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MUSICIANS INSTITUTE
COLLEGE OF CONTEMPORARY MUSIC

6752 Hollywood Blvd., Hollywood, CA 90028

CAMPUS LOCATIONS

Musicians Institute campus consists of the following
locations:

Main Building
SouthEntrance

1655 McCadden Place
North Entrance

6752 Hollywood Boulevard
Passage

6752 Hollywood Boulevard
Hawthorn Annex

1621 N McCadden Place
Highland Annex

1622 N Highland Avenue
Live House

1534 N Highland Avenue
Music Business Annex

1518 N Highland Avenue
Guitar Craft Academy

7070 Santa MonicaBoulevard

CAMPUS OFFICES, DEPARTMENTS, AND STAFF

Musicians Institute campus administration consists of the
following offices, departments, and staff:

CAMPUS AFFAIRS

PRESIDENT
Todd Berhorst | toddb@mi.edu

DIRECTOR OF MARKETING
Stacie Dowthwaite | stacie@mi.edu

DIRECTOR OF COMPLIANCE
Danielle Sassman | martind@mi.edu

OFFICE OF ACADEMIC AFFAIRS

Contact the Office of Academic Affairs for program content,
program requirements, and faculty information

Passage West, Second Floor

(unless otherwise indicated)

M-F 9:00am - 4:45pm

SENIOR ACADEMIC LEADERSHIP:

CHIEF ACADEMIC OFFICER
Dr Rachel Yoon | 323-860-1170 | rachel@mi.edu

DEAN OF THE SCHOOL OF INDUSTRY STUDIES
Jonathan Newkirk | 323-860-1158 | newkirkj@mi.edu

ASSOCIATE DEAN OF THESCHOOL OF PERFORMANCE

STUDIES
Ron Dziubla | 323-860-1171 | dziublar@mi.edu

PROGRAM CHAIRS:

CHAIR OF BASS
Maurice Verloop | 3238601193 | mauricev@mi.edu

CHAIR OF GUITAR
Dr. Stig Mathisen | 3238604358 | smathisen@mi.edu

CHAIR OF KEYBOARD TECHNOLOGY
Dr Rachel Yoon | 323-860-1106 | rachel@mi.edu

CHAIR OF DRUM
Stewart Jean | 323-860-1157 | stewartj@mi.edu

CHAIR OF VOCAL
Debra Byrd | 323-337-1069 | dbyrd@mi.edu

CHAIR OF INDEPENDENT ARTIST/ DJ PERFORMANCE &
PRODUCTION / ARTIST/PRODUCER/ENTREPRENEUR

Lacey Harris | 323-860-4349 | harrisl@mi.edu

CHAIR OF COMMON COURSE
Ron Dziubla | 323-860-1171 | dziublar@mi.edu

CHAIR OF MUSIC BUSINESS
Stacy Turner | 323-860-1189 | stacyt@mi.edu

CHAIR OF AUDIO ENGINEERING
Jonathan Newkirk | 323 860-1158 | newkirkj@mi.edu

CHAIR OF GUITAR CRAFT ACADEMY
Paul Roberts | 3234699036 | gca@mi.edu
Guitar Craft Academy Building
M-F 1:00pm - 5:00pm, 6:00pm - 10:00pm
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MUSICIANS INSTITUTE
COLLEGE OF CONTEMPORARY MUSIC

6752 Hollywood Blvd., Hollywood, CA 90028

ACADEMIC SUPPORT STAFF

STUDIO AND CLASSROOM TECHNOLOGY MANAGER
Krystal Schafer | 323-860-1169 | krystals@mi.edu

Main Building, Second Floor, Room 291

M-F 9:30am - 12:00am (Midnight)

ACADEMIC SCHEDULER

Lola Quintana | 323-860-1175 | lola@mi.edu
Passage West, Second Floor,
Office of Academic Affairs

M-F 9:00am —4:45pm

TA SCHEDULING SUPERVISOR

Justin Apergis | 323 3371068 | japergis@mi.edu
Main Building, Third Floor, Room 293
M-F 9:00am — 4:45pm

LMS ADMINISTRATOR/INSTRUCTIONAL DESIGNER
Marc Prado | 323-860-1118 | pradom@mi.edu

ADMISSIONS

Contactthe Office of Admissions for general questions
about programs, admission requirements, applications for
admission, and enrollment for new students

Passage East, Second Floor

(unless otherwise indicated)

M-F 8:30am - 5:00pm

3234621384

admissions@mi.edu

ASSISTANT DIRECTORS OF ADMISSIONS

Vin Chhabra | 3238601153 | chhabrav@mi.edu

Jose Hernandez | 323 860 4352 | josehernandez@mi.edu
Paul Weinstein | 323 860 4345 | paulw@mi.edu

DIRECTOR OF OUTREACH
Steve Lunn | 3238601156 | stevel@mi.edu

MANAGER OF ALTERNATIVE PROGRAMS
Reginald | 323 860 4359 | reggie@mi.edu

SENIOR ADMISSIONS ADVISERS

Lorena Alvarez | 3238601128 | alvarezl@mi.edu
Brenda Budhram | 3238604341 | budhramb@mi.edu
Michael Coleman | 3238604347 | michaelc@mi.edu
Baltazar “Jay” Goodger | 323 3371065 | goodgerb@mi.edu
Rose Mikayelyan | 323468 9920 | rosem@mi.edu

Valerie Smith | 3238601178 | valeries@mi.edu
Gary Younger | 3238601179 | garyy@mi.edu

ADMISSIONS ADVISERS
Jackie Segura |323 860 1117 |jsegura@mi.edu

Florence Valencia | 3238601140 | florencev@mi.edu

ADMISSIONS COORDINATORS
Bertha Chavez | 3238601174 | berthac@mi.edu
Ariadna Urban | 3233371061 | urbana@mi.edu

FINANCIAL AID

Contact the Office of Financial Aid forinformation and
assistance applying forfederaland state aid programs,
veterans’ benefits, and general questions about financial aid

Passage East, First Floor

M-F 8:30am - 5:00pm

323 860 4343

financialaid@mi.edu

DIRECTOROFFINANCIALAID
Michael Hong | 3238601122 | hongm@mi.edu

ASSISTANTDIRECTOROFFINANCIALAID/ VETERANS
AFFAIRS COORDINATOR
Melissa Cuesta-Booker | 3238601121 | melissac@mi.edu

FINANCIAL AID OFFICERS

Erick Gonzalez | 3238601123 | gonzaleze@mi.edu Guillermo
Noboa | 323 860 4155 | noboag@mi.edu

Alejandra Quijada | 3238604357 | quijadaa@mi.edu
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MUSICIANS INSTITUTE
COLLEGE OF CONTEMPORARY MUSIC

6752 Hollywood Blvd., Hollywood, CA 90028

DEFAULT PREVENTION COORDINATOR STUDENT BILLING COORDINATORS

Alma Cuevas | 3238601168 | almac@mi.edu Christopher Ferman | 323-860-1233 | fermanc@mi.edu
Ana Singh | 3238601168 | anasingh@mi.edu Robyn Takizawa | 323-860-4354 |takizawar@mi.edu
REGISTRAR SERVICES

STUDENT SERVICES

Contact the Office of Students Affairs for academic,
international, student affairs, housing advising, and
questions

Passage West, First Floor

M-F 8:30am - 5:00pm

Contact the Office of the Registrar for academic advising,
registration for continuing students, schedule changes
(courseadd/drop), replacementstudentID badges,
grading questions/appeals, transcript requests, enrollment
verification letter, and graduation petitions

Passage West, First Floor

M-F 9:00am - 4:45pm

323 860 1184 STUDENT AFFAIRS

registrar@mi.edu Contact the Office of Students Affairs for personal

counseling, tutoring, scholarships, change of enrollment, and
academic appeals

Located inside Student Services

M-F 8:30am - 5:00pm

studentaffairs@mi.edu

MANAGER OF STUDENT RECORDS
Jim McMains | 3238601115 | jimfizz@mi.edu

MANAGER OF REGISTRAR SERVICES
Shaun Vieten | 3238601137 | shaunv@mi.edu

DIRECTOR OF STUDENT AFFAIRS

ACADEMICADVISER Kelly Chong | 3238601177 | kellychong@mi.edu

Melinda Parker | 323-462-1384 | melindap@mi.edu

Marcia Reader | 323-860-1125 | readerm@mi.edu HOUSING

Phillip Williams | 323-860-1184 | williamsp@mi.edu Contact the Office of Housing for assistance with housing
options, roommate referrals, hotel reservations, questions

STUDENT BILLING and in_fo_rmation on telephone service, internet, gas, and
electricity

Contact the Office of Student Billing for assistance Located inside Student Services

regarding all student billing related matters, such as PassageWest, FirstFloor M-F

collection of payments, tuition payment places, and 9:00am - 4:45pm

financial aid overpayment checks housing@mi.edu

Passage East,
FirstFloor M-F
8:30am -

4:45pm 323

860 1133
studentbilling@mi.edu

HOUSING COORDINATOR
Rossana Brassea | 3238601108 | rossanab@mi.edu

STUDENT BILLING SUPERVISOR
Andrew Zaragoza | 323-860-4353 |andrewz@mi.edu
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MUSICIANS INSTITUTE
COLLEGE OF CONTEMPORARY MUSIC

6752 Hollywood Blvd., Hollywood, CA 90028

INTERNATIONAL STUDENT AFFAIRS

Contactthe Office of International Student Affairs
for admissions, applications, work permits, and visa
requirements for non-US students

Located inside Student Services

PassageWest, FirstFloor

M-F 9:00am - 5:00pm

international@mi.edu

DIRECTOR OF INTERNATIONAL STUDENT
AFFAIRS
Dan Diaz | 3238601134 | dannyd@mi.edu

ARTIST & CAREER SERVICES

Contactthe Artist & Career Services Department for
career counseling, job search assistance, audition
workshops, internships, resume services, job listings,
and the MI: Connects online web-service.

