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Human Resource Management

Pre-Employment Policies

Policy

Published: Employee Handbook

It is the policy of CSFTW to select for employment only persons of good character who have the
skills and other qualifications necessary to fulfill job requirements while complying with the
provisions of Texas Workforce Commission and our accrediting counsel ACCET.

Recruitment

Published: Employee Handbook

CSFTW is committed to securing the services of the best personnel available. CSFTW seeks
applicants in accordance with its policy pertaining to nondiscrimination described in section1-03
of this employee handbook. All instructional personnel will be recruited by appointed staff
members. Chef instructors must be approved by the Texas Workforce Commission and meet the
minimum qualifications for instructors outlined in the Texas Workforce Commission Directors’
Resource Guide-Career School and Colleges.

Selection

Published: Employee Handbook

It is the policy of CSFTW to select employees solely on the basis of character, professional
qualifications, and critical job requirements. Employees will be selected in a manner that does not
unlawfully discriminate on the basis of race, age, family care status, color, sex, sexual orientation,
religion (creed), disability, ancestry or national origin. Final selection of employees will be made
by the School Director. Offers of employment may be withdrawn if it is determined that the
information provided by the applicant during the pre-employment process was inaccurate,
incomplete, or untruthful.

Orientation

Published: Employee Handbook

Each new employee will meet with their supervisor for an initial orientation session. Orientation
will include review of the school’s policies and procedures, the employee handbook, and the
relevant job description. Each employee will be required to sign a statement that he/she has
received a copy of the employee handbook.

Instructional Personnel Orientation
New instructors shall complete the following orientation process during the introductory period:

e Tour the school’s facilities to learn the location of available equipment.

e Review the school’s opening/closing procedures and Emergency Disaster plan.

e Become familiar with grading rubrics, entering grades, lesson plans, and attendance
policy.

e Observe a minimum of four classes and four labs in progress.
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e Team-teach in lecture and kitchen with an experienced instructor for a minimum of four
classes. Responsibilities of new instructors are gradually increased.

e Understand the chef instructor schedule, attend weekly chef meetings, and review
curriculum for class.

e Procurement of class supplies, equipment, and lecture information.

e Review the school’s policies and procedures.

e Interact with students and participate in the evaluation of food product.

Employment Policies

Nature of Employment

Published: Employee Handbook

Employment with CSFTW is voluntarily entered into and is “at-will,” meaning that the employee
is free to resign at-will at any time, with or without notice or cause. Similarly, CSFTW may
terminate the employment relationship at any time, with or without notice or cause, so long as
there is no violation of applicable federal or state law. No one has the authority to make verbal
statements that change the at-will nature of employment, and the at-will relationship cannot be
changed or modified for any employee except in a written agreement signed by that employee and
the Director of CSFTW. Policies set forth in this Handbook are not intended to create a contract,
nor are they to be construed to constitute contractual obligations of any kind or a contract of
employment between CSFTW and any of its employees. The provisions of the Handbook have
been developed at the discretion of management and, except for its policy of employment-at-will,
may be amended or cancelled at any time, at CSFTW’s sole discretion. These provisions supersede
all existing policies and practices and may not be amended or added to without the express written
approval of the School Director or person designated by the Director of CSFTW.

Employee Relations

Published: Employee Handbook

CSFTW believes that the work conditions, wages, and benefits it offers to its employees are
competitive with those offered by other employers in this area and in this industry. If employees
have concerns about work conditions or compensation, they are strongly encouraged to voice these
concerns openly and directly to their supervisors. CSFTW demonstrates its commitment to
employees by responding effectively to employee concerns.

Equal Employment Opportunity

Published: Employee Handbook

In order to provide equal employment and advancement opportunities to all individuals,
employment decisions at CSFTW will be based on merit, qualifications, and the needs of the
company. CSFTW does not unlawfully discriminate in employment opportunities or practices on
the basis of race, color, religion, sex, national origin, age, disability, ancestry, medical conditions,
family care status, sexual orientation, or any other basis prohibited by law. CSFTW will make
reasonable accommodations for qualified individuals with known disabilities unless doing so
would result in an undue hardship to the extent required by law. This policy governs all aspects of
employment, including selection, job assignment, compensation, discipline, termination, and
access to benefits and training.
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Any employees with questions or concerns about any type of discrimination in the workplace are
encouraged to bring these issues to the attention of their immediate supervisor or the School
Director. Employees can raise concerns and make reports without fear of reprisal. Anyone found
to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to
and including termination of employment.

Business Ethics and Conduct

Published: Employee Handbook

The successful business operation and reputation of CSFTW are built upon the principles of fair
dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires
careful observance of the spirit and the letter of all applicable laws and regulations, as well as a
scrupulous regard for the highest standards of conduct and personal integrity.

The continued success of CSFTW is dependent upon our students’ and customers’ trust and we
are dedicated to preserving that trust. Employees owe a duty to CSFTW, its students, its customers,
and its shareholders to act in a way that will merit the continued trust and confidence of the public.
CSFTW will comply with all applicable laws and regulations and expects its directors, officers,
and employees to conduct business in accordance with the letter, spirit, and intent of all relevant
laws and to refrain from any illegal, dishonest, or unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide you with respect
to lines of acceptable conduct. If a situation arises where it is difficult to determine the proper
course of action, the matter should be discussed openly with your immediate supervisor and, if
necessary, with the School Director for advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every

CSFTW employee. Disregarding or failing to comply with this standard of business ethics and
conduct could lead to disciplinary action, up to and including possible termination of employment.

Personal Relationships in the Workplace

Published: Employee Handbook

The employment of relatives or individuals involved in a dating relationship in the same area of
an organization may cause serious conflicts and problems with favoritism and employee morale.
In addition to claims of partiality in treatment at work, personal conflicts from outside the work
environment can be carried over into day-to-day working relationships.

For purposes of this policy, relatives are any persons who are related to each other by blood or
marriage or whose relationship is similar to that of persons who are related by blood or marriage.
A dating relationship is defined as a relationship that may be reasonably expected to lead to the
formation of a consensual “romantic” or sexual relationship. This policy applies to all employees
without regard to the gender or sexual orientation of the individuals involved.

Relatives of current employees may not occupy a position that will be working directly for or
supervising their relative except as required by law or approved by the School Director. Individuals
involved in a dating relationship with a current employee may also not occupy a position that will
be working directly for or supervising the employee with whom they are involved in a dating
relationship. CSFTW also reserves the right to take prompt action if an actual or potential conflict
of interest arises involving relatives or individuals involved in a dating relationship who occupy
positions at any level (higher or lower) in the same line of authority that may affect the review of
employment decisions.
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If a relative relationship or dating relationship is established after employment between employees
who are in a reporting situation described above, it is the responsibility and obligation of the
supervisor involved in the relationship to disclose the existence of the relationship to management.
In other cases where a conflict, or the potential for conflict, arises because of the relationship
between employees, even if there is no line of authority or reporting involved, the employees may
be separated by reassignment or terminated from employment. Employees in a close personal
relationship should refrain from public workplace displays of affection or excessive personal
conversation.

Immigration Law Compliance

Published: Employee Handbook

CSFTW is committed to employing only United States citizens and aliens who are authorized to
work in the United States and does not unlawfully discriminate on the basis of citizenship or
national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a
condition of employment, must complete the Employment Eligibility Verification Form 1-9 and
present documentation establishing identity and employment eligibility. Former employees who
are rehired must also complete the form if they have not completed an I-9 with CSFTW within the
past three years, or if their previous I-9 is no longer retained or valid. CSFTW utilizes E-Verify
DHS to verify I-9 information and employment eligibility.

Employees with questions or seeking more information on immigration law issues are encouraged
to contact the School Director. Employees may raise questions or complaints about immigration
law compliance without fear of reprisal.

Conflicts of Interest

Published: Employee Handbook

Employees have an obligation to conduct business within guidelines that prohibit actual or
potential conflicts of interest. This policy establishes only the framework within which CSFTW
wishes the business to operate. The purpose of these guidelines is to provide general direction so
that employees can seek further clarification on issues related to the subject of acceptable standards
of operation. Contact the School Director for more information or questions about conflicts of
interest.

An actual or potential conflict of interest occurs when an employee is in a position to influence a
decision that may result in a personal gain for that employee or for a relative as a result of
CSFTW’s business dealings. For the purposes of this policy, a relative is any person who is related
by blood or marriage or whose relationship with the employee is similar to that of persons who are
related by blood or marriage.

No “presumption of guilt” is created by the mere existence of a relationship with outside firms.
However, if employees have any influence on transactions involving purchases, contracts, or
leases, it is imperative that they disclose to an officer of CSFTW as soon as possible the existence
of any actual or potential conflict of interest so that safeguards can be established to protect all
parties.

Personal gain may result not only in cases where an employee or relative has a significant
ownership in a firm with which CSFTW does business, but also when an employee or relative
receives any kickback, bribe, substantial gift, or special consideration as a result of any transaction
or business dealings involving CSFTW.
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Non-Disclosure
Published: Employee Handbook
The protection of confidential business information and trade secrets is vital to the interests and
the success of CSFTW. Such confidential information includes, but is not limited to, the following
examples:

e curriculum and class materials
acquisitions
compensation data
computer processes
computer programs and codes
student and customer lists
student and customer preferences
financial information
investments
labor relations strategies
marketing strategies
new materials research
partnerships
pending projects and proposals
proprietary production processes
research and development strategies
technological data
technological prototypes

All employees may be required to sign a non-disclosure agreement as a condition of employment.
Employees who improperly use or disclose trade secrets or confidential business information will
be subject to disciplinary action, up to and including termination of employment and legal action,
even if they do not actually benefit from the disclosed information.

Disability Accommodation

Published: Employee Handbook

CSFTW 1is committed to complying fully with applicable disability laws and ensuring equal
opportunity in employment for qualified persons with disabilities.

Hiring procedures have been reviewed and provide persons with disabilities meaningful
employment opportunities. Pre-employment inquiries are made regarding only an applicant’s
ability to perform the duties of the position.

Reasonable accommodation is available to all disabled employees, where their disability affects
the performance of job functions to the extent required by law. All employment decisions are based
on the merits of the situation and the needs of the company, not the disability of the individual.
CSFTW is also committed to not unlawfully discriminating against any qualified employees or
applicants because they are related to or associated with a person with a disability.

This policy is neither exhaustive nor exclusive. CSFTW is committed to taking all other actions
necessary to ensure equal employment opportunity for persons with disabilities in accordance with
the ADA and all other applicable federal, state, and local laws.
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Employment Categories

Published: Employee Handbook

It is the intent of CSFTW to clarify the definitions of employment classifications so that employees
understand their employment status and benefit eligibility. These classifications do not guarantee
employment for any specified period of time. Accordingly, the right to terminate the employment
relationship at will at any time is retained by both the employee and CSFTW.

Each employee is designated as either NONEXEMPT (hourly) or EXEMPT (salary) from federal
and state wage and hour laws. NONEXEMPT employees are entitled to overtime pay under the
specific provisions of federal and state laws. EXEMPT employees are excluded from specific
provisions of federal and state wage and hour laws. An employee’s EXEMPT or NONEXEMPT
classification may be changed only upon written notification by CSFTW management. In addition
to the above categories, each employee will belong to one other employment category:
REGULAR FULL-TIME employees are those who are not in a temporary or introductory status
and who are regularly scheduled to work CSFTW’s full-time schedule. Generally, they are eligible
for CSFTW’s benefit package, subject to the terms, conditions, and limitations of each benefit
program.

REGULAR PART-TIME employees are those who are not in a temporary or introductory status
and who are regularly scheduled to work at CSFTW for less than 30 hours per week. They are
ineligible for CSFTW’s benefit package, subject to the terms, conditions, and limitations of each
benefit program.

PERJOB employees are those who are not in a temporary or introductory status and who are
scheduled to work in CSFTW’s classes. PERJOB employees are compensated at a rate determined
for each class or project worked. Generally, they are ineligible for CSFTW’s benefit package,
subject to the terms, conditions, and limitations of each benefit program.

INTRODUCTORY employees are those whose performance is being evaluated to determine
whether further employment in a specific position or with CSFTW is appropriate. Employees who
satisfactorily complete the introductory period will be notified of their new employment
classification.

TEMPORARY employees are those who are hired as interim replacements, to temporarily
supplement the work force, or to assist in the completion of a specific project. Employment
assignments in this category are of a limited duration. Employment beyond any initially stated
period does not in any way imply a change in employment status. Temporary employees retain
that status unless and until notified of a change. While temporary employees receive all legally
mandated benefits (such as workers’ compensation insurance and Social Security), they are
ineligible for all of CSFTW’s other benefit programs.

Access to Personnel Files

Published: Employee Handbook

CSFTW maintains a personnel file on each employee. The personnel file includes such information
as the employee’s resume, records of training, and other employment records.

Personnel files are the property of CSFTW and access to the information they contain is restricted.
Generally, only supervisors and management personnel of CSFTW who have a legitimate reason
to review information in a file are allowed access.

Employees who wish to review their own file should contact the School Director. With reasonable
advance notice, employees may review their own personnel files in CSFTW’s offices and in the
presence of an individual appointed by CSFTW to maintain the files.
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Personal Data Changes

Published: Employee Handbook

It is the responsibility of each employee to promptly notify CSFTW of any changes in personal
data. Personal mailing addresses, telephone numbers, individuals to be contacted in the event of
an emergency, educational accomplishments, and other such status reports should be accurate and
current at all times. If any personal data has changed, notify the Director of Compliance.

Introductory Period

Published: Employee Handbook

The introductory period is intended to give new employees the opportunity to demonstrate their
ability to achieve a satisfactory level of performance and to determine whether the new position
meets their expectations. CSFTW uses this period to evaluate employee capabilities, work habits,
and overall performance. Either the employee or CSFTW may end the employment relationship
at-will at any time during or after the introductory period, with or without cause or advance notice.
All new and rehired employees work on an introductory basis for the first 90 calendar days after
their date of hire. Any significant absence will automatically extend an introductory period by the
length of the absence. If CSFTW determines that the designated introductory period does not allow
sufficient time to thoroughly evaluate the employee’s performance, the introductory period may
be extended for a specified period.

Employment Applications

Published: Employee Handbook

CSFTW relies upon the accuracy of information contained in the employment application, as well
as the accuracy of other data presented throughout the hiring process and employment. Any
misrepresentations, falsifications, or material omissions in any of this information or data may
result in the exclusion of the individual from further consideration for employment or, if the person
has been hired, termination of employment.

In processing employment applications, CSFTW may obtain a consumer credit report or
background check for employment. CSFTW takes an adverse employment action based in whole
or in part on any report caused by the Fair Credit Reporting Act, a copy of the report and a
summary of your rights under the Fair Credit Reporting Act will be provided as well as any other
documents required by law.

Employee Supervision and Performance Evaluation

Published: Employee Handbook

Supervisors and employees are strongly encouraged to discuss job performance and goals on an
informal, day-to-day basis. Formal performance evaluations are conducted to provide both
supervisors and employees the opportunity to discuss job tasks, identify and correct weaknesses,
encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals.
Supervision of employees will be overseen by the School Director. Employees that do not report
directly to the School Director will be supervised by the manager indicated in their job description.

Instructional Personnel Supervision

Supervision of instructional personnel is overseen by the Faculty Supervisor. Classroom
observations will be conducted periodically, a minimum of once per year, and informally without
advance notice. Classroom/lab observations are documented by the completion of an observation
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form by the Faculty Supervisor. Results of the observations will be communicated to the
instructor at the time of their formal employee evaluation. If immediate suggestions or
improvements need to be implemented by the instructors, the Faculty Supervisor will address
these needs with the instructor on an individual basis. Follow-up observations may be conducted
by the Faculty Supervisor to ensure the correction has been implemented.

Job Descriptions

Published: Employee Handbook

CSFTW maintains job descriptions to aid in orienting new employees to their jobs, identifying the
requirements of each position, establishing hiring criteria, setting standards for employee
performance evaluations, and establishing a basis for making reasonable accommodations for
individuals with disabilities.

Job descriptions are rewritten periodically to reflect any changes in position duties and
responsibilities. All employees will be expected to help ensure that their job descriptions are
accurate and current, reflecting the work being done.

Employees should remember that job descriptions do not necessarily cover every task or duty that
might be assigned, and that additional responsibilities may be assigned as necessary. Employees
should contact their supervisor with any questions or concerns about job descriptions.

Professional Growth and Development
Published: Employee Handbook
It is recommended that all instructors participate in professional growth and development
programs on a continued basis. To fulfill requirements of the Texas Workforce Commission,
each full-time instructor, the School Director, and Director of Admissions must complete 6
approved CEU’s every year. The school may reimburse or pay for the cost of training if the
following requirements are met.
» Training of choice must be approved in advance by the supervisor to be eligible for
reimbursement.
* Proof of CEU’s completion must be submitted to Director of Compliance to receive
reimbursement.
Part-time instructors and class assistants must participate in at least one professional
development opportunity per year. In-service opportunities will be provided by the school each
year. Participation must be documented in the employee’s file or verified by signature at the in-
service meeting.

Employee Benefits
Published: Employee Handbook
Eligible employees at CSFTW are provided a wide range of benefits. A number of the programs
cover all employees in the manner prescribed by law.
Benefits eligibility is dependent upon a variety of factors, including employee classification.
Supervisors are responsible for identifying eligible programs for employees. Details of many of
these programs can be found elsewhere in the Handbook.
The following benefit programs are available to eligible employees:

e PTO (paid time off)

e Holidays
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e Bereavement Leave
Some benefit programs require contributions from the employee. Many benefits are described in
separate Summary Plan Descriptions, or Plans, which may change from time to time. The
Summary Plan Description will have control over any policy in this Handbook. You will receive
a copy of each Summary Plan Description applicable to you. Contact the School Director if you
need a Summary Plan Description or have any questions.

Personal Time Off Benefits

Published: Employee Handbook

Personal Time Off (PTO) with pay is available to eligible employees to provide opportunities for
rest, relaxation, personal pursuits and sick leave. Employees in the following employment
classification(s) are eligible to earn and use vacation time as described in this policy:

Regular full-time and salaried employees

The length of eligible service is calculated on the basis of a “benefit year.” This is the 12-month
period that begins on the employee’s first day of service. PTO will begin accruing on the first day
of service and credited on a monthly basis. PTO will not be available for use until a 90-day
probationary period after the first day of service is satisfied. An employee’s benefit year may be
extended for any significant leave of absence except military leave of absence. Military leave has
no effect on this calculation. (See individual leave of absence policies for more information.)

There are two PTO plans which are dependent on job category. Your supervisor will inform you
of which category you belong:

¢ Administrative Staff

e Faculty (Instructors and Kitchen Employees)

The amount of PTO an Administrative Staff employee receives each year increases with the length
of their employment, as shown in the following schedule:

Administrative Staff
Years of Eligible Service Accrual Rate (Days/Month) Total Days Earned/Year
0-2 .834 10
3-6 1.25 15
7+ 1.667 20

The amount of PTO a Faculty employee receives each year is consistent, as shown in the following
schedule:

Faculty (Instructors and Kitchen Employees)
Accrual Rate (Days/Month) Total Days Earned/Year
.834 10

PTO can be used in minimum increments of four hours. To use PTO, employees should request
advance approval from their supervisors. Requests will be reviewed based on a number of factors,
including business needs and staffing requirements.

PTO is paid at the employee’s base pay rate at the time of use. It does not include overtime or any
special forms of compensation such as incentives, commissions, bonuses, or shift differentials.
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As stated above, employees are encouraged to use available PTO for rest, relaxation, personal
pursuits and sick leave. In the event that available PTO is not used by the end of the benefit year,
employees may carry one week (5 days) unused time forward to the next benefit year. If the total
amount of unused vacation time reaches a “cap” equal to twenty-five days, further PTO accrual
will stop. When the employee uses PTO and brings the available amount below the cap, PTO
accrual will begin again.

Upon termination of employment, employees will be paid for unused PTO time that has been
earned through the last day of work.

Holidays
Published: Employee Handbook
CSFTW will grant holiday time off to all full-time and salaried employees.

Faculty Holiday Schedule:
e New Year’s Day (January 1)
Martin Luther King Jr. Day (third Monday in January)
Good Friday (Friday before Easter)
Memorial Day (last Monday in May)
Independence Day (July 4) Week.
o (Specific dates surrounding holiday subject to school schedule)
Labor Day (first Monday in September)
e Thanksgiving Week (fourth Thursday in November) .
o (Specific dates surrounding holiday subject to school schedule)
e Christmas (December 25) and the two weeks surrounding it.
o (Specific dates surrounding holiday subject to school schedule)
e New Year’s Eve (December 31)

Administrative Staff Holiday Schedule:
e New Year’s Day (January 1)
e Martin Luther King Jr. Day (third Monday in January)
e Good Friday (Friday before Easter)
e Memorial Day (last Monday in May)
e Independence Day (July 4).
o (Specific dates surrounding holiday subject to school schedule)
e Labor Day (first Monday in September)
e Thanksgiving Day, the day prior and the day after (fourth Wednesday, Thursday and
Friday in November).
o (Specific dates surrounding holiday subject to school schedule)
e Christmas Day (December 25), the day prior and the day after
o (Specific dates surrounding holiday subject to school schedule)
e New Year’s Eve (December 31)

CSFTW will grant paid holiday time off to all eligible employees immediately upon assignment
to an eligible employment classification. Holiday pay will be calculated based on the employee’s
straight time pay rate (as of the date of the holiday) times the number of hours the employee would
otherwise have worked on that day. Eligible employee classification(s):
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Regular full-time and salaried employees

If a recognized holiday falls during an eligible employee’s paid absence (e.g., vacation, sick leave),
the employee will be ineligible for holiday pay. Paid time off for holidays will be counted as hours
worked for the purposes of determining whether overtime pay is owed.

Time Off to Vote

Published: Employee Handbook

CSFTW encourages employees to fulfill their civic responsibilities by participating in elections.
Generally, employees are able to find time to vote either before or after their regular work schedule.
If employees are unable to vote in an election during their nonworking hours, CSFTW will grant
up to two hours of paid time off to vote.

Employees should request time off to vote from their supervisor at least two working days prior to
the Election Day. Advance notice is required so that the necessary time off can be scheduled at the
beginning or end of the work shift, whichever causes less disruption to the normal work schedule.
Employees must submit a voter’s receipt on the first working day following the election to qualify
for paid time off.

Bereavement Leave

Published: Employee Handbook

Employees who wish to take time off due to the death of close family or friends should notify their
supervisor immediately.

Up to three days of paid bereavement leave will be provided to eligible employees in the following
classification(s):

Regular Full-Time or Salaried Employees
Immediate Family 3 Days
Grandparents 2 Days
Other Close Family or Friends 1 Day

Bereavement pay is calculated based on the base pay rate at the time of absence and will not include
any special forms of compensation, such as incentives, commissions, bonuses, or shift
differentials.

Bereavement leave will normally be granted unless there are unusual business needs or staffing
requirements. Employees may, with their supervisors’ approval, use any available paid leave for
additional time off as necessary.

Jury Duty

Published: Employee Handbook

The Culinary School of Fort Worth encourages employees to fulfill their civic responsibilities by
serving jury duty when required. Employees may request unpaid jury duty leave for the length of
absence. If desired, employees may use any available paid time off (for example, vacation
benefits).

Employees must show the jury duty summons to their supervisor as soon as possible so that the
supervisor may make arrangements to accommodate their absence. Of course, employees are
expected to report for work whenever the court schedule permits.
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Either the Culinary School of Fort Worth or the employee may request an excuse from jury duty
if, in The Culinary School of Fort Worth’s judgment, the employee’s absence would create serious
operational difficulties.

Vacation, sick leave, and holiday benefits will continue to accrue during unpaid jury duty leave.

