matters w orse, 
these businesses invariably charge advance fees — ranging from several 
hundred to several thousand dollars — for their " services,"  typically imposing 
the fees w ithout consumer approval, or promising — falsely — that most or 
all of the fees ult imately w ill be refunded.  
 
Types of Employment Service Firms  
When you' re looking for help in f inding a job, it ' s important to understand 
the dif ferences among employment services. Many terms, such as 
employment agency, personnel placement service, executive search f irm, or 
executive counseling service are used interchangeably. Find out w hat 
services a f irm of fers, how  much the services cost, and w ho pays. If  you' re 
required to pay the fee, f ind out w hat you' ll ow e if  the employment service 
fails to f ind you a job or any leads.  
Six basic types of service companies/agencies offer consumers help in 
f inding a job. They include: public employment services; employment 
agencies; executive search services; temporary help services; executive 
counseling services; and job list ing services.  
 

•  The federally-funded and state-operated Public Employment Service, 
also know n as the Job Service, operates in all 50 states, the District 
of Columbia, Guam, Puerto Rico, and the Virgin Islands. The 
Employment Service provides Internet access to America' s Job Bank 
(AJB). On any given day, this national resource lists hundreds of 
thousands of  job opportunit ies. It  also provides links to numerous 
employment and training programs in each state, including programs 
for people w ith disabilit ies, minorit ies, older w orkers, veterans, w elfare 
recipients, and young people. There are some 2,300 points of service 
nationw ide; about 1,700 of them are full-t ime, full-service off ices. The 
Employment Service provides its services free to both employers and 
job seekers. Openings range from entry level to technical and 
professional posit ions. Visit  w w w .ajb.dni.us for more information.  



 
•  Employment agencies or personnel placement services w ork to f ill 
specif ic posit ions available w ithin companies. Their purpose is to bring 
applicants and employers together. Often, the hiring company pays 
the placement fee, but w hen state law  permits, you and the employer 
may share the fee or the fee may be billed to you after you' ve been 
hired. Employment agencies usually are licensed in the state w here 
they do business.  
 
•  Executive search f irms or executive recruiters are hired by 
businesses to f ind the " right"  person for a part icular job w ithin an 
organization. Recruiters sometimes are referred to as " headhunters."  
The executive w ho is hired doesn' t  pay the fee; it ' s part of the 
agreement betw een the hiring business and the search f irm. Executive 
search f irms usually subscribe to a code of ethics established by 
industry members; some f irms are licensed by the states w here they 
do business, as required by state law .  
 
•  Temporary help services supply w orkers to businesses on a 
temporary or as-need basis. Businesses pay an agreed-upon w age to 
the temporary service for w ork performed by the employees. The 
temporary service f irm pays the w orkers, not the temporary employer.  
 
•  Executive counseling services or career counseling services help job 
seekers w ith career direct ions and decisions more than w ith job 
placement. They may offer services like skill identif icat ion and self  
evaluation, resume preparation and letter w rit ing, and general 
information about companies or organizations in a part icular location 
or job f ield. Fees can be as high as $4,000, and payment often is 
required before services are provided. You' ll probably have to pay this 
fee even if  you don' t  f ind a job. Placement is not guaranteed. State 
law  dictates w hether executive counseling f irms are licensed.  
 
•  Job list ing services or advisory services sell information about 
gett ing a job in the U.S. or abroad. They often use pay-per-call 900-
numbers to do this. They do not provide actual job placement. 
Information may include lists of job openings; general t ips on 
conducting a successful job search or interview , and broad guidance in 
resume w rit ing. These advisory f irms often require an up-front fee for 
their list ings.  
 

Protecting Yourself  
Before you spend any money responding to job ads or complet ing job 
placement contracts, the FTC suggests that you:  
 

•  Be suspicious of any employment -service f irm that promises to get you 
a job.  

 
•  Be skeptical of any employment -service f irm that charges up-front fees, 

even if  it  guarantees refunds to dis-satisf ied customers.  
 
