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Catalog Information 
This catalog provides general information and is a guide to the policies, course offerings, and certificate of completion requirements of business and technology training.  It is not, however, to be considered a contract between the school and the student.  The school reserves the right to delete any courses described in this catalog for any reason.  The school also reserves the right to effectuate changes in its curriculum, administration, policies, tuition, fees, or any other sector of school activity with the approval of the New York State Education Department.  All students should become familiar with the information contained in this catalog.

The student should be aware that some information in the catalog may change.  It is recommended that students considering enrollment check with the school director to determine if there is any change from the information provided in this catalog.  In addition, the catalog will contain information on the school’s teaching personnel and courses/curriculums offered.  Please be advised that the State Education Department separately licenses all teaching personnel and independently approves all courses and curriculums offered.  Therefore, it is possible that courses/curriculums listed in the school’s catalog may not be approved at the time that a student enrolls in the school or the teaching personnel listed in the catalog may have changed.  It is again recommended that you check with the school director to determine if there are any changes in the courses/curriculums offered or the teaching personnel listed in the catalog. 
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INTRODUCTION
The year 2006 marks the establishment of The Elizabeth Pierce Olmsted, M.D. Center for the Visually Impaired (hereinafter referred to as “The School”).  Since its inception, the school has continued to maintain high standards in business education that meet society’s changing needs. Our graduates have gone forth with competence and confidence, eager to show executives how quickly they can become a valuable part of their business.

THE SCHOOL

Philosophy and Objectives
The school believes in the overall educational development of the individual so that they will be trained to use their skills and knowledge and will also develop good judgment enabling them to make sound decisions and advance to higher levels as they gain in experience and skill.  By keeping its curriculum flexible, the school can make the necessary changes and adjustments to train the student beyond their present skills and knowledge. 

The primary purpose of the school’s existence is to prepare men and women for entry-level employment in computer and business occupations.

Specifically stated, the objectives are as follows:

1) To provide cost-effective training for office employment in computers and business.
2) To operate as a private business school that serves the needs of the students and the community.
3) To maintain a learning environment that enables students to develop the work habits and interpersonal skills consistent with the expectations of future employers.
4) To provide assistance in planning a career, in choosing a curriculum, and in making application for employment. 
5) To maintain an effective job placement service.

Location
The school is located at 1170 Main Street in downtown Buffalo, New York, and is handicapped accessible.

Facilities and Equipment
Distance Learning:
Students participating in distance learning are expected to complete coursework on a computer meeting the following minimum requirements: 
•	Memory: Minimum 4 GB
•	Hard Drive: Minimum 500 GB
•	Media: DVD +/- RW
•	Network Port: Ethernet port
•	Wireless: 802.11 b/g/n
•	Operating System: Windows 7 minimum (Recommended)
•	Webcam: Recommended
•	Internet: Reliable internet connection required. High speed or DSL connection highly recommended.
•	Headphones recommended in a group environment

Students should also have access to a quiet, dedicated learning space where they can study and complete classwork without interruption. 

Capstone Learning Environment:
All classrooms are bright and air-conditioned. They are furnished with instructional equipment available to the computer and business industry. This includes, but is not limited to, desktop computers, monitors, keyboards, printers, smart board, digital projector, audio-visual aids, and other types of assistive technology. All facilities are handicapped accessible.



Faculty
The faculty consists of licensed and experienced individuals with demonstrated competence in teaching and a thorough understanding in their specific areas of the school curriculum.  The faculty and the students work together as a team.  

Methods of Instruction
The primary method of instruction makes use of the Canvas learning management system. Each student is given a username and password to enter the system and complete the required coursework, which includes assignments, quizzes, discussions, and lectures (both audio and text). The distance learning program also includes a capstone period, where students come to the on-site center in Buffalo to complete major assignments.