Workers’ Compensation Insurance

Published: Employee Handbook

CSFTW provides a comprehensive workers’ compensation insurance program at no cost to
employees, pursuant to law. This program covers any injury or illness sustained in the course of
employment that requires medical, surgical, or hospital treatment. Subject to applicable legal
requirements, workers’ compensation insurance provides benefits after a short waiting period or,
if the employee is hospitalized, immediately.

Employees who sustain work-related injuries or illnesses should inform their supervisor
immediately. No matter how minor an on-the-job injury may appear, it is important that it be
reported immediately.

Paydays

Published: Employee Handbook

CSFTW employees are paid on the 1*t and 15" of each month. Each paycheck will include earnings
for all work performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a day off, such as a weekend or holiday,
employees will receive pay on the last day of work before the regularly scheduled payday.

Employment Termination
Published: Employee Handbook
Termination of employment is an inevitable part of personnel activity within any organization and
many of the reasons for termination are routine. Below are examples of some of the most common
circumstances under which employment is terminated:
» Resignation — voluntary employment termination initiated by an employee.
* Discharge — involuntary employment termination initiated by the organization.
* Layoff — involuntary employment termination initiated by the organization because of an
organizational change.
* Retirement — voluntary employment termination initiated by the employee meeting age,
length of service, and any other criteria for retirement from the organization.
Nothing in this policy is intended to change the company’s at-will employment policy. Due to the
fact that employment with CSFTW is based on mutual consent, both the employee and CSFTW
the right to terminate employment at will, with or without cause, at any time. Employees will
receive their final pay in accordance with applicable state law.
Employee benefits will be affected by employment termination in the following manner. All
accrued, vested benefits that are due and payable at termination will be paid. Some benefits may
be continued at the employee’s expense if the employee so chooses.
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Administrative Pay Corrections

Published: Employee Handbook

CSFTW takes all reasonable steps to ensure that employees receive the correct amount of pay in
each paycheck and that employees are paid promptly on the scheduled payday.

In the unlikely event that there is an error in the amount of pay, the employee should promptly
bring the discrepancy to the attention of the School Director or Director of Compliance so
corrections can be made as quickly as possible.

Pay Deductions and Setoffs

Published: Employee Handbook

The law requires that CSFTW make certain deductions from every employee’s compensation.
Among these are applicable federal, state, and local income taxes. CSFTW also must deduct Social
Security taxes on each employee’s earnings up to a specified limit that is called the Social Security
“wage base”, CSFTW matches the amount of Social Security taxes paid by each employee.

Safety

Published: Employee Handbook

Each employee is expected to obey safety rules and to exercise caution in all work activities.
Employees must immediately report any unsafe condition to the appropriate supervisor.
Employees who violate safety standards, who cause hazardous or dangerous situations, who fail
to report or, where appropriate, remedy such situations, may be subject to disciplinary action up
to and including termination of employment.

In the case of accidents that result in injury, regardless of how insignificant the injury may appear,
employees should immediately notify the appropriate supervisor. Such reports are necessary to
comply with laws and initiate insurance and workers’ compensation benefits procedures.

Work Schedules

Published: Employee Handbook

Work schedules for employees vary throughout our organization. Supervisors will advise
employees of their individual work schedules. Staffing needs and operational demands may
necessitate variations in starting and ending times, as well as variations in the total hours that may
be scheduled each day and week.

Use of Phone and Mail Systems

Published: Employee Handbook

Personal use of the telephone that result in additional fees charged to the school is not permitted.
To ensure effective telephone communications, employees should always speak in a courteous and
professional manner.

The mail supplies are reserved for business purposes only. Employees should refrain from sending
or receiving personal mail at the workplace. The e-mail system is the property of CSFTW.
Occasional use of the e-mail system for personal messages is permitted, within reasonable limits.
CSFTW will not guarantee the privacy of the e-mail system except to the extent required by law.
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Rest and Meal Periods

Published: Employee Handbook

All employees may take one one-hour meal period each workday. Supervisors will schedule meal
periods to accommodate operating requirements. Employees will be relieved of all active
responsibilities and restrictions during meal periods and will not be compensated for that time.
Brief rest periods will be allowed, as required by Texas law.

Emergency Closings

Published: Employee Handbook

At times, emergencies such as severe weather, fires, power failures, or earthquakes can disrupt
company operations. In extreme cases, these circumstances may require the closing of a work
facility. Supervisors will contact employees of such closings.

In cases where an emergency closing is not authorized, employees who fail to report for work will
not be paid for the time off. Employees may request available paid leave time such as unused
vacation benefits.

Business Travel Expenses

Published: Employee Handbook

CSFTW will reimburse employees for reasonable business travel expenses incurred while on
assignments away from the normal work location. All business travel must be approved in advance
by the School Director. Employees whose travel plans have been approved should make all travel
arrangements through CSFTW’s designated travel agency.

When approved, the actual costs of travel, meals, lodging, and other expenses directly related to
accomplishing business travel objectives will be reimbursed by CSFTW. Employees are expected
to limit expenses to reasonable amounts.

Employees with company credit cards are expected to use their card for expenses at the standard
current per diem rate for the area of travel. If an employee does not possess a company credit card,
they will be reimbursed with appropriate submission of receipts and expense reports.

Employees who are involved in an accident while traveling on business must promptly report the
incident to their immediate supervisor. Vehicles owned, leased, or rented by CSFTW may not be
used for personal use without prior approval. When travel is completed, employees should submit
completed travel expense reports within 30 days. Reports should be accompanied by receipts for
all individual expenses. Employees should contact their supervisor for guidance and assistance on
procedures related to travel arrangements, expense reports, reimbursement for specific expenses,
or any other business travel issues. Abuse of this business travel expenses policy, including
falsifying expense reports to reflect costs not incurred by the employee, can be grounds for
disciplinary action, up to and including termination of employment.

Visitors in the Workplace

Published: Employee Handbook

To provide for the safety and security of employees and the facilities at CSFTW, only authorized
visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety
standards, protects against theft, ensures security of equipment, protects confidential information,
safeguards employee welfare, and avoids potential distractions and disturbances. All visitors
should enter CSFTW at the main entrance. Authorized visitors will receive directions or be
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escorted to their destination. Employees are responsible for the conduct and safety of their visitors.
If an unauthorized individual is observed on CSFTW’s premises, employees should immediately
notify their supervisor or, if necessary, direct the individual to the main entrance.

Computer and E-mail Usage

Published: Employee Handbook

Computers, computer files, the e-mail system, and software furnished to employees are CSFTW
property intended for business use. Employees should not use a password, access a file, or retrieve
any stored communication without authorization.

CSFTW strives to maintain a workplace free of harassment and is sensitive to the diversity of its
employees. Therefore, CSFTW prohibits the use of computers and the e-mail system in ways that
are disruptive, offensive to others, or harmful to morale.

For example, the display or transmission of sexually explicit images, messages, and cartoons is
not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-
color jokes, or anything that may be construed as harassment or showing disrespect for others.
Employees should notify their immediate supervisor, the School Director, or any member of
management upon learning of violations of this policy. Employees who violate this policy will
be subject to disciplinary action, up to and including termination of employment.

Internet Usage

Published: Employee Handbook

Internet access to global electronic information resources on the World Wide Web is provided by
CSFTW to assist employees in obtaining work-related data and technology. The following
guidelines have been established to help ensure responsible and productive Internet usage. While
Internet usage is intended for job-related activities, incidental and occasional brief personal use of
e-mail and the Internet is permitted within reasonable limits.

All Internet data that is composed, transmitted, or received via our computer communications
systems is considered to be part of the official records of CSFTW and, as such, is subject to
disclosure to law enforcement or other third parties. Employees should expect only the level of
privacy that is warranted by existing law and no more. Consequently, employees should always
ensure that the business information contained in Internet e-mail messages and other transmissions
is accurate, appropriate, ethical, and lawful. Any questions regarding the legal effect of a message
or transmission should be brought to the School Director.

Data that is composed, transmitted, accessed, or received via the Internet must not contain content
that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating,
or disruptive to any employee or other person. Examples of unacceptable content may include, but
are not limited to, sexual comments or images, racial slurs, gender-specific comments, or any other
comments or images that could reasonably offend someone on the basis of race, age, sex, religious
or political beliefs, national origin, disability, sexual orientation, or any other characteristic
protected by law.

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or
patented material on the Internet is expressly prohibited. As a general rule, if an employee did not
create material, does not own the rights to it, or has not gotten authorization for its use, it should
not be put on the Internet. Employees are also responsible for ensuring that the person sending any
material over the Internet has the appropriate distribution rights. Any questions regarding the use
of such information should be brought to the School Director.
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Internet users should take the necessary anti-virus precautions before downloading or copying any
file from the Internet. All downloaded files are to be checked for viruses; all compressed files are
to be checked before and after decompression.
Abuse of the Internet access provided by CSFTW in violation of the law or CSFTW policies will
result in disciplinary action, up to and including termination of employment. Employees may also
be held personally liable for any violations of this policy. The following behaviors are examples
of previously stated or additional actions and activities that are prohibited and can result in
disciplinary action:
» Sending or posting discriminatory, harassing, or threatening messages or images
* Using the organization’s time and resources for personal gain
» Stealing, using, or disclosing someone else’s code or password without authorization
» Copying, pirating, or downloading software and electronic files without permission
* Sending or posting confidential material, trade secrets, or proprietary information outside
of the organization
* Violating copyright law
 Failing to observe licensing agreements
» Engaging in unauthorized transactions that may incur a cost to the organization or initiate
unwanted Internet services and transmissions
* Sending or posting messages or material that could damage the organization’s image or
reputation
» Participating in the viewing or exchange of pornography or obscene materials
* Sending or posting messages that defame or slander other individuals
* Attempting to break into the computer system of another organization or person
* Refusing to cooperate with a security investigation
» Sending or posting chain letters, solicitations, or advertisements not related to business
purposes or activities
» Using the Internet for political causes or activities, religious activities, or any sort of
gambling
» Jeopardizing the security of the organization’s electronic communications systems
» Sending or posting messages that disparage another organization’s products or services
» Passing off personal views as representing those of the organization
» Sending anonymous e-mail messages
» Engaging in any other illegal activities

Social Media Policy

Published: Employee Handbook

All photos of school events and photos including students are to only be posted by the school’s
official page/profile. Employees may then share the school’s post but are not permitted to
originate any post containing a photo including students or school events.

Employees are to keep in mind professionalism when posting and commenting on social media.
Instructional faculty may interact with current students on social media by creating and utilizing
a professional profile page. Administrative Staff is not permitted to connect to current students
on social media. Once a student’s status is no longer “current”, meaning they have graduated, or
left the school for another reason such as withdrawal, all faculty and staff are permitted to
connect on social media at their own discretion while maintaining the highest professionalism
standards at all times.
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Workplace Violence Prevention

Published: Employee Handbook

CSFTW is committed to preventing workplace violence and to maintaining a safe work
environment. CSFTW has adopted the following guidelines to deal with intimidation, harassment,
or other threats of (or actual) violence that may occur during business hours or on its premises.
All employees, including supervisors and temporary employees, should be treated with courtesy
and respect at all times. Employees are expected to refrain from fighting, “horseplay,” or other
conduct that may be dangerous to others. Firearms, weapons, and other dangerous or hazardous
devices or substances are prohibited from the premises of CSFTW without proper authorization
and license.

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the
public at any time, including off-duty periods, will not be tolerated. This prohibition includes all
acts of harassment, including harassment that is based on an individual’s sex, race, age, or any
characteristic protected by federal, state, or local law.

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible
to your immediate supervisor or any other member of management. This includes threats by
employees, as well as threats by customers, vendors, solicitors, or other members of the public.
When reporting a threat of violence, you should be as specific and detailed as possible.

All suspicious individuals or activities should also be reported as soon as possible to a supervisor.
Do not place yourself in peril. If you see or hear a commotion or disturbance near your workstation,
do not try to intercede or see what is happening. CSFTW will promptly and thoroughly investigate
all reports of threats of (or actual) violence and of suspicious individuals or activities. The identity
of the individual making a report will be protected as much as is practical.

Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in
violation of these guidelines will be subject to prompt disciplinary action, up to and including
termination of employment.

CSFTW encourages employees to bring their disputes or differences with other employees to the
attention of their supervisors or the School Director before the situation escalates into potential
violence. CSFTW is eager to assist in the resolution of employee disputes and will not discipline
employees for raising such concerns.

Medical Leave

Published: Employee Handbook

CSFTW provides medical leaves of absence without pay to eligible employees who are
temporarily unable to work due to a serious health condition or disability. For purposes of this
policy, serious health conditions or disabilities include inpatient care in a hospital, hospice, or
residential medical care facility and continuing treatment by a health care provider.

Employees in the following employment classifications are eligible to request medical leave as
described in this policy:

Regular full-time and salaried employees

Eligible employees should make requests for medical leave to their supervisors at least 30 days in
advance of foreseeable events or as soon as possible for unforeseeable events.

A health care provider’s statement must be submitted verifying the need for medical leave and its
beginning and expected ending dates. Any changes in this information should be promptly reported
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to CSFTW. Employees returning from medical leave must submit a health care provider’s
verification of their fitness to return to work.

Eligible employees are normally granted leave for the period of the disability, up to a maximum
of 12 workweeks within any 12-month period. Any combination of medical leave and family leave
may not exceed this maximum limit. If the initial period of approved absence proves insufficient,
consideration will be given to a request for an extension.

Employees who sustain work-related injuries are eligible for a medical leave of absence for the
period of the disability, in accordance with all applicable laws covering occupational disabilities.
Benefit accruals, such as vacation, sick leave, and holiday benefits, will continue during the
approved medical leave period.

So that an employee’s return to work can be properly scheduled, an employee on medical leave is
requested to provide CSFTW with at least two weeks’ advance notice of the date the employee
intends to return to work. When a medical leave ends, the employee will be reinstated to the same
position, if it is available, or to an equivalent position for which the employee is qualified.

If an employee fails to return to work on the agreed-upon return date, CSFTW will assume that
the employee has resigned.

Family Leave

Published: Employee Handbook

CSFTW provides family leaves of absence without pay to eligible employees who wish to take
time off from work duties to fulfill family obligations relating directly to caring for a child, spouse,
or parent with a serious health condition. A “serious health condition” is classified as an illness,
injury, impairment, or physical or mental condition that involves inpatient care in a hospital,
hospice, or residential medical care facility or continuing treatment by a health care provider.
Employees in the following employment classifications are eligible to request family leave as
described in this policy:

Regular full-time and salaried employees

Eligible employees should make requests for family leave to their supervisors at least 30 days in
advance of foreseeable events or as soon as possible for unforeseeable events. Employees
requesting family leave related to the serious health condition of a child, spouse, or parent may be
required to submit a health care provider’s statement verifying the need for family leave to provide
care, its beginning and expected ending dates, and the estimated time required.

Eligible employees may request up to a maximum of 12 workweeks of family leave within any
12-month period. Any combination of family leave and medical leave may not exceed this
maximum. Married employee couples may be restricted to a combined total of 12 workweeks leave
within any 12-month period for childbirth, adoption or placement of a foster child, or to care for a
parent with a serious health condition.

Benefit accruals, such as vacation, sick leave, and holiday benefits, will continue during the
approved family leave period.

So that an employee’s return to work can be properly scheduled, an employee on family leave is
requested to provide CSFTW with at least two weeks’ advance notice of the date the employee
intends to return to work. When a family leave ends, the employee will be reinstated to the same
position, if it is available, or to an equivalent position for which the employee is qualified. If an
employee fails to return to work on the agreed-upon return date, CSFTW will assume that the
employee has resigned.
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Maternity/Paternity Leave

Published: Employee Handbook

CSFTW provides maternity or paternity leaves of absence with one workweek of paid-time-off to
eligible employees who are temporarily unable to work due to pregnancy, childbirth, or related
medical conditions. Any employee is eligible to request maternity or paternity leave as described
in this policy.

Maternity Leave

Eligible employees will receive one workweek of paid time off and may request an additional 11
workweeks of unpaid time off, up to a maximum of 12 workweeks, within any 12-month period
for maternity leave. Employees may substitute any accrued paid leave time for unpaid leave as
part of the maternity leave period. Employees should make requests for maternity leave to their
supervisors at least 30 days in advance of foreseeable events or as soon as possible for
unforeseeable events. A health care provider’s statement must be submitted verifying the need for
maternity leave and its beginning and expected ending dates. Any changes in this information
should be promptly reported to CSFTW. Employees returning from maternity leave must submit
a health care provider’s verification of their fitness to return to work.

Paternity Leave

Eligible employees will receive one workweek of paid time off within any 12-month period for
paternity leave. Employees should make requests for paternity leave to their supervisors at least
30 days in advance of foreseeable events or as soon as possible for unforeseeable events.

So that an employee’s return to work can be properly scheduled, an employee on maternity or
paternity leave is requested to provide CSFTW with at least two weeks’ advance notice of the date
they intend to return to work.

When maternity or paternity leave ends, the employee will be reinstated to the same position,
unless either the employee would not otherwise have been employed for legitimate business
reasons or each means of preserving the job would substantially undermine the ability to operate
CSFTW safely and efficiently. If the same position is not available, the employee will be offered
a comparable position in terms of such issues as pay, location, job content, and promotional
opportunities.

If an employee fails to report to work promptly at the end of the maternity or paternity leave,
CSFTW will assume that the employee has resigned.

Employee Conduct and Work Rules
Published: Employee Handbook
To ensure orderly operations and provide the best possible work environment, CSFTW expects
employees to follow rules of conduct that will protect the interests and safety of all employees and
the organization.
It is not possible to list all the forms of behavior that are considered unacceptable in the workplace.
The following are examples of infractions of rules of conduct that may result in disciplinary action,
up to and including termination of employment:

» Theft or inappropriate removal or possession of property

» Falsification of timekeeping records

*  Working under the influence of alcohol or illegal drugs
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» Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace,
while on duty or while operating employer-owned vehicles or equipment
* Fighting or threatening violence in the workplace
* Boisterous or disruptive activity in the workplace
» Negligence or improper conduct leading to damage of employer-owned or customer-
owned property
» Insubordination or other disrespectful conduct
* Violation of safety or health rules
* Smoking in the workplace
» Sexual or other unlawful or unwelcome harassment
* Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
workplace
» Excessive absenteeism or any absence without notice
» Unauthorized disclosure of business “secrets” or confidential information
* Violation of personnel policies
» Unsatisfactory performance or conduct
Nothing in this policy is intended to change the company’s at-will employment policy.
Employment with CSFTW is at the mutual consent of CSFTW and the employee, and either party
may terminate that relationship at any time, with or without cause, and with or without advance
notice.

Drug and Alcohol Use

Published: Employee Handbook

Published: School Catalog

Published: Annual Security Report

It is CSFTW’s desire to provide a drug-free, healthful, and safe workplace. To promote this goal,
employees are required to report to work in appropriate mental and physical condition to perform
their jobs in a satisfactory manner.

While on CSFTW premises and while conducting business-related activities of CSFTW premises,
no employee may use, possess, distribute, sell, or be under the influence of illegal drugs. The legal
use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to
perform the essential functions of the job effectively and in a safe manner that does not endanger
other individuals in the workplace.

Violations of this policy may lead to disciplinary action, up to and including immediate termination
of employment, and/or required participation in a substance abuse rehabilitation or treatment
program. Such violations may also have legal consequences.

Employees with questions or concerns about substance dependency or abuse are encouraged to
discuss these matters with their supervisor or the School Director to receive assistance or referrals
to appropriate resources in the community.

Employees with problems with alcohol and certain drugs that have not resulted in, and are not the
immediate subject of, disciplinary action may request approval to take unpaid time off to
participate in a rehabilitation or treatment program. Leave may be granted if the employee agrees
to abstain from use of the problem substance and abides by all CSFTW policies, rules, and
prohibitions relating to conduct in the workplace; and if granting the leave will not cause CSFTW
any undue hardship.
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Employees with questions on this policy or issues related to drug or alcohol use in the workplace
should raise their concerns with their supervisor or the School Director without fear of reprisal.

Smoking

Published: Employee Handbook

Smoking is prohibited throughout the workplace, as required by law. This policy applies equally
to all employees, customers, and visitors.

Sexual and Other Unlawful Harassment

Published: Employee Handbook

CSFTW is committed to providing a work environment that is free from all forms of discrimination
and conduct that can be considered harassing, coercive, or disruptive, including sexual harassment.
Actions, words, jokes, or comments based on an individual’s sex, race, color, national origin, age,
religion, disability, sexual orientation, or any other legally protected characteristic will not be
tolerated.

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct
of a sexual nature. This definition includes many forms of offensive behavior and includes gender-
based harassment of a person of the same sex as the harasser. Refer to CSFTW’s Annual Security
Report for all Title IX policies and procedures.

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other
verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) submission
to such conduct is made either explicitly or implicitly a term or condition of employment; (2)
submission to or rejection of the conduct is used as a basis for making employment decisions; or
(3) the conduct has the purpose or effect of interfering with work performance or creating an
intimidating, hostile, or offensive work environment.

If you experience or witness sexual or other unlawful harassment in the workplace, report it
immediately to your supervisor. If the supervisor is unavailable or you believe it would be
inappropriate to contact that person, you should immediately contact the School Director or any
other member of management.

Attendance and Punctuality

Published: Employee Handbook

To maintain a safe and productive work environment, CSFTW expects employees to be reliable
and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on
other employees and on CSFTW. In the rare instances when employees cannot avoid being late to
work or are unable to work as scheduled, they should notify their supervisor or the School Director
as soon as possible in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up
to and including termination of employment.

Personal Appearance

Published: Employee Handbook

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and
affect the business image that CSFTW presents to the community.
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During business hours or when representing CSFTW, you are expected to present a clean, neat,
and tasteful appearance. You should dress and groom yourself according to the requirements of
your position and accepted social standards.

Your supervisor or department head is responsible for establishing a reasonable dress code
appropriate to the job you perform. If your supervisor feels that your personal appearance is
inappropriate, you may be asked to leave the workplace until you are properly dressed or groomed.
Under such circumstances, you will not be compensated for the time away from work. Consult
your supervisor if you have questions as to what constitutes appropriate appearance. Where
necessary, reasonable accommodation may be made to a person with a disability.

Return of Property

Published: Employee Handbook

Employees are responsible for all CSFTW property, materials, or written information issued to
them or in their possession or control. Employees must return all CSFTW property immediately
upon request or upon termination of employment. Where permitted by applicable laws, CSFTW
may withhold from the employee’s check or final paycheck the cost of any items that are not
returned when required. CSFTW may also take all action deemed appropriate to recover or protect
its property.

Resignation

Published: Employee Handbook

Resignation is a voluntary act initiated by the employee to terminate employment with

CSFTW. Although advance notice is not required, CSFTW requests at least two weeks’ written
notice of resignation from nonexempt employees and two weeks’ written notice of resignation
from exempt employees.

Security Inspections

Published: Employee Handbook

CSFTW wishes to maintain a work environment that is free of illegal drugs, unauthorized firearms,
explosives, or other improper materials. To this end, CSFTW prohibits the possession, transfer,
sale, or use of such materials on its premises. CSFTW requires the cooperation of all employees
in administering this policy.

Desks, lockers, and other storage devices may be provided for the convenience of employees but
remain the sole property of CSFTW. Accordingly, they, as well as any articles found within them,
can be inspected by any agent or representative of CSFTW at any time, either with or without prior
notice.

Solicitation

Published: Employee Handbook

In an effort to ensure a productive and harmonious work environment, persons not employed by
CSFTW may not solicit or distribute literature in the workplace at any time for any purpose.
CSFTW recognizes that employees may have interests in events and organizations outside the
workplace. However, employees may not solicit or distribute literature concerning these activities
during working time. (Working time does not include lunch periods, work breaks, or any other
periods in which employees are not on duty.)
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Examples of impermissible forms of solicitation include:
The collection of money, goods, or gifts for community groups
The collection of money, goods, or gifts for religious groups
The collection of money, goods, or gifts for political groups
The collection of money, goods, or gifts for charitable groups
The sale of goods, services, or subscriptions outside the scope of official organization
business
e The circulation of petitions
e The distribution of literature in working areas at any time
e The solicitation of memberships, fees, or dues
In addition, the posting of written solicitations and solicitations by e-mail are restricted. Company
postings display important information; employees should consult them frequently for:
e Affirmative Action statement
e Employee announcements
e Workers’ compensation insurance information
e State disability insurance/unemployment insurance information
If employees have a message of interest to the workplace, they may submit it to the School Director
for approval.

