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STUDENT POLICIES & PROCEDURES

Program Policy

In order for our staff to better help you through the distance learning programs; it is a policy that
you turn in assignments when they are due. If your assignment will be late, notify your instructor
at least 2 daysin advance. If you fail to do so, your grade will be reduced 10%-20% (based upon
the instructors discretion, number of time assignments have been late and reason for tardiness) of
the grade you make on the assignment. If you lose contact with us for a span of 2 weeks, you will
be automatically dropped from the program. It is the student’ s responsibility then to contact us or
turn your assignment in.

Text Books& Course MaterialsIncluded

Tuition includes current text books for the
course and all course materials (coding
exercises, handouts, information packets,
etc.). Text books may change from time to
time as new editions are avalable or
improved text books are found.

Books Not Included in Tuition

CPT, HCPCS level 11 and ICD9 book cost is not included in tuition. If a student requires
assistance ordering coding books, the Special Program Director, Norma Pattison, can assist the
student or include the price of the books in the total cost for enrollment and have the books
directly shipped to the student. Students must use current year coding books unless other
arrangements have been made in advance with your instructor.
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