Class Calendar
A list of beginning class dates, drop dates, holidays when no classes are held, and last class dates follows of 
Business Fundamentals Program is as follows:
	
	Distance Learning Program Class 2018
Tuesday: April 24th, 2018
		Classes Begin
Tuesday: May 1st, 2018
		Last day to drop Distance Learning Business Fundamentals classes or withdraw without financial 
penalty
Thursday: June 28th, 2018
Arrival at Statler Center:
Thursday: July 5th, 2018
		Last day of classes for Business Fundamentals

A list of beginning class dates, drop dates, holidays when no classes are held, and last class dates follows for Hospitality Program is as follows:

Distance Learning Program Class 2018
Monday: July 9th, 2018
 Arrival at Statler Center
Monday: July 16th, 2018
	 Last day to drop Distance Learning Hospitality classes or withdraw without financial penalty
Friday:    July 20th, 2018
 Departure from Statler Center:
Monday: July 23rd, 2018
	  Hospitality Classes Begin
Wednesday: August 8th, 2018
	 Last day of classes for Hospitality Program

A list of beginning class dates, drop dates, holidays when no classes are held, and last class dates follows for Telecommunication Program is as follows:

Distance Learning Program Class 2018
Monday: July 9th, 2018
 Arrival at Statler Center
Monday: July 16th, 2018
	 Last day to drop Distance Learning Telecommunication classes or withdraw without financial 
 penalty
Friday:   July 20th, 2018
	Departure from Statler Center
Monday: July 23rd, 2018
	 Telecommunications Classes Begin
Wednesday: July 30th, 2018
	Last day of classes for Telecommunications Program
Additionally, the Olmsted Center School observes the following Federal Holidays.  Please consult an updated calendar for each additional year:
New Year's Day
Martin Luther King Day
Presidents Day
Memorial Day
Independence Day
Labor Day
Thanksgiving
Day after Thanksgiving
Christmas Eve Observed
Christmas Day Observed



ACADEMIC INFORMATION 

Academic Requirements/Satisfactory Progress
Students will be advised of their course progress at the midpoint and endpoints of each course. Final grades will be provided at the end of each course. Students much achieve a minimum grade of 65% based on the completion of all distance learning coursework. Failure of 2 classes will result in non-graduation and omission from other Statler Programs. 

Dismissal
The Statler Center reserves the right to dismiss a student whose conduct is regarded as unsatisfactory, both academically and/or behaviorally. The Statler Center also reserves the right to dismiss students who fail to meet their financial obligations. In order to return to the program, the student must demonstrate that the circumstances that led to the dismissal have been corrected.

Appeal of Dismissal
Students have the right to appeal a dismissal if unusual circumstances prevented them from attaining the required academic standing.  Proof of such circumstances will be required.  The school director will evaluate each appeal and render a decision.

Grades and Reports
Students may monitor their course and grade progress via the Canvas site. Student will also be advised of their grade progress at the midpoint and endpoints of each course and final grades will be provided at the end of each course. The students final grades are compiled by the instructor as identified in the course syllabus. Failure of 2 classes will result in non-graduation and omission from other Statler Programs. 


The record of student academic work is entered and reported on the student’s permanent record through the following system: 

Numeric Average	Letter Grade	Grade Point
     90-100	A	4
     80-89	B	3
     70-79	C   	2
     65-69	D	1
Below 65 (Failure)	F	0
Incomplete	I	0

Incomplete
Incomplete grades are given only when students are making satisfactory progress, but for valid reasons are unable to complete the Semester’s work.  Students must initiate arrangements with instructors and the school director to make up required work by the end of the first week of the following program.  

Schedule of Instruction
Distance Learning Schedule of Instruction
Each course is divided in to a set amount of sessions. While sessions vary in content, each session typically includes a lecture (audio or text), study content, a mandatory discussion, and an assignment.  Instructors set deadlines for when every discussion and assignment is due. Students are required to meet those deadlines and complete all tasks in a given session before moving on to the next session.

Capstone Schedule of Instruction
Capstones are periods during the distance learning program where students complete major assignments on-site at the National Statler Center in Buffalo, New York. The Business Fundamentals capstone takes place at the end of the Business Fundamentals program.  Once the students have completed the Business Fundamentals program, they will begin either the Hospitality or Telecommunication program.





Attendance 
Distance Learning:
Students are expected to attend and participate in each class session of a particular course. Satisfactory attendance and participation will be gauged on the following criteria: 
· Timely log-in into the class session in question. Students are expected to log into the class session within 15 minutes of the class start time.
· Completion of all lecture and study content assigned to that class session.
· Participation in the discussion board topic given for that class session. 
· Timely completion and submission of assignments for that class session. 
Instructors will be able to monitor the exact login times for each student and will record attendance daily.