Progressive Discipline

Published: Employee Handbook

The purpose of this policy is to state CSFTW’s position on administering equitable and consistent
discipline for unsatisfactory conduct in the workplace. The best disciplinary measure is the one
that does not have to be enforced and comes from good leadership and fair supervision at all
employment levels.

CSFTW’s own best interest lies in ensuring fair treatment of all employees and in making certain
that disciplinary actions are prompt, uniform, and impartial. The major purpose of any disciplinary
action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory
service in the future.

Although employment with CSFTW is based on mutual consent and both the employee and
CSFTW have the right to terminate employment at will, with or without cause or advance notice,
CSFTW may use progressive discipline at its discretion.

Disciplinary action may call for any of four steps—verbal warning, written warning, suspension
with or without pay, or termination of employment—depending on the severity of the problem and
the number of occurrences.

Progressive discipline means that, with respect to many disciplinary problems, these four steps
will normally be followed. However, there may be circumstances when one or more steps are
bypassed.

CSFTW recognizes that there are certain types of employee problems that are serious enough to
justify either a suspension or, in extreme situations, termination of employment, without going
through the usual progressive discipline steps.

While it is impossible to list every type of behavior that may be deemed a serious offense, the
Employee Conduct and Work Rules policy includes examples of problems that may result in
immediate suspension or termination of employment. However, the problems listed are not all
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necessarily serious offenses, but may be examples of unsatisfactory conduct that will trigger
progressive discipline.

By using progressive discipline, we hope that most employee problems can be corrected at an early
stage, benefiting both the employee and CSFTW.

Problem Resolution

Published: Employee Handbook

CSFTW is committed to providing the best possible working conditions for its employees. Part of
this commitment is encouraging an open and frank atmosphere in which any problem, complaint,
suggestion, or question receives a timely response from CSFTW supervisors and management.

If employees disagree with established rules of conduct, policies, or practices, they can express
their concern through the problem resolution procedure. No employee will be penalized, formally
or informally, for voicing a complaint with CSFTW in a reasonable, business-like manner, or for
using the problem resolution procedure.

If a situation occurs when employees believe that a condition of employment or a decision
affecting them is unjust or inequitable, they are encouraged to make use of the following steps.
The employee may discontinue the procedure at any step.

1. The employee presents the problem to his or her immediate supervisor after the incident
occurs. If the supervisor is unavailable or the employee believes it would be inappropriate
to contact that person, the employee may present the problem to the School Director.

2. The supervisor responds to the problem during discussion or after consulting with
appropriate management, when necessary. The supervisor documents this discussion.

3. The employee presents the problem to the School Director if the problem is unresolved.

4. The School Director counsels and advises the employee and supervisor.

Not every problem can be resolved to everyone’s total satisfaction, but only through understanding
and discussing mutual problems can employees and management develop confidence in each
other. This confidence is important to the operation of an efficient and harmonious work
environment.

Life-Threatening Illnesses in the Workplace

Published: Employee Handbook

Employees with life-threatening illnesses often wish to continue their normal pursuits, including
work, to the extent allowed by their condition. CSFTW supports these endeavors as long as the
employees are able to meet acceptable performance standards. As in the case of other disabilities,
CSFTW will make reasonable accommodations in accordance with all legal requirements, to allow
qualified employees with life-threatening illnesses to perform the essential functions of their jobs.
Medical information on individual employees is treated confidentially. CSFTW will take
reasonable precautions to protect such information from inappropriate disclosure. Managers and
other employees have a responsibility to respect and maintain the confidentiality of employee
medical information. Anyone inappropriately disclosing such information is subject to disciplinary
action, up to and including termination of employment.

Employees with questions or concerns about life-threatening illnesses are encouraged to contact
the School Director for information and referral to appropriate services and resources.
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Records

Record Retention Policy

Published: Stand Alone

All records will be permanently maintained by the school up to and including student transcripts
of academic records. The school will provide such transcripts to students and prospective
employers at a reasonable chard if the student has fulfilled the financial obligation to the school
and 1s neither in default nor owe a refund to any federal or state student financial aid program.

Student File Confidentiality

Published: Stand Alone

All student files are to be stored in the compliance office. The door to this office is to be locked
when office is not in use or an approved administrator is not present. Only the School Director,
Admission Officers, Office Manager, and Compliance Coordinator have access to student files.
To ensure confidentiality, students must list and sign a release of information form to allow the
school to make their file available for approved individuals. Unless approved by the student,
CSFTW shall not release confidential student information without consent.

Family Education Rights and Privacy Act (FERPA)

Published: School Catalog

Published: Consumer Information

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99)
is a Federal law that protects the privacy of student education records. The law applies to all
schools that receive funds under an applicable program of the U.S. Department of Education.

FERPA gives parents certain rights with respect to their children's education records. These
rights transfer to the student when he or she reaches the age of 18 or attends a school beyond the
high school level. Students to whom the rights have transferred are "eligible students."

o Parents or eligible students have the right to inspect and review the student's education
records maintained by the school. Schools are not required to provide copies of records
unless, for reasons such as great distance, it is impossible for parents or eligible students to
review the records. Schools may charge a fee for copies.

o Parents or eligible students have the right to request that a school correct records which they
believe to be inaccurate or misleading. If the school decides not to amend the record, the
parent or eligible student then has the right to a formal hearing. After the hearing, if the
school still decides not to amend the record, the parent or eligible student has the right to
place a statement with the record setting forth his or her view about the contested
information.

e Generally, schools must have written permission from the parent or eligible student in order
to release any information from a student's education record. However, FERPA allows
schools to disclose those records, without consent, to the following parties or under the
following conditions (34 CFR § 99.31):

o School officials with legitimate educational interest;
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Other schools to which a student is transferring;

Specified officials for audit or evaluation purposes;

Appropriate parties in connection with financial aid to a student;

Organizations conducting certain studies for or on behalf of the school;

Accrediting organizations;

To comply with a judicial order or lawfully issued subpoena;

Appropriate officials in cases of health and safety emergencies; and

State and local authorities, within a juvenile justice system, pursuant to specific State
law.

0O O O 0O 0O O O O©O

Schools may disclose, without consent, "directory" information such as a student's name,
address, telephone number, date and place of birth, honors and awards, and dates of attendance.
However, schools must tell parents and eligible students about directory information and allow
parents and eligible students a reasonable amount of time to request that the school not disclose
directory information about them. Schools must notify parents and eligible students annually of
their rights under FERPA.

Procedure for Inspecting or Reviewing Student Records

Published: Consumer Information

Published: School Catalog

Student may schedule an appointment by emailing info@csftw.edu to review or inspect
educational records.

Procedure for Amending Student Records

Published: Consumer Information

Published: School Catalog

1) The student must submit in writing a request to amend any information contained in the
School’s educational records.

2) The written request must be specific in identifying which information is to be changed
and why it is believed to be inaccurate.

3) The School will either comply with the request or notify the student of the student’s right to
a hearing to challenge the information believed to be inaccurate.

4) The hearing will be conducted by a disinterested party, but who may be an official of the
school. The student will have the opportunity to present evidence relevant to the issues
raised in the original request to amend the student’s education records.

5) The student may seek the assistance of an individual willing to serve as an advisor during
the hearing.

6) After the hearing, The School will make a decision to amend or not to amend the record. If
the school still does not amend the record, the student has the right to place a written
statement with the record stating his or her view about the contested information.
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Financial Procedures

Methods of Payment

Published: School Catalog

Unless otherwise approved by the Director of School in writing, tuition is paid either per
semester prior to the start of the semester or per month for each course in which a student is
enrolled. ACH AutoPay is required for all cash payment plans of tuition and fees. Check and/or
credit cards are accepted for additional supply purchases. If a student’s account is PAST DUE,
they may be ineligible to continue in the program.

Culinary Financing Plan

Published: School Catalog

Late fees will be defined within the terms of the Texas Retail Installment Contract. The late fees
will follow the Texas state law guidelines for consumer loans.

Delinquent Accounts

Published: School Catalog

All tuition and fees must be paid prior to the start of each semester unless the student is on an
approved payment plan. If a student’s account is not current, he/she may not be permitted to
attend classes until the account is current. The student will be counted absent for the classes that
they miss while their account is past due and as such will possibly be required to re-pay and re-
take the course if they do not meet the minimum requirements to pass the course.

Financial Controls & Procedures
Published: Stand Alone

Process for receiving tuition payments

e Student tuition payments are processed online through QuickBooks in accordance with their
signed Bank ACH Payment Authorization Form or Active Award Letter. Payment is received
via ACH bank transfers, in person via check/money order, Federal Funds deposits (FSA and
VA) deposits.

e  When check/money order payments are received, they are recorded in QuickBooks and
deposited electronically.

e TFC/Loan students pay via the TFC online portal. If students prefer, they may make their
TFC payment through the school via check or money order. The payment is then recorded
and deposited then TFC is notified of the direct payment.

Process for entering receipt of payment into accounting system
e The Office Manager or Compliance Coordinator matches all tuition deposits with the
corresponding payments to ensure proper credit to the student’s account.

Process for reconciling student credit card payments

e The Office Manager or Compliance Coordinator reconciles the batch deposit with Intuit
Merchant Center to verify payments were matched correctly
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¢ QuickBooks automatically updates the student ledger card

Process for Bank Deposits

e The School Director deposits checks via the Frost Cash Manager scanner throughout the
week as checks are received.

e The CEO receives an email from the bank with the deposit amount when the School Director
makes a deposit.

IT Controls
e The CEO, School Director, Compliance Coordinator, Office Manager (limited access), and
the Bookkeeper have access to the accounting software.
e Every user of the financial software has their own individual username and password
o QuickBooks keeps an audit log so you can track what each user has done within the
system

Cash Disbursements
e The Office Manager or Compliance Coordinator receives and opens the mail that has
invoices
e The CEO approves all invoices
o We utilize Frost Cash Manager Bill Pay System as the software to enter invoices and

then submit for approval (the person entering an invoice cannot also approve the
invoice)

e All blank checks are stored in the School Director's locked filing cabinet

e The CEO and the School Director are authorized to sign checks.

Bank Reconciliations
e The Bookkeeper (Averett Financial) performs all bank reconciliations on a monthly basis
e The CEO and the Bookkeeper discuss any reconciliation questions each month

Credit Cards

e The CEO issues corporate credit cards to most employees

e The CEO or School Director sets spending limits on each card. Also, the ability to withdraw
cash is always turned off on any employee card

e The Bookkeeper and the School Director review monthly credit card activity

e Employees must provide receipts when they make credit card purchases and provide these to
the Office Manager or Compliance Coordinator

Financial Reporting
e The Bookkeeper closes out the books each month and prepares financial statements
e The CEO and the Bookkeeper review the financial statements each month

Payroll

e The School Director is responsible for reviewing and approving employees’ time prior to
payroll being issued.

e The School Director submits payroll each month via QuickBooks.
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Process for Student Refunds

e All refunds are issued within 45 days of the student’s notification of official withdrawal from
the school.

e Student must notify the school in writing of the request to withdraw

e Ifthe student has received any federal financial aid disbursements, then an R2T4 is
completed by our financial aid processor. Funds are returned to the Department of Education
if required by R2T4 calculation

e TWC refund worksheet is completed by the Director of Compliance

e Refunds to students are paid by check. Refunds to the Department of Education are handled
through G5

e The Director of Compliance records the refund issued in the student’s ledger in Orbund and
QuickBooks

e The refund is processed through the Frost Cash Manager Bill Pay System

Tuition Collection Policy

Published: Stand Alone

Student tuition payments are processed online through QuickBooks in accordance with their
signed Bank ACH Payment Authorization Form or Active Award Letter. Payment is received via
ACH bank transfers, in person via check/money order, Federal Funds deposits, or GI Bill
deposits. When check/money order payments are received, they are recorded in QuickBooks and
deposited remotely.

Rarely do students pay cash, but when they do, it is received by the Office Manager and
deposited at the bank. TFC/Loan students pay via the TFC online portal. If students prefer, they
may pay their TFC balance directly through the school. The payment is then deposited and TFC
is notified of the details.

The Office Manager or Compliance Coordinator matches all tuition deposits with the
corresponding payments to ensure proper credit to the student’s account.

Refund Policies for Non-Completers

Published: Consumer Information

CSFTW follows the Texas Workforce Commission and the federal Return to Title IV refund
policy. The calculation concerning federal financial aid is separate and distinct from the
institutional refund policy. As a result of the federal calculation required by federal regulation,
you may owe additional funds to the institution to cover tuition and charges previously paid by
unearned federal financial aid prior to your withdrawal. If you plan to withdraw from school,
please contact the Compliance Coordinator to determine the amount of funds, if any, which must
be returned to the federal student aid programs on your behalf.

Cancellation Policy

Published: Consumer Information

Published: School Catalog

A full refund will be made to any student who cancels the enrollment contract within 72 hours
(until midnight of the third day excluding Saturdays, Sundays and legal holidays) after the
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enrollment contract is signed. A full refund will also be made to any student who cancels
enrollment within the student’s first three scheduled class days, except that the school may retain
not more than $100 in any administrative fees charged, as well as items of extra expense that are
necessary for the portion of the program attended and stated separately on the enrollment
agreement. A full refund will be made to any enrolled applicant rejected by the school or
cancellation of program by the school.

Refund Policy

Published: Consumer Information
Published: School Catalog

1. Refund computations will be based on scheduled course time* of class attendance through
the last date of attendance. Leaves of absence, suspensions, and school holidays (except
those occurring during externship) will not be counted as part of the scheduled class
attendance.

2. The effective date of termination for refund purposes will be the earliest of the following:
a) The last day of attendance, if the student is terminated by the school;
b) The date of receipt of written notice from the student; or
c) (10) school days following the last date of attendance.

3. Iftuition and fees are collected in advance of entrance, and if after expiration of the (72)
hour cancellation privilege the student does not enter school, not more than $100 in any
administrative fees charged shall be retained by the school for the entire residence
program or synchronous distance education course.

4. If a student enters a residence or synchronous distance education program and withdraws or
is otherwise terminated after the cancellation period, the school or college may retain not
more than $100 in any administrative fees charged for the entire program. The minimum
refund of the remaining tuition and fees will be the pro rata portion of tuition, fees, and
other charges that the number of hours remaining in the portion of the course or program
for which the student has been charged after the effective date of termination bears to the
total number of hours in the portion of the course or program for which the student has
been charged, except that a student may not collect a refund if the student has completed 75
percent or more of the total number of hours in the portion of the program for which the
student has been charged on the effective date of termination.

5. Refunds for items of extra expense to the student, such as books, tools, or other supplies are
to be handled separately from refund of tuition and other academic fees. The student will
not be required to purchase instructional supplies, books and tools until such time as these
materials are required. Once these materials are purchased, no refund will be made. For full
refunds, the school can withhold costs for these types of items from the refund as long as
they were necessary for the portion of the program attended and separately stated in the
enrollment agreement. Any such items not required for the portion of the program attended
must be included in the refund.

6. A student who withdraws for a reason unrelated to the student’s academic status after the 75
percent completion mark and requests a grade at the time of withdrawal shall be given a
grade of “incomplete” and permitted to re-enroll in the course or program during the 12-
month period following the date the student withdrew without payment of additional tuition
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for that portion of the course or program.

1Refund worksheets will be processed based on portions. Each semester is equal to one portion. More simply, the refund is based on the
precise number of course time hours the student has paid for, but not yet used, at the point of termination, up to the 75% completion

mark, after which no refund is due. Form PS-1040R provides the precise calculation.

7. A full refund of all tuition and fees is due and refundable in each of the following cases:

a) An enrollee is not accepted by the school;

b) If the course of instruction is discontinued by the school and this prevents the
student from completing the course; or

c) If the student's enrollment was procured as a result of any misrepresentation in
advertising, promotional materials of the school, or representations by the owner
or representatives of the school.

A full or partial refund may also be due in other circumstances of program deficiencies

or violations of requirements for career schools and colleges.

8. REFUND POLICY FOR STUDENTS CALLED TO ACTIVE MILITARY SERVICE.
A student of the school or college who withdraws from the school or college as a result
of the student being called to active duty in a military service of the United States or
the Texas National Guard may elect one of the following options for each program in
which the student is enrolled:

a) If tuition and fees are collected in advance of the withdrawal, a pro rata refund of
any tuition, fees, or other charges paid by the student for the program and a
cancellation of any unpaid tuition, fees, or other charges owed by the student for
the portion of the program the student does not complete following withdrawal,

b) A grade of incomplete with the designation "withdrawn-military" for the courses in
the program, other than courses for which the student has previously received a
grade on the student's transcript, and the right to re-enroll in the program, or a
substantially equivalent program if that program is no longer available, not later
than the first anniversary of the date the student is discharged from active military
duty without payment of additional tuition, fees, or other charges for the program
other than any previously unpaid balance of the original tuition, fees, and charges
for books for the program; or

c) The assignment of an appropriate final grade or credit for the courses in the
program, but only if the instructor or instructors of the program determine that the
student has:

1. satisfactorily completed at least 90 percent of the required coursework for
the program; and
2. demonstrated sufficient mastery of the program material to receive credit
for completing the program.
9. The payment of refunds will be totally completed such that the refund instrument has been
negotiated or credited into the proper account(s), within 45 days after the effective date of
termination.

Refund Policy Relating to Title IV Funds * R2T4

Published: Consumer Information
This policy applies to students who withdraw officially or unofficially or are dismissed from
enrollment at CSFTW. It is separate and distinct from CSFTW’s refund policy.

39 Rev. 05/2026



The calculated amount of the Return of Title IV, HEA (R2T4) funds that are required for the
students affected by this policy, are determined according to the following definitions and
procedures as prescribed by regulations.

The amount of Title IV, HEA aid earned is based on the amount of time a student spent in
academic attendance, and the total aid received; it has no relationship to student’s incurred
institutional charges. Because these requirements deal only with Title IV, HEA funds, the order
of return of unearned funds do not include funds from sources other than the Title IV, HEA
programs.

Title IV, HEA funds are awarded to the student under the assumption that he/she will attend
school for the entire period for which the aid is awarded. When a student withdraws, he/she may
no longer be eligible for the full amount of Title IV, HEA funds that were originally scheduled to
be received. Therefore, the amount of Federal funds earned must be determined. If the amount
disbursed is greater than the amount earned, unearned funds must be returned.

The institution has 45 days from the date that the institution determines that the student withdrew
to return all unearned funds for which it is responsible. The school is required to notify the
student if they owe a repayment via written notice.

The school must advise the student or parent that they have 14 calendar days from the date that
the school sent the notification to accept a post withdraw disbursement. If a response is not
received from the student or parent within the allowed time frame or the student declines the
funds, the school will return any earned funds that the school is holding to the Title IV, HEA
programs.

“Official” Withdrawal from School

Published: Consumer Information

A student is considered to be “officially” withdrawn on the date the student notifies the Director
of Compliance or School Director in writing of their intent to withdraw. The date of
determination for return and refund purposes will be the earliest of the following for official
withdrawal:

1. Date student provided official notification of intent to withdraw, in writing or orally.

2. The date the student began the withdrawal process from CSFTW. A student is allowed to
rescind his notification in writing and continue the
program. If the student subsequently drops, the student’s withdrawal date is the original
date of notification of intent to withdraw.

Upon receipt of the official withdrawal information, CSFTW will complete the following:

1. Determine the student’s last date of attendance as of the last recorded date of academic
attendance on the school’s attendance record;
2. Two calculations are performed:

a. The student’s ledger card and attendance record are reviewed to determine the
calculation of Return of Title IV, HEA funds the student has earned, and if any,
the amount of Title IV funds for which the school is responsible. Returns made to
the Federal Funds Account are calculated using the Department’s Return of Title
IV, HEA Funds Worksheets, scheduled attendance and are based upon the
payment period.

b. Calculate the school’s refund requirement (see school refund calculation)
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The student’s grade record will be updated to reflect his/her final grade.

4. CSFTW will return the amount for any unearned portion of the
Title IV funds for which the school is responsible within 45 days of the date the official
notice was provided.

5. CSFTW will provide the student with a letter explaining the Title IV, HEA
requirements:

a. The amount of Title IV assistance the student has earned. This amount is based
upon the length of time the student was enrolled in the program based on
scheduled attendance and the amount of funds the student received.

b. Any returns that will be made to the Title IV, HEA Federal program on the
student’s behalf as a result of exiting the program. If a student’s scheduled
attendance is more than 60% of the payment period, he/she is considered to have
earned 100% of the Federal funds received for the payment period. In this case,
no funds need to be returned to the Federal funds.

c. Advise the student of the amount of unearned Federal funds and tuition and fees
that the student must return, if applicable.

6. Supply the student with ledger card record noting outstanding balance due to the
school and the available methods of payment. A copy of the completed worksheet, check,
letter and final ledger card will be kept in the student’s file.

In the event a student decides to rescind his or her official notification to withdraw, the student
must provide a signed and dated written statement that he/she is continuing his or her program of
study and intends to complete the payment period. Title IV, HEA assistance will continue as
originally planned. If the student subsequently fails to attend or ceases attendance without
completing the payment period, the student’s withdrawal date is the original date of notification
of intent to withdraw.

Unofficial Withdrawal from School

Published: Consumer Information

In the event that the school unofficially withdraws a student from school, the School Director
and/or Compliance Coordinator must complete the withdrawal process using the last date of
attendance as the drop date.

During semesters I and 11, a student may miss a total of 9 class days (45 clock hours per
semester) and may be terminated on the 10th missed class day as an unofficial withdrawal.
progress, or fails to comply with the school’s attendance policy will be subject to termination and
considered to have unofficially withdrawn.

Within one week of the student’s last date of academic attendance, the following procedures will
take place:
1. The admission and/or chef office will make three attempts to notify the student regarding
his/her enrollment status
2. Determine and record the student’s last date of attendance as the last recorded date of
academic attendance on the attendance record
3. The student’s withdrawal date is determined as the date after the 9™ absence.
4. Notify the student in writing of their failure to contact the school and attendance status
resulting in the current termination of enrollment
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5. CSFTW calculates the amount of Federal funds the student has earned, and, if any, the
amount of Federal funds for which the school is responsible.
6. Calculate the school’s refund requirement (see school refund calculation)
7. CSFTW will return to the Federal fund programs any unearned portion of Title IV funds
for which the school is responsible within 45
days of the date the withdrawal determination was made, and note return on the
student’s ledger card.
8. If applicable, CSFTW will provide the student with a refund letter explaining Title IV
requirements:
a. The amount of Title IV aid the student has earned based upon the length of
time the student was enrolled and scheduled to attend in the program and
the amount of aid the student received.
b. Advise the student in writing of the amount of unearned Title IV aid and
tuition and fees that he/she must return, if applicable
c. Supply the student with a final student ledger card showing outstanding
balance due the school and the available methods of payment.
7. A copy of the completed worksheet, check, letter, and final ledger card will be kept
in the student’s file.

Withdraw Before 60%

Published: Consumer Information

The institution must perform a R2T4 to determine the amount of earned aid through the 60%
point in each payment period or period of enrollment. The institution will use the Department of
Education’s prorate schedule to determine the amount of the R2T4 funds the student has earned
at the time of withdraw.

Withdraw After 60%

Published: Consumer Information

After the 60% point in the payment period or period of enrollment, a student has earned 100% of
the Title IV, HEA funds he or she was scheduled to receive during this period. The institution
must still perform a R2T4 to determine the amount of aid that the student has earned.