Passage West, First Floor

M-F 9:00am - 5:00pm

cdo@mi.edu

DIRECTOR OF ARTIST & CAREER SERVICES
Mike Ramsey | 3238601158 | ramseym@mi.edu

CAREERDEVELOPMENT COORDINATOR
Lena Tufenkjian | 3238601139 | tufenkjianl@mi.edu

INTERNSHIP COORDINATOR
Carolann Mota | 323-462-5926 | motac@mi.edu

ALUMNI OUTREACH COORDINATOR
Megan Doheny | 3233371062 | megand@mi.edu

LIBRARY SERVICES

Contactthe Library Services Department tfor accessto
online digital ebooks, articles, scores, albums, tracks,
videos, DVDs, CDs, books, periodicals, recorded student
performances & clinics, instruments & equipment (guitars,
basses, pedals, cords,adaptors, mobile phone,laptop,
andvariousdevice chargers)

Main Building, Second Floor

M-F 8:30am — 12:00am (Midnight)

Sa-Su 12:00pm (Noon) - 8:00pm

323 860 1159

library@mi.edu http://portalmiedul/library

DIRECTOR OF LIBRARY SERVICES
Julie Bill | 323-860-1186 | library@mi.edu

LIBRARY ASSISTANT, COORDINATOR
Matthew Castillo | 323-860-1159 | library@mi.edu

REPROGRAPHICS COORDINATOR
Jie Liu | 3238601355 | jiel@mi.edu

PLAYERS SUPPLY

Contactthe Players Supplyfor reference books, musical
accessories (picks, strings, drumsticks, tuners, etc), Ml
merchandise (T-shirts, hats, mugs, pens, etc), postage
stamps, and miscellaneous goods

Main Building, UTB Wing, First Floor

M-Th 9:00am — 7:00pm

F 9:00am — 6:00pm

323 462 3227

playerssupply@mi.edu

PLAYERS SUPPLY MANAGER
Oliver Holliday | 323462 3227 | hollidayo@mi.edu
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PRODUCTION

The Production Department coordinates the audio,
lighting, andvideoservicesforalllive performancesand
performance classes located inthe Concert Hall as well
as all other performance classroomsandspaces (in
additiontospecial eventsbothon-and off-campus)

Main Building, Concert Hall

M-F 9:00am-6:00pm

productionrequest@mi.edu

PRODUCTION MANAGER
Yolen Farias | productionrequest@mi.edu

OPERATIONS

The Operations Department coordinates all room
setups, equipment maintenance, security,
electronics,tenant improvement, facilities
management, and information services
McCadden Annex Building, First Floor
M-F 8:30am - 5:00pm

DIRECTOR OF OPERATIONS
Robert Caven | 323-860-1119 | cavenr@mi.edu

OPERATIONS COORDINATOR
Genessis Vasquez | 323-860-1172 | genessisv@mi.edu

SECURITY MANAGER

Mike Hinksmon | 323-860-1107 | mikeh@mi.edu
Main Building, North Entrance, First Floor
M-F 8:30am —5:00pm

FACILITIES SUPERVISOR

Miko Zamudio | 3238601124 | repair@mi.edu
Passage East, Basement
M-F 8:30am —5:00pm

DRUM SERVICES COORDINATOR

Mike Vega | 323-860-1180 | mvega@mi.edu
Main Building, Third Floor
M-F 8:30am —5:00pm

DRUM SERVICES ASSISTANT

Jason Fahn | 323-860-1180 | jfahn@mi.edu
Main Building, Third Floor
M-F 8:30am —5:00pm

SHUTTLE DRIVER
Sherry Czerwien | czerwiens@mi.edu
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REGISTRATION

All students are required to register for classes prior to every quarter of enrollment. All registration
procedures are coordinated through the Office of Registrar Services. The following rules apply to all

students, whethernew or returning:

« Alltuition and fees are due and payable at registration (see Tuitionand Fees sectionin the
current Course Catalogfor moreinformationaboutcostsandpaymentoptions)

+ Students will not be permitted to enter Ml facilities until required tuition and fees have been paid

« Studentregistration will be closed at the close of business on Friday of the second week of classes

NEW STUDENTS

Permission to register for classes is granted to new students only if they have been fully and
completely processed through the Admissions Office and have completed placement testing
where applicable (see Academic Calendar section in the current Course Catalog for dates).
Instructions and materials for registration will be made available to applicants at the times
designated for new student registration. Students who register late may be required to obtain
approval and/or pay a late registration fee (see Tuition and Fees section in the current Course
Catalogforfeeamount) before being permittedtoregister for classes.

CONTINUING STUDENTS

All current students planning to continue their studies in a subsequent quarter are required to
register for classes beginning the ninth week of the current quarter. Continuing students
registering after the end of the re-registration period may be assessed a late registration fee
(see Tuitionand Fees section in the current Course Catalog for fee amount). Failureto officially
confirm attendance for the subsequent quarter will result in courses and lessons (where
applicable) being dropped from those students’ schedules and may result in termination of
thosestudents’ enrollment.

ACADEMIC REGULATIONS, POLICIES, AND DEFINITIONS

Itismandatory thatall students enrolledin a certificate or degree (AA or Bachelor) program read
and understand the followingacademicrequirements. (Applicability of requirements mayvary
forstudentsenrolledinaSelectprogram).

ACADEMIC CALENDAR

All degree and certificate programs operate on a year-round quarterly academic calendar, with

last updated 12/2018
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each quarter consistingoften weeks of classes and one week of testing, followed by two weeks
of break.

NOTE: Musicians Institute does notreschedule, make up orotherwise replace classes, lessons, or
other events that fall on holidays, during school closures or on other occasions on which the
school is not open. See Academic Calendar section in the current Course Catalog for
informationonsuchclosures.

ACADEMIC HONESTY/INTEGRITY

All students have an obligation to behave honorably and respect the highest ethical standardsin
carrying out their academic assignments. Academic dishonesty is defined as any form of
cheating, falsification,and/or plagiarism. Incaseswhere academicdishonestyorfalsification of
academicinformation is proven to have occurred, students may receive a failing grade and are
subjecttoadditionaldisciplinaryactionsuptoandincluding terminationfromthe program.

ACADEMIC INTEGRITY PROCEDURE

The violation of Academic Integrity commonly takes on (but is not limited to) three forms:
Falsificationof Documents, Plagiarism, and Cheating

Falsification of Documents is defined as misrepresentation of facts and/or forgery upon
aschoolorlegal document. Documents proved to be falsified will become immediately
nullandvoidandanyrepresentationsthereonwillalsobe consideredfalseandvoid.

Engagement in falsification of documents is deemed to be an act of academic dishonesty and
may be grounds for disciplinary action. (See below)

Plagiarism is defined as copying or borrowing the ideas or work of another individual without
acknowledgementand passing it off as your own. Plagiarismincludes butis not limited to:

» Theuseofanotherindividualaswriterforterm papersorhomeworkassignments

¢ The purchase and submission of a chart, term paper or assignment and the passing off of
suchdocumentasone’sown work

» Copyinganother’sworkverbatim withoutthe use of appropriate quotationandreferencing notationor

citation

* Paraphrasingportionsofsomeoneelse’swork withoutgivinghim/her propercredit

last updated 12/2018
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* Presentingcharts, songs, etc foranevaluationthatwere not preparedbythe presenter

Engagementin Plagiarismis deemedtobeanactof academicdishonesty and may be grounds for

disciplinaryaction. (See below)

Cheating is defined as dishonest activity of any kind in regard to examinations, course assignments, or
alterationofrecords. Cheatingincludes butis notlimitedtothe followingactions:

* Bringing unauthorized material into an examination,

« Communicating with other examinees or students during examinations (whether by speaking or other
means),

» Readingtheworkof other examinees duringthe exam or attemptingany ofthistype of conduct
« Knowinglygainingand/orutilizingacopyofanswerstocourseexaminationsorassignments
* Briberyorcoercionintheinterestofachievinganunearnedgrade

« Beingcomplicitinanyact of cheatingasasecondary party

Engagementin cheatingis deemed to be an Act of Academic Dishonesty and may be grounds for

disciplinaryaction. (See below)
Violations of MI’s Academic Integrity Policies may be treated as follows (It shall remain under the

discretion of the Program Chair and/or the Dean of Compliance and/or other school official to
take other courses of action):
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PROCEDURE

CONSEQUENCE

FIRST OFFENSE

Instructororotherstaffmemberpresents proof
oftheviolationand reportsonthe incident. The
reportshouldinclude:the document(s) in
question, specific information astohowthe
student(s) violated policy,

thisreport willbecome part of the student’s

academic file.

ThestudentearnsaZEROfortheassignment, work

ortestatissue.

The student will be required to meet with his/ her
ProgramChairbeforereturningtoclasses inorder
todiscusstheseviolations,the consequences
thereof, and the consequences ofanyfurther
violations Anymissedclasses during thistime will
notbe considered excusable

SECOND OFFENSE

Instructororotherstaffmemberpresents proof
oftheviolationand reportsonthe incident. The
reportshouldinclude:the document(s) in
question, specific information astohowthe
student(s) violated policy,

thisreport willbecome part of the student’s

academic file.

ThestudentearnsaZEROfortheassignment, work

ortestatissue.

Thestudentisrequiredto meet with the Director
of Complianceinorderto processthefailing
gradeand/orsuspension fromschoolas
warranted. If suspension is warranted, the
studentwillbe suspendedfromschool for3days
anddisallowed from makingupany assignments,
tests, workshops or tests missed.

THIRD OFFENSE

Instructororotherstaffmemberpresents proof
oftheviolationandreportsonthe incident. The
reportshouldinclude:the document(s) in
question, specific information astohowthe
student(s) violated policy,

thisreport willbecome part of the student’s

academic file.

Studentwillbeexpelledfromschool.
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ACADEMIC PROBATION

Satisfactory AcademicProgressisreviewed quarterly and students showingacumulative GPA
oflessthan20are placed o n Probationary Warningstatus. Acumulative GPA oflessthan20
fortwo consecutive quarters resultsinthe student being placed on Official Academic
Probation status. A continued cumulative GPAof lessthan 2 0for three consecutive quarters
resultsinlossof Financial Aid fundingandterminationfromthe program.

APPEALS/REQUEST FOR ACADEMIC REVIEW

Astudent hastherighttoappeal any changein status or grades that may affect his or hergrade
pointaverageorabilityto graduate. Allsuchrequests mustbe madeinwriting
(forms/instructionsareavailableinthe Registrar’s Office) and submitted to Office of Academic
Affairs. Students will be contacted about the committee decision within one week of
submission. Submissionofsuchareviewdoesnotexemptstudentsfromanyschoolregulations,
processesorcommon procedure.

ATTENDANCE REQUIREMENTS

Regularattendanceisrequiredandrecordedinallclassesandlessonsandis factored intofinal
grades. Studentswho show poorclassroom or private lesson attendance will be contactedand
counseled byanadviser. Continuedabsencefromac | a s s mayresultinafailinggradeforthat
class (seethecourse syllabusforspecificinformation onattendance). Absence fromschool
formorethanthree consecutive weeks withoutanapproved Leave of Absence willresultin
terminationfromthe program.

Bothscan-inand classroom attendance will be used to determine school and facility
use/attendanceand willbefactoredin toanychangeofstatusandwithdrawals.

EXCUSED ABSENCES

Studentsare expectedtoattend every classforwhichtheyareregistered, however, itis
understoodthatanoccasional absence mayoccur. Incertaincases, theabsence from class may
be excused. Allrequestsfor excused absences mustbe submitted tothe Registrar’s Office for
review. The Registrar’s Office will decide whetherto grant ordeny requests based onthe
consistenttreatmentofallstudents. Examples of reasonsforexcused absences, whichmustbe
documentedandare subjecttoreview,include:

1 Jury or military duty

last updated 12/2018
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2 Medicalemergencies(illness, injury, etc)

3 Bereavement

Excusedabsencerequests mustbe submitted withaccompanyingdocumentationwithinfive (5)
schooldaysafterthe student’sreturntoclass. Requestssubmitted afterthis periodand/or
after Friday of Week 11 will be denied. The maximum numberofexcused absencesperquarter
isfive (5)days. Requestsforrepeatedabsencesfromthesameclassmaynotbe approved.