Separate attendance register sections will be used for each class/section. Teachers shall make entries on hard copies of attendance registers for each class in ink and holidays will be clearly marked.

Capstone:
Classes are scheduled between the hours of 9:00 a.m. and 4:00 p.m., Monday thru Friday. 
Regular class attendance is essential and students should report promptly for all scheduled classes.  Accurate attendance records are maintained by all instructors. During the capstone period attendance will be documented daily. The students will be advised of points they accumulate as the program(s) progress.

Attendance points are assigned as follows: 
1 point: Tardiness from break or absence for ½ day
2 points: Full day absence with notification in the early morning or day(s) prior 
3 points: No Call and No Show

Leave of Absence
Under extenuating circumstances, a student may apply in writing and sent by email for a leave of absence through the director. The school director will approve or deny the students request for a LOA in writing and sent by email. A student must be in good academic standing and have maintained satisfactory attendance during the preceding Semester. It is the responsibility of the student to make up all required courses. 

No monetary charges or accumulated absences may be assessed to the student during a LOA. When the student returns from the approved LOA the student shall be placed into a skill level retained by the student at the time of his/her return in accordance with the following.

For leaves of absence less than 30 calendar days, the school shall assess the student’s retention level either through a counseling session with the student or by employing a written or oral evaluation instrument designed to measure a student’s level of retention in the instructional program; or for leaves of absence 30 calendar days or longer, the School shall assess a student’s retention level either through a written or oral evaluation instrument designed to measure a student’s level or retention in each course in the curriculum.  

Change of Program
For the student requesting a program change, permission must be obtained in writing, supported by student’s counselor and given to the director during the first week of a given program or session of study. 

Complaint Procedure
The complaint procedure is as stated in Addendum Information for Students, Disclosure Pamphlet.

Instructional Sessions
Each session is equivalent to one three hour in-house class.

Make Up Work
Each student is responsible for any work missed regardless of the reason for any absence.  A 48-hour time limit is given for the purpose of contacting the instructor to receive guidance on makeup assignments. Makeup assignments will also be part of a satisfactory or unsatisfactory grade. It is the responsibility of the student to communicate with each instructor regarding the assignments which need to be made up.

Graduation Requirements
In order to receive a certificate of completion in a given program of study, the student must fulfill the following graduation requirements:

1. Complete all required course work
2. Maintain passing grade of 65% or higher
3. Have satisfactory class attendance
4. Satisfy all financial obligations to the school

ADMISSIONS

Entrance Dates and Registration
The school year is divided into two Programs, each consisting of 15-16 weeks. Students may register for any of the above programs prior to the beginning of classes.

Minimum Entrance Requirements
To be considered for an admission in any certificate course, the student applicant must be a graduate of a high school or possess a GED.

Admissions Procedures
1. The application for admission to a program should be completed and returned to the school; a $50 non-refundable registration fee made payable to “The Elizabeth Pierce Olmsted, M.D. Center for the Visually Impaired” should accompany the enrollment agreement. 
2. An official transcript of high school record or a copy of a high school diploma or a copy of a high school equivalency diploma.
3. Personal interview with a member of the admissions staff by phone or video chat
4. When all documents concerning a prospective student are filed with the school, an admissions representative will notify the applicant of his or her status via mail or email.
5. Prospective students will have to participate in a technical/academic assessment.

Personal Appearance
Capstone:
Since students are training to accept employment in a business office, they are expected to attend the school neatly dressed and properly groomed in professional attire during the Capstone/Residency portion of the online program.  Below is a list of appropriate and inappropriate attire:

•	Professional Dress for Men Requires: Suits, dress shirts, sweaters, slacks, khakis, dress shoes, socks.  T-shirts worn under dress shirts must be free of lettering, advertising, and designs.
•	Professional Dress for Women Requires: Suits, slacks, dresses or skirts (no more than two inches above the knee), blouses, shirts, or sweaters, and dress shoes.  
•	Unacceptable attire includes: Spaghetti-straps, open-back clothing, mid-section, and short dresses and skirts, clothing that is torn or permanently stained or dirty. T-shirts worn under dress shirts must be free of lettering, advertising, and designs. No sneakers unless prior approval from admissions or director, no water type shoes (slip on sandals, flip flops, etc.)  