•  Don' t  give out your credit  card or bank account information on the 

phone unless you' re familiar w ith the company and agree to pay for 
something. Anyone w ho has your account information can use it  to 
commit f inancial fraud against you.  

 
•  Get a copy of  the f irm' s contract and review  it  carefully before you pay 

any money. Understand the terms and condit ions of the f irm' s refund 
policy. Make sure you understand w hat services w ill be provided by 



the f irm and w hat you' ll be responsible for. If  oral promises are made 
that don' t  also appear in the contract , think tw ice about doing 
business w ith the f irm.  

 
•  Take your t ime review ing the contract. Don' t  be rushed into paying for 

services. Avoid high-pressure sales pitches that require you to pay 
now  or risk losing out on the opportunity.  

 
•  Be cautious about purchasing from a f irm that ' s reluctant to answ er 

your questions or gives you evasive answ ers.  
 
•  Be aw are that some list ing services and " consultants"  may place ads 

that seem to offer jobs w hen, in fact, they' re selling employment 
information.  

 
•  Follow  up w ith the off ices of any company or organization listed in an 

ad by an employment service, to f ind out if  the company' s really 
hiring.  

 
•  Be w ary of  f irms promoting " previously undisclosed"  federal 

government jobs. All federal posit ions are announced to the public.  
 
•  Check w ith your local consumer protect ion agency, state Attorney 

General' s Off ice, and the Better Business Bureau to see if  any 
complaints have been f iled about a company w ith w hich you intend to 
do business.  

 
In addit ion, federal law  prohibits the use of a toll-free number for pay-per-call 
900-number services. This means that anyone calling a toll-free number 
cannot be charged simply for complet ing the call, and that a toll-free number 
call cannot be transferred, or connected to, a pay-per-call 900-number 
service. Federal law  also prohibits any telephone message that  solicits calls 
to a pay-per-call 900-number service from failing to disclose the cost of the 
call.  
 
For More Information  
A variety of free and low -cost resources are available to help you in your job 
search.  
 

•  Job Service off ices post vacancies and offer counseling and referrals to 
other job resources.  



 
•  Local and county human resources off ices provide some placement 

assistance. They can give you the names of other groups that may be 
helpful, such as labor unions or federally-funded vocational programs.  

 
•  University, college and community college career service off ices usually 

limit their help to students and alumni, but some may let you look at  
their current job list ings.  

 
•  Local libraries can direct you to information on w rit ing a resume, 

interview ing, or compiling a list of companies and organizations to 
contact about job openings.  

 
•  The Internet, through major online services and electronic bullet in 

boards, has information and options to help you, including classif ied 
ads and resume postings.  

 
Where to Complaint  
If  you have a problem w ith an employment -service f irm, contact your local 
consumer protect ion agency, Better Business Bureau, the appropriate state 
licensing board, or your state Attorney General.  
 
If  you have problems w ith charges on your phone bill for 900-number calls to 
fraudulent businesses, contact  your telephone company immediately. No 
phone company is obligated to delete the charges, but you should ask. Call 
your carrier or the Federal Communications Commission for policy 
information.  