AUDITING

Attendance by studentsin coursesforwhichtheyare notregisteredis not permitted.

TESTING OUT

Studentsmayreceive creditforcertaincoursesthroughadvanced placementorbychallenging
therequirementsofacourse forafee(see Tuitionand Feessectioninthe current Course

Catalog forfee amount). Students wishingtotest outof acourse mustpassanevaluation of
theirknowledge of course material withaminimum grade of A-(90%). Advanced placement
testsare allowed only before or during the normal Add/Drop period at the beginning of the program
forwhichthe student hasenrolled. Inthe case of sequential classes, prerequisite courses maynotbe
skipped overviatest-outoncetheoriginal placementhasbeendetermined. Studentsare not
allowedtotestoutof courses previously takenandfailed. Ifastudent meetstherequirementsfor
testingoutofacourse, adesignation of “P” (Pass) isentered on the transcriptand course credit is
granted towards graduation requirements. Creditsare countedtoward units completed butare not
factoredintothe GPA.

LATE TESTING

Latetestingispermitted onlyforfinalexamsmissed duetoemergenciesorother

MIM

unforeseen/unavoidableevents,orfor gradesof “I” (Incomplete). Studentsrequestinglate testing
must submit the proper formtothe Registrar’s Officeinadvance wheneverpossible and paythelate

testingfee, ifapplicable (see Tuitionand Fees sectioninthe current Course Catalogfor fee amount).

COURSE REPETITION

Astudent receivingan overall course grade below C- (70) will be required to take the course
again; full tuition willbe charged, andnormalgradingstandards willapply. Astudentwho has
passedacourseandearned creditmay notre-takethesame course for additional credit unless
the catalog course description states that the course “may be repeated for credit.” A student
may re-take a course for a higher grade without receiving additional credit; full tuition will be
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charged, onlythe highest grade will be factoredintothe GPA, and repeated units will be
countedtoward the total number of units attempted in the program.

SCHEDULING POLICY

Ml reservestherighttocreate studentschedules based on class/teacher/space availability.
MI does not guarantee any student a specific schedule. Students, during their tenure at
MI, may be moved from one section/class/room to another based on the needs and
facilities of the school and greater student body.

FINAL EXAM WEEK

Week 110of each quarteris designated as Exam Week (as such, students should not schedule
vacationsortripshomebefore theyareaware oftheir Week 11testschedule).

INCOMPLETE ()

Agrade of Incomplete (

IIIII

) will be approved only if the student is making satisfactory
progressinthe course butcannot completethefinal projectorexaminationdueto
unforeseen, justifiable,and documentedreasonsincludingbutnotlimited to:amedical
emergency;jury or military duty; or bereavement. Allincomplete course workmust be
made upbeforethe endofthefirst weekofthefollowing quarter unlessanextensionis
granted duetoverifiableinjuryorillness orothervalid circumstance. When course workis
completedthesatisfaction of all established requirements ofthe course, a grade will be

MIM

issuedtoreplacethe “I” onthe student’stranscript. Failure to complete the course work
withinthe maximum allottedtime willresultinagrade of “F” replacingthe “Incomplete.”
AnlIncomplete on a prerequisite course must be resolved beforethe studentcanenrollina

classrequiringthatcourseasa prerequisite.

SATISFACTORY ACADEMIC PROGRESS (SAP)

FederalregulationsrequireallinstitutionsthatparticipateinTitle [Vaid programstodefineand
monitorsatisfactoryacademic progress(SAP)forallfinancialaidrecipients. The standards
must meetallfederal requirementsandbe equaltoormore stringentthanthe SAPstandardsfor
non-financialaid recipients. Studentsarerequired tomeetboth qualitativeand quantitative
academicstandardswhileattendingMusiciansInstitute. Thispolicyinsuresthatstudentsare
progressingthrough theirprograms of study andidentifies students who may be atrisk of
failing. Satisfactory academic progress will be reviewed onaquarterlybasis.
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SAP DEFINED

SatisfactoryAcademicProgress(SAP)iscalculated programmaticallyforallstudentsattending
approvedprogramsatMI. SAPcalculationsforstudentsinthe Associate orBachelor’'sdegree
programswillbe cumulativeregardlessofthe performance program. SAPcalculationsfor
studentsinanon-matriculating certificate programwill be calculated separatelyforeach
individual program. Students with acumulative GPA (Grade Point Average) lessthan 20in their
current programofstudy and/orstudentsthat have completed lessthan 6666% of their
cumulative attempted unitsintheir current program of study havenotmettheminimum
requirementsforSatisfactory AcademicProgress (SAP)forthatprogram.

SAP WARNING STATUS

Students that have not met SAP for one quarter will be sent an SAP warning letter. Students
inan SAP warningstatusare encouragedtomeetwithaStudentAffairscounselortorequest
freetutoringservices offered oncampus.

SAP PROBATION STATUS

Students that fail to meet SAP for two consecutive quarters will be notified of SAP Probation
status. Financialaid willbe suspendeduntilthe SAP probationarystatusisappealedandthe
appealisapproved. Students appealingthe SAP probation decision must completean SAP
appeal formand meet withan Academic Advisorto completeanacademicplan. The completed
SAP appealform, and academic plan must be returned to the Financial Aid office forreview.
Acceptedappealswill resultinareinstatementofthe student’sfinancial aid eligibility Students
thatare notreceiving financial aid will be contacted bythe RegistrarServicesofficetocomplete
bothanappeal formsandacademicplan.

SAP WITHDRAWAL
Studentsin SAP Appeal that fail to follow theiracademic plan will lose their eligibility for student
financial assistanceand be dismissed from attendance.

STUDENT MESSAGES (ALL PROGRAMS)

WhenyouscanyourID badge upon entering or exitingan Ml building, youwill be notified if you
haveanyholds/reminders. Pleaserespondtoallholds/remindersIMMEDIATELY! Failureto
respondtoahold/reminderinatimelymannermay negatively affect class attendance.

STUDENT RECORDS

Students’ grades, documents, transcriptsand permanentrecordsare keptinthe Registrar’s
Officeinthe Hollywood Passage (oratasecure off-site document storage facility). Torequesta
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copy ofadocumentortranscript, or for studentrecords inquiries, please contact the
Registrar’s Office at 323-860-1115 or studentrecords@mi.edu. Pleaseallow upto72hours
forcopies of requested documents. Please see Tuitionand Feessectioninthe current Course
Catalogforfeeamounts associatedwithstudentrecordsrequests.

TERMINATION

Otherthanfortheacademicreasonscited hereinastudent maybeterminated fromaprogram
forreasonsincludingbutnot limitedtothefollowing:

* Violationof student conduct policies
* Failureto paytuitionorfees

 Continuousabsencefromaprogramforthree consecutive weekswithouthavingbeenapprovedfora
LeaveofAbsence

FACILITIES REGULATIONS

Allregistered studentsare expectedtocomply with the following general regulations regarding
useofthefacilitiesand resources at Musicians Institute

+ Allstudents are required to wear their school ID badge at all times in order to obtain
admittance tothe buildingandto protecttheinterestsofallstudentsand theiruse of
schoolfacilities (see Student Guest Policy for more informationon guestaccesstoschool
facilities) Students mayrequestatemporarystudentIDforthemselvesat McCadden
entrance Security Desk.

NOTE: Anyone who gives his/her student ID badge to another student ora non-student
forthe purpose of entryinto the building will be subject totermination

« Studentsarerequiredtoclockinand out usingtheir Students ID badges when entering/exiting all Ml
facilities

« Smokingand/ortheuseoflighters, matchesorburningincenseisnotallowedinthe Ml

Main Building, annexes,and facilities
 Eatinganddrinkingisallowedonlyinthevendingmachineorotherdesignatedarea
« Seminarsandconcertsareforcurrentlyenrolled MIstudentsonly, unlessotherwiseindicated

« Wecannot and will not accept personal phone messages. Incases of anemergency, we will
postan emergency “ID clock- in” message andtrytolocate you withinthe building

« Do notremove amplifiers, drum equipment, or any other property belonging to Ml from its
location Ifaroomisnot properly equipped during the day, note the problem on the
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clipboard posted by the door or go to the main Security Desk andreportthe problem At
night, inform Security atthe main entrance Security Desk Anyone caughtremoving,
defacing orintentionallydamagingschoolpropertywillbeexpelled

« Donotbringyourinstrumentstoseminars orconcerts

« Ifyoufindanitemoritem(s) thatappeartohavebeen lostorleft behind by someone else,
pleasetaketheitem(s)toLost andFound,locatedinthe Libraryonthe 2nd floorofthe
Main Building If the Library is closed, you may then take the item(s)tothe McCadden
Security Desk

* Theelevatorisforhandicappedstudentsandemployeesonly

STUDENT CONDUCT CODE

Musicians|Instituteisdedicatedtoprovidingasafeandorderly environmentinwhich students
may pursuetheireducational goals. Thisrequiresthatstudents, teachersandstafffosteran

atmosphereofrespecttoward eachotherandtheir surroundings.

Studentsareexpectedtoabidebyordinaryrulesofresponsible, courteousbehavior. Musicians
Institute holdsallstudents, teachersandstaffresponsibleforcarryingoutand monitoring
compliance with thiscommitment. If youbecome awareofany violationofanethical orlegal
nature, orany unfairorimpropertreatment of afellow student or staff member, please report
the matterimmediatelytotheSafetyandSecurity Managersothatitmaybeinvestigated,and
theappropriate actiontaken.

Thefollowing conductis prohibited and will not be tolerated by Musicians Institute. Thislistis
illustrative only; othertypesof conductthatthreatensecurity, personalsafety,stafforstudent
welfare,ortheschool’soperationsalsomay beprohibited:

VIOLATIONS OF POLICY

Violation of any part of these policies mayresultindisciplinary actionuptoandincluding expulsion

1. INTIMIDATION,THREATS,DISORDERLY,LEWDORVIOLENTACTS

Include but are not limited to:

* Intimidating, threatening or hostile behavior
« Stalking, whethercarried out physically, bytelephone, mail,electronicmailoranyothermeans

* Physicalabuseofpeopleorproperty

last updated 12/2018

page |7



" awe MUSICIANS INSTITUTE
WS . J COLLEGE OF CONTEMPORARY MUSIC

6752 Hollywood Blvd., Hollywood, CA 90028

+ Lewd and/or lascivious behavior
« Disorderly acts

+ Vandalism

* Arson

 Sabotage

« Carryingweaponsofanykind

» Anyotheract Musicians Institute deemsinappropriate

2. ALCOHOLAND ILLEGALSUBSTANCES

Musicians|Institute,incompliancewiththe Federal Drug-Free Schoolsand Communities
ActAmendmentof1989, prohibitsthe use, possession, saleordistributionofalcohol,
narcotics,dangerousorillegaldrugsorothercontrolled substancesasdefinedby
Californiastatutes onschool property. Students mayobtaininformation pertainingtothe
healthrisks and effectsassociated with alcoholand narcotics or other dangerousorillegal
drugsfromtheStudent Services Office. The StudentServices Office will also assistin
referring studentstorecoveryand/ortreatment programs Specificschool policies
prohibit:

 Use,possession,sale, distributionand/orproductionofalcoholicbeverages,
actingasanaccessory, liaison, orfacilitatorforany ofthe above exceptatatime,
locationand circumstance expressly permitted byMland government
regulations

* Use, possession, sale, distribution,and/orproductionof narcoticsorothercontrolled
substances, includingrelated paraphernalia,oractingasanaccessory,liaison, or
facilitatorforanyoftheabove

* Publicintoxicationanywhere on MlI’s premisesoratfunctions sponsored by or participatedin by
M

Disciplinaryactionforaviolation ofthis policy canrange from oraland written warnings up
toandincludingsuspension, expulsion depending on the circumstances

Note: Responsibility is not diminished for acts in violation of Musicians Institute rules
and regulations or other laws that are committed under the influence of alcohol or any

illegal drugs or controlled substances.