Credit for Previous Education and Training
The transfer of credit for previous education and training is not permitted.

Identification
Each student will be identified by an ID Badge, class number, program and year that the student attended. Social security numbers will not be used for specific student identification.



STUDENT ACTIVITIES AND SERVICES

Students are encouraged to participate in the program and requested activities which are designed for the betterment and enrichment of student.
 
Student Orientation
Distance Learning:
Students will receive information on a variety of topics during Canvas Orientation sessions.  The topics include academic policy, personal appearance, student conduct, online expectations and so forth. 

Capstone:
When students arrive at the Statler Center, they will be given a tour of the school site and will have an opportunity to meet the faculty and staff.

Counseling Services
The primary objective of the counseling services is to help each student develop self-realization and understanding so that he may make use of his abilities more effectively and plan a direction for his future. Educational, occupational and personal adjustment counseling and guidance are available. A student may request this assistance on his own initiative at any time, or he may be referred by an instructor when counseling seems desirable. All counseling is conducted by the school director in a professional and confidential manner. Students are encouraged to take advantage of the counseling services offered by the school.

Placement Services
Initial placement assistance for graduates includes development of resume and other pertinent correspondence. Additional placement assistances are offered on a fee-for-services basis.

All graduates are entitled to placement assistance. The objectives of this service are:
a. To advise students concerning their careers.
b. To assist every graduate obtain the position for which he or she is best suited.
c. To assist alumni in furthering their careers.

While the school cannot guarantee placement for its graduates, it can assure that graduates receive placement assistance.



TUITION AND FEES

Program
The tuition rate is applicable to all students enrolled in any program of study and is listed in the enrollment agreement. The total fee for Business Fundamentals Training is $4,675.00 (see registration and textbook fees and costs listed below), Telecommunications is $4,583.00 (see registration and textbook fees and costs listed below) and for Hospitality Training the total tuition and fees are $4,570.00 (see registration and textbook fees and costs listed below) 

Financial Assistance
Financial Assistance is not available.

Registration Fee (Programs)
A non-refundable $50.00 registration fee is required with each enrollment agreement.

Transcript Fee
After the first complete transcript, a charge of $5.00 is made for each additional copy. No transcript is issued unless all financial obligations have been met by the student.

Textbooks
The cost for textbooks for each Semester of study will be the student’s responsibility. The cost for textbooks is as follows: 
Business Fundamentals: $275.00
Hospitality: $163.00
Telecommunications: $$150.00

Tuition Refund Policy
The following tuition refund policy applies:

A. A student who cancels within 7 days of signing the enrollment agreement but before instruction begins receives all monies returned with the exception of the non-refundable registration fee.
B. Thereafter, a student will be liable for
1. the non-refundable registration fee plus
2. the cost of any textbooks or supplies accepted plus
3. Tuition liability as of the student's last date of physical attendance. Tuition liability is divided by the number of quarters in the program. Total tuition liability is limited to the quarter during which the student withdrew or was terminated, and any previous quarters completed.
If termination occurs school may keep	The school may retain
Prior to or during the first week	0%
During the second week	25%
During the third week	50%	
During the fourth week	75%
After the fourth week	100%
Any request for refund must be submitted in writing to the director. Any tuition paid to the school in excess of the sum due to the school by the student who cancels, withdraws, or is discontinued will be refunded within 30 days of such action. The failure of a student to notify the director in writing of withdrawal may delay refund of tuition due pursuant to Section 5002 of the Educational Law.




PROGRAMS OF STUDY

The School offers an academic program of study adapted to meet the needs of the business community.

Online Business Fundamentals Program – One Semester
Online Hospitality Program – One Semester
Online Telecommunications Program – One Semester

PROGRAMS OF STUDY 

The School offers an academic program of study adapted to meet the needs of the business community.