CONSUMER ALERTS  
 
„Free Government Grants‟: Don‟t Take Them for Grant-ed  
― Because you pay your income taxes on t ime, you have been aw arded a free 
$12,500 government grant! To get your grant, simply give us your checking 
account information, and w e w ill direct -deposit  the grant into your bank 
account!‖   
Sometimes, it ’s an ad that claims you w ill qualify to receive a ― free grant‖  to 
pay for education costs, home repairs, home business expenses, or unpaid 
bills. Other t imes, it ’s a phone call supposedly from a ― government‖  agency 
or some other organization w ith an off icial sounding name. In either case, 
the claim is the same: your applicat ion for a grant is guaranteed to be 
accepted, and you’ ll never have to pay the money back.  
But the Federal Trade Commission (FTC), the nation’s consumer protect ion 
agency, says that ― money for nothing‖  grant offers usually are scams, 
w hether you see them in your local paper or a national magazine, or hear 
about them on the phone.  
Some scam art ists advert ise ― free grants‖  in the classif ieds, invit ing readers 
to call a toll-free number for more information. Others are bolder: they call 
you out of the blue. They lie about w here they’ re calling from, or they claim 
legit imacy using an off icial-sounding name like the ― Federal Grants 
Administrat ion.‖  They may ask you some basic questions to determine if  you 
― qualify‖  to receive a grant. FTC attorneys say calls and come-ons for free 
money invariably are rip offs.  
Grant scammers generally follow  a script : they congratulate you on your 
eligibility, then ask for your checking account information so they can 
― deposit  your grant direct ly into your account,‖  or cover a one-t ime 
― processing fee.‖  The caller may even reassure you that you can get a 
refund if  you’ re not sat isf ied. In fact, you’ ll never see the grant they promise; 
they w ill disappear w ith your money.  
The FTC says follow ing a few  basic rules can keep consumers from losing 
money to these ― government grant‖  scams:  
 

•  Don‟t give out your bank account information to anyone you don‟t 
know. Scammers pressure people to divulge their bank account  
information so that  they can steal the money in the account. Alw ays 
keep your bank account information confidential. Don’ t share it  unless 
you are familiar w ith the company and know  w hy the information is 
necessary.  

 
•  Don‟t pay any money for a “free” government grant. If  you have to pay 

money to claim a ― free‖  government grant, it  isn’ t  really free. A real 
government agency w on’ t ask you to pay a processing fee for a grant 
that you have already been aw arded — or to pay for a list  of grant -
making inst itut ions. The names of agencies and foundations that 
aw ard grants are available for free at any public library or on the 
Internet. The only off icial access point for all federal grant -making 
agencies is w w w .grants.gov.  

 
•  Look-alikes aren‟t the real thing. Just because the caller says he’s from 

the ― Federal Grants Administrat ion‖  doesn’ t  mean that he is. There is 
no such government agency. Take a moment to check the blue pages 
in your telephone directory to bear out  your hunch — or not .  

 
•  Phone numbers can deceive. Some con art ists use Internet technology 

to disguise their area code in caller ID systems. Although it  may look 
like they’ re calling from Washington, DC, they could be calling from 
anyw here in the w orld.  

 



 
•  Take control of the calls you receive. If  you w ant to reduce the number of 
telemarketing calls you receive, place your telephone number on the National 
Do Not Call Registry. To register online, visit  w w w .donotcall.gov. To register 
by phone, call 1-888-382-1222 (TTY: 1-866-290-4236) from the phone 
number you w ish to register.  
 
•  File a complaint with the FTC. If  you think you may have been a vict im of a 
government grant scam, f ile a complaint w ith the FTC online at 
w w w .ftc.gov, or call toll-free, 1-877-FTC-HELP (1-877-382-4357); TTY: 1-
866-653-4261. The FTC enters Internet, telemarketing, identity theft, and 
other fraud-related complaints into Consumer Sentinel, a secure online 
database available to hundreds of civil and criminal law  enforcement 
agencies in the U.S. and abroad.  
 
Need money for college? Doesn' t  everybody? With tuit ion bills skyrocketing, 
and room and board going through the roof, students and their families are 
looking for creative w ays to f inance a college education. Unfortunately, in 
their efforts to pay the bills, many of them are falling prey to scholarship and 
f inancial aid scams.  
The Micropow er Computer Inst itute cautions students to look for tell tale 
lines:  
 

•  " The scholarship is guaranteed or your money back."   
 
•  " You can' t  get this information anyw here else."   
 
•  " I just need your credit  card or bank account number to hold this 

scholarship."   
 
•  " We' ll do all the w ork."   
 
•  " The scholarship w ill cost some money."   
 