3. UNAUTHORIZED AUDIO/VIDEO RECORDING/SHARING
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Making any audio or video recording of any class, lesson, performance or other event
on MI premises without the explicit permission of instructor(s) or any other
individual whosevisual oraudio representationiscapturedbythe recording

Sharingofanyaudio/videorecordings(includingInternet posting, filesharing, network
uploading)withouttheexpress prior consent of Musicians Institute Management

4. BREACH OF PEACE

Conductthatisdisorderly, disruptive, lewd, orindecentas defined by laws, Ml
managementoritsdesignees; aidingor abettingsuchbehaviorbyanotherperson
anywhereon Ml’s premises oratfunctions sponsored by or participated in by Ml

5. COMPUTER VIOLATIONS
« Modifyingsystemornetworkfacilities, orattemptingtodamage or “crash” systems or networks;
« Using personal software on Musicians Institute computers;
« Using networkresources whichinhibit orinterfere with the use of the network by others;
 Using,duplicatingortransmittingcopyrighted materialinanywaythatmayreasonably
beexpectedtoconstitutean infringement,orthatexceedsthescopeofalicense,or
violatesothercontracts;
« Tamperingwith software protectionsor restrictions placed oncomputerapplications orfiles;
« Using Musicians Institute information technology resources for personal for-profit purposes;
» Sending messagesthatare maliciousorthatareasonable personwouldfindtobe harassing;
 Sendingpersonalmessagesfromtheschoolnetworkthatarethreateninginnature;
* Subvertingrestrictionsassociatedwithcomputeraccounts;
 Usinginformationtechnologyresourcestoobtainunauthorizedaccessto
records, data,andotherformsof informationowned,used, possessedby,or
pertainingtoMusiciansInstituteorindividuals;
* Accessing another person’s computer account without permission—including
supplying false or misleading data, orimproperly obtaininganother’s passwordin
ordertogainaccesstocomputersornetworksystems, dataor information
Obtainingaccesstoanaccountnameor passwordthroughthe negligence or
inattentivenessof another;
* Intentionally introducing computer viruses, worms, Trojan Horses, or other
rogue programs into information technologyresourcesthatbelongto,are
licensedto, orareleased bythecollege orothers;
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* Physically damaging information technology resources;

 Using,orencouragingotherstouse,informationtechnologyresourcesinany
mannerthatwouldviolatethisor othercollege policies oranyapplicablestateor
federallaw

« Other actions Musicians Institute deems inappropriate

6. TELEPHONE VIOLATIONS

8.

Tappingtelephoneorcablelines,alteringanother’sphonemessage, harassingby
telephone,unauthorizeduseofMl telephonesortheftoftelephoneservice

HARASSMENT

Disturbing, tormenting,bothering,annoyingofothersincluding, butnotlimitedtoslurs,
jokes,statements,emails, gestures, pictures,orcartoonsbasedonsuchfactorsasrace,
color, religion, nationalorigin,ancestry, age, physical disability, medical condition, marital
status, sexual orientation, family care leave status, or veteran status as well as harassment
basedongender, pregnancy, childbirth, orrelatedmedicalconditions

SexualHarassmentincludesallthese prohibitedactionsaswellasotherunwelcome
conductsuchasstalking, requests for sexual favors, conversation containing sexual
comments, and unwelcome sexual advances

HEALTH AND SAFETY VIOLATIONS

Conductingoneselfinamannerthatendangersorthreatensthe health and safety of
oneselforotherswithinthe Ml community

9. UNAUTHORIZEDENTRY/USEOFKEYS/IDENTIFICATIONBADGES

UnauthorizedorimproperpossessionorduplicationofkeystoMusiciansInstitute premises,
unauthorizedorimproper entrytoor use of Musicians Institute facilities

. POSSESSION OF WEAPONS, EXPLOSIVES AND DANGEROUS ITEMS

Possession of any type of firearm, facsimile of a gun, knives, explosives, ammunition,
dangerous chemicals, martial artsweapons, fireworksoranyotherweapons/items
bannedbylaworconsidereddangerousonMusiciansInstitute premisesoratevents
sponsored by or participatedin by Musicians Institute. (Musicians Institute restrictions
onsuch weaponsoritemssupersedeanyandall permitsobtainedfromanyissuing
authoritywhichallows privatecitizensto possess, carry orconcealgunsorother
weapons)
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11.PROPERTYDAMAGE,VANDALISM,ANDTHEFT

« Destruction,damage, misuseand/ordefacingof personal orpublicproperty

+ Attemptedoractualremoval of property without prior permission

Note: Musicians Institute is not responsible for reimbursing or requiring others to
reimburse a student for destruction, damage, misuse, ortheft of personal property. Itis
strongly recommendedthat students obtain private insurance for their personal
possessions.

12. FAILURETO COMPLY

Failure tocomply with lawful directions of Musicians Institute officials, including but not
limitedtosecurityguards, teachers,oradministrativepersonnelactinginperformanceof
theirduties

13. FAILURE TO PROVIDE IDENTIFICATION

Failuretoidentify oneselfwith appropriateidentificationwhenrequestedtodosoor providingfalse
identification

14. VIOLATION OF LAW

Anyviolation of federal, state, orlocallaws on Musicians Institute property or at events
sponsored by orparticipatedin by Musicians Institute

15. LOITERING OR SQUATTING

Use ofany Musicians Institute facilitiesasa domicile tosleepand/or store personal
propertyorforanythingotherthan educational purposes

16. OTHER VIOLATIONS

Violationofanyotherpublished MusiciansInstitutepolicies, rules, orregulations,including
thoseimplementedduring the academic year

REPORTING PROHIBITED CONDUCT

Students, teachersand other Musicians Institute employeesare obligated toreportanyincident
of prohibited conducttothe Safety and Security Manager.
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Anystudentwhoreceivesathreatofviolence--directorimplied--byanotherstudent, teacher
and/ormemberofstaff,andany studentwhohears, observes, readsorotherwise becomes
awareofathreatbyanystudent, teacherand/orstaffmemberon MusiciansInstitutecampus,
shouldreportthe mattertothe SafetyandSecurity Manager.

Allthreats of violence are considered serious mattersand willbethoroughlyinvestigated. To
thegreatestextentpossible, confidentiality will be maintained.

MusiciansInstitute may, atitsdiscretion, filecriminalchargesagainstaviolatingstudentor
assistanotherpersoninfiling charges.

MusicianslInstitute prohibitsretaliation,includingbutnotlimitedtomakinganythreatening
communicationbyverbal, writtenand/orelectronicmeans,againstanyindividualwho
reportsand/orprovidesanyinformationconcerningunlawful discrimination,harassment
and/orotherviolationsof MusiciansInstitutepolicies, rulesandstandards of conduct. Any
student oremployee found engaginginretaliation will be subjecttodisciplinary actionuptoand
includingsuspensionand/or termination of employment.

STUDENT DISCIPLINE PROCEDURES

The proceduresoutlinedinthissection, basedoncommonrulesof fairnessand due process,
representthestepsemployed toreacharesolutionincasesofalleged misconduct.
Questions concerningthese procedures may be addressed to the Office of Student Affairs.

A. REFERRAL OF COMPLAINTS
Complaintsinvolving alleged misconduct by students will be referred to the Office of
Student Affairs willbe made withinone month following discovery of the alleged
misconduct, unlessan exceptionis granted bythe Office of Student Affairs.

The Office of Student Affairs will referthe reporttoa Musicians Institute Designee (School
Designee) ormay provide informationaboutothercampusorcommunityresources
whichmaybeofassistanceinresolvingthe matteroutside the Musicians Institute
Student Conduct Code.

B. LETTER OF ADMONITION

AMusiciansInstitute Designee may provide noticetoastudentthathisorheralleged
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behaviormay haveviolated. MusiciansInstitute policy orregulationsandthat, if
repeated, suchbehaviormay be subjecttothedisciplinary process.

C. INVESTIGATION AND NOTICE TO STUDENT
Uponreceivingthecomplaintoftheallegedviolation(s), the MusiciansInstitute
Designee(SchoolDesignee),may consider information acquired from a complainant
and may augment that information through further investigation i n orderto
determineifthereisareasonable suspicionto believe that aviolation may have
occurred. IftheSchool Designeedeterminesthatthereisareasonablesuspicionto
believethataviolationmayhaveoccurred, theSchool Designee will give noticetothe
student of the following:

1the nature ofthe conductin question, including a brief statement of the factual basis
ofthe charges; the time, date, andplaceitisallegedtohaveoccurred;andMusicians
Instituterulesand/orregulationsallegedlyviolated;

2 the nature of the student conduct procedures (to be accomplished by providing the
student accesstothe MusiciansInstitute Student ConductCode);

3 thatthe student has seven days from the date notice was given to contact the School
Designee forthe purpose of schedulinganinitial meeting Meetingsareto be
scheduled withinten days of the student contacting the School Designee This
schedule maybeamendedasaresultof school breaks, closuresand holidays

4 thatifthe studentdoes not contact the School Designee within the seven-day
period or failsto keep any scheduled appointment, the student will be placed
on Hold and the student will be notified that thisaction hasbeentaken The
placementofaHold may resultin suspension of access to school functions or
facilities, preventionofthestudentfromregisteringandfromobtaining
transcripts, verifications, certificatesordegrees
from Musicians Institute. The Hold will be removed only whenthe student either
attendsascheduled meetingwith the School Designee, or requests in writing that
the case be referred to the Student Conduct Committeefora hearing; and

5 thatnodegree maybe conferred onastudentuntilany pendingdisciplinary charges

againstastudentarefully resolved

Inaddition, the School Designee may direct the studenttoactorrefrainfromactingina
manner specified by the School Designee. Thesedirections mayincludedirectingthe
studentnottointentionally contact, telephone, or otherwisedisturbthe peace of
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others specifically named for a specified period of time. Violation of these directionsis
separate misconduct (Failure to Comply).