CSFTW measures progress in Clock Hours and uses the payment period for the period of
calculation.

The Calculation Formula
Published: Consumer Information
Determine the amount of Title IV, HEA aid that was disbursed plus Title IV, HEA aid that could
have been disbursed.
Calculate the percentage of Title IV, HEA aid earned:
a. Divide the number of clock hours scheduled to be completed in the payment period as of the
last date of attendance in the payment period by the total clock hours in the payment period.

HOURS SCHEDULED TO COMPLETE
TOTAL HOURS IN PERIOD = % EARNED

b. If this percentage is greater than 60%, the student earns 100%.
c. Ifthis percent is less than or equal to 60%, proceeds with calculation.
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Percentage earned from (multiplied by) total aid disbursed or could have been disbursed =
AMOUNT STUDENT EARNED.

Subtract the Title IV aid earned from the total disbursed
= AMOUNT TO BE RETURNED.

100% minus percent earned = UNEARNED PERCENT

Unearned percent (multiplied by) total institutional charges for the period
= AMOUNT DUE FROM THE SCHOOL.

If the percent of Title IV aid disbursed is greater than the percent unearned (multiplied by)
institutional charges for the period, the amount disbursed will be used in place of the percent
unearned.

If the percent unearned (multiplied by) institutional charges for the period are less than the
amount due from the school, the student must return or repay one-half of the remaining
unearned Federal Pell Grant.

Student is not required to return the overpayment if this amount is equal to or less than 50%
of the total grant assistance that was disbursed /or could have been disbursed. The student is
also not required to return an overpayment if the amount is $50 or less.

CSFTW will issue a grant overpayment notice to student within 30 days from the date the
school’s determination that student withdrew, giving student 45 days to either:

1. Repay the overpayment in full to CSFTW or
2. Sign a repayment agreement with the U.S. Department of Education.

Order of Return

Published: Consumer Information

CSFTW is authorized to return any excess funds after applying them to current outstanding Cost
of Attendance (COA) charges. A copy of the Institutional R2T4 work sheet performed on your
behalf is available through the office upon student request.

In accordance with Federal regulations, when Title IV, HEA financial aid is involved, the
calculated amount of the R2T4 Funds is allocated in the following order:
1. Parent Plus loans

2. Direct PLUS loans
3. Federal Pell Grants for which a Return is required
4. Iraq and Afghanistan Service Grant for which a Return is required
5. Federal Supplemental Educational Opportunity Grant
6. Other Title IV assistance
7. State Tuition Assistance Grants (if applicable)
8. Private and institutional aid
9. The Student
Earned AID

Published: Consumer Information
Title IV, HEA aid is earned in a prorated manner on a per diem basis (calendar days or clock
hours) up to the 60% point in the semester. Title IV, HEA aid is viewed as 100% earned after

43 Rev. 05/2026



that point in time. A copy of the worksheet used for this calculation can be requested from the
Director of Financial Aid.

Post Withdraw

Published: Consumer Information

If you did not receive all of the funds that you have earned, you may be due a post-withdraw
disbursement. CSFTW may use a portion or all of your post- withdraw disbursement for tuition
and fees (as contracted with CSFTW).

The institution will offer any post-withdrawal disbursement of loan funds within 45 days of the
date it determines the student withdrew.

The institution must disburse any Title IV, HEA grant funds a student is due as part of a post-
withdrawal disbursement within 45 days of the date the school determined the student withdrew
and disburse any loan funds a student accepts within 180 days of that date.

For all other school charges, CSFTW needs your permission to use the post-withdraw
disbursement. If you do not give permission, you will be offered the funds. However, it may be
in your best interest to allow the school to keep the funds to reduce your debt at the school.
The post-withdrawal disbursement must be applied to outstanding institutional charges before
being paid directly to the student.

Time Frame for Returning an Unclaimed Title IV, HEA Credit Balance
Published: Consumer Information

If a school attempts to disburse the credit balance by check and the check is not cashed, the
school must return the funds no later than 240 days after the date the school issued the check. If a
check is returned to a school or an EFT is rejected, the school may make additional attempts to
disburse the funds, provided that those attempts are made not later than 45 days after the funds
were returned or rejected. When a check is returned, or EFT is rejected, and the school does not
make another attempt to disburse the funds, the funds must be returned before the end of the
initial 45-day period.

The school must cease all attempts to disburse the funds and return them no later than 240 days
after the date it issued the first check.

Institution Responsibilities in regard to return of Title IV, HEA funds
Published: Consumer Information
CSFTW’s responsibilities in regard to Title IV, HEA funds follow:

e Providing students information with information in this policy;

o Identifying students who are affected by this policy and completing the return of Title IV,
HEA funds calculation for those students;

e Returning any Title IV, HEA funds due to the correct Title IV, HEA programs.
The institution is not always required to return all of the excess funds; there are situations
once the R2T4 calculations have been completed in which the student must not return the
unearned aid.
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Overpayment of Title IV, HEA Funds

Published: Consumer Information

Any amount of unearned grant funds that you must return is called overpayment. The amount of
grant overpayment that you must repay is half of the grant funds you received or were scheduled
to receive. You must make arrangement with CSFTW or Department of Education to return the
amount of unearned grant funds.

Student Responsibilities in regard to return of Title IV, HEA funds
Published: Consumer Information
e Returning to the Title IV, HEA programs any funds that were dispersed to the student in
which the student was determined to be ineligible for via the R2T4 calculation.
e Any notification of withdraw should be in writing and addressed to the appropriate
institutional official.
e A student may rescind his or her notification of intent to withdraw. Submissions of intent
to rescind a withdraw notice must be filed in writing.
o These notifications, either to withdraw or rescind to withdraw, must be made to the
official records/registration personnel at your school.

Refund vs. Return to Title IV, HEA Funds

Published: Consumer Information

The requirements for the Title IV, HEA program funds when you withdraw are separate from
any refund policy that CSFTW may have to return to you due to a cash credit balance. Therefore,
you may still owe funds to the school to cover unpaid institutional charges. CSFTW may also

charge you for any Title IV, HEA program funds that they were required to return on your
behalf.

Return to Title IV, HEA questions?

Published: Consumer Information

If you have questions regarding Title IV, HEA program funds after visiting with the Director of
Financial Aid, you may call the Federal Student Aid Information Center at 1-800-4-fedaid (800-
433-3243). TTY users may call 800-730-8913. Information is also available on student aid on the
web www.studentaid.gov.

*This policy is subject to change at any time, and without prior notice.

Process for Student Refunds

Published: Stand Alone

e All refunds are issued within 45 days of the student’s notification of official withdrawal from
the school.

Student must notify the school in writing of the request to withdraw

Refund worksheet is completed by the Director of Compliance

Refunds are paid by check

Refund issued is recorded in the student’s ledger in QuickBooks and Orbund

The refund is processed through the Frost Connect Bill Pay System.

45 Rev. 05/2026


http://www.studentaid.gov/

Refund Procedure
1. Receive notice of termination, Withdrawal, or LOA.
a. This can be in the form of an email, completion of the Withdrawal Request Form, or
in-person meeting with the student.
2. A CSFTW Staff member must complete the following:
a. Complete attendance and grade report showing all dates attended, absent, etc.
b. Complete student ledger showing all payments made on the students’ behalf
c. Submit R2T4 worksheet to DJA for processing-once received back, complete step 3.
3. Using the above documents, complete a Refund Worksheet — Vocational Programs (CSC-
1040R):
a. This can be found here: http://www.twc.state.tx.us/partners/career-schools-colleges-
forms-publications#cancellationsRefunds
b. Enter the correct data using the student enrollment agreement, student records,
attendance report, and financial ledger to decipher how much the school earned and if
a refund or balance is due.
4. 1If student has a refund due, notify student of refund and process immediately. If student has a
balance due, notify student of balance, late fees that will accrue if payment is not received.
5. Send the following documents to the student via email for student to keep for their records
a. Notice of Termination, Ledger, R2T4 amounts if applicable, TWC Worksheet, refund
amount or balance due

Financial Assistance/Scholarships

Basic Financial Aid Information

Published: Consumer Information

CSFTW offers a quality education at surprisingly affordable cost. However, many qualified
students will need financial assistance in the form of Federal Aid in order to attend.

Our location is approved to offer Federal Financial Aid to qualified students who want to obtain
a post-secondary education but do not have adequate financial means to do so. Federal Student
Aid makes it easier to secure needed money for your dreams to obtain a higher education.
Different types of aid (private scholarships, state grants, and federal aid) have different rules,
called eligibility criteria, to determine who may receive the aid. If a student or parent has a
question, they should not hesitate to contact the Financial Aid Department.

Rights and Responsibilities of Students Receiving Federal Financial Aid
As a student, you have the right to know:
e The names and organizations which accredit and authorize the school to operate.
About the program, the faculty, and the physical facilities at the school.
The cost of attending the school.
The school’s policy on refunds for students who drop prior to completion of the program.
About the financial assistance available from federal, state, local, private, and
institutional financial aid programs.
e The procedures and deadlines for submitting applications for each available financial aid
program.
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The criteria used to select financial aid recipients.

How financial need is determined.

The amount of financial need that has been or will be met.

The type and amount of assistance in your financial aid package. You have the right to
ask that your financial aid package be reconsidered if you believe it to be in error or if
you or your family’s financial circumstances have changed.

How and when the federal financial aid funds will be paid to the student account.

The school’s Satisfactory Academic Progress policy and how the policy affects eligibility
for financial aid.

The special facilities and services available to disabled students.

The interest rate on any loans available through the school, the amount you must repay,
the length of time you have to repay, when you must begin repayments, and any
condition and deferment provisions that apply.

It is the student’s responsibility to:

Complete the Free Application for Federal Student Aid (FAFSA®) accurately and submit
it on time. Errors can delay, and in some cases, prevent students from receiving aid.

If a student has previously completed a FAFSA® for the current award year and coded
042764, CSFTW will receive a copy of their information.

Provide all supporting documentation, corrections, and/or new information as requested
by the Financial Aid Department.

Notify CSFTW of any information that has changed since applied, such as income
information, family members, contact information, etc.

Accept/Decline any disbursements of loan funds.

Complete Exit Counseling upon leaving the school to determine the net balance of
account with the school as well as the net balance of any student loans.

Ensure understanding of the school’s refund policy

Understand they may also be responsible for any Return to Title IV (R2T4), HEA funds
return by the institution on the student’s behalf.

Read and understand all forms asked to sign.

Scholarship and Financial Aid
Published: School Catalog

Various institutional and outside scholarships are offered throughout the year. Scholarship and
Financial Aid information regarding availability, eligibility requirements, and application
process is available through the Financial Department. The CSFTW also has a Culinary
Financing Plan (CFP).

Additionally, the government makes funds available for use for education of qualified
individuals including:

GI Bill® — Veteran’s Assistance through the Veteran’s Administration
Texas Workforce Solutions
Federal Student Aid-PELL Grant, Direct Loans (OPEID 04276400)
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Types of Federal Financial Aid

Published: Consumer Information

Federal Pell Grant

Published: Consumer Information

The Pell grant is grant assistance which does not have to be repaid. Pell is awarded to students
who have demonstrated financial need as determined by the U.S. Department of Education
standards. Annually, the U.S. Department of education determines student eligibility for this
grant.

Federal Supplemental Education Opportunity Grant (FSEOG)

Published: Consumer Information

The FSEOG program is a program that provides grant assistance which does not have to be
repaid. FSEOG is awarded to students who demonstrate exceptional financial need as determined
by the U.S. Department of Education standards. Students with the lowest “Expected Family
Contribution” (EFC) are awarded FSEOG before students with higher EFCs.

Loans
Published: Consumer Information

Subsidized Federal Direct Loans

Direct Subsidized Loans are awarded based on financial need. CSFTW will determine eligibility
for the Direct Subsidized Loan program based on the results from your FAFSA®. The federal
government pays the interest for the student while in school (at least half time), in grace, and
deferment periods. Interest does not accrue until the student enters repayment six (6) months
after leaving school or dropping below a half-time enrollment status. For additional information,
www.studentaid.gov.

Unsubsidized Federal Direct Loan

If you do not qualify for a full or partial Direct Subsidized Loan based on your financial need,
you may qualify for a Direct Unsubsidized Loan. This loan is not based on need; however, the
federal government does not pay the interest on the Direct Unsubsidized Loan(s) while the
student is in school or has loans in a deferred status. Student loan borrowers are responsible for
all interest that accrues on the loan while enrolled, during your grace period, and any deferment
periods. Students may elect to make interest payments while in school to avoid the capitalization
of interest and lower the overall repayment debt. Loan repayment begins six (6) months after
leaving school or dropping below a half-time enrollment status. For additional information,
www.studentaid.gov.

Federal Direct Parent (PLUS) Loan

The Direct PLUS loan is available to parents who wish to apply for additional assistance for their
dependent child’s education. The Direct PLUS loan is made through the federal government. The
amount of the PLUS loan cannot exceed the student’s cost of attendance less other student aid
awarded. See the charts below for interest rate information.
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Calculating Title IV, HEA Funding

Published: Consumer Information

Direct Loan Program
The formula for determining the amount of Title IV, HEA loan funding is:
e COA (Cost of Attendance) — EFC (expected family contribution) — EFA (estimated
financial assistance = (Need for Subsidized Stafford Loan)
¢ An Unsubsidized Loan can replace the EFC.
Pell Program
The formula for determine the amount of Title IV, HEA PELL funding:
e COA (Cost of Attendance) — EFC (estimated financial assistance) = (Financial Need)
Supplement Educational Opportunity Grant Program
The formula for determine the amount of Title IV, HEA SEOG funding:
e (COA (Cost of Attendance) — EFC (estimated financial assistance) = (Financial Need)

State and Local Aid and Other Private Aid Programs

Published: Consumer Information

The school catalog lists institutional grants and awards, as well as other aid programs which may
be available such as State and Local Aid and other Private Aid Programs. Students should review
the school catalog and visit the Financial Aid Department for up-to-date and additional
information on current aid programs. The Financial Aid Department also maintains a list of
scholarships and recourse websites.

Criteria Used to Select Financial Aid Recipients
Published: Consumer Information

How Eligibility is Determined
To receive Federal Student Aid, you will need to:

1. Qualify to obtain a college or career school education, either by having a high school
diploma or General Educational Development (GED) Certificate, or by completing a
high school education in a homeschool setting approved under state law.

2. Be enrolled or accepted for enrollment as a regular student in an eligible degree or
certificate program.

3. Be registered with Selective Service, if you are a male (you must register between the
ages of 18 and 25).

4. Have a valid Social Security number unless you are from the Republic of the Marshall
Islands, Federated States of Micronesia, or the Republic of Palau.

5. Sign certifying statements on the FAFSA® stating that:

e You are not in default on a federal student loan

e Do not owe a refund on a federal grant

o Sign the required statement that you will use federal student aid only for
educational purposes

6. Maintain Satisfactory Academic Progress (SAP) while you are attending college or a
career school.

In addition, you must meet one of the following:
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1. Bea U.S. CITIZEN or U.S. NATIONAL
You are a U.S. citizen if you were born in the United States or certain U.S. territories, if
you were born abroad to parents who are U.S. citizens, or if you have obtained
citizenship status through naturalization. If you were born in American Samoa or Swains
Island, then you are a U.S. national.
2. Have a GREEN CARD
You are eligible if you have a Form [-551, I-151, or I-551C, also known as a green card,
showing you are a U.S. permanent resident.
3. Have an ARRIVAL-DEPARTURE RECORD
You’re Arrival-Departure Record (I-94) from U.S. Citizenship and Immigration Services
must show one of the following:
e Refugee
e Asylum Granted
e Cuban-Haitian Entrant (Status Pending)
e Conditional Entrant (valid only if issued before April 1, 1980)
e Parolee
4. Have BATTERED IMMIGRANT STATUS
You are designated as a “battered immigrant-qualified alien” if you are a victim of
abuse by your citizen or permanent resident spouse, or you are the child of a person
designated as such under the Violence Against Women Act.
5. Have a T-VISA
You are eligible if you have a T-visa or a parent with a T-1 visa.

The U.S. Department of Education’s office of Federal Student Aid provides more than $150
billion every year in grants, federal loans, and work-study funds to students attending college or
career school. Visit www.studentaid.gov today to learn how to pay for your higher education.

Applying for Federal Student Financial Aid

Published: Consumer Information

Each student interested in receiving federal financial assistance must submit the “Free
Application for Federal Student Aid” (FAFSA®) or provide a copy of the Student Aid Report
(SAR) if the FAFSA® was previously completed within the award year. The Financial Aid
Department will utilize the results of the FAFSA® to estimate and determine the student’s
financial aid eligibility.

You should use FAFSA4caster to learn more about the financial aid process and get an early
estimate of your eligibility for federal student aid. FAFSA4caster will help you understand your
options for paying for college. It will also provide some basic information and it will estimate
your eligibility for federal student aid. Your estimate will be shown in the "College Cost
Worksheet" where you can also provide estimated amounts of other student aid and savings that
can go towards your college education.

You can access the FAFAS4caster at: www.fafsa4caster.ed.gov
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Verification

Published: Consumer Information

A student may be chosen for the verification process of the information submitted on the
FAFSA® by the U.S. Department of Education or the school. A student may be selected by the
U.S. Department of Education's Central Processor (CPS) following procedures established by
federal regulation. If, during the application process, the file is selected for "verification" by the
U.S. Department of Education, the student and their family must submit all documents required
to validate the information listed on the FAFSA® application. CSFTW may also select the
information submitted for verification. The Financial Aid Department will inform the student of
the requirement for verification. Students should refer to www.studentaid.gov website which is
sponsored by the U.S. Department of Education for more detailed information.

Applying for CSFTW, Local, and State Financial Aid

Published: Consumer Information

Students should visit the Financial Aid Department for information and application(s) regarding
various scholarship/grant opportunities available for eligible students. The Financial Aid
Department also has a list of resource websites available.

Private Education Loan Disclosures

Published: Consumer Information

CSFTW does offer an in-house financing plan that is available to students. Students must apply
through the School to be considered for eligibility. CSFTW provides the loan and uses a third-
party servicing company. TFC Tuition Financing services the loan and the School carries it.

How Financial Need is Determined

Published: Consumer Information

The Financial Aid Department will review the results of the FAFSA®™ and determine your "need"
and eligibility for various federal programs. Need is the difference between your cost of
education (educational expenses such as tuition, room/board, books, supplies and other expenses)
and the amount you and/or your family are expected to contribute toward your education.

A standard formula is used for all applicants to determine this amount, which is called the
expected family contribution (EFC). If there is anything left over after subtracting the expected
family contribution from your cost of education, you are then considered to have unmet financial
need. Students may accept or decline all, or a portion, of the aid for which they are eligible.

You have the right to ask that your financial aid package be reconsidered if you believe it
to be in error or if you or your family’s financial circumstances have changed.

Published: Consumer Information

Students may request an appeal of any financial aid awarded by contacting the Financial Aid
Department. Always contact the Financial Aid Department for any questions/clarification on the
awarding, packaging, and eligibility process.
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How and When Financial Aid Will be Disbursed

Published: Consumer Information
Currently CSFTW only has one program that is eligible for Title IV, HEA funding.

Professional Culinary Program which is 900 clock hours and 35 weeks of instruction.
Funding will be disbursed as follows:

Payment Period | Clock Hours Weeks Note:

1 0 0 Direct loan has a 30-day
delay for first-time
borrowers.

2 450 17.5 *

*Students must meet their clock hour, weeks of instruction, attendance and grade point
average (GPA) requirements in order to be eligible for the next Title IV, HEA funding
disbursement. Each student will be evaluated at the end of each payment period to determine
eligibility.

Also note, if the student is not meeting the SAP requirements, they will place their Title IV,
HEA funding in jeopardy which could also result in a loss of Title IV, HEA funding.

Terms and Conditions of any Employment that is part of the Financial Aid Package
CSFTW does not employ any students who are currently receiving financial aid and are
attending the school programs.

State Aid

Published: Consumer Information

State Aid is distributed to students who meet the eligibility criteria as described in the specific
state aid program requirements. Students should visit the Financial Aid Department for
additional information on state aid programs available to enrolled students of the institution and
application.

Institutional Aid (Scholarships/Grants)

Published: Consumer Information

Colleges may offer various types of scholarships to students enrolled in specific programs of
study, participating in campus athletics, having met specific academic standards, etc. The
number of scholarships recipients varies from year to year depending on the funding available
and the number of eligible applicants. For additional information on available institutional
scholarships students are encouraged to visit/contact the Financial Aid Department.

Students are also encouraged to visit their local library or research on the Internet as a source for
additional scholarship programs not administered or awarded by CSFTW.

Students will receive a financial aid offer letter listing their aid eligibility. All students need to
read and understand all forms that you are asked to sign. Contact the Financial Aid Department
for review of your eligibility and aid amounts, and for clarification/questions on any forms or
awards.
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Borrower Confirmation of Loans
Published: Consumer Information

Subsidized and Unsubsidized Master Promissory Notes (MPN)

Students have the ability to obtain loan funds not exceeding the established loan limits through
the Subsidized and Unsubsidized Federal Direct Loan program without having to sign a new
Master Promissory Note for each academic year.

CSFTW awards educational loans based on student eligibility. Students and Parents (in cases of
a PLUS loan) always have the right to reduce or cancel any student loan. For the student loan
process, CSFTW uses the "Passive" Confirmation option. Passive confirmation means that
CSFTW will not disburse the loan until the borrower is notified of the proposed loan package.
The borrower only needs to act if he/she wishes to decline the loan or adjust the type or amount
of the loan.

Parent PLUS Master Promissory Note (PLUS MPN)

For Parent PLUS loans made under the multi-year feature of the MPN, confirmation of the loan
occurs upon parent completion of the PLUS MPN via www.studentaid.gov. CSFTW will only
process the requested amount of an approved PLUS loan. Borrowers have at least fourteen (14)
days to cancel or reduce the loan after receipt of PLUS loan proceeds posting.

Statement Regarding Credit Balances

Published: Consumer Information

A “Student Authorization” form is provided to students by the Financial Aid Department soon
after enrollment and during the financial aid process. Students and parents (of a dependent
student applying for PLUS loans) need to review this statement, select the appropriate
authorization category, and provide the signed form to the Financial Aid Department. For
continuing students who previously signed this statement, the initial authorization will continue
to be valid for subsequent award years or enrollment periods. The authorization categories
available for student/parent selection are as follows:

o Based on student’s authorization, the institution will retain any existing credit balance on
the account to be applied to allowable future charges to assist students in managing those
funds or to be disbursed at their request.

o In the event that funds are not requested prior to leaving the institution, the institution
will return the credit balance to the lender as prepayment of the student loan.

Terms and Conditions Under Which the Student Receives Student

Loans

Published: Consumer Information

The Federal Loan programs provide funds to undergraduate and graduate students to assist them
in meeting their educational expenses. To qualify for Federal Loan program funds, the student
must meet the eligibility requirements for Federal Student Aid as well as the loan program
specific terms and conditions specified below:
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Direct Loans (DL)

Student must be enrolled at least half-time during the period of enrollment to retain their
eligibility for the Direct Loan program funds. Students whose enrollment status is below half-
time are not eligible for DL program funds. If eligibility is lost due to being enrolled less than
half-time, a student can regain eligibility if enrolled at least half-time during a subsequent period
of enrollment.

All students are required to complete student loan entrance counseling prior to the first
disbursement of the loan. For first time borrowers, the first disbursement of a loan cannot be
made earlier than thirty (30) days after the start of the term or period of enrollment. This 30-day
delayed disbursement for first time borrowers does not apply to PLUS loans.

DL Loans are not credit based and so a credit check will not run, unless it is a Parent PLUS
Loan.

A student borrower who is in default on an FSA loan is not eligible for additional DL loan funds
unless eligibility is regained.

Perkins Loan
CSFTW does not participate in the Perkins Loan Program.