•  " You' ve been selected by a ' nat ional foundation'  to receive a 

scholarship"  or " You' re a f inalist"  in a contest you never entered.  
 
According to the Federal Trade Commission, unscrupulous companies 
guarantee or promise scholarships, grants or fantast ic f inancial aid packages. 
Many use high pressure sales pitches at seminars w here you' re required to 
pay immediately or risk losing out on the " opportunity."   
Some unscrupulous companies guarantee that they can get scholarships on 
behalf  of students or aw ard them " scholarships"  in exchange for an advance 
fee. Most offer a " money back guarantee" - but attach condit ions that make 
it  impossible to get the refund. Others provide nothing for the student ' s 
advance fee - not even a list of potential sources; st ill others tell students 
they' ve been selected as " f inalists"  for aw ards that require an up-front fee. 
Sometimes, these companies ask for a student ' s checking account to 
" confirm eligibility,"  then debit  the account w ithout the student ' s consent. 
Other companies quote only a relat ively small " monthly"  or " weekly"  fee and 
then ask for authorizat ion to debit  your checking account - for an 
undetermined length of t ime.  



The Micropow er Career Inst itute cautions students to look and listen for 
these tell-tale lines:  
 

•  The scholarship is guaranteed or your money back."   
 
•  " You can' t  get this information anyw here else."   
 
•  " I just need your credit  card or bank account number to hold this 

scholarship."   
 
•  " We' ll do all the w ork."   
 
•  " The scholarship w ill cost some money."   
 
•  " You' ve been selected"  by a " national foundation"  to receive a 

scholarship - or " You' re a f inalist "  in a contest you never entered.  
 
If  you attend a seminar on f inancial aid or scholarships, follow  these steps:  
 

•  Take your t ime. Don' t  be rushed into paying at the seminar. Avoid high-
pressure sales pitches that require you to buy now  or risk losing out 
on the opportunity. Solid opportunit ies are not  sold through nerve-
racking tact ics.  

 
•  Investigate the organization you' re considering paying for help. Talk to a 

guidance counselor or f inancial aid advisor before spending your 
money. You may be able to get the same help for free.  

 
•  Be w ary of " success stories"  or test imonials of extraordinary success - 

the seminar operation may have paid " shills"  to give glow ing stories. 
Instead, ask for a list  of at least three local families w ho' ve used the 
services in the last year. Ask each if  they' re satisf ied w ith the 
products and services received.  

 
•  Be cautious about purchasing from seminar representat ives w ho are 

reluctant to answ er questions or w ho give evasive answ ers to your 
questions. Legit imate business people are more than w illing to give 
you information about their service.  

 
•  Ask how  much money is charged for the service, the services that w ill 

be performed and the company' s refund policy. Get this informat ion in 
w rit ing. Keep in mind that you may never recoup the money you give 
to an unscrupulous operator, despite stated refund policies.  

 
The FTC says many legit imate companies advert ise that they can get 
students access to lists of scholarships in exchange for an advance fee. 
Other legit imate services charge an advance fee to compare a student ' s 
prof ile w ith a database of scholarship opportunit ies and provide a list of 
aw ards for w hich a student may qualify. And, there are scholarship search 
engines on the World Wide Web. The dif ference: Legit imate companies never 
guarantee or promise scholarships or grants.  



 

 

 

 

 

Contacts: Emergency Phone Numbers for Law Enforcement Agencies 

Emergency Phone Number 911 

Non Emergencies 311 

Report cases of Abuse (800) 96-ABUSE 

Contacts:  Student Services Representatives in Each Location. 

Mr  Val Ariola - Manhattan Student Affairs 212-279-2550 

Dr.Reena Sharma - Mineola Student Affairs 516-742-5913 

Ms.Rolando Mejia - Elmhurst Student Affairs 718-507-2663 

Ms.Jill - Hauppauge Student Affairs 631-656-2940 

Ms.Nafisa  –  Linden, NJ Student Affairs 908-587-9070 

 