D. MEETING(S) WITH THE SCHOOL DESIGNEE ASSIGNED TO THE CASE

Attheinitial meeting with the student, the School Designee assigned to the case will:

1 ensurethatthestudenthasbeen providedinformation on howto access the
Musicians Institute Student Conduct Code;

2 discuss confidentiality; inform the student that the content of thisand all subsequent
communicationwith theSchoolDesigneeregardinginformationnotrelevantto
the case will,insofarasallowed bylaw, be treated

i. confidentially, unlesssuchconfidentialityiswaivedbythestudent;and
thatinformationrelevanttothecasemay bedivulgedtothose who
have alegitimate educational interest, including but notlimited to the
StudentConduct Committee;

2 providethestudent with an opportunity toinspect all documents relevantto the
case whichareinthe possession ofthe schoolatthetime of the meeting, atthe
student’srequest;

3 describetothestudentascompletely as possible the nature of the conductin
question, and the Musicians Instituterulesand/orregulation(s)allegedly
violated, hearthe student’sdefensetosuchcharges,andcounselthe studentas
appropriate;and

4  provide the student with copies of the documents relevant to the case, at the
student’srequest Shouldthe case bereferredtothe Student Conduct
Committee, the School Designee will provide the student with copies of all
documentsrelevant tothe case which are inthe possession of the Student Conduct
Committeeatthetimethe caseisreferred Relevantdocumentsreceived
thereafterwillbe shared with the student

Although meeting with the School Designee provides the student with an opportunity to
resolvethe case withouta hearingbefore the Student Conduct Committee, the student
may opttoforgo a meeting with the School Designee by requesting, in writing, that the
case be forwarded to the Student Conduct Committee fora hearing as defined below
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E. DISPOSITION BY THE SCHOOL DESIGNEE

Afterconductinganyfurthernecessaryinvestigation, the School Designee assignedtothe
casemaytakeoneof severalactionslisted below. Regardless of theactiontaken, the
School Designee will confirm hisor her disposition of the caseinanotice tothe student
within seven days of the action.

Additionally, the results of any disciplinary action or Agreement of Resolution by
Musicians Institute regarding an allegation of sexual harassment, sexual assault,
sexual misconduct, or other sex offenses will be disclosed to the alleged victim by
the School Designee. The scope of information to be provided under this provision
will be:

« theschool’sfinaldeterminationwithrespecttotheallegedsexualharassment,sexual
assault,sexualmisconductor sex offense; and

* anysanctionthatisimposedagainstthealleged offenderwithrespecttothe
allegedsexualassault,sexual misconductorsexoffense.

1. ImposingSanctions

Ifthe studentdoesadmit responsibility, andif the School Designee concludes that
thereissufficientinformation t o sustainafinding of responsibility, the School

Designee mayimpose or defer one or more of the sanctionslisted herein.

2. Referraltothe Student Conduct Committee

Ifthe student does not admit responsibility, and if the School Designee concludes
thatan Agreementof Resolution(seebelow)isnotappropriate,andthatthereis
sufficientinformationtosustainafindingthatitis more likelythan notthatthe
studenthasviolated the Musicians Institute Student Conduct Code, the School
Designee will refer the case to the Student Conduct Committee for a hearing.

Atanytime untilthe Student Conduct Committee recorder makes reportofthe
hearing decision, the studentmay makeanadmission of responsibility tothe School
Designee assignedtothe case. The School Designee maythen impose or deferoneor
more of the sanctionslisted herein This dispositionisbindingand terminatesall
Student ConductCommitteeproceedings.
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3. Insufficient Evidence

Ifthe School Designee concludesthatthereisinsufficientinformationtofind the
studentresponsible, thecase will not be referred to the Student Conduct
Committee fora hearing.

4. Agreement of Resolution

WhentheSchool Designee and the studentagree thatthe above dispositionsare not
appropriate,anAgreement of Resolution may be used to conclude the matter This
Resolution, while not considered to be afinding of responsibility, is binding If the
student failstoabide by theterms ofthe Agreement of Resolution, thatfailure may
be regarded as actionable misconductand may subject the studenttodisciplinary
actionbytheschool.

AnAgreementof Resolution mayinclude--butis notlimited to--suchtermsas:

+ agreementbythestudenttorefrainfromspecificbehaviors,and/ortorefrainfrom
contactingothersinvolvedin thecase;

+ agreementbythestudenttoparticipateinspecifiededucational programs,
counselingand/orreconciliation processes such as mediation;

The Agreementof Resolution will be retained in the case filein the Office of
Registrar Recordsforsevenyears fromthedate ofthe Agreement Duringthat
time, should the school have areasonable basisto believethatthe studenthas
engagedin misconductrelatedin nature tothe conduct which occasioned the

agreement, both casesmaybethesubjectof MusiciansInstitutedisciplinary
action.

F. SANCTIONS

Whenastudentadmits responsibility orisfoundinviolation of Musicians Institute policies
orregulations,theSchool Designee mayimposeoneormore ofthesanctionslistedinthis
Section; anysanction may be effective retroactively.

Anysanctionimposed willbeappropriatetotheviolation, takingintoconsiderationthe
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contextandseriousnessof theviolation,andmayincluderequiredenrollmentinand
completionofeducational programs, classes, activitiesor workshops, whichinthe
judgment ofthe School Designee will be beneficial to the student.

Whereitismorelikelythannotthataviolation of Musicians Institute policies or
regulations hasbeencommitted againstanypersonorgroupbecauseoftheperson’sor
group’srace, color, religion, ancestry, nationalorigin, disability, gender, orsexual
orientation, or because of the perception by the student charged with the violationthat
the personor grouphasone ormoreofthose characteristics, therecommendationor
impositionofsanctionswillbeenhanced,and usuallywillresultinSuspensionor

Dismissal.

1. Exclusionfrom Musicians Institute Campus, Facilities or Official Functions

Exclusionofastudentas partofadisciplinaryactionfrom specified areasof the
campusor MusiciansInstitute- owned,-operated,orleasedfacilities, orother
facilitieslocated on Musicians Institute or affiliated property, or from official
MusiciansInstitutefunctionswhenthereisreasonable causetobelievethatthe
student’spresence therewillleadtophysicalabuse, threatsofviolence,orconduct
thatthreatensthe health orsafety of any person onMusicians|Institute propertyor
atofficialMusiciansInstitute functions, orotherdisruptive activityincompatible
withthe orderly operation of the campus.

2. Lossof Privileges and Exclusionfrom Activities

Exclusionfrom participationindesignated privilegesandextracurricularactivitiesfora
specifiedtermorterms. Violationofanyconditionsinthe notice ofloss of privileges
and exclusion from activities orviolationof Musicians Institute policies orregulations
duringthe period of the sanction may be cause for further disciplinary action.

3. Restitution

Arequirementforrestitutionintheformofreimbursementmaybeimposedfor
expensesincurred by Musicians Institute orother partiesresultingfrom aviolation of
the Musicians Institute Student Conduct Code. Such reimbursementmaytakethe
formofmonetarypaymentorappropriateservicetorepairorotherwisecompensate
fordamages Restitution may beimposed onanystudentwhoalone, orthrough group
orconcertedactivities, participatesincausingthe damagesorcosts. Musicians
Institute shall not be responsible for collecting restitution assessedtoorincurredby
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any partiesotherthan Musicians Institute.

4. Warning/Censure

Notice or reprimand tothe studentthataviolation of specified Musicians Institute
policiesorregulationshas occurredandthatcontinuedorrepeatedviolationsof
specified. Musicians Institute policiesorregulationsmaybe causeforfurther
disciplinaryaction, normallyintheformofDisciplinary Probation,and/or Loss of
Privilegesand Exclusion from Activities, Suspension, or Dismissal.

5. Disciplinary Probation
Astatusimposed for a specific period of time in which a student must demonstrate
conduct thatconformsto MusiciansInstitute standards of conduct. Conditions
restrictingthe student’s privileges oreligibility for activities maybeimposed
Misconductduringthe probationary period orviolation of any conditions of the
probationmay resultinfurtherdisciplinaryaction.

6. Hold on Musicians Institute Records

AHold may be placed on the student’s Musicians Institute records for either a stated
period oruntilthe student satisfiesany conditionsimposed as partofanother
sanction. The placementofaHold onthe student’s Musicians Instituterecordsmay,
forexample, preventthestudentfromregisteringandfromobtainingtranscripts,
verifications, oradegreefromMusiciansInstitute.

7. Suspension

Suspension is the termination of student status for a specified academic term or
terms, to take effect at such time. School Designee or Musicians Institute decides
afterthe period of Suspension, the student will be reinstated if:

« thestudenthascomplied with all conditionsimposed as part of the Suspension;
* thestudentisacademicallyeligible;

* thestudentmeetsallrequirementsforreinstatementincluding, but notlimitedto,
removalof Holdsonrecords, andpaymentofrestitutionwherepaymentisa
requirementofreinstatement;and

« thestudentmeetsthedeadlinesforfilingallnecessaryapplications,
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includingthoseforreadmission, registration, and enrollment

Suspension may include a prohibition against entering specified areas of the campus
Violation of the conditions of Suspension or of Musicians Institute policies or
regulations during the period of Suspension may be cause for further disciplinary
action.

8. Dismissal

Dismissalisthe termination of student status for anindefinite period and mayinclude
an exclusion from specified areas of the campus. Readmission to the Musicians
Institute campus, facilities or properties after. Dismissal may begranted only under
exceptional circumstances and requires the specific prior approval of Musicians
Institute.

9. Revocation of Awarding of Degree

Should it be found that a degree, certificate or award was obtained by fraud, such
degree, certificate or award is subject to revocation. Such revocation is subject to
review onappeal by Musicians Institute.

G. POSTING OF SUSPENSION OR DISMISSAL ON ACADEMIC TRANSCRIPT
When, as a result of violations of the Student Conduct Code, astudentis suspended or

dismissed, the fact thatthe disciplinewasimposed mustbe postedontheacademic
transcript forthe duration of the Suspension or Dismissal.

H. APPEALOFTHE SANCTION

Ifthe School Designee imposes a sanction of Suspension or Dismissal, the student may
submitawrittenappeal of the imposed Suspension or Dismissal tothe Director of Student
Affairs within seven days of the date of notice fromthe School Designee of hisorheraction.

Theimposition of asanction of Suspension or Dismissal may be deferred during such appeal.