Online Business Fundamentals Program 
	Course Title
	
	Instructional Sessions
	Instructional Hours

	
	
	
	

	
	Introduction to Canvas
Microsoft Office Training
Grammar & Business Writing
Business Mathematics
Oral Communications
Job Searching & Professional Networking
Conflict Management
Professional Career Development

	4
20
12
12
12
12
4
20
	12
60
36
36
36
36
12
60


	Total Instructional Sessions/Hours
	
	96
	288

	
	
	
	


COURSE DESCRIPTIONS
Introduction to Canvas	4 Instructional Sessions; 12 Instructional Hours
The goal of this course is to introduce students to the Statler Center Distance Learning Program, as well as to Canvas, the Learning Management System that will be used to interact with students and execute the completion of assignments. The four session course will explain to students our learning platform, as well as our expectations for completing the program.

Microsoft Office Training 	20 Instructional Sessions; 60 Instructional Hours
This course provides students with an introduction to, and overview of, the most commonly used beginner and intermediate features of three of the major programs of the Microsoft Office Suite, Microsoft Outlook, Microsoft Word, and Microsoft Excel. Knowledge of these Microsoft applications is extremely useful in any business environment where one is expected to communicate information, produce documents, prepare spreadsheets, or perform mathematical calculations. Completion of this course will give students the skills and confidence needed to successfully operate a computer for both personal and professional use.

Grammar & Business Writing	12 Instructional Sessions; 36 Instructional Hours
The goal of this course is to present the formal elements for resumes, cover letters and thank you letters in order for students to increase their effectiveness and clarity in professional writing. The ultimate aim for students at the end of the course is to gain the tools to independently create formal documents necessary for their job search process.

Business Mathematics  	12 Instructional Sessions; 36 Instructional Hours
This course is designed to help students learn the basic concepts of business math and basic everyday business calculations. This course has been designed to provide special attention and support to adult learners who may have some anxieties about completing a math class after several years away from a structured educational setting.

Oral Communication	12 Instructional Sessions; 36 Instructional Hours
The course work will concentrate on developing your basic skills, preparing and practicing for interviews, and answering interview questions, how to answer questions on applications as well as improving on critical and constructive listening skills. The practical benefits of oral communication skills are especially imperative when you begin your job search. This course ends with a capstone.

Job Searching & Professional Networking	12 Instructional Sessions; 36 Instructional Hours
The primary purpose of this course is to teach students how to properly search for a job using both digital and face-to-face networking techniques. Students learn how to navigate professional websites like Indeed, LinkedIn, and Career Connect. The students will also learn how to interact will professionals during in-person interactions.


Conflict Management	4 Instructional Sessions; 12 Instructional Hours
This course will teach students how to identify, address, and ultimately resolve conflict in professional and workplace settings. Through lectures, assignments, discussions, and other learning content, students will be able to execute proven strategies and techniques that will help to defuse, de-escalate, or eliminate conflicts that arise on the job.

Professional Career Development	20 Instructional Sessions; 60 Instructional Hours
The purpose of this course is gives students a strong foundation of career management skills. It is designed to help students determine the skills and talents they currently possess and how to use them to help identify career fields of interests. The course will teach techniques that revolve around developing a career path (including alternative career paths), personal branding, and building a portfolio. Also, a portion of the course is dedicated to help students acquire internet navigation skills.



PROGRAMS OF STUDY 

The School offers an academic program of study adapted to meet the needs of the business community.

Online Hospitality Program 
	Course Title
	
	Instructional Sessions
	Instructional Hours


	
	Introduction to Canvas
The Fundamentals of Hospitality
Introduction to Guest Services
Understanding Property Management Systems
Housekeeping Fundamentals
Understanding Food & Beverage
Reservations & Check Out
Sales & Marketing
	4
4
3
5
3
5
6
4
	12
12
9
15
9
15
18
12


	Total Instructional Sessions/Hours
	34
	102



COURSE DESCRIPTIONS
Introduction to Canvas	4 Instructional Sessions; 12 Instructional Hours
The goal of this course is to introduce students to the Statler Center Distance Learning Program, as well as to Canvas, the Learning Management System that will be used to interact with students and execute the completion of assignments. The four session course will explain to students our learning platform, as well as our expectations for completing the program.

The Fundamentals of Hospitality	4 Instructional Sessions; 12 Instructional Hours
The purpose of this course gives students an overview of the hospitality industry. We will explore hospitality establishments, different hotel types, as well as the various jobs and careers available to students should they choose to pursue a career in hospitality.