Financial Loan Management

Published: Consumer Information

Each first-time student borrower is required to attend/complete loan entrance counseling
conducted individually, in a group, or online. The counseling will include an explanation of the
use of a Master Promissory Note (MPN), the importance of the repayment obligation, a
description of the consequences of default, sample repayment schedules, information about
borrower’s rights and responsibilities, as well as other terms and conditions.

Upcoming graduates, students who officially withdraw, or students who cease to attend at least
halftime will be required to complete/attend the exit counseling session. Students who leave
school without attending an exit counseling session will receive an exit counseling email
notification. Exit counseling addresses topics such as the requirement to repay the loan,
repayment plans, updating contact and demographic information, the consequences of default.

The Student Loan Entrance Counseling
Published: Consumer Information
The following information will be included in the Loan Entrance Counseling, which will be
presented to a first-time student borrower prior to the first disbursement of loan funds.
e Explanation and use of the Master Promissory Note (MPN)
e Effect of accepting the loan on eligibility for other aid
e Seriousness and importance of the repayment obligation
e Option of the borrower to pay interest on Unsubsidized Stafford and Graduate PLUS
loans while in school
e Interest accrual process and interest capitalization when a borrower elects not to pay
interest or if the interest is not paid by the US Department of Education
e Definition of half-time enrollment
e (Consequences of not maintaining half-time enrollment
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Importance of contacting the appropriate office at the school if the student plans to
withdraw before completing the academic program to allow the school to provide exit
counseling to the borrower

Obligation to repay the loans even if: the borrower does not complete the program or
does not complete the program within the regular time for completion, is unable to find
employment, is dissatisfied with the school/program, or does not receive the services
purchased from the school

Consequences of default, including adverse credit reports, federal offset, and other
federal delinquent debt collection procedures and litigation

Sample monthly repayment amounts based on a range of levels of indebtedness or the
average cumulative indebtedness of other loan borrows within the same academic
program as the borrower

Information regarding the National Student Loan Data System (NSLDS) and how a
borrower can access and monitor his or her loan records

Name and contact information of the person the student may contact with questions
regarding rights and responsibilities or loan terms and conditions

The Student Loan Exit Counseling

Published: Consumer Information

Several topics presented at the entrance counseling session are again presented at the exit
counseling. Exit counseling is required for all graduated, withdrawn, or dismissed students prior
to exiting the institution. If a student leaves school or chooses to postpone their education, the
student should meet with the Financial Aid Coordinator to understand the financial impact of this
decision and attend loan exit counseling.

Exit counseling includes the following information:

Explanation of all repayment plans available

Comparative analysis of the features of each type of repayment plan, including average
projected monthly payments and the difference in interest and total payments.
Explanation of the terms and conditions to obtain full or partial loan forgiveness or
discharge.

Explanation of the terms and conditions the borrower may obtain a deferment or
forbearance.

Debt management strategies to assist the student in successful loan repayment.
Information regarding the average anticipated monthly repayment amount based on the
student loan borrower’s actual indebtedness or the average indebtedness of student
borrowers in the same academic program receiving the same types of loans.

A review of the use of the Master Promissory Note (MPN) and the student’s obligation to
repay the loan.

Explanation of the student’s responsibility to repay the loan even if the student did not
complete the program, did not complete the program within the regular completion time
for that program, is unable to obtain employment or is dissatisfied with the education
received.

Explanation regarding the consequences of default, including adverse credit reports,
federal offset, other federal delinquent debt collection procedures and litigation.
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e Effects of loan consolidation, including the effect on total interest and fees to be paid,
length of the repayment term, effect on borrower benefits on underlying loans (grace
periods, deferment, loan forgiveness, and loan discharge), option to prepay or change
repayment plans, and how borrower benefits may differ between lenders.

e Explanation of the tax benefits available to the students.

e Information concerning the National Student Loan Data System (NSLDS) and how the
student can utilize
NSLDS to access his or her records.

e Information regarding the availability of the Student Loan Ombudsman’s Office

Online Counseling
Published: Consumer Information
Loan Entrance and Exit Counseling is located at www.studentaid.gov.

Loan Forbearance, Deferment, and Cancellation Options

Published: Consumer Information

If a student cannot make scheduled payments and does not qualify for a deferment, the lender
may allow the student to temporarily make smaller payments or temporarily stop making
payments. Interest continues to be charged during forbearance.

Deferments mean that the student does not have to make payments in certain circumstances. If
the student is attending school at least half-time, or if the student is unemployed, if the student is
experiencing economic hardship as determined by federal law for up to three years. (See
student’s rights and responsibilities).

Students should visit the Financial Aid Department for the terms and conditions under which
students receiving federal education loans may obtain a deferment for repaying student loan debt.
In addition, students can visit www.studentaid.gov for information on federal student loans.

National Student Loan Data System

Published: Consumer Information

National Student Loan Data System (NSLDS) is the U.S. Department of Education’s (ED’s)
central database for student aid. Student financial aid information is submitted to the NSLDS.
NSLDS receives data from schools, guaranty agencies, the Direct Loan program, the Pell Grant
program, and other ED programs. NSLDS Student Access provides centralized, integrated view
of Federal Student Aid Loans and grants so that recipients of funds from these programs can
access and inquire about the Federal Student Aid loans and/or Grant data. Once the data is
reported to NSLDS, this site and all information contained within is accessible to Financial Aid
Administrators, Guarantee Agencies, and Students. All users must sign-in and be an authorized
user. Unauthorized use of this site is strictly prohibited. To access the site, visit
www.nslds.ed.gov.

Federal Student Aid Ombudsman Notification

Published: Consumer Information
Students should contact the Director of Financial Aid who is always ready to assist with any
questions or concerns regarding financial aid programs. If a situation exists that the Director of
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Financial Aid cannot resolve, the U.S. Department of Education’s Office of the Ombudsman for
federal financial aid program issues is available. The ombudsman resolves disputes from a
neutral and independent viewpoint. The Office of Student Financial Assistance Ombudsman will
informally research a borrower issues and suggest solutions to resolve. Student borrowers can
contact the Office of the Ombudsman by:

Via Online Assistance: www.studentaid.gov/feedback-ombudsman/disputes/prepare

Via Toll-Free Telephone: 1-877-557-2575

Via Fax: 1-606-396-4821

Via Mail: U.S. Department of Education, FSA Ombudsman Group, P.O. Box 1843, Monticello,
KY 42633

Consumer Information from the Department of Education
Published: Consumer Information

The U.S. Department of Education has various websites available to students and financial aid
staff which provide information regarding the regulations, requirements, and application for
Federal Student Aid. There is no user fee for using ED Financial Aid sites.

U.S. Department of Education: www.ed.gov

Applying for Federal Student Aid: www.studentaid.gov/h/apply-for-aid/fafsa
Information for Students: www.studentaid.gov

Information for Financial Aid Professionals and Schools: www.ifap.ed.gov
Information on Student Loans: www.studentaid.gov/understand-aid/types/loans and
www.nslds.ed.gov/npas/index.htm

Program/Institutional Materials

Textbook Selection and Review Policy

Published: Stand Alone

Textbooks will be reviewed as part of the curriculum review process. New textbooks will be
selected by the Program Director to replace any books that are out of date, no longer relevant to
course objectives or no longer available for purchase.

Copyright Policy

Published: Consumer Information

Published: School Catalog

The copyright law of the United States (Title 17, U.S. Code) governs the reproduction of
copyrighted materials, including but not limited to publications, computer software, audio
music, video and audiovisual materials. It is necessary to assume that all works are copyrighted
even if the copyright symbol does not appear on them. Students may not make additional
copies of any copyrighted materials provided to them in the classroom. Unauthorized use or
distribution of copyrighted materials can result in criminal penalties, including imprisonment or
severe fines.

For more specific information on copyright laws and penalties, please see the Web site of the
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U.S. Copyright Office at www.copyright.gov, especially the FAQ’s at
www.copyright.gov/help/faq

Summary of Civil and Criminal Penalties for Violation of Federal Copyright Laws
Copyright infringement is the act of exercising, without permission or legal authority, one or
more of the exclusive rights granted to the copyright owner under section 106 of the Copyright
Act (Title 17 of the United States Code). These rights include the right to reproduce or distribute
a copyrighted work. In the file- sharing context, downloading or uploading substantial parts of a
copyrighted work without authority constitutes an infringement. Penalties for copyright
infringement include civil and criminal penalties. In general, anyone found liable for civil
copyright infringement may be ordered to pay either actual damages or “statutory” damages
affixed at not less than $750 and not more than $30,000 per work infringed. For “willful”
infringement, a court may award up to $150,000 per work infringed. A court can, in its
discretion, also assess costs and attorneys’ fees. For details, see Title 17, United States Code,
Sections 504, 505. Willful copyright infringement can also result in criminal penalties, including
imprisonment of up to five years and fines of up to $250,000 per offense. For more information,
please see the website of the U.S. Copyright Office at www.copyright.gov.

Externship/Internship

Potential Externship Requirements

Published: School Catalog

Some of our externship partners may require drug screening and/or background check as part of
their application process.

Grading Criteria
Published: Stand Alone
Externship (210 hours) Worth 100 Points Total
Student performance will be evaluated at the end of the 210 hours of the externship. The extern
site supervisor is responsible for evaluating the student performance and designated Chef
Instructor will review the feedback and assign a grade based on the following point system:

1. Professionalism (Reliability, Punctuality, Discipline, Attitude) (25 Points)

2. Culinary Skills (Technique, Speed, Ability to Perform Tasks) (25 Points)

3. Interpersonal Skills (Relationship with Supervisor and Co-Workers) (10 Points)

* Items 1-3 to be determined with feedback from your Externship Site Supervisor
3. Weekly Assignments (Clock-in sheet) (40 Points)

Curriculum Review/Revisions

Curriculum Policy

Published: Stand Alone

The Culinary School of Fort Worth has developed specific curriculum to be used by instructors
in teaching classes that comprise the Professional Culinary Program. Curriculum includes
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syllabi, lesson plans, class outlines, textbooks and class handouts. Any changes to the curriculum
must have the approval of the Program Director.

Additional Instructional Materials
Instructors that desire to use additional instructional materials may do so with the approval of the
Program Director provided they do not violate copyright infringement policies.

Curricular Review
Curricular review is an ongoing process necessary to accommodate new ideas and knowledge as
well as changes in trends and industry standards. The following serve as guidelines for the
review process.
1) The Program Director oversees the curricular review and implements changes or
revisions. Information from the advisory board, instructors, and student polls will be
considered in evaluating the curriculum.
2) An advisory board comprised of professionals in the culinary field will be selected to
facilitate the review process. The advisory board will work with the Program Director to
provide guidance in the following areas:
a. Review of course objectives for relevance and to ensure objectives are current
with industry standards.
b. Review of curriculum, textbooks and other materials to ensure they support the
objectives and are current with industry trends and standards.

Learning Resources, Equipment, & Supplies

Equipment Policy

Published: Stand Alone

This policy is to ensure that adequate equipment and supplies are available at all times for
student use. The proper student to equipment ration is maintained as closely as possible to not
cause undue stress on the students because of shortages in necessary items.

Equipment and Supplies Inventory/Replacement

Small wares should be counted and replaced quarterly. Kitchen manager, Culinary Operations
Manager and the Program Director discuss needs and orders are placed. Small appliances (i.e.
mixers/food processors) will be counted and replaced quarterly unless several expire at the same
time. In that case, they will be replaced immediately.

Equipment Maintenance and Repair

Large appliances (i.e. dishwasher, walk-ins, reach-ins and freezers) are repaired immediately
upon notification of malfunction. Calls for repair are made either by the kitchen manager,
administration staff, or owner of the school.

Food and Consumable Supplies
A weekly order of food and supplies will be generated by the kitchen managers. Orders should
be made in time to receive deliveries for upcoming classes
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Recruitment

Advertising Monitoring Policy

Published: Stand Alone

The marketing department plans, designs and monitors the advertising for the school. The
marketing department has reviewed and maintains a copy of ACCET Document 30 in the
business office. All media and promotional material are reviewed by the school
director/president before it is published and/or distributed.

Admissions/Enrollment

Admissions Policy

Published: Consumer Information

Published: School Catalog (Referral)

This Admissions Policy is used to define the enrollment requirements for individuals who wish
to enroll at CSFTW as a regular student. CSFTW, must adhere to the U.S. Department of
Education, Texas Department of Licensing and Regulation and the School’s following
accrediting agencies: Accrediting Council for Continuing Education and Training (ACCET) and
American Culinary Federation (ACF) guidelines.

General Admission Requirements

Published: Consumer Information

CSFTW is an equal opportunity employer and follows the same policies in accepting
applications from potential students. CSFTW is open to all students without regard to race, color,
religion, age, sex, creed, origin, sexual orientation, disability or marital status. The admission
policy is in compliance with the U.S. Department of Education, Texas Department of Licensing
and Regulation, ACCET and ACF guidelines, and the Veterans Administration Education
Department (if approved to participate in VA).

To be eligible for admission, an applicant must be able to read and write English, and the student
must meet the following requirements.

Admission Requirements
Published: Consumer Information
Published: School Catalog (Referral)
o Be atleast 17 years of age (age will be verified with individual’s ID)
e Complete the CSFTW application
e A One Page Essay stating why you would like to attend CSFTW, your expectations of
this program, as well as what you hope to accomplish upon graduation
o Two Letters of Recommendation stating why you would be a positive addition to the
student body at CSFTW
e Food Handler Certificate
o Students must also be able to provide proof of appropriate educational requirement such
as:
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e High School Diploma
e General Educational Development (GED) Certificate
e Another state-sanctioned test or diploma-equivalency certificate;

Homeschooling - has completed homeschooling at the secondary level as defined by
state law; has completed secondary school education in a homeschool setting which
qualifies for an exemption from compulsory attendance requirements under state law, if
state law does not require a homeschooled student to receive a credential for their
education. The CSFTW does require a homeschooled student to provide some form of
certificate or diploma of completion from his/her educators.

Though homeschooled students are not considered to have a high school diploma or
equivalent, they are eligible to receive FSA funds if their secondary school education was
in a homeschool that state law treats as a home or private school. Some states issue a
secondary school completion credential to homeschoolers. If this is the case in the state
where the student was homeschooled, she must obtain this credential to be eligible for
FSA funds if the state requires it. S/he can include in their homeschooling self-
certification that s/he received this state credential. An eligible institution is defined in
part as one that admits as regular students only those who have a high school diploma or
equivalent, are beyond the compulsory age of attendance for the school’s state or are
dually enrolled at the college and a secondary school.

Foreign High School Diploma or Transcript - Note High school diplomas/transcripts
from other countries are acceptable toward the student eligibility general requirement, as
long as the diploma is equivalent to a U.S. high school diploma.

Documentation of proof of completion of secondary education from a foreign country
must be officially translated into English and officially certified as the equivalent of
high school completion in the United States.

Recognized Equivalents of a High School Diploma — The Department of Education

recognizes several equivalents to a high school diploma:

e GED Certificate

o Ability to Benefit (ATB) Testing: at this time CSFTW does not accept ATB testing
and does not have a Career Pathways program.

o Certificate or other official completion documentation demonstrating that the student
has passed a state-authorized examination that the state recognizes as the equivalent
of a high school diploma

e An Associate Degree

Diploma Mill Definition — An entity that:
Published: Consumer Information

1.

2.

Charges someone a fee and requires them to complete little or no education or
coursework to obtain a degree, diploma, or certificate that may be used to represent to the
general public that they have completed a program of secondary or postsecondary
education or training, and;

Lacks accreditation by an agency or association that is recognized as an accrediting body
for institutions of higher education by the Secretary (pursuant to Part H, Subpart 2 of
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Title IV) or a federal agency, state government, or other organization that recognizes
accrediting agencies or associations.

Financial Arrangements

Published: Consumer Information

The student must make financial arrangements with the Financial Aid Department in regard to
FAFSA® applications, scholarships and/or cash payment plans prior to enrolling.

Enrollment Requirements
Published: Consumer Information
All prospective students will participate in a tour of the school’s facilities and are allowed to
inspect equipment related to their program of instruction. The tour will include a course
description, career opportunities, and physical demands of the job. A pre-enrollment packet is
provided during the tour which contains a copy of the following:

o School Catalog
Program/Course Outlines for the program they wish to enroll
A schedule of the tuition, fees, and other charges
Cancellation and Refund Policies
Attendance, Progress, and Grievance Policies
Rules of operation and conduct
Regulations pertaining to incomplete grades

o Written and verbal explanation of the difference between LOANS and GRANTS
Prior to admission, the prospective student must attend an enrollment session with a school
official.

O O O O O O

Attendance and Academic Requirements

Published: Consumer Information

An explanation on attendance and academic requirement will be given to the prospective student
and how those requirements can affect the student’s satisfactory performance requirements. The
prospective student will be informed that attendance hours may be withheld for non-payment of
tuition.

An approved registered representative of CSFTW will give the prospective student a tour of the
school facilities. Any questions from the prospective student will be answered truthfully,
promptly and in sufficient detail to eliminate confusion.

Special Needs
Published: School Catalog
Any student with a documented need for special accommodations should notify the Admissions
Office during the application process. CSFTW complies with the Americans with Disabilities
Act, Section 504 of the Rehabilitation Act, and state and local requirements regarding students
with disabilities. In compliance with federal and state regulations, reasonable accommodation or
services are provided to qualified students with disabilities.
A request for accommodation or services is deemed reasonable if the request:

e Is based on documented individual needs.
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e Does not compromise essential requirements of a course or program.

e Does not impose a financial or administrative burden on The Culinary School of Fort
Worth beyond that which is deemed reasonable and customary.

e [s within the scope of The Culinary School of Fort Worth’s control.

Non-Discrimination Policy

Published: School Catalog

CSFTW does not discriminate on the basis of race, religion, national origin, age, sex, sexual
preference, or disability in the admissions process. In the case of mental or physical disability,
each application is assessed on a case-by-case basis, taking into account the demanding physical
and mental nature of cooking.

Registration
Published: School Catalog
There is a non-refundable $100 application and registration fee.

Americans with Disabilities Act of 1990

Published: Consumer Information

The school complies with the Americans with Disabilities Act of 1990 and is wheelchair
accessible. If enrolled under training with a government agency, institution district, and/or other
entity, students must meet the admission requirements set out in the training agreement and/or
applicable state licensing or certifications requirements.

Priority Date Policy

Published: Stand Alone

A Priority Date will be set for each cohort. This date will be posted on the school website and
communicated verbally at campus tours as well as via email from the Admissions Department.
Applications submitted on or before this date will be given the most consideration for preferred
class time and start date. Applications will be accepted after the priority end date; however, all
seats are on a first come, first serve basis. Applications submitted after the priority date will be
considered but may have to adjust preferred class time, start date or waitlist.

Transfer of Credit

Transfer of Credit Policy (clock hours)

Published: School Catalog

Published: Consumer Information (Referred)

Subjects including Basic Culinary Skills and/or Basic Pastry Skills with a grade of B or better
earned at other accredited institutions may be transferred to The Culinary School of Fort Worth
based on the comparability of the nature, content, and number of hours earned to that offered by
The Culinary School of Fort Worth. No more than 50% of the required program may be
transferred and the hours being transferred must have been earned within the past five (5) years.
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Students wishing to obtain transfer of credit should have an official transcript, catalog or course
description, and syllabus sent by the accredited institution to The Culinary School of Fort
Worth at least 4 weeks prior to the desired start date. The School Director, Program Director,
and Director of Compliance will review the documentation to determine if the credits will
transfer. If the transfer is accepted, the program fees will be adjusted according to the subjects
being accepted.

Students who have graduated from a secondary institution or have a GED and hold a ProStart
National Certificate of Achievement may be eligible for advanced credit of Externship in the
Professional Culinary Program. To receive such credit, students must meet all admission
requirements for the Professional Culinary Program. If accepted, tuition and fees will be
adjusted accordingly.

If a student wishes to appeal the decision, they will submit, in writing, a letter justifying the
appeal. The Culinary School of Fort Worth will appoint a staff member without bias to review
the documentation and submit an opinion.

The Culinary School of Fort Worth cannot guarantee transferability to other institutions of
successfully completed subjects taken at The Culinary School of Fort Worth. Assistance will be
provided to students requesting a transfer of course credit to other institutions, including, but
not limited to, providing guidance or counseling and providing an official transcript, syllabi, or
course outline. Request must be submitted in writing and in a timely manner. All hours
attempted count towards the Quantitative Maximum Time Frame requirement. (125% for Title
IV and 150% Academic)

Transfer Hours

Published: School Catalog

Please refer to the Transfer of Credit Policy.

Students wishing to obtain transfer of credit should have an official transcript, catalog or course
description, and syllabus sent by the accredited institution to The Culinary School of Fort Worth
at least 4 weeks prior to the desired start date. The School Director, Program Director, and
Director of Compliance will review the documentation to determine if the credits will transfer. If
the transfer is accepted, the program fees will be adjusted according to the subjects being
accepted. Accepted transfer of credits count as both attempted and completed hours for pace of
completion purposes.

Student Services

Student Services Policy

Published: School Catalog

Published: Syllabus

As part of our Open-Door Policy, students are able to ask for tutoring or assistance outside of
class through the chef instructors. Throughout the year, there are several extracurricular
activities made available to students. For example, culinary competition team and educational
seminars with local chefs.
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Academic Dishonesty Policy
Published: School Catalog
Published: Syllabus

Cheating and Plagiarism

Learning to think and work independently is part of the educational process. Cheating or
plagiarism in any form is considered a serious violation of expected student behavior and may
result in disciplinary action.

Definition of Cheating

Cheating is defined as obtaining or attempting to obtain, or aiding another to obtain credit for
work, or any improvement in evaluation of performance, by any dishonest or deceptive means.
Cheating includes, but is not limited to: lying; copying from another's test or examination;
discussion at any time of answers or questions on an examination or test, unless such discussion
is specifically authorized by the instructor; taking or receiving copies of an exam without the
permission of the instructor; using or displaying notes, "cheat sheets," or other information
devices inappropriate to the prescribed test conditions; allowing someone other than the
officially enrolled student to represent same.

Definition of Plagiarism

Plagiarism is defined as the act of using the ideas or work of another person or persons as if they
were one's own without giving proper credit to the source. Such an act is not plagiarism if it is
ascertained that the ideas were arrived through independent reasoning or logic or where the
thought or idea is common knowledge. Acknowledgement of an original author or source must
be made through appropriate references; i.e., quotation marks, footnotes, or commentary.

Use of Cellular Telephones

Published: School Catalog

Published: Syllabus

Cell phone use and similar device use is extremely disruptive to the instructors and the other
students. The following policies apply to cell phone use during class time:

e No personal calls are to be made or received during class, except in an emergency.

e The main phone lines to the school are answered by our Answering Service during
evening classes and when the administrative offices are closed. Please advise family
and friends if there is an emergency, to notify the answer service and an alert will be
sent to school officials

¢ During class, cell phones should be set to silent, vibrate, or off.

e Messages may be checked, and phone calls made outside of the classroom and kitchen.

Preferably this should be done during breaks or at the end of class.

Counseling
Published: Annual Security Report
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The school currently has no procedures for encouraging or facilitating pastoral or professional
counseling (mental health or otherwise), other than the student or employee is encouraged to
seek such aid.

Vaccination Policy

Published: Consumer Information

Specific programs of study may require students to adhere to a Vaccination Policy. Currently,
CSFTW students are not required to vaccinate.

US Voter Registration

Published: Consumer Information

CSFTW encourages all students that are US citizens and of eligible age to vote in federal and
state elections. Students residing in TX while attending school at CSFTW can obtain voter
information by visiting the following site: www.votetexas.gov/register-to-vote/ In addition,
voter registration forms are available on campus in the Compliance office or by going to
www.webservices.sos.state.tx.us/vrapp/index.asp. Students that wish to vote in a home state
other than TX can find voter information on the following website: www.eac.gov/.