If, asaresultofanappeal,itisdeterminedthatthe student wasimproperly disciplined, the
Office of Registrar Records will,if requested bythestudent, havetherecordofthe
hearingsealedand haveanyreferencetothedisciplinary processremovedfromthe
student’srecord. Insuch case, therecord of the hearing may be used only in connection
withlegalproceedings.
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. THESTUDENT CONDUCT COMMITTEE

When a caseis referred to the Student Conduct Committee for a hearing, the following will
be providedtothe student toensureafairhearing:

written notice, including a brief statement of the factualbasis of the charges, the
Musicians Institute policiesor regulationsallegedlyviolated,andthetimeand
placeofthehearing

« the opportunity fora promptand fair hearingwhere the school will have the

responsibility of proving thatitismore likelythannotthataviolationoccurred;

« theopportunitytopresentdocuments, defenseandwitnesses;

awritten reportincludinga summary of the findings of fact and, at the request of the
student, accesstoacopyofa recordofthehearing;and

an appeal process

j—

. Referral of Cases to the Student Conduct Committee

Ahearing will be provided forall cases referred to the Student Conduct Committee
underthe Musicians Institute Student Conduct Code.

2. Composition

The Student Conduct Committee will consist of 3 individuals possibly including,
but not limited to, member of faculty, member of Musicians Institute
management, member of Musicians Institute staff, and member of Musicians
Institute Directorship. One member of the Committee will act as Hearing
Recorder.

3. Scheduling of Hearing

Itistheintention of the Musicians Institute Student Conduct Code that hearing will be
setassoonasreasonably possibleafterreferraltothe Student Conduct Committee.

Eventssuchasholidays,schoolclosures,forcesofnaturemayrequireanextendedtimeline.

4. Hearing Procedures and Standards

Hearings will be heldinaccordance with generally accepted standards of procedural due
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process.

Ifastudentabsentshimselforherselffromthedisciplinary process or has
withdrawnfrom MusiciansInstitute while subjectto pendingdisciplinaryaction,
the case may proceed to disposition without the student’s participation.

Attendance at such hearings will be at the discretion of Musicians Institute.

5. Continuing Resolution betweenthe Student and Musicians Institute

Untilthe Student Conduct Committee has publishedits decisionto Musicians
Institute Senior Managementand thestudent,thestudentmaymakeanadmission
of responsibility tothe School Designee assigned tothe case.

TheSchool Designee maythenimpose or defer one ormore ofthe sanctions listed
herein Anysanctionmaybe effective retroactively. Thisdisposition ofthe matter will
bindall partiesand terminate all proceedings.

6. Reports of Student Conduct Council Hearing decision to Musicians Institute Senior
Managementand Student.

Withinfifteen days after the conclusion of ahearing, the Student Conduct
Committee Recorderwillsubmita noticeofthe Committee decisiontoMusicians

Institute Senior Managementandthestudentincluding:

« asummaryoftheallegationsandthe outcome ofthe Committee examinationofthe
informationconcerningthe alleged misconduct,includingthe positionsofthe
partiesandasummaryofthe evidence presented;

» whether, inthe opinion of amajority of the Committee, the student has violated
oneormoreofthe Musicians Institute policiesorregulationsthatthestudent
hasbeen charged withviolating; and

« adecisionofsanction based onthose conferredinsimilar casesandinany
previous cases of misconduct by the accused student on file with the Office of
Registrar Records. Suchsanctionshall be carried out byall relevantpartieson
thetimeline decided by the Committee.
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J. APPEALBY STUDENT

1 Whenastudent hasappealedinwritinga decision orsanction by Musicians Institute,
thefinal decisionregarding theoutcomewillbe madebySenior Management,
whichwillreviewtheevidenceandfindingsand mayengagein furtherresearchto
ensurethatthe processabove has been carried out fairly andinaccordance with due
process. Within 20 days of the submission of appeal, Senior Management will notify
the studentastothedecisiononthe appeal. ThedecisionofSenior Management
willbefinaland complete.

2 Whenreviewingastudent’sappeal of asanction of Suspension or Dismissal, decision may be
based upon

a. anywrittenappeal submitted by the studentregarding the sanction;and
b. informationfromthe Office of Registrar Recordsregardingsanctionsimposedinsimilar
casesandany previouscases of misconduct by the studentonfile

3 Thewritten decision will be delivered to:
a. Thestudentandhisorherrepresentative,ifany;
b. TheMusiciansInstitute Office of Registrar Records; and

c. OtherMusiciansinstitutedepartments/employeesasnecessarytocarryoutsanctions

The results of any hearing in which sexual harassment, sexual assault, sexual misconduct, or
sex offenses are alleged will be disclosed tothe alleged victim by the School Designee.
The scope of information to be provided under this provisionwill be:

1. theMusiciansinstitute’sfinaldeterminationwithrespecttotheallegedsexual
harassment, sexualassault, sexual misconductorsexoffense;and

2. anysanctionthatisimposedagainstthealleged offenderwith respecttothe
alleged sexual assault, sexual misconductorsexoffense

INTERIM SUSPENSION

Beforefinaldeterminationofanallegedviolation, Interim Suspension maybeimposedbytheSchool
Designee

1. InterimSuspensionmayincludeexclusionfromthe Musicians Institute campus, facilities,
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classesorfromothers p e ci fi e d activities. Astudentwill berestrictedtothe
extentnecessary whenthereisreasonable causetobelievethat thestudent’s
participationin Musicians Institute activities or presence at specified areas of the campus
willleadto physicalabuse, threatsofviolence, orconductthatthreatensthehealthor
safety ofanypersonon MusiciansInstitute propertyoratofficial MusiciansInstitute
functions, orotherdisruptive activityincompatible withthe orderly operationof the
campus.

2. Uponimpositionofthe Interim Suspension, the School Designee will notify the student
underthe Interim Suspensionof thechargesagainsthimorher,thelengthand
conditionsofthe Interim Suspension, and the opportunity forahearing.

3. Appeals concerning the contention that the Interim Suspension is unnecessary or that its
conditions should be modified shall be made in writing to the School Designee and
decisions thereon shall be based on information contained therein and upon whether
there is reasonable cause to believe that the student’s participation in Musicians Institute
activities or presence at specified areas of the campus will lead to physical abuse, threats of
violence, or conduct that threatens the health or safety of any person on Musicians
Institute property or at official Musicians Institute functions, or other disruptive activity
incompatiblewiththeorderly operationofthecampus.

4. Disciplinary proceedingsinvolvingstudentsonInterim Suspension will follow normal
procedures providedinthe MusiciansInstitute Student Conduct Code.

PRIVACY AND RECORDS RETENTION

Studentdiscipline records are confidential. The disclosure of information from such recordsis subject
tothe Musicians Institute Policies Applyingto CampusActivities, Organizationsand Studentsthe
Californialnformation PracticesAct (http:// www privacyprotectioncagov/ipahtm),andthe Family

Educational Rightsand Privacy Act (www?2 edgov/policy/gen/reg/ferpa/index html).

The Office of Registrar SenicesandRecords retains student discipline records for sevenyears from
the date of the notice offinal disposition. Whenthere havebeenrepeatedviolationsofthe
Musicians Institute Student Conduct Code, allstudentd i s ci p | i n e records pertainingto
anindividual student will be retained for seven years from the date of the final dispositionin
the mostrecentcase. Inthose cases where the final disposition is Dismissal, the student’s
discipline records will be retained indefinitely.

Uponreceiptofarequestfromprofessionalschools, graduate programs, employers, orothers, for
thedisciplinaryrecordsof astudent,afterthestudentprovidesanappropriate confidentiality
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waiver, the Office of Registrar SenicesandRecords willonlyreportand/ orreleaserecordswhere

violationsresultedinsuspensionand/ordismissal, bothimposed and deferred, ortherevocation
of theawardingofadegree. Shouldthe requesting party seek broader disclosure of astudent’s
discipline record, the Office of Registrar SenicesandRecords will not provide additionalrecordsor

information.

AMENDMENT AND MODIFICATION

Amendment of the Musicians Institute Student Conduct Code may be made by Musicians
Institute atanytime. Before adoption, MusiciansInstitutewillreviewanyandallmeasures,
rulesandpolicies forconsistency withcommonacademic policies(whereappropriate)aswell
aswithstateandfederallawsandregulations.

Musicians Institute will not refund tuition to students for lost privileges or lost access to MI’s
campus and facilities or classes, tests, performances, lessons, appointments, or other activities
andeventsresulting fromadisciplinary actionexceptas required by State or Federal policies.

MI ALUMNI

Musicians Institute Alumni are:

e Those who have successfully completed a Musicians Institute program in its entirety
by obtaining a certificate or diploma, have a zero-pending balance, and have abided by
the school code of conduct or;

e Those who have successfully completed a minimum of 15 credits at Musicians Institute
and have a zero-pending balance. Those who qualify under this category have limited
resources, please inquire at alumni@mi.edu.

e Those who fall into either category as described above AND who have not been
terminated from Ml for student Code of Conduct violations.

ALUMNI PASS

Alumni who have successfully completed their program in its entirety, have a zero pending
balance and have abided by the school code of conduct can request access to the main
campus on weekends stopping by the Registrar’s Office for an Alumni Pass.

o If eligible, the pass is purchased for $10. This pass can be renewed
annually from date of purchase in the Registrar’s Office. The Registrar’s
Office is open Monday-Friday, 9 am -4:45 pm.
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e Pass holders must continue to abide by the student code of conduct
while using the facilities.

e Musicians Institute has the right to refuse an Alumni Pass to anyone or revoke the
pass from a current holder.

e Musicians Institute reserves the right to revise or revoke this policy at any
time with or without notice.

Those who obtain the alumni pass will receive the following:

e Access to the main MI campus building on weekends, beginning Friday evenings at 5
p.m. and ending Sunday night at 11:59 p.m., with the exception of any school closures.
For access on any other day of the week, alumni must be pre- approved and provided
with a guest pass.

e Rehearsal rooms on the 3rd floor, the Library and designated rooms.

ALUMNI WEEKEND ACCESS

DRUM ALUMNI Access to the 3rd floor rehearsal rooms and Library, no drum labs

GUITAR ALUMNI Access to the 3rd floor rehearsal rooms and Library, no private rooms

VOCAL ALUMNI Access to the 3rd floor rehearsal rooms and Library, no vocal labs

BASS ALUMNI Access to the 3rd floor rehearsal rooms and Library, no private rooms

KEYBOARD ALUMNI Access to the 3rd floor rehearsal rooms and Library, no practice rooms or
labs

GUITAR CRAFT ALUMNI Access to the 3rd floor rehearsal rooms and Library in Main Building, no
access to Guitar Craft facilities

AUDIO ENGINEERING, Access to rooms 102, 277 and 281 (unless there is a class meeting in the

INDEPENDENT ARTIST (IAP), | room) as well as the 3rd floor rehearsal rooms and Library, no studio

ARTIST, PRODUCER, access

ENTREPRENEUR (APE),

SONGWRITING ALUMNI
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COMPOSITION ALUMNI Access to room 102 and Library

DJ ALUMNI Access to rooms 330, 331 and 220 as well as 3rd floor rehearsal rooms
and Library in main building

MUSIC BUSINESS ALUMNI | Access to the 3rd floor rehearsal rooms and Library in main building, no
access to Music Business facilities

Due to Ml’s continued growth, these privileges are available to eligible alumni under the following
circumstances:

e Priority to rehearsal room space is reserved for current students. If you are using a
rehearsal room and a current student needs the space, you must vacate the room.
Private lesson rooms, vocal labs, studios and other designated rooms will not be
accessible to alumni.

e Inorder to keep a reasonable balance between current student and alumni use of
facilities, a limit per weekend/day access may be set as needed.

e The public or ineligible alumni will not be able to join you for your rehearsal and will
not be allowed into the school.