Introduction to Guest Services	3 Instructional Sessions; 9 Instructional Hours
The purpose of this course is to introduce students to the fundamental aspects of guest services. This course will include content that revolves around guest registration, guest cycle, and common practices when provide services to guest during their stay at a hotel. Students will also learn about service different types of special guests.

Understanding Property Management Systems	5 Instructional Sessions; 15 Instructional Hours
The purpose of this course is to provide students with a basic understanding on property management systems. This course will explore common property management systems used in hotels, as well as their importance and evolution over time. This course will make used of the OPERA property management system. 

Housekeeping Fundamentals	3 Instructional Sessions; 9 Instructional Hours 
The purpose of this course is to introduce students to the food and beverage aspects of the hospitality industry. Students will be exposed to a variety of terms, protocols, and common practices relative to hospitality. The class will examine several types of restaurants including fine dining, fast food, and coffee shops. The course will also cover room service.

Understanding Food & Beverage	5 Instructional Sessions; 15 Instructional Hours
The purpose of this course is to introduce students to the food and beverage aspects of the hospitality industry. Students will be exposed to a variety of terms, protocols, and common practices relative to hospitality. The class will examine several types of restaurants including fine dining, fast food, and coffee shops. The course will also cover room service.

Reservations & Checkouts	6 Instructional Sessions; 18 Instructional Hours
The purpose of this course is to provide students with an understanding of the hotel reservation and checkout process. Students will learn about the position, role, and responsibilities of the reservationist, as well as the persuasive skills used to secure reservations. The course will also explore checkouts and settlements.

Sales & Marketing	4 Instructional Sessions; 12 Instructional Hours
The purpose of this course is to introduce students to the sales and marketing aspect of the hospitality industry. We will explore the difference between sales and marketing, the impact they have on hotels, as well as the wide range of career paths that students can take working in this department.

PROGRAMS OF STUDY

The School offers an academic program of study adapted to meet the needs of the business community.

Online Telecommunications Program 

	Course Title
	
	Instructional Session
	Instructional Hours

	
	
	
	

	
	Introduction to Canvas
Contact Center Concepts
	4
9
	12
27

	
	Professional Seminar in 2-1-1 Concepts
	1
	3

	
	Professional Seminar in Crisis Hotline
The Fundamentals of Customer Service
	3
8
	9
24

	
Total Instructional Sessions/Hours
	
25
	
   75

	
	
	



COURSE DESCRIPTIONS
Introduction to Canvas	4 Instructional Sessions; 12 Instructional Hours
The goal of this course is to introduce students to the Statler Center Distance Learning Program, as well as to Canvas, the Learning Management System that will be used to interact with students and execute the completion of assignments. The four session course will explain to students our learning platform, as well as our expectations for completing the program.

Contact Center Concepts	9 Instructional Sessions; 27 Instructional Hours
This class takes a hands-on approach to both learning the skills required to succeed in any Contact Center environment, as well as improving accuracy, speed, and efficiency of those skills.  Contact Center Terminology will be covered in-depth with discussion on what these terms mean and how they impact the role of a Contact Center Agent.   Finally, you will participate in live call exercises to demonstrate your ability to apply what has been in class.

Professional Seminar in 2-1-1 Center	1 Instructional Sessions; 3 Instructional Hours
The purpose of this course is to introduce students to the basics of the government-designated phone number 211 and its goal of help clients find a wide range of need-based services. In addition, students will also learn about jobs in the 211 call center.

Professional Seminar in Crisis Hotline	3 Instructional Sessions; 9 Instructional Hours
The purpose of this course is to help students understand the basics of crisis communication over the telephone. The goal is to show them fundamental tools and techniques, combined with informative scenario-based content, in order to better understand how to handle a range of callers that call into a crisis hotline.

The Fundamentals of Customer Service	8 Instructional Sessions; 24 Instructional Hours
This course provides an overview of the basics of customer service. It provides guidelines and best practices for providing excellent customer service that will enable frontline associates and service staff in back-up and support roles to build, maintain, and increase the customer base. This course will also teach students how to deals with the challenges that arise in customer service including how to handle angry customers, what questions and statements to use during disputes, and how to deliver bad news.
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