Medical Emergencies

Published: School Catalog

Published: Annual Security Report

A medical emergency is defined as injury to any person or persons requiring treatment by a
physician or by registered professional personnel under the standing orders of a physician (i.e.,
paramedics, ambulance personnel, nurses, etc.)

First responders may call 911 if they determine immediate medical attention is necessary. Once
emergency services have been contacted, the School Director should be notified of the nature
and location of emergency.

Minor First Aid

For the treatment of minor injuries not requiring the services of physician or registered
professional personnel under the standing orders of a physician, First Aid Kits are located in the
Chef Instructor Office and next to the hand washing stations on each side of the kitchen.

Constitution and Citizenship Day

Published: Consumer Information

Because CSFTW receives Federal funding through Title IV, HEA funding, the institution must
comply with the Constitution and Citizenship day regulatory requirements. These requirements
require all students to receive information on the U.S. Constitution on September 17" of each
year (or preceding or following week if the 17™ falls on a Saturday, Sunday, or holiday).

School Closings

Published: School Catalog

The Culinary School of Fort Worth rarely closes school for any reason, including weather. If
school is cancelled, the decision will be made at least 2 hours prior to the start time of classes.
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You will be contacted by email if school is cancelled.

Requirements for Graduation

Published: School Catalog

A Certificate of Completion will be granted after completion of the requirements for The
Professional Culinary Program (PCP) offered at The Culinary School of Fort Worth.

The required subject progression for the Professional Culinary Program (PCP) is: PCP I, PCP 11,
PCP III and PCP 1V.

Facilities and Services Available to Students with Disabilities
Published: Consumer Information

No individual with a disability (physical or mental impairment), because of their disability, will
be excluded from enrolling in a course of instruction, if it can be determined that the student can
benefit from the training. Additionally, CSFTW will exert its best effort to provide requested
reasonable accommodation. If you would like to request a reasonable accommodation, please
contact the Director of Admissions and Program Director. You may request a reasonable
academic adjustments or auxiliary aids at any time. The Program Direct is responsible for
coordinating compliance with Section 504 of the Rehabilitation Act of 1973 and Title II of the
Americans with Disabilities Act of 1990.

Applicants with a disability, as defined in paragraph 34 C.F. R. 104.3 (j) of the regulation under
Section 504 of the Rehabilitation Act of 1973, may apply for admittance into the program.
CSFTW will work with the student to determine whether a reasonable accommodation can be
granted to enable a student to benefit and thus qualify for federal funding.

Any qualified individual with a disability requesting a reasonable accommodation should follow
this procedure:

e Notify the Director of Admissions in writing of the type of accommodation(s) needed,
date needed, documentation of the nature and extent of the disability, and of the need for
the accommodation or auxiliary aids.

e The request should be made at least four weeks in advance of the date needed.

e You may contact the Director of Admissions by telephone at 817-737-8427.

e The Director of Admissions will respond in writing within two weeks of receiving
the request letting the student know if a reasonable accommodation can be granted.

Statement of Non-Discrimination

Published: School Catalog

Published: Consumer Information

Published: Syllabus

CSFTW does not discriminate on the basis of race, color, gender, age, national or ethnic origin,
or physical disabilities in the administration of is educational or admissions policies, financial
assistance programs, job placement services, or any other school sponsored program. Admission
of applicants is based solely on the potential of the applicant to succeed in the foodservice
industry or benefit from the course of study.
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Title VI of the Civil Rights Act of 1964 prohibits discrimination based on race, color, or national
origin in programs or activities receiving federal financial assistance. All federal agencies that
provided grants of assistance are required to enforce the Title VI regulation.

Know Your Rights — Title IX

Published: Consumer Information

Title IX of the Education Amendments of 1972 (“Title IX”), 20 U.S.C. §1681 et seq., is a
Federal civil rights law that prohibits discrimination on the basis of sex in education programs
and activities. All public and private elementary and secondary schools, school districts,
colleges, and universities (hereinafter “schools”) receiving any Federal funds must comply with
Title IX. Under Title IX, discrimination on the basis of sex can include sexual harassment or
sexual violence, such as rape, sexual assault, sexual battery, and sexual coercion.

All students are encouraged and welcome to visit the Administrative Office for any questions,
clarification or additional information regarding any of the CSFTW’s policies & procedures.

Performance Measurements

Grading and Weighing System
Published: School Catalog
Published: Syllabus

The school uses a 0-100% grading system to grade assignments, midterm, written final exam,
and final practicum. Grades will be weighted in the following categories:

PCP I-III: Evaluations (50%), Class/Assignments (15%), Final Cooking Exam (20%), Final
Written Exam (15%)

PCP IV: Evaluations (20%), Class/Assignments (5%), Externship (40%), Final Cooking Exam
(20%), Final Written Exam (15%)

Grade Percentage GPA
A 90-100 4.00
B 80-89 3.00
C 70-79 2.00
F 0-69 0.00

Students in the (PCP) program are evaluated on their performance on a weekly basis. Skills and
competencies are broken down into a system of blocks that build upon each other and are
designed to create a sense of repetition and efficacy in the student performance throughout the
program. Students are evaluated mid-week as they complete their in-class assignment pertaining
to the topic of the block. The in-class assignment will be a completion grade in the form of a
quiz, paper or other assignment that will be turned in on the last day (the evaluation day) of each
block for grading. On the last day of every block, the student will be evaluated on their technical
ability to perform the skill taught during that block. Lab evaluation grades will be determined
using the PCP Grading Rubric. Students will be appraised of their performance at the end of each
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of the four semesters with a written and practical examination. Written exams are recorded as a
percentage out of 100% and Final Practical labs will be graded using the PCP Grading Rubric.
Students will be required to obtain 25 internship hours over the four semesters of the program as
part of their hands-on training. During fourth semester, students will undergo an 8.4-week
Externship where they will work with a mentor chef in a food service setting to gain more
practical culinary experience. Students are evaluated on their completion of the required 210
Externship hours based on their timecard submissions and the Externship evaluation rubric that
is filled out by his or her mentor Chef at their Externship location and then reviewed by the Chef
Instructors at the Culinary School of Fort Worth.

Grading Rubric
Published: School Catalog

onal Ethics (Point Deductions from Final Tally)

-0% 2% -4% -6% -8% -10%
Did student comply with All Servsafe standards 1 violation 2 violations 3 violations 4 violations 5 or more violations
Servsafe standards? are met
-0% -2% -4% -6% -8% -10%
Did student work effectively Student adds value and Student had 1 absence Student had 2 absences Student had 3 absences Student had 4 absences Student left class early
with team? leadership to the team during block during block during block during block without instructor
approval
-0% 2% -4% -6% -8% -10%
Did student behave Student acts Student had 1 Student had 2 Student had 3 Student was a constant Student was
appropriately in the kitchen? professionally in disruptive act disruptive acts disruptive acts disruption during class disrespectful or used
kitchen profanity
-0% -2% -4% -6% -8% -10%
Tardiness Student arrived on time Student listed as tardy Student listed as tardy Student listed as tardy Student listed as tardy Student was tardy every
throughout block once during block twice during block 3x during block 4x during block day of block
-0% 2% -4% -6% -8% -10%
. Students displays a Student had 1 instance Student had 2 instances Student had 3 instances Student displays an Student displays a poor
Does the student display a good N . . . . N .
. s . p great attitude of concern of concern of concern overall poor attitude attitude which
attitude in the kitchen? . X
negatively impacts
classmates
Pride (15-25%)
5% 4% 3% 2% 1% 0%
Is student uniform clean and Uniform looks Uniform is up to Uniform has minimal Uniform is clean but Uniform is dirty, Uniform violates
free of wrinkles? professional quality acceptable standards wrinkles or stains wrinkled wrinkled Servsafe Standards
Is the student” i S% 4% Stati N d Stud zn/o'ddb Cl (11:? d b 0%
s the student’s station ) Station well organized Station had minimal tation remaine Student reminded by utter addressed but No effort shown on
organized and free of clutter? . . cluttered through lab instructor to remove not cleaned up o
= throughout lab portion clutter during lab . N organization
session clutter efficiently
5% 4% 3% 1% 0%
Is the student’s product X P : 2% Product is not L .
e Product is presented Presentation is Product is acceptable . . Product is inconsistent
presented neatly/uniformly? 3 N Product is not uniform presented neatly or
nearly/uniformly acceptable but needs improvement . and sloppy
uniformly
4%
o o o o
Student conducts him/herself in . 5% . Student displays 3% 2% 1% 0%
Student is professional Student lacks Student need - Student behaves
a confident but humble manner. acceptable confidence - : Student lacks humility -
and humble L confidence improvement unprofessionally
and humilit
5% 4% 3% 2% 1% 0%
Did student manage his/her Student managed time Student managed time Student needs Student turns in 1 or Student turns in 2 or Student managed time
time well? well in an acceptable improvement with time more dishes late more dishes late poorly overall
manner management
5% 4% 3% 2% 1% 0%
Did the student use appropriate Student used Student uses 1 Student uses 2 or more Student uses 3 or more Students uses 4 or more Student did not use
cooking techniques? appropriate cooking incorrect cooking incorrect cooking incorrect techniques incorrect techniques appropriate cooking
methods for the task technique techniques methods
5% 4% 3% 2% 1% 0%
Did the student use appropriate Student used Student uses 1 Student uses 2 incorrect Student uses 3 incorrect Student uses 4 or more Student does not use
tools for the task at hand? appropriate tools for all incorrect tool tools tools incorrect tools correct tools for 5 or
tasks more operations
5% 4% 3% 2% 1% 0%
Did student cook the item to Products are perfectly Products are slightly Products need More than half of Products are burnt or Unfit to serve
proper doneness? cooked over or under improvement but are student product is significantly
acceptable cooked improperl undercooked
5% 4% 3% 2% 1% 0%
Does student display common Student displayed Student displays Student leans on Student leans on Student lacks critical Student did not display
sense cooking? common sense/critical adequate critical instructor for clarity classmates for clarity thinking skills for the common sense or
thinking skills thinking in the topic majority of class critical thinking skills
Culinary SKills (45-65%)
5t0 10% 4to 8% 3t06% 2t04% 1to2% 0%
Does the student work at a Student worked quickly Student worked at an Student ran late one 1 Student ran late on 2 or Student ran late on 3 or Student did not work
quick/efficient pace? and efficiently acceptable pace or more items more items more items quickly or efficiently
5t0 10% 4t0 8% 310 6% 2t0 4% 1t02% 0%
. . Student understood all Student grasped the Student failed to grasp Student failed to grasp Student failed to grasp Student did not
Student displays understanding L L A
tasks majority of tasks for a major concept from 2 or more major the task at hand for the understand the task at
of the task at hand? - - -
the day class concepts for class majority of class hand
5to 15% 4t012% 3t09% 2 t0 6% 1to 3% 0%
Block Objective #1 Objective executed Objective completed Objecti_ve completed Objective completed Objective completed Objective completed
flawlessly but with concerns more than 50% less than 50% less than 25%
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5to 15%
Objective executed

Block Objective #2 flawlessly

4t012%
Objective completed

3t09%
Objective completed
but with concerns

2 t0 6%
Objective completed
more than 50%

1to 3%
Objective completed
less than 50%

0%
Objective completed
less than 25%

5t0 10%
Precise cuts, timely

Knife Skills-Accuracy/Speed
work

4t0 8%
Consistent cuts but not
precise

3t06%
Some irregular cuts,
speed ok

2t0 4%
Some irregular cuts,
poor speed

1t02%
Cuts very irregular,
inconsistent, slow rate

0%
No effort shown on
knife skills at all

Student Progress & Attendance

Satisfactory Academic Progress

Published: School Catalog

Published: Consumer Information (Referral)

The satisfactory academic progress (SAP) policy applies to all students enrolled in an
ACCREDITING AGENCY and STATE AGENCY approved program whether receiving Federal
Title IV, HEA funds. The Professional Culinary Program (900 clock hours and 35 weeks) is the
only course that is currently eligible for Title IV, HEA funding.

All students entering The Culinary School of Fort Worth must make satisfactory academic
progress (SAP) toward their program completion. Satisfactory academic progress is measured
both qualitatively and quantitatively. These measurements include cumulative results during all
periods of the student’s education. All students will have full access to their grades and
assignments on Orbund, the online course management program which is located at
www.serverl6.orbund.com. Students will be given a username and password to access their
courses. Any discrepancies or questions about grades should be made in writing or by email to
info@csftw.edu.

Attendance

Published: School Catalog

Published: Syllabus

Late arrivals may enter school until 20 minutes after class/scheduled shift begins. Students who
are more then 20 minutes late will not be allowed to attend class and will be marked absent for
the day. Students that arrive 1 to 19 minutes late will be allowed to attend class but may need to
either forego break times or stay late to account for the missed time in order to obtain the
required clock hours.

Attendance will be recorded every single class day. It is the chef instructor’s responsibility to
mark each student on the attendance sheet as present or absent. The attendance information will
be updated in the school’s online portal on a daily basis. This will tally the student’s attendance
percentage into one final percentage for each semester. Students must attend a minimum of 90%
of the hours in each semester. The student is responsible for any class materials missed while
absent.

During semesters I, II, and 111, a student may miss a total of 3 class days and may be terminated
on the 4" missed class day as an unofficial withdrawal. During semester IV, a student may miss
a total of 4 class days and may be terminated on the 5 missed class day as an unofficial
withdrawal. In addition, failure to turn in on time the internship assignment for each semester (1,
IL, II1, and IV) may lead to termination.
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Semester Allowed Absences Per Required Homework
Semester Assignments/Intern hours
Per Semester
I, II, and 111 3 class days (15 clock hours) 1 (6 clock hours)
v 4 class days (20 clock hours) 1 (7 clock hours)

Excused Absence Policy

Excused absences are clock hours that were actually scheduled, were missed, and do not have to
be made up for a student to receive the certificate for the program. For Financial Student Aid
purposes, no more than 10% of the scheduled clock-hours in a payment period may be
considered excused absences. For the Professional Culinary Program, as long as 900 clock hours
have elapsed, a student may graduate having completed 810 clock hours

Early Dismissal

Students are required to complete a minimum of one objective to be counted as present for that
day. Students that do not complete any objectives will be counted as absent. All students are
required to stay until the kitchen is cleaned and class has been dismissed. If a student needs to
leave early, it must be discussed with the chef instructor prior to the beginning of class that day.
If a student leaves class early, without prior arrangement with their chef instructor, they will be
subject to possible disciplinary action.

Quantitative Requirements = Maximum Time Frame
Maximum Time Frame at CSFTW

The maximum time frame in which a student can complete their program is equal to 1.1 times
the published length of the course.

Example for Professional Culinary Program would be 900 + 90 clock hours = 990 scheduled
hours.

COURSE MAXIMUM TIME ALLOWED
Professional Culinary Program: 900 clock hours Scheduled Hours Weeks
990 39

Internal SAP Evaluation Points
The internal SAP checkpoints for CSFTW are as follows:

Semester Scheduled Hours Pace of Completion Requlre(d;Pl\l/IAlnlmum
Semester 1 1-181 90% 70%
Semester 2 182-362 90% 70%
Semester 3 363-450 90% 70%
Semester 3 451-543 90% 70%
Semester 4 544-678 90% 70%
Semester 4 679-900 90% 70%

Title IV, HEA Funding and SAP Evaluation Points
SAP evaluation periods are based on when the student’s scheduled clock hours for the payment
period have elapsed. Students will be notified of all SAP Evaluation results at the end of each
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payment period. A Title IV payment period is defined as 450 clock hours. The following is an
example of the minimum number of hours and weeks that a student must complete at the end of
each payment period to be considered eligible to receive the next Title IV, HEA Aid payments.

Professional Culinary Program, which is 900 clock hours and 35 weeks of instruction,
funding will be disbursed at:

Payment Completed Scheduled Completed Scheduled Note:
Period Clock Hours | Clock Hours Weeks Weeks

*Direct Loan

1 1 1 0 1 has a 30-day
delay for
first-time
borrowers

2 405 450 15.5 17.5 *

*Students must meet their clock hours, weeks of instruction, attendance, and minimum
cumulative grade point average requirements in order to be eligible for the next Title IV, HEA
funding disbursement. Each student will be evaluated at the end of each scheduled clock hour
payment period to determine eligibility.

Please Note: 1f the student is not meeting the SAP requirements, they will place their Title IV,
HEA funding in jeopardy, which could also result in loss of Title IV, HEA funding.

If Student Is Not Meeting SAP at Internal SAP Checkpoints:
At each internal SAP checkpoint, if a student is not meeting SAP, then an academic
improvement plan will be developed by the designated Chef Instructor and the student to ensure
that the student is able to meet the school’s SAP requirements by the end of that payment period.
The plan may include more frequent SAP checkpoints before the end of the payment period. The
plan may include (but is not limited to) the following:
e Maintain an attendance percentage that will ensure the student will meet Satisfactory Academic
Progress by the end of that grading period.
e Maintain a grade point average that will ensure the student will meet Satisfactory Academic
Progress by the end of that grading period.
e The academic improvement plan will be monitored by the Program Director and communicated
regularly to students.

If Financial Aid Student Is Not Meeting SAP at Official Title IV, HEA SAP Evaluation Point:
At the 450- scheduled hour SAP evaluation point, if a student is not meeting SAP, they will be
put on Financial Aid Warning. In order to assist students placed on Financial Aid Warning,

at the discretion of Program Director, an academic improvement plan may be developed by the
Program Director and the student to ensure that the student is able to meet the school’s SAP
requirements by the end of that payment period (70% GPA and 90% Pace of Completion). The
student will also at this time be placed on Financial Aid warning and will be notified of said
warning. The plan may include more frequent SAP checkpoints before the end of the payment
period. The academic improvement plan will be monitored by the Program Director and
communicated regularly to students. A student who has been placed on an academic
improvement plan and is making progress on that plan is still considered to be an eligible
student. If a student is not making progress on the academic improvement plan and therefore
does not meet SAP by the end of the payment period, the student will be terminated and no
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longer eligible for federal financial aid for that enrollment period. If the student wishes to re-
enter the school, then they will have to again complete the financial aid process and will return in
the same satisfactory academic progress status in which they left.

Transfer Hours

Published: School Catalog

Please refer to the Transfer of Credit Policy in the current school catalog for entire policy.
Students wishing to obtain transfer of credit should have an official transcript, catalog of course
description, and syllabus sent by the accredited institution to The Culinary School of Fort Worth
at least 4 weeks prior to the desired start date. The School Director, Program Director, and
Director of Compliance will review the documentation to determine if the credits will transfer. If
the transfer is accepted, the program fees will be adjusted according to the subjects being
accepted. Accepted transfer of credits count as both attempted and completed hours for pace of
completion purposes.

Academic Progress
Published: School Catalog

Qualitative Progress:

The student must maintain a grade point average in each semester of at least 70% based on all
evaluations, assignments, written final exams and practicums, and completion of all required lab
practicum hours. When a semester is repeated, the new grade will replace the original grade for
the purposes of the calculation of the GPA (and restoration of Title IV eligibility if applicable).

Quantitative Progress:

Students are required to make quantitative progress toward program completion. To be making
satisfactory academic progress, a student must attend at least 90% of the scheduled class hours
on a cumulative basis during each internal SAP checkpoint.

The school uses a 0-100% grading system. Grades will be weighted in the following categories
for semesters 1-3: Evaluation (50%), Class/Assignments (15%), Final Written Exam (15%),
Final Cooking Exam (20%).

Semester 4 is as follows: Evaluation (20%), Class/Assignments (5%), Final Written Exam
(15%), Final Cooking Exam (20%), Externship (40%).

Grade Interpretation Average Grade Point
A Excellent 90% - 100% 4.0
B Good 80% - 89% 3.0
C Average 70% - 79% 2.0
F Failing Below 60% - 69% 0.0
I Incomplete
w Withdrawal

Each student must attend class, participate in lab/externship work, and prove to the instructor that
the daily topic was understood through question answering and product evaluation. Each student
will be given a grade for each block of study based on the food the produced as well as the
student’s attention to detail, uniform, safety and sanitation practices, teamwork, and adaptability.

73 Rev. 05/2026



Students’ grades are typically made available within 48 hours of the completion of each
evaluation or assignment. In the event of an apparent error in a grade, it is the student’s
responsibility to contact the instructor to make the appropriate correction.

Grade reports and transcripts are available to students through the Office of Compliance.

Academic Year Definition

Published: School Catalog

Published: Consumer Information

The Culinary School of Fort Worth’s academic year is defined as 900 clock hours and 26 weeks
for Title IV, HEA purposes. For Title IV, HEA payments, the student must meet both clock
hours and weeks of instruction as well as complying with all standards for Satisfactory Academic
Progress before they can receive further Title IV, HEA payments.

Course Incompletes, Withdrawals, and Repetitions

Published: School Catalog

Course incompletes, withdrawals, and repetitions have no effect on the GPA component of the
institution’s SAP. Course incomplete, withdrawals, and repetitions do affect the pace of
completion component of the institution’s SAP. Any student that reenrolls after an incomplete or
withdrawal will start the program at the beginning of the semester in which they left off. The
pace of completion will be updated accordingly.

Make Up Policy

Published: School Catalog

Published: Syllabus

Make-up classes are permitted ONLY for official school-approved reasons (e.g., medical reasons
with a doctor’s note.)

Finals

No “convenience” make-ups will be allowed on practical final exams or written final exams. In
the case that absence is planned in advance for day of practical or written exam, students may
request to schedule a new exam date. Requests must be sent via email to Info@csftw.edu at least
24 hours prior to missed class or exam. Verbal requests for make-ups will not be accepted or
considered.

Evaluations

In the case an absence occurs on a day of scheduled Evaluation, students may request to schedule
a make-up by sending an email to Info@csftw.edu. Make up requests must be received within 48
hours of missed Evaluation date. Verbal requests for make-ups will not be accepted or
considered.

Re-Entry and Interruptions

Published: School Catalog

Students who have been terminated or withdrew from the school may re-enroll (if determined
eligible) within 180 days and will not be required to pay the $100 application fee. However,
these students will be responsible to pay any remaining balance from the previous enrollment
that cannot be covered with reinstated federal funds and charged for contracted hours remaining.
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Student who have been terminated or withdrew from school and re-enroll (if determined
eligible), after more than 180 days will pay a $100 application fee and will be charged for
contracted hours at the current tuition rate. Students re-enrolling 180 days or more after
withdrawal date will be required to re-start at the beginning of the program. Re-enrolling
students may be required to purchase a more updated school kit. Students applying for re-entry
or transfer-in from other schools will be required, as a condition of enrollment, to bring
delinquent prior student loans to a current status.

Re-Enrollment Policy

Published: School Catalog

A student terminated for unsatisfactory progress, including attendance, cannot be readmitted
before the start of the next progress evaluation period. To be readmitted, the student must have a
meeting with the designated chef instructor(s) and receive approval for re-enrollment.

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

Termination

Published: School Catalog

A student will be terminated from The Culinary School of Fort Worth for failure to meet SAP.
Failure to meet SAP includes poor attendance, poor performance during class labs, or breaking
of the student contract within the enrollment agreement.

Student Conduct Policy

Published: School Catalog

Published: Consumer Information (Referral)

Each student at the beginning of the program will be required to read, understand and agree to
abide by the Student Conduct Policy and Contract. If the student should violate any of the
requirements in the contract, they may be asked to leave class.

Class Requirements
Published: School Catalog
Published: Syllabus
o Students are encouraged to have a notebook, pencil, or pen each day.
o Students are required to be in uniform each class.
o Cellular phones, tablets, laptops and other electronic devices are not permitted in the
kitchen and must be on silent during lecture
*  When necessary to step out of the kitchen during class, student must notify the chef
instructor before doing so

o Students are to act in a professional manner; language, personal hygiene, ability
to communicate, and take responsibility in their daily assignments.