Alumni passes can be obtained through the Registrar’s Office, located in MI’s Main Passage:
registrar@mi.edu.

Alumni tours may be scheduled with the Alumni Coordinator in ACS: alumni@mi.edu

Industry resources and support will continue to be provided to all eligible alumni through
the Artist and Career Services, Monday — Friday, 9:00 am — 5:30 pm

Musicians Institute acknowledges that its community of alumni is a valuable part of the Ml
Family and the alumni privileges are an essential part of the Ml experience. We encourage you
to stay involved with Ml as you further your careers but ask that you understand the
limitations of MI’s campus resources. It is our pleasure to accommodate our alumni in what
ways we are able.

SOCIAL NETWORKING CODE OF CONDUCT:

While we believe usersshould be able to expressthemselves and their points of view, certain

kinds of speech or behavior simply donotbelonginacommunity like MI’s Alumninetwork.
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Therefore, we would ask thatyou not post orshare contenton anyMIlalumniaffiliatedwebsite
that:

« is obscene, pornographic or sexually explicit
« depictsgraphicorgratuitousviolence

* makesthreatsofanykindorthatintimidates, harasses, orbulliesanyone

is derogatory, demeaning, malicious, defamatory, abusive, offensive or hateful

referstoaspecificMIAlumniuserbynamewiththeintenttobederogatory, demeaning,

malicious, defamatory,abusive, offensive or hateful

incorporatesthe content ofanother Ml Alumniuser’scommentoropinionwiththeintent

tobederogatory,demeaning, malicious, defamatory, abusive, offensive or hateful

Failuretocomplywiththeaboveregulationscanresultinsuspensiontothe MusiciansInstitute

campusesand/ortermination ofallresources.

Foralistofalumniresources please contact the AlumniOutreach Office at 323-337-1062 or
alumni@mi.edu

STUDENT RIGHTS

MusiciansInstituteislicensedtooperatein the State of Californiathroughthe Bureau for Private
Postsecondary Education. If youhaveanycomplaints, questions, orproblemsthatyoucannot
resolve directlywiththeschool, please write orcall:

BureauforPrivate Postsecondary Education
2535 Capitol Oaks Dr, Ste 400
Sacramento, CA95833

Phone: (916) 431-6959

TollFree: (888)-370-7589

Fax: (916) 236-1897

Web site: www bppe ca gov

NON-DISCRIMINATION POLICY

Musicians Instituteis committedtocreatingand maintainingacommunityinwhichall persons
who participatein MIprograms andactivitiescanworktogetherinanatmospherefreeofall
formsofharassment, discrimination, exploitationorintimidation onthebasisofrace, religion,

nationalorigin,sexualorientation, disability orsex, includingsexualharassment. Itisthe
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intention ofMltotake whateveractionmaybe neededtoprevent,correctand, if necessary,
discipline behaviorthatviolatesthis policy. Ml prohibitsdiscriminationagainstmembersofthe
MIlcommunity byanystudent, staff, faculty or third-patycontractors broughtoncampusforthe
purpose of conducting business with M| Discrimination of any kind is against Ml policy and is

prohibitedunderstateandfederallaws.

Anystudentwho believesthathe orshe hasbeenthevictim of sexualharassmentorother
discriminationshould contactthe Title IX Coordinator:

Title IX Coordinator

Musicians|Institute College of Contemporary

Music 6752HollywoodBoulevard

Hollywood, CA 90028

(323) 860-4349

Note: Comprehensive information on sexual harassment policy and procedure can be obtained in
the Student Affairs. Complaints may be submitted to the Student Affairs Office or delivered to
the Title IX Coordinator at the address above. Students may also make verbal complaints
directly to the Title IX Coordinator (or other MI personnel). Complaints of illegal sexual
harassment must be received within one year of the date of the last alleged incident. Complaints
to the Office of Civil Rights at the Office of Academic Affairs must be made within six months of
the date of the last alleged incident.

LIABILITY DISCLAIMER
MusiciansInstituteisnot responsible forloss of, ordamage to, personal propertyand/or
personalinjurythat may occurwhile onthelnstitute’spremises.

STUDENTS’RIGHTTOKNOW

Ml is committedto providing current and prospective studentsas well as the campus community
with full disclosure ofall consumerinformationasrequired byfederalregulations. Thelawsare
intendedtoallowstudentsthe opportunity tomake fully informed choices abouttheinstitution
theywishtoattend Crime Statistics are available on website and at Campus Security Office
Completion Statistics and Transfer Out Rate are shown onthe School Performance Fact Sheet

availableinthe Registrar’s Office.

SAFETY ON CAMPUS
Campussecurityinformationis providedto prospective studentsviamailintheiracceptance
package. Currentlyenrolled studentsreceive email notificationinJanuaryeachyearthatthe
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updatedcampussecurityreportisavailableonthe Mlwebsite. Additionalinformation,
including the Crime Statistics Report, may be obtained by a visit or written request to the Student
Affairs Office.

GRADUATION RATE INFORMATION

Informationongraduationand completionratesissenttoprospective studentsviamailalong
withtheiracceptanceletters orcanbeaccessedonlineathttp://ncesedgov/collegenavigator.
Currentlyenrolled studentsreceive anemail notificationin Januarytoreviewtheannual
completionratesonthecollege navigator website. Studentsmayalsorequestahard copyfrom
theRegistrar’s Office.

DRUG-FREESCHOOLSAND COMMUNITY ACT

Drugandalcoholabuse preventioninformationisgiventoall studentsat the time of registration
andisalsoavailablefromthe StudentAffairsOfficeand/orAdmissionsDepartmentupon
request.

FINANCIAL AID INFORMATION
Informationaboutfinancialaidthatisnotalready providedinthecurrent Course Catalogmay be
obtainedfromtheFinancial Aid Office.

FAMILYEDUCATIONALRIGHTSAND PRIVACY ACT(FERPA)

TheFamilyEducational RightsandPrivacy Actor FERPAisafederal privacylawthatgives post-
secondarystudentscertain protectionswithregardtotheiracademicrecords. Academic
recordsinclude butare notlimitedto attendance, financialaid, school account information, tax
information, report cards, transcripts, disciplinary records, contact and family information, class
schedules, charges, payments,andaccountbalances. Ingeneral,schoolsmaydisclose “directory
information”to qualifiedindividualsand/ororganizations withoutpriorconsentofthe
student. “Directoryinformation” isdefined as a student’s name photograph, dateand place of
birth, majorfield of study, gradelevel, and participationin officially recognized activitiesand
sports, electronicmailaddress, degrees, honorsandawards received, and dates of attendance.
However, schoolsmusttellstudentsaboutdirectoryinformationandallowthemareasonable
amountoftimetorequestthattheschool notgive outtheirdirectoryinformation. Toopt out,
students must complete the Directory Opt Out form and submitittothe Registrar’s Office no
laterthan Friday, Week 2 of the quarterin which they are enrolled.
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FERPA-protectedrecordsareaccessibleonlybythoseindividualstowhomthestudentgrants
permission. Studentsmay grantpermissiontoaccessFERPA-protectedrecordstoindividuals
such as a parent,aunt,uncle,sibling, grandparent, spouse/partner,etc., by indicatingthe
individual(s) name(s)andrelationshiptostudentbelow. Under FERPAregulations, Musicians
Instituteis permittedtodiscussinformationcontainedinand pertainingtoacademicrecords
witheligible parents of dependentstudents without prior consent of the student.

NOTIFICATIONOFSTUDENTRIGHTSUNDERFERPAFORMUSICIANSINSTITUTE
The Family Educational Rightsand Privacy Act (FERPA) affords students certainrights with
respecttotheireducation records.

These rights include:

1 Therighttoinspectandreview the student’s education records within 45
days of the day that Musicians Institute receivesarequestforaccess. A
student should submit tothe Registrar or Director of Registrarand
Scheduling, a writtenrequest thatidentifiesthe record(s) the student
wishestoinspect. The designated official will make arrangementsfor
access and notify the student of the time and place where the records may
beinspected.

2 Therighttorequesttheamendmentofthe student’seducationrecords that the
studentbelievesareinaccurate, misleading, orotherwiseinviolationofthe
student’s privacyrightsunder FERPA Astudentwhowishestoask Musicians
Institutetoamendarecord should write the. Registrar clearly identify the part of
therecordthestudent wantschanged and specify whyit should be changed. If
Musicians Institute decides nottoamendtherecordas requested, the student
will be notified in writing of the decision as well as the student’s right to a hearing
regardingthe requestforamendment. Additionalinformationregardingthe
hearingprocedureswill be providedtothe studentwhen notified of the right to
ahearing.

3 Therighttorequest,inwriting, Musicians Institute notdisclose personally
identifiableinformationfromthe student’s educationrecords, excepttothe
extentthatFERPAauthorizesdisclosurewithoutconsent. MusiciansInstitute

discloseseducationrecords withoutastudent’s prior written consentunder the
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FERPA exception fordisclosureto schoolofficials withlegitimate educational
interests. Aschool officialisapersonemployed by Musicians Institute inan
administrative,supervisory,academicorresearch,orsupportstaffposition
(includinglawenforcementunit personneland health staff); apersonor
companywithwhom Musicians Institute has contracted asitsagenttoprovide a
serviceinstead ofusingMusicians Institute employeesor officials (suchasan
attorney, auditor, orcollectionagent); apersonservingonthe Board of
Trustees; orastudentserving onan official committee, such asadisciplinary or
grievance committee, orassisting another school official in performing his or her
tasks. Aschool officialhasa legitimate educationalinterestif the official needs
toreviewaneducationrecordin ordertofulfill his or her professional
responsibilitiesfortheschool.

4  Therighttofileacomplaintwiththe US Department of Education concerning
alleged failures by Musicians Instituteto complywiththerequirementsof
FERPA.

Thenameandaddressofthe Office thatadministers FERPAIs:
Family Policy Compliance Office

US Departmentof Education

400 Maryland Avenue, SW

Washington, DC 20202-5901

COPYRIGHT INFRINGEMENT POLICY

INTRODUCTION

Copyrightinfringementistheactofexercising, without permission orlegalauthority, oneormore
oftheexclusiverights granted tothe copyright owner under section 106 of the Copyright Act
(Title 17 of the United States Code).