Uniform Requirements
Published: School Catalog
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You must report to class in full uniform and remain in full uniform at all times until you leave
the premises. Students not in full uniform will be dismissed or not admitted into class. You must
have your supplies (standard issue only) and curriculum books with you when reporting to class.
A clean and neat appearance is a must at all times. Chefs who compromise their uniform also
compromise their professionalism. These compromises can soon spread to mise en place, cuisine,
customer service, sense of team spirit, and ultimately, personal commitment to excellence.

1. Hat — White hat (issued) Hair that is long enough to come to the collar MUST be put up in the
hat.

2. Neckerchief — White neckerchief (issued)

3. Chef Coat — White, double breasted cotton (issued) Must be worn fully buttoned up and is
freshly cleaned and pressed with sleeves cuffed. Under shirts and encouraged and acceptable
as long as neutral color and no lettering shows through coat.

4. Pants — Checkered (issued) Must be hemmed properly with the end of the pant falling upon

the shoe. NO rolled up or cuffed pants.

Apron — White apron (issued) Must be freshly cleaned

6. School T-Shirt — To present a professional appearance for informal classes or while on school
sponsored events, a school T-shirt can be worn as part of the uniform. Students will be
notified in advance when these are acceptable substitutes for the chef coat.

7. Shoes — Solid Black, non-slip, fully enclosed clean and polished (not issued)

g

LACK OF UNIFORM MEANS FAILURE TO ATTEND AND PARTICIPATE IN
CLASS!

Personal Hygiene Requirements and Grooming

Published: School Catalog

Your hat must completely cover your hair. If this is not possible, you must first cover your hair
with a hair net before wearing your hat. Beads and/or other ornaments are not permitted.
Fingernails must be kept short and clean at all times. Nail polish and/or fake nails are not
allowed. Cuts, wounds, scratches or skin blemishes from the fingertips to the beginning of the
forearm must be protected by surgical rubber gloves. In case of skin conditions, the student must
provide proper medical documentation to the Director of Compliance as well as the Chef
Instructor for the class.

All hand and facial jewelry are to be removed before entering any building within the Culinary
School of Fort Worth. Tongue piercing of any description is included in this requirement.
Wedding rings shall be excluded from this requirement only if a smooth solid band.

You may not use perfume or cologne.

Clean and ironed uniforms are expected daily. Sweaters or coats may not be worn in classrooms
or kitchens.

A student chef
* Takes care of his or her uniform and tools and respects them.
» Washes his or her hands frequently, in hand sinks only.
* Avoids the use of abusive language.

* Exercises self-discipline
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Code of Ethics

Published: School Catalog

Deal honestly and truthfully in all matters. Respect the property and resources of others, and do
not use such property or resources for personal gain. Consider the interest of the school and carry
out their established policies. Avoid activities that might bring discredit to oneself, the school,
colleagues or the profession.

Safety Contract

Published: School Catalog

Safety is important in any career setting, but in a production kitchen safety is of the utmost
importance. A production kitchen has razor sharp knives and equipment, temperatures that exceed
500 degrees, equipment that is extremely heavy and motors that run constantly.

Each student must conduct themselves in a safe manner. Every rule of safety must be followed to
the letter with every piece of equipment. Immature behavior, playing around, etc. will result in
dismissal from the class. Fighting or any type of physical violence will call for the immediate
arrest of anyone involved and dismissal from the program.

THERE ARE NO EXCEPTIONS

The kitchen is an area to use caution, diligence and safety in the school by virtue of the equipment
and other contributing factors. Students must develop the strengths necessary to prepare for the
rigors and pressures associated with employment in the industry. The rules and regulations
dealing with safety will continue to be explained and enforced throughout the time spent by the
students at The Culinary School of Fort Worth. Please understand that these precautions are in
effect in order to protect the welfare of each and every individual

Harassment Policy

Published: School Catalog

Students, employees and others acting on The Culinary School of Fort Worth’s behalf are
entitled to respectful treatment in the classroom and workplace. A respectful workplace is a
working environment that is free of inappropriate behavior of all kinds and harassment because
of age, disability, marital status, race or color, national origin, religion, sex or sexual
orientation.

Complaint Procedure

Published: School Catalog

If you believe you are being harassed or know someone who is, you should act promptly by
notifying a school official.

Under no circumstances will The Culinary School of Fort Worth allow reprisals against a
person who in good faith reports or provides information about harassment, sexual harassment
or behavior that might constitute sexual harassment.

Refer to the current Annual Security Report for Title IX policies regarding Sexual Assault
Grievance Policy. The Annual Security Report can be found on the school website
www.csftw.edu/disclosures

or a printed copy can be requested through the Compliance Office.
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Retaliation Prohibited

Published: School Catalog

No school or person may intimidate, threaten, coerce, or discriminate against any individual for
the purpose of interfering with any right or privilege secured by Title IX, or because the
individual has made a report or complaint, testified, assisted, or participated or refused to
participate in any manner in a Title IX investigation, proceeding, or hearing.

Disciplinary Action

Published: School Catalog

On-campus disciplinary action in cases of alleged sexual assault will be based on the findings of
the investigation of the facts pertaining to the crime and other mitigating circumstances.

Student Satisfaction

Satisfaction Assessment Policy

Published: Stand Alone

Participant satisfaction and employer/sponsor satisfaction is important to the success of the
school. This policy has been adopted to help ensure the satisfaction of students as well as
employers of our students.

Participant Satisfaction: Students will be given a survey at the end of their program to assess
their opinion of the program and their instructors. The results of the surveys will be reviewed
by the director and faculty.

Employer/Sponsor Satisfaction: Employers are asked verbally for feedback when placement
information is collected (at least 30 days after student’s graduation). The results are
communicated to the Director.

Student Grievances/Complaints

Published: School Catalog

If a problem should occur during or after class, please call, email (info@csftw.edu), or speak
to a school administrator.

If the complaint is not resolved in a timely manner after following proper procedures to your
satisfaction, you may submit a complaint form to the Texas Workforce Commission. Complete
form PS-401A and mail it to TWC-Career Schools and Colleges, 101 East 15" Street, Austin,
Texas, 78778-0001, phone 512-936-3100. This form can be obtained from the school
administrator or from the website:
http://www.twec.state.tx.us/sves/propschools/propforms.html.

This institution is recognized by the Accrediting Council for Continuing Education & Training
(ACCET) as meeting and maintaining certain standards of quality. It is the mutual goal of
ACCET and the institution to ensure that educational training programs of quality are
provided. When issues or problems arise, students should make every attempt to find a fair and
reasonable solution through the institution’s internal complaint procedure, which is required of
ACCET accredited institutions and frequently requires the submission of a written complaint.
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Refer to the institution’s written complaint procedure which is published in the institution’s
catalog or otherwise available from the institution, upon request. Note that ACCET will

process complaints which involve ACCET standards and policies and, therefore, are within the
scope of the accrediting agency.

In the event that a student has exercised the institution's formal student complaint procedure, and
the problems or issues have not been resolved, the student has the right and is encouraged to take
the following steps:

1. Complaints should be submitted in writing (by email or mail) to the ACCET office.
Complaints received by phone will be documented, but the complainant will be requested to
submit the complaint in writing.

2. The letter of complaint must contain the following information:

a) Name and location of the ACCET institution;

b) A detailed description of the alleged problem(s);

c) The approximate date(s) that the problem(s) occurred;

d) The names and titles/positions of all individual(s) involved in the problem(s),
including faculty, staff, and/or other students;

e) What was previously done to resolve the complaint, along with evidence
demonstrating that the institution's complaint procedure was followed prior to contacting
ACCET;

f) The name, email address, telephone number, and mailing address of the complainant.
If the complainant specifically requests that anonymity be maintained, ACCET will not
reveal his or her name to the institution involved; and

g) The status of the complainant with the institution (e.g. current student, former student,
etc.).

3. In addition to the letter of complaint, copies of any relevant supporting documentation should

be forwarded to ACCET (e.g. student’s enrollment agreement, syllabus or course outline,

correspondence between the student and the institution).

4. SEND TO:
ACCET
CHAIR, COMPLAINT REVIEW COMMITTEE 1722 N Street, NW
Washington, DC 20036
Telephone: (202) 955-1113
Email: complaints@accet.org
Website: www.accet.org

Note: Complainants will receive an acknowledgement of receipt within 15 days.

Open Door Policy

Published: Stand Alone

The student experience is important to us here at CSFTW and we, as the management, want to
hear from you. The purpose of our Open-Door Policy is to encourage open communication,
feedback, and discussion about any matter at the school. Whether you have questions, concerns,
suggestions, or observations, please feel free to contact any of us below:

CEO: Scott Wade, scott@csftw.edu
Compliance Coordinator: Carolann Landis, Carolann@csftw.edu
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Financial Aid Coordinator: Nancy Figueroa Nancy Figueroa, nancy@csftw.edu
Program Director: Chef Ethan Starr, ethan@csftw.edu

School Director: Chef Ched Pagtakhan, ched@csftw.edu

Admissions Coordinator: Gabriella Moyer, Gabriella@csftw.edu

Employer/Sponsor Satisfaction

Employer Satisfaction Policy
Published: Stand Alone
During the placement verification process (which begins 30 days after each graduation), the
Program Director or designated chef instructor will strive to speak with all employers that have
hired the most recent graduating class. One of the following methods will be used to gather
information from employers: phone calls, face-to-face visit, survey. The Program Director will
document all information received from employers (assuming employer is willing to provide
feedback).
Annually, there will be a meeting to discuss employer and externship feedback. Also, feedback
will be regularly discussed at council meetings and chef instructor meetings.
The employer feedback will be utilized in the following ways:
e The curriculum will be adjusted as consistent themes emerge across several employers.
e Regular employer feedback enables our chef instructors to stay abreast of the latest trends
in the industry and inform students of these trends.
e As the school continues to deepen its connections with employers, it will strengthen the
school’s ability to assist students with placement.

Completion & Job Placement

Placement Assistance

Published: School Catalog

We do not provide job placement; however, we will provide placement assistance in the form of
job postings on the school website. When students notify us that they are looking for
employment, we strive to match them with any openings we know that would be a good fit. We
DO NOT guarantee job placement.

Students will be contacted following graduation to verify employment status. Information
gathered is used in calculation of employment and placement statistics for the Texas Workforce
Commission and ACCET. Employment may be verified using approved documents such as
ACCET’s best practice Employment Verification, Part Time-Attestation, and/or TWC Completer
Follow up Survey.
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Outcomes and Completion Policy

Published: Stand Alone

This policy is to ensure that tracking of student outcomes and completions is done in an
organized manner to ensure accurate reporting and interpretation of enrollment, outcome and
completion data.

Data Tracking: A master registration list of student enrollment information is maintained and
updated at the beginning of each new semester. Information including student start date,
completion date, leave of absence and withdrawal/drop will be tracked for each student as
applicable. Data definitions are as follows:
1. Student enrollment/start date — Student start date is the first day of the first class.
2. Student completion date — Student completion date is the date of the student’s graduation.
3. Leave of absence — CSFTW does not offer LOA at this time
4. Withdrawal/drop — The effective date of the termination of a student will be the earliest
of the following:
a. The last day of attendance, if the student is terminated by the school;
b. The date of receipt of written notice from the student; or
c. Ten school days following the last date of attendance.
The master registration list is tracked from the date of the Texas Workforce Commission site
visit to the school. The new master registration list for the year is created the day following the
site visit.

Employment/Placement Tracking: The following procedure for tracking employment and
placement will be implemented to ensure accurate reporting. The placement coordinator will
contact each graduate at least 30 days following graduation to complete a post-graduate
questionnaire to determine employment/placement.
1. Email Contact - A post-graduate questionnaire will be sent via email to each graduate
following program completion (graduation).
2. Email Response — The student’s email response will be used as documentation to
validate placement.
3. Phone Contact — Students that do not send a response to the email will be contacted
by phone to complete the questionnaire.
4. Phone Response — The completed phone questionnaire will be filed in the student’s
file as documentation to validate placement.

Employment/Placement Documentation and Validation: The completed post-graduate email
and results of phone or in person interviews will be maintained as documentation to record and
validate employment. The Employment Verification Form will be utilized to document data
gathered. A Placement Flow Chart is used as reference to ensure verification is thorough and
complete.

Completion and Placement Reporting: For the purpose of completion and placement
reporting, completers are defined as students that have successfully completed the program
within 150% of the total time to complete their specific program.
Student completion and placement data is reported to two governing agencies and each has
defined their specific requirements.
1. Texas Workforce Commission (TWC) — Completion for the TWC is defined in the
School Director’s Resource Guide for Career Schools and Colleges in chapter 14, page
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14.1-14.5. All annual enrollment and outcome reporting done for the TWC will comply
with their reporting policy.

2. Accrediting Council for Continuing Education and Training (ACCET) — Completion for
ACCET is defined in their Document 28. All annual completion and placement reporting
done for ACCET will comply with their reporting policy.

Consumer Information

Drug and Alcohol Abuse Policy

Published: Consumer Information

In accordance with the Drug-Free Workplace Act of 1988 (P.L. 100-690), the Drug-Free Schools
and Communities Act of 1989 (P.L. 101-226) and 34 Code of Federal Regulation Part 85,
Subpart F, this institution is committed to maintaining a drug-free workplace and a drug-free
school. Drug and alcohol abuse can lead to liver, heart and other chronic diseases, low birth
weight, birth defects and infant mortality in expectant mothers, and death. The unlawful
manufacture, distribution, dispensing, possession or use of drugs, alcohol or other controlled
substances at this institution and is strictly prohibited. Students and employees are required, as a
condition of enrollment and/or employment, to abide by this policy. To the extent allowed by
local, state and federal laws, this institution will impose disciplinary action against students and
employees for violating these standards of conduct. These actions may include suspension,
expulsion, and termination of employment, referral for prosecution and/or required completion
of a drug or alcohol rehabilitation or similar program.

Bi-annual Review

Published: Consumer Information

To comply with the Institutions of Higher Education regulations, the School will conduct a
review bi- annually of the Drug and Alcohol Abuse Policy to determine its effectiveness and the
consistency of sanctioned enforcement, in order to identify and implement any necessary
changes. The review is completed in even-numbered years by an administrative committee and
the report is available by request from either the Director of the School or the Director of
Compliance.

Drug and Alcohol Abuse Prevention

Published: Consumer Information

We urge students or employees needing assistance with Drug and Alcohol Abuse Prevention and
Education to reach out for support from any of the agencies listed in this Drug and Alcohol
Policy, or the Texas Department of Human and Health Services (http://www.hhsc.state.tx.us/).
There is also a national helpline that is available through SAMHSA 1-800-622-HELP (4357).
Locally, Phoenix Associates Counseling Services, Inc. offers intensive outpatient drug and
alcohol treatment available for after work hours.
(http://www.freerehabcenters.org/details/phoenix-associates-couseling-services)
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See below Off-Campus Resources.

Crime and Punishment — Alcohol and Drug Offenses

Published: Consumer Information

Misdemeanors (M) are punishable by suspension of your Texas driver’s license for up to six
months and/or imprisonment in county jail for not more than one year and/or a fine not
exceeding $4,000 unless a different amount is specified for the offense.

Felonies (F) are punishable by suspension of your Texas driver’s license for up to six months
and/or imprisonment in the state corrections system for no less than 180 days but up to ninety-
nine years and/or a fine not exceeding $10,000 unless a different amount is specified for the
offense. Punishments vary based on the Penalty Group and the Classification of Felony.

Student Responsibility

Published: Consumer Information

Students are required to acknowledge the CSFTW Drug and Alcohol Abuse Policy by signing
our Student Drug and Alcohol Policy Student Agreement at the beginning of their program. By
signing, students pledge not to violate the CSFTW Drug and Alcohol Abuse Policy.

By Law: Student Conduct: Alcohol and Drug Use

Published: Consumer Information

A student shall be prohibited from using or being under the influence of intoxicating beverages
in classroom buildings, laboratories, auditoriums, faculty and administrative offices, and all other
public campus areas. With the prior consent of the President or President’s designee, the
provisions herein may be waived with respect to any specific event that is sponsored by CSFTW.
State law shall be strictly enforced at all times on all property controlled by CSFTW in regard to
the possession and consumption of alcoholic beverages.

Controlled Substances

Published: Consumer Information

No student shall possess, use, transmit, or attempt to possess, use, or transmit, or be under the
influence of, any of the following substances on College District premises or off premises at a
College District-sponsored activity, function, or event:

1. Any controlled substance or dangerous drug as defined by law, including but not limited
to marijuana, any narcotic drug, hallucinogen, stimulant, depressant, amphetamine, or
barbiturate.

2. Any abuse on glue, aerosol paint, or any other volatile chemical substance for inhalation.

3. Any designer drugs.

4. Any other intoxicant or mood-changing, mind-altering, or behavior-altering drug.

The transmittal, sale, or attempted sale of what is represented to be any of the above-listed
substances shall also be prohibited under this policy.

Exception

Published: Consumer Information

A student who uses a drug authorized by a licensed physician through a prescription specifically
for that student’s use shall not be considered to have violated this rule.
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Violation

Published: Consumer Information

Students who violate this policy shall be subject to appropriate disciplinary action. Such
disciplinary action may include referral to drug and alcohol counseling or rehabilitation
programs or student assistance programs, suspension, expulsion, and referral to appropriate law
enforcement officials for prosecution.

Notice

Published: Consumer Information

Each student taking one or more classes for any type of academic credit except for continuing
education units shall be given a copy of CSFTW’s policy prohibiting the unlawful possession,
use, or distribution of illicit drugs and alcohol, a description of the applicable legal sanctions
under local, state, or federal law, and a description of the health risks associated with the use of
illicit drugs and the abuse of alcohol.

Drug and Alcohol Abuse Programs

Published: Consumer Information

Notwithstanding any other provision of law, no institution of higher education, including a
college district, shall be eligible to receive funds or any other form of financial assistance under
any federal program, including participation in any federally funded or guaranteed student loan
program, unless the institution certifies to the U.S. Secretary of Education that the institution has
adopted and has implemented a program to prevent the use of illicit drugs and the abuse of
alcohol by students and employees that, at a minimum, includes:

1. The annual distribution to each student at every orientation class and/or 1 day of
employment the following:

a. Standards of conduct that clearly prohibit, at a minimum, the unlawful possession, use, or
distribution of illicit drugs and alcohol by students and employees on the institution's
property or as part of any of the institution's activities;

b. A description of the applicable legal sanctions under local, state, or federal law for the
unlawful possession or distribution of illicit drugs and alcohol;

c. A description of the health risks associated with the use of illicit drugs and the abuse of
alcohol;

d. A description of any drug or alcohol counseling, treatment, or rehabilitation or re- entry
programs that are available to employees or students; and

e. A clear statement that the institution will impose sanctions on students and employees
(consistent with local, state, and federal law), and a description of those sanctions, up to and
including expulsion or termination of employment and referral for prosecution, for violations
of the standards of conduct required above.

2. A biennial review by the institution of the institution's program to:

a. Determine the program's effectiveness and implement changes to the program if the
changes are needed;

b. Determine the number of drug- and alcohol-related violations and fatalities that occur
on the institution's campus, as defined in 20 U.S.C. 1092(f)(6), or as part of any of the
institution's activities; and are reported to campus officials;

c. Determine the number and type of sanctions described in 20 U.S.C. 1011i(a)(1)(E)
that are imposed by the institution as a result of drug- and alcohol-related violations
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and fatalities on the institution's campus or as part of any of the institution's activities;
and

d. Ensure that the sanctions required by 20 U.S.C. 1011i(a)(1)(E) are consistently
enforced.

Low-THC Cannabis

Published: Consumer Information

A municipality, county, or other political subdivision, may not enact, adopt, or enforce a rule,
ordinance, order, resolution, or other regulation that prohibits the cultivation, production,
dispensing, or possession of low-THC cannabis, as authorized by Health and Safety Code
Chapter 487.201.

Health and Safety Code 487.201

Alcohol Possession and Use by Minors

Published: Consumer Information

Except as provided in Alcoholic Beverage Code 106.05(b), a minor commits an offense if he
possesses an alcoholic beverage.

A minor commits an offense if he consumes an alcoholic beverage.

Alcoholic Beverage Code 106.04, .05(a)

Exceptions
Published: Consumer Information

Consumption Related to Reported Sexual Assault

The offenses of possession of an alcoholic beverage and of consumption of an alcoholic
beverage do not apply to a minor who reports the sexual assault of the minor or another person,
or is the victim of a sexual assault reported by another person, to:

1. A health-care provider treating the victim of the sexual assault;

2. An employee of a law enforcement agency; or

3. The Title IX coordinator of an institution of higher education or another employee of the
institution responsible for responding to reports of sexual assault.

A minor is entitled to raise the defense provided above in the prosecution of the offense of
possession of an alcoholic beverage or the offense of consumption of an alcoholic beverage only
if the minor is in violation at the time of the commission of a sexual assault that is reported by
the minor as described above or committed against the minor and reported by another person as
described above.

A minor who commits a sexual assault that is reported as described above is not entitled to raise
the defense in the prosecution of the minor for the offense of possession of an alcoholic beverage
or the offense of consumption of an alcoholic beverage.

Alcoholic Beverage Code 106.04(f)—(h), .05(e)—(g)

Consumption as Part of a Course
Notwithstanding any other law, a minor may taste an alcoholic beverage if:
1. The minor is at least 18 years old and is enrolled:
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a. As a student at a public or private institution of higher education that offers a
program in culinary arts, viticulture, enology or wine technology, brewing or beer
technology, or distilled spirits production or technology; and

b. In a course that is part of the program;

2. The beverage is tasted for educational purposes as part of the curriculum for the course
described by item 1b;
3. The beverage is not purchased by the minor; and
4. The service and tasting of the beverage is supervised by a faculty or staff member who is
at least 21 years of age.
A public institution of higher education is not required to hold a license or permit to engage in
the activities authorized under this section.
Alcoholic Beverage Code 106.16(b)—(c)

Off-Campus Resources

Published: Consumer Information

Baylor Scott and White All Saints Medical Center Fort Worth

1400 Eighth Ave.

Fort Worth, TX 76104

Phone: 817-926-2544

Services: Baylor Scott and White provides diagnostic and therapeutic services aimed at helping
you develop strategies for coping with illness, improve health outcomes, enhance quality of life,
and overcome emotional problems associated with illness. Treatment helps the biological,
psychological, behavioral, and social factors known to cause or worsen illnesses and disability.

Lena Pope

3131 Sanguinet St.

Fort Worth, TX 76107

Phone: 817-255-2652

Services: Lena Pope Counseling offers services to children, adolescents and families for various
issues, including anxiety, depression, trauma, substance abuse and disruptive behavior.

Mental Health Mental Retardation of Tarrant County (MHMRTC)

3840 Hulen Tower North

Fort Worth, TX 76107

Crisis Phone: 800-866-2465

Main Phone: 817-335-3022

Services: MHMRTC offers services for mental health, intellectual and developmental
disabilities, addiction, early childhood intervention, criminal justice system support,
homelessness and veterans.

Recovery Resource Council

2700 Airport Freeway

Fort Worth, TX 76111

Phone: 817-332-6329

Services: Recovery Resource Council offers a variety of services to help individuals recovering
from alcohol, addiction and mental health issues.
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Start Your Recovery

National Helpline: 800-662-4357

Services: Start Your Recovery offers a variety of services to help promote suicide
awareness/prevention and services for individuals recovering from alcohol, addiction and mental
health issues.

The Women's Center

1723 Hemphill

Fort Worth, TX 76110

Phone: 817-927-4040

Services: The Women's Center offers counseling and support groups, in addition to 24-hour
crises hotline, rape exam support, and courtroom assistance.

Ulifeline
Services: ULifeline is an online resource for mental health that helps you get help now, or helps
you help a friend. Learn more about suicide prevention, drugs and mental health.

United Way of Tarrant County 2-1-1 Resource Directory

Services: When you need help, but don't know where to turn, call 2-1-1. A highly trained
information and referral specialist will listen to your needs and connect you with the right
community organization or government agency. It's free and confidential.

Fire Safety Plan

Published: Consumer Information
CSFTW does not offer campus housing. Should a fire emergency occur, refer to the following
procedures:

When fire is discovered:
e Activate the nearest fire alarm (if installed)
o Notify the local Fire Department by calling “911”
o If'the fire alarm is not available, notify the site personnel about the fire emergency by
verbal warning and shouting “fire” to alert all in the area.

Fight the fire ONLY if:
e The Fire Department has been notified.
o The fire is small and is not spreading to other areas.
o Escaping the area is possible by backing up to the nearest exit.
o The fire extinguisher is in working condition and personnel are trained to use it.

Upon being notified about the fire emergency, occupants must:
o Leave the building using the designated escape routes.
e Assemble in the designated area (Back or Front Parking lot — depending on which is
closer to the nearest exit at the time)
o Remain outside until the competent authority (Designated Official or designee)
announces that it is safe to reenter.

Designated Olfficial, Emergency Coordinator or Supervisors must:
o Disconnect utilities and equipment unless doing so jeopardizes his/her safety.
e Coordinate an orderly evacuation of personnel.
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e Perform an accurate head count of personnel and students reported to the designated area.
e Determine a rescue method to locate missing personnel.

e Provide the Fire Department personnel with the necessary information about the facility.
o Perform assessment and coordinate weather forecast office emergency closing procedures

At the sound of alarm or if you discover smoke or fire remember R.A.C.E
R — Remove individuals in immediate danger and close the door where the fire is located
A — Alarm — pull the nearest box and call or have someone call 911. If the manual pull
box is not available, begin to shout “fire” to alert everyone in the area.
C — Close doors in the exit path to prevent the spread of smoke and fire
E — Evacuate the building by using the closest exit — you can follow the exit routes that
are posted at every entry area.

Use of Fire Extinguisher:
Fire extinguisher should primarily be used to buy some time to get to safety or to make a safe
passage out of the building. It is the fire department’s job to put out fires. Your job is to ensure
everyone quickly exits the building.

When using a fire extinguisher — remember P.A.S.S

Pull the pin

Aim at the base of the fire

Squeeze the handle all the way down

Sweep the fire extinguisher from side-to-side

Development, Disclosure and Implementation of Security Policies
Published: Annual Security Report

The School Director is designated to ensure CSFTW security policies are actively implemented
as prescribed. The Director of Compliance prepared this report in compliance with the Jeanne
Clery Disclosure of Campus Security Policy and Crime Statistics Act and works on-going to
ensure that administration staff, faculty, students and guests are aware of CSFTW security
policies.

Campus Security Authorities

Published: Annual Security Report

Campus Security Authorities (CSAs), as defined by the Clery Act, have an obligation to report
allegations of Clery Act defined crimes that they conclude are made in good faith. These crime
allegations should be reported to a CSA or to the local police. The Clery Act definition of a
campus security authority includes any personnel who has significant responsibility for student
and campus activities, including but not limited to; student discipline, student activities, campus
conduct proceedings, advisors to student organizations, event security, or those who monitor
access to the campus. The Director of Compliance and Program Direct are the current CSAs on
campus. Crimes may be reported to CSAs for inclusion in the Annual Security Report. CSAs are
designated with the understanding that some individuals may feel more comfortable reporting
crimes to campus-affiliated individuals rather than to the police. CSAs are responsible for
providing information to the local police outside of qualifying confidential requests.
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Immediate Notification

Published: Annual Security Report

CSFTW administration will immediately notify the campus community upon confirmation of an
emergency or dangerous situation involving an on campus, immediate threat to the health and
safety of students, faculty, or staff. The purpose of the Immediate Notification procedure is to
produce relevant information to CSFTW students, faculty, staff, and visitors as soon as possible
when an emergency incident occurs that is a threat to health and safety.

Once a threat is confirmed by the school Director or designee immediate notification, will be
distributed depending on the nature of the threat and information to be released. In-class
notifications, emails, postings on Orbund (CSFTW student portal), and phone call notifications
will be utilized for students, faculty, and staff. Parents or other interested members of the
community can also obtain information in the event of an emergency on campus via the local
news media.

Emergency Response Procedures

Published: Annual Security Report

In the case of an emergency or immediate or perceived threat toward the students and/or
employees, or immediate or perceived threat toward any other person on the school premises, an
employee is authorized to make an emergency call to 911. Instructors and/or staff members should
remain in the room with their students if they are notified of a possible emergency. As soon as is
reasonably possible, the Administration should be notified of the threat.

All employees are expected to be familiar with and to follow procedures outlined in the Culinary
School of Fort Worth Emergency Response Procedures:

1. School Director is notified of a critical incident involving a Culinary School of Fort Worth student or
employee at (817) 737-8427 during the day, and (817) 737-8427 after hours or on holidays.

1.1. First responders may call 911 if they determine that immediate medical attention is necessary.
Once emergency services have been contacted, all steps in this process must be followed.

2. The School Director gathers information concerning the critical incident and responds accordingly.

2.1. In the event that scheduled classes need to be cancelled or altered in some manner, the School
Director will contact the faculty. The School Administrative Offices will contact the students via
email and the closure will be posted on the school’s student portal, Orbund, as well as all social
media pages associated with the school.

2.2. Any media contact, press releases, email or website assistance must be coordinated through the
School Director

3. Depending on the evaluation of the situation, one or more of the following may occur:

3.1. The Culinary School of Fort Worth will without delay, and taking into account the safety of the
community, determine the content of the notification and initiate the notification system, unless
the notification, in the professional judgment of responsible authorities, compromise efforts to
assist victims or to contain, respond to or otherwise mitigate the emergency.

3.2. The School Director goes to the scene of the incident to assess the need for back-up personnel.

3.3. Based on the initial findings, the response may include dealing with the situation alone, contacting
appropriate outside agencies (e.g. local police, hospital), contacting family members, or contacting
a counseling center.

3.4. If warranted, an emergency meeting of the Critical Incident Response Team (CIRT) may be called
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after evaluation of the situation with the consent of the School Director.

3.5. School Director initiates family contacts.

3.6. CIRT Command Headquarters is activated in the Administrative offices. The Crisis Center (if
activated) will be located in the Administrative offices as well. The CIRT Command Head
Quarters will communicate directly with the Crisis Center on activities and communications to be
carried out.

3.7. Emergency CIRT meeting is called. If determined in the emergency CIRT meeting, the CIRT will
assist the School Director in dealing with the critical incident. This may include assisting affected
student or employee’s family members, counseling with students or college employees, gathering
additional information, etc.

4. Once the issue/situation is under control, the CIRT will meet and debrief. Any needed follow-up plans,
communications, activities, and/or programs will be determined for final resolution of the critical
incident. Timelines for these activities will be determined and a closure/evaluation meeting of the CIRT
will be scheduled. CIRT will evaluate all responses to the critical incident at the closure/evaluation
meeting.

5. The CIRT will recommend to the School Director any policy revisions in procedures and will compile
a Critical Incident Report to be filed in the Director of Compliance office.

CSFTW’s first priority when an emergency occurs is employee, student and guest safety and
emergency response, and the second priority is disaster recovery and business continuity. When
an immediate threat to the campus occurs, CSAs along with local police, fire and EMS are usually
the first responders. Depending on the nature of the incident, other CSFTW departments and other
local agencies could also be involved in responding to the incident.

CSFTW Cirisis Center

Published: Annual Security Report

When a critical incident involves responses from a variety of personnel, a Crisis Center will be
established in the Administration offices. The CIRT Command Headquarters (HQ) will
communicate with the Crisis Center to coordinate all activities involved in the response to the
critical incident. Communications involving responding personnel will be dispersed through this
Crisis Center by the Center Head as directed by the CIRT. The School Director will assign the
Center Head of the Crisis Center when a situation arises. The Center Head is responsible for
gathering any documents and/or gear necessary.

Critical Incident Response Team
Published: Annual Security Report

Critical Incident Response Team

School Director Ched Pagtakhan | ched@csftw.edu 817-368-6674

Program Director Ethan Starr ethan@csftw.edu 817-737-8427
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Local Emergency Services
Published: Annual Security Report

All Emergencies 911
(Fire, Police, Sheriff, Ambulance)

Poison Control Center 1-800-222-1222
Suicide Hotline 1-800-784-2433
Hospitals: Phone Number:
Texas Health Harris Methodist Hospital

Downtown 817-250-2000
Baylor Scott & White All Saints Medical

Center 817-926-2544

Clinics: Phone Number:

Complete Care ER Camp Bowie

817-439-4912

Emergency Evacuation
Published: Annual Security Report
Evacuation routes are posted throughout the building. In the event staff should have to evacuate a
facility, they are to close their office doors behind them and exit according to the posted evacuation
routes, unless blocked or unsafe. All staff should familiarize themselves with alternate routes from
their office to the outside.
During an emergency evacuation, each instructor is responsible for the safe and orderly
evacuation of his/her class. Instructors not in class should assist with any evacuation problems
that may arise. It is the instructor’s responsibility to prevent panic, control traffic, and provide
calm leadership.
The following guidelines should be observed:
e Instructors should know the shortest route from the classroom to the nearest exit along
with alternate routes should the need arise
e  When the need to evacuate the building arises, the class should be directed to move single
file through the nearest exit and well beyond the building to an area of safety
e The instructor should be last to leave in order to check that all students are out of the
classroom and to close the door
e Never return to the building until instructed to do so by the appropriate authorities
¢ Once outside assemble the group to account for all students

“Shelter-in-Place”
Published: Annual Security Report
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To “shelter-in-place” means to utilize the building you are in as shelter from danger that is
outside or in other areas of the building you are in. If an incident occurs and the building you are
in is not damaged, stay inside in an interior room until you are told it is safe to come out. If your
building is damaged, take easily accessible personal belongings (purse, wallet, ID, etc.) and
follow the evacuation procedures for your building. Once you have evacuated, proceed to a safe
location. If police or fire department personnel are on the scene, follow their directions.
Notification to “shelter-in-place” may be delivered via email or verbally by faculty or
administration.

How to “shelter-in-place”

If instructed to “shelter-in-place” follow these steps:

e Ifinside, stay where you are, collect any emergency supplies and a telephone to be used
in case of emergency. If outside, proceed to the closest building or follow instructions
from emergency personnel on the scene.

e Locate a room to shelter inside. It should be:

o An interior room, above ground level, without windows or least number of
windows, if a large group of people is inside-several rooms may be necessary

Shut and lock all windows and close exterior doors

Turn off air conditioners, heaters and fans

Close vents to ventilation systems as able

Make a list of the people present and call the school answering service, (817) 737-8427,
with the list and notify them of the emergency status. The answering service will notify
the School Director and appointed personnel of the emergency status via email and text
message

e Turn on aradio or TV and listen for further instructions

¢ Remain calm and make yourself comfortable

Lockdown
Published: Annual Security Report
Lockdown is intended to limit access and hazards by controlling and managing staff and students
in order to increase safety and reduce possible victimization. When alerted, occupants of any
building within the subject area will lock all doors and windows not allowing entry or exit to
anyone until the all-clear has been sounded. Notification of “Lockdown” may be delivered via
email, or verbally by faculty or administration.
How to Lockdown
The steps to lockdown will be the same regardless of location. Follow these steps, unless
instructed otherwise by local emergency personnel:

¢ Remain Calm
Remain indoors (your office or classroom)
If safe, clear common areas of all students, faculty and staff
Close and lock all doors, barricade with furniture if necessary
Turn off all lights
Remain silent
Occupants should be seated below window level, away from windows and doors
Silence cell phones
Turn off all radios and other devices that emit sound
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e If gunshots are heard, lay on the floor using heavy objects, e.g. tables, filing cabinets for
shelter

e I[fsafe to do so, turn off gas and electric appliances

e Do not unlock doors or attempt to leave until instructed to do so by emergency
responders. Follow directions of emergency responders

Emergency Response and Evacuation Drills
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The Culinary School of Fort Worth conducts a test of the emergency response and evacuation
procedure at least once annually. The test is unannounced to the students and takes place at a time
when most of the students, faculty, and staff are expected to be present on campus. An emergency
response log is maintained in the School Director’s office and includes the date, time, and whether
the drill was announced or unannounced to faculty and staff.

Accident Investigation and Reporting
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Anyone who suffers an injury during school shall promptly report such injury to the Supervisor/
Instructor. Every accident shall be investigated to determine the cause and the steps needed to
prevent a recurrence. It shall be the responsibility of the Supervisor/Instructor to obtain the
complete and detailed facts of the accident as soon as possible after it occurs and to see that the
required reports are made to Administration.

Collection of Statistics
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Preparation for the Annual Crime Report is obtained by the institution’s Director of Compliance
who contacts the correct police department District for statistics and the institution’s “Daily
Incident Log”, and then records those statistics.
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Clery Geographic Area & Maps
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General Information

Campus Security
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CSFTW does not employ campus security personnel but encourages both its employees and
students to immediately report suspected criminal activity or other emergencies to the nearest
available CSA, school official, and/or in the event of an emergency, to directly contact local law
enforcement or other emergency response agencies by dialing (911). Current policies concerning
campus law enforcement are as follows:

e School officials have no powers of arrest other than the Citizens Arrest Law and are
required in the event of a crime or emergency to call the correct agency or dial (911) for
the police and emergency services. The Citizens Arrest Law will be invoked only as a last
resort, and after all other possibilities have been explored.

e Employees shall contact their immediate or nearest ranking supervisor to report any
criminal action or emergency to the appropriate agency by calling (911). If possible, in the
interim, school official(s) shall attempt to non-violently deal with the crime or emergency
with the appropriate agency on campus. Individual discretion must be used, as undue risk
should not be taken.
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Reporting a Crime
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All students and employees are required to report any crime or emergency to school officials
promptly. If a student or employee wishes to report a crime on a voluntary or confidential basis,
the school official will be prepared to record and report the crime, but not the name of the
informant. The student or employee may, in order to maintain confidentiality, submit the
information in writing to a school official without signature. If the student wishes not to
maintain confidentiality, the student will contact a school official who in turn will contact the
nearest supervisor to report criminal actions or emergencies to the appropriate agency by calling
(911).

Employees shall contact their immediate or nearest ranking supervisor to report any criminal
action or emergency to the appropriate agency by calling (911). If possible, in the interim,
school official(s) shall attempt to non-violently deal with the crime or emergency with the
appropriate department on campus. Individual discretion must be used, as undue risk should not
be taken.

Crime Awareness and Prevention
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Though this school does not offer regularly scheduled crime awareness or prevention programs,
students are encouraged to exercise proper care in seeing to their own personal safety and the
safety of others. The following is a description of policies, rules and programs designed to
inform students and employees about the prevention of crimes on campus.

Do not leave personal property in classrooms

Report to your school official any suspicious persons.

Always try to walk in groups outside the school premises.

If you are waiting for a ride, wait within sight of other people

The School has no formal program, other than orientation, that disseminates this
information. All information is available on request.

As part of the Crime Control and Law Enforcement Act of 1994, the institution is required to make
the following link/information available to the campus community where information can be
accessed regarding registered sex offenders.

Link: http://www.city-data.com/so/so-Fort-Worth-Texas.html

Campus Security Programs and Procedures
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A common theme of all awareness and crime prevention programs is to encourage students and
employees to be aware of their responsibility for their own security and the security of others.
The school is prepared to distribute timely warning notices to the campus when a crime poses a
serious ongoing threat to the community to keep them aware of security related issues.

Crime Incident Log
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All incidents shall be recorded in the Incident Log located on campus at the School Director’s
office. The log includes the date, time, location, incident reported, disposition of incident, and the
name of the person who took the report.
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Security and Access to Campus Facilities
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CSFTW administration office hours are Monday-Friday 9am-5pm. The facility is open to staff,
current and future students, and their guests. Campus and program tours may be scheduled
through the Office of Admissions. The facility is closed and locked either at posted closing times
or after the last class scheduled in the facility, whichever is later. CSFTW does not have on-
campus or off-campus residence halls.

Missing Persons
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CSFTW does not maintain school-operated student housing facilities and is not required to
publish a missing student notification policy. Students are encouraged to contact the local
authorities if they have information about a missing person.

Sexual Assault Grievance Policy
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Formal Complaint

A Formal Complaint is a document filed by a complainant or signed by the Title IX Coordinator
alleging sexual harassment against a respondent and requests that the school investigate the
allegation of sexual harassment. Any person may report sex discrimination including sexual
harassment (whether or not the person reporting is the person alleged to be the victim of conduct
that could constitute sex discrimination or sexual harassment), in person, by mail, by telephone,
or by electronic mail, by contacting the Title IX Coordinator, Scott Wade-School Director, at
817-737-8427 or scott@csftw.edu, or by any other means that results in the Title IX Coordinator
receiving the person’s verbal or written report. Such report may be made at any time (including
during non-business hours) by using the telephone number, electronic mail address, or by mail to
the office address listed for the Title IX Coordinator as displayed on the school website. A Title
IX formal complaint may be filed simultaneously with a criminal complaint.

In an emergency, an individual should go straight to the hospital.

A victim of any sexual assault is encouraged to go to a hospital emergency room to receive
appropriate medical care and/or evidence collection. Individuals may also report a sexual assault
to any of the local hospitals or obtain assistance from the following community resources that
include, but are not limited to:

The Women’s Center of Tarrant County
1723 Hemphill St

Fort Worth, TX 76110

817-927-4039

24-hour Crisis hotline: 817-927-2737

Rape Abuse & Incest National Network (RAINN)
WWW.rainn.org

1-800-656-HOPE (4673)

SafeHaven of Tarrant County
1-877-701-7233
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Option to Notify Law Enforcement
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Although it is difficult, it is always best to report a sexual assault to local law enforcement as
quickly as possible. Crimes that occur on campus can be reported to a CSA, who will record the
incident for reporting, before assisting the complainant in notifying law enforcement, if
assistance is requested. All incidents are encouraged to be reported to the Fort Worth Police
Department for jurisdiction purposes.

If a crime is reported to the CSA and the complainant chooses not to report it to the police, a
completed Incident Report Form is required which will allow for exclusion of the complainant’s
name. Any information received will be used for crime reporting notifications, campus crime
statistics report, and campus education programs.

On and Off Campus Services

Published: Annual Security Report

Guidance and assistance for reporting the assault may be received from the Title X Coordinator.
The Non-Reported Sexual Assault Evidence Program, created in the House Bill 2626 by the 81*
Legislature in 2009, allows survivors of a sexual assault to obtain a forensic medical exam and
have evidence collected, without cost to the survivor, even if they do not wish to involve law
enforcement personnel at the time of its collection. This will secure the evidence while giving the
survivor time to consider if they want to report the assault. It required the Department to transfer
and preserve the evidence for either five years or until the survivor releases the evidence,
whichever comes first. The rules and responsibilities related to this program can be found under
Article 56.065 of the Code of Criminal Procedure.

CSFTW does not have pastoral or professional counselors. Counselors for mental health or
victims of sex offenses can be found on a directory search online by searching “Counseling”,
“Counseling center” or “Counselors”.

Assistance with Academic or Other Changes
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The school is obligated to take protective measures to minimize the burden on a complainant of
an alleged sex offense. CSFTW will change an individual’s academic schedule after an alleged
sex offense if those changes are requested by the complainant and they are reasonably available.
CSFTW does not provide on or off campus housing, transportation, nor assistance with living
arrangements.

Orders of Protection
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If a complainant informs CSFTW they have an order of protection, no-contact orders, restraining
orders or similar lawful orders issued for a criminal, civil or tribal court in effect, the school will
uphold the conditions of the order to the best of its ability.

Reasonable Accommodation
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The school administration can assist individuals in seeking resources for counseling, health,
mental health, victim advocacy, legal assistance, visa/immigration assistance, student financial
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aid and/or other related services. CSFTW will provide written notification about options for, and
available assistance in, changing academic, living, transportation and working situations. To
request any assistance, contact the Director of Compliance. CSFTW will, as possible, maintain
confidential any accommodations or protective measures provided to the extent that maintaining
confidentiality will not impair the school ability to provide them. If the disclosure of personal
information is necessary to provide the accommodation, the school will notify the individual
prior to disclosure. Regardless of whether a complainant chooses to report the crime to campus
security or local law enforcement, reasonable available assistance will be provided upon request.
Organizations that provide assistance in changing living conditions and transportation or provide
assistance with work situations or legal services can be found within this document for victims of
dating violence, domestic violence, sexual assault, and/or stalking.
Measures taken concerning academic options may include, but not limited to:

e Rescheduling of academic assignments and/or exams

e Providing academic support services including tutoring

e Change class schedules

e Withdraw from a course without penalty; and/or

e Providing options for alternative course completion

Formal Hearing
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A live hearing with cross-examination is required for postsecondary institutions. At the live
hearing, the decision maker(s) must permit each party’s advisor to ask the other party and any
witnesses all relevant questions and follow-up questions, including those challenging credibility.
Such cross-examination at the live hearing must be conducted directly, orally, and in real time by
the party’s advisor of choice and never by a party personally.

At the request of either party, the school will provide for the live hearing to occur with the
parties located in separate rooms with technology enabling the decision maker(s) and parties to
simultaneously see and hear the party answering questions. Live hearings may be conducted with
all parties physically present in the same geographic location or, at the school’s discretion, any or
all parties, witnesses, and other participants may appear at the live hearing virtually, with
technology enabling participants simultaneously to see and hear each other. The school will
create an audio or audiovisual recording or transcript of any live hearing and make it available to
the parties for inspection and review.

Only relevant cross-examination and other questions may be asked of a party or witness. Before
a complainant, respondent, or witness answers a cross-examination or other question, the
decision-maker(s) must first determine whether the question is relevant and explain any decision
to exclude a question as not relevant.

If a party does not have an advisor present at the live hearing, the recipient must provide, without
fee or change to that party, an advisor of the school’s choice, who may be, but is not required to
be, an attorney, to conduct cross-examination on behalf of that party.

If a party or witness does not submit to cross-examination at the live hearing, the decision
maker(s) must not rely on any statement of that party or witness in reaching a determination
regarding responsibility provided, however, that the decision-maker(s) cannot draw an inference
about the determination regarding responsibility based solely on a party’s or witness’s absence
from the live hearing or refusal to answer cross-examination or other questions.
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Rape Shield Protections for Complainants

Questions and evidence about the complainant’s sexual predisposition or prior sexual behavior
are not relevant, unless such questions and evidence about the complainant’s prior sexual
behavior are offered to prove that someone other than the respondent committed the conduct
alleged by the complainant, or if the questions and evidence concern specific incident of the
complainant’s prior sexual behavior with respect to the respondent and are offered to prove
consent.

Standard of Evidence

CSFTW uses the Preponderance of Evidence standard for formal complaints against students and
employees, including faculty.

Appeals
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Both parties involved in a formal hearing have the right to appeal a determination regarding
responsibility and from the school’s dismissal of a formal complaint or any allegations therein,
on the following bases:
e procedural irregularity that affected the outcome of the matter,
e new evidence that was not reasonably available at the time the determination regarding
responsibility or dismissal was made, that could affect the outcome of the matter,
e and/or the Title IX Coordinator, investigator, or decision-maker had a conflict of interest
or bias that affected the outcome of the matter.

Disciplinary Action
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On-campus disciplinary action in cases of alleged sexual assault will be based on the findings of
the investigation of the facts pertaining to the crime and other mitigating circumstances.

Informal Resolution
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If a formal complaint is filed, CSFTW does offer an informal resolution option if both parties
give voluntary, informed, written consent. At any time prior to agreeing to a resolution, any party
has the right to withdraw from informal resolution and resume the grievance process with respect
to the formal complaint. Informal resolution process option is not offered to resolve allegations
that an employee sexually harassed a student.

Retaliation
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No school or person may intimidate, threaten, coerce, or discriminate against any individual for
the purpose of interfering with any right or privilege secured by Title IX, or because the
individual has made a report or complaint, testified, assisted, or participated or refused to
participate in any manner in a Title IX investigation, proceeding, or hearing.
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