Theserightsincludetherighttoreproduce ordistribute a copyrighted work. Inthe file-sharing
context, downloadingor uploadingsubstantial partsofacopyrightedworkwithoutauthority

constitutesaninfringement.
The Higher Education Opportunity Act of 2008 (HEOA) includes provisionsthatare designed to
reducetheillegal uploading anddownloadingofcopyrighted materialthrough peer-to-peer

(P2P)filesharing. Theseprovisionsincluderequirementsthat:
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institutions certify tothe Secretary of Educationthattheyhavedeveloped plansto
“effectivelycombat” the unauthorized distribution of copyrighted material;

institutionsmakeanannualdisclosurethatinformsstudentsthattheillegaldistribution of
copyrightedmaterialsmay subjectthemtocriminaland civil penaltiesand describesthe
stepsthatinstitutions will take to detectand punishillegal distribution of copyrighted

materials;

« institutions publicize alternatives to illegal file sharing

Thisdocumentoutlines MusicianInstitute’splantocomplywiththeserequirements.

PLANS TO “EFFECTIVELY COMBAT” THE UNAUTHORIZED DISTRIBUTION OF COPYRIGHTED MATERIAL

Musicians|Institutecurrentlyemploysbandwidth-shapingtechnologytoprioritize networktraffic,and
blocksstudents’ability toaccessthesesitesfromthe studentcomputernetworks.
MusiciansInstitute responds promptlytolegitimate notices orletters ofillegal copyright
infringementbasedontherequirementsoftheDigitalMillennium CopyrightActanddirects
bothourInformationTechnologyand Compliance departmentstoinvestigateandrespond.

SANCTIONS

MusicianInstitute willcooperate fullywithanyinvestigationbypublicauthoritiesrelatedto
illegallydownloaded copyrighted information. Studentsfound guilty will be subject to the full
extentoffinesand penaltiesimposed, as well as facingautomatic lossof MusicianInstitute

networkaccess,andpossiblesuspension.

Penaltiesforcopyrightinfringementincludecivilandcriminal penalties. Ingeneral,anyonefound
liableforcivilcopyright infringementmaybe orderedto payeitheractual damagesor
“statutory” damages affixed at notlessthan $750and notmore than $30,000 per work

infringed. For “willful” infringement, a court may award up to $150,000 per work infringed A
court can,initsdiscretion, also assess costs and attorney 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 tofive yearsandfinesofup to $250,000 per offense. For more information, please see the
website of the U S Copyright Office at www copyright gov, especially their FAQs at www
copyrightgov/help/fag5s.
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MAINTENANCE OF THIS PLAN

Musician Institute willreview this planeachyeartoinsureitis currentand maintainsthe
appropriateandnecessaryin f or m a ti o n toeffectivelycombatillegalfilesharing,aswell
asupdatethemethodsemployedasnewtechnologicaldeterrents become available.

STUDENT GUEST POLICY

Ml is private property, and permission to enter is subject to rules and regulations established
by management Ml reserves the right to deny entry or remove visitors from Ml property at
any time.

MVI’s facilities are equipped and maintained for the benefit of currently enrolled students. No
one other than currently enrolled students, currently employed staff, or approved vendors is
permitted to enter Ml facilities for any purpose except as noted below.

GENERAL POLICY

MI’s general facility entrance policy is as follows:

1 While in the Ml building, all students must display valid Ml ID at all times

2 Security will deny entry or remove anyone who does not display valid ID or is not listed on
an approved Security Permission Form

3 All guests must sign in and out at the Security desk

4 Guests will be required to leave bags, parcels, and instruments at the Security Desk while in
the building except under the specific conditions noted below

5 Students are responsible for the behavior of their guests while in the building

LOST/MISPLACED ID POLICY

5 Lost IDs must be replaced immediately. Replacement IDs can be purchased from the
Registrar’s Office for 10 00

6 Students who misplace their IDs must go to the McCadden entrance Security
Desk to receive a temporary ID before they will be permitted to enter the
building

STUDENT GUESTS

Student guests are permitted to enter the building only under the following conditions:

GUEST PERFORMERS ON “NON-MI” INSTRUMENTS
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Players who perform on instruments not taught at Ml (e g, saxophone, trumpet, harmonica,
violin) are permitted to enter MI with their instruments for the purpose of participating in
student performances, recording sessions, and related rehearsals. A Security Permission
Form must be submitted at least 24 hours in advance and approved by the Security Manager.

GUEST PERFORMERS FOR BACHELOR’S DEGREE JURY AND ARRANGING CLASSES

Non-student guitarists, bassists, drummers, keyboard players and vocalists may enter Ml with
their instruments for the specific purpose of participating in jury performances, arranging
sessions or related rehearsals for currently enrolled bachelor’s degree program students. A
Security Permission Form must be approved by the Dean of the Degree Program and
submitted to the Security Manager at least 24 hours in advance.

GUEST PERFORMERS ON AUDIO ENGINEERING, INDEPENDENT ARTIST RECORDING
PROJECTS AND ARTIST DEVELOPMENT

Non-student musicians may enter Ml with their instruments for the specific purpose of
participating in final recording projects with currently enrolled Audio Engineering (Independent
Artist Development) students.

Audio Engineering sessions: The Security Manager must approve a Security Permission Form 24 hours in

advance.

Independent Artist sessions: A Security Permission Form must be approved by the Security
Manager Independent Artist Program and submitted 24 hours in advance to the Security
Manager.

Artist Development (M-500, M-501) students should pick up a copy of the Artist
Development Guidelines in Registrar’s Office or from Program Director.

STUDENT FAMILY AND FRIENDS

Students may invite family or friends to visit Ml facilities during business hours (8:30AM-
5:00PM) by submitting a completed Security Request Form to the Security Manager.
Requests will be approved on a limited, case-by-case basis. Student family and friends may
not bring instruments into the building and may not participate in classes, open counseling,
recording sessions, LPWs or other Ml activities.

ALUMNI

Alumni status is granted to those who officially graduate from Ml with a certificate or diploma.
Following graduation, Alumni will be eligible to apply for one year of limited access to Ml
Library and practice facilities. Audio Engineering alumni must obtain approval in advance from
the Chair of the Audio Engineering Program before being permitted to use recording facilities.
To obtain an Alumni ID badge, complete an “Alumni Access Request Form,” available in the
Registrar’s Office, after graduation, and submit it for approval. All approved Alumni must
possess a valid Alumni ID badge to enter the building Alumni may not bring guests into the
building.
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WITHDRAWING OR TERMINATED STUDENTS

Students who withdraw or are terminated from any Ml program prior to completion are not
permitted to enter the building for any reason except pre-arranged administrative
appointments for one year following their date of withdrawal or termination.

“HOLDS”

For various reasons, a hold is sometimes placed on an individual student’s right to enter the
building Access is denied until an administrator officially clears the reason for the hold.

STUDENT AFFAIRS OFFICE

The Student Affairs Office (SA) is here to provide support and guidance during your
transition to Ml and throughout the length of your program. Our mission is to ensure you
have access to the resources you need to be a successful student. Our dedicated staff is
committed to assisting you with any issues which may arise as you familiarize yourself with
your new environment. The Student Affairs Office offers a wide range of services,
including:

e Personal counseling

e Referrals to health insurance providers/medical facilities
e Tutor requests (Common Core Subject Only)

e Enrollment Status Change and Academic Requests

e Special accommodations

e Service animal accommodations

e Online book access

e Non-Linear Educating (Ask Video) access

e  Music Prodigy Access

e Pilates/Yoga classes

All students with questions or concerns are encouraged to stop by our office. If we can’t
assist you directly, we will help you find someone who can. We're here to help!

THE BOOK

“The Book”, available on your Student Portal, is your guide to Los Angeles. We have compiled
contact information and listings for everything from restaurants to medical clinics to
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museums and other places of interest If you are new to the area, “The Book” is a great
introduction to all that Los Angeles has to offer.

GENERALSERVICES

MIDirectHousing & ReferralServices:

APARTMENTVACANCYLISTINGSERVICE

Apartmentlistingsare updated weeklyinthe Admissions office, theyinclude areas within 2mi
radiusfromschoolaswellas theSanFernando Valley near metro stations. Rental prices from
these listings average from $70000to $2,10000 per month. Specialconsiderations,suchas
numberofbedrooms, proximitytopublictransportationorpublicservices, freewayaccess,
onsite laundry facilities or pet policies areincludedin these listings. Thatgivesyouawiderange
of opportunityinsearching f o r aplacetolive.

ROOMMATE REFERRAL SERVICE

Thisis your first step in networking at Musicians Institute. Ifyouarelookingtoconnectwithone
of yourfellow studentsand shareanapartment,thislistcontainsyourpotentialroommate’s
name, placeofresidence,arrivaldate,phonenumber,email addressandpersonalpreferences.
Byfillingoutour Roommate Questionnaire, youtoocanbeaddedtothe Roommate Referrallist
whichisavailable exclusively forincoming Ml students, current Ml students,and Mlalumniin
goodstanding. This listissenttoyoubye-mailand Musicians Institute is bound to protect the
privacy of the students contained in thislist. No informationfromtheRoommateReferrallist
willbesharedwithanyindividualsororganizationswithoutexpressedwritten consent. Please
reportanychangesordiscrepanciestoMIHousingDepartmentimmediately.

STUDENTHOUSINGGUIDE

Thisbookisatoolthathelpsyouwithunderstandinghowthe MIHousing Assistance &
Roommate ReferralServicesoperate and providestipsforlivinginLos Angeles. The contents
ofthisbookareveryinformative, providinginformationonhotels andhostels, frequently
asked questions, along with guidelines formovingintoorout of yourapartmentand budgeting
tips. TheHousingGuidealsohasagreatlistofapartments, managementcompaniesthatwe
haverelationshipswith (meaning buildingsthat mostof our currentand alumnistudentslive
in). They understand how our school operates and mostofallthey willwelcomeyouwithopen

arms.
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TRANSPORTATION

Wecan providetheapplicationandrequired enrollmentverification letter forthe MetroReduced
Fare MonthlyPass, which allowsstudents unlimited rides on Metro busses and trainsforthe
entire month. Wekeeproutes/schedulesforallMetro Raillinesand multiple Metro Bus lines
inthe SA office. Wecanalso provide students who commute via Metrolink commuter trains
withadditionalinformation on obtaining discounted student tickets and transferring to Metro
Raillines. Forstudents commutingbycar, we provideamap of local parkinglotsand daily
parkingrates aswellasinformation onlotsoffering discounted monthly parking passes. Please
stop by the Student Affairs Office for more details.

HEALTH INSURANCE

MIlrecommendsthatyoumaintainyourownhealthinsurance coverage,thoughweunderstand
thatitisnotalwaysapossibility (Note:non-UScitizensarerequired bylawtoobtain health
insurance priortoenrollinginschool. Pleaseseethe InternationalStudentAffairs Officefor
furtherinformation). Forstudentsseekinghealthinsurance coverage,wesuggest researching
policiesonlinethroughawebsite likeehealthinsurancecom. Forstudentswithouthealth
insurance,wecanrefer youtoareamedicalclinicsandstate-andcounty-fundedfacilitiesfor
low-costand/orno-costmedical treatment.

PERSONAL COUNSELING

Our staff counselor is available weekly, free of charge, for half-hour and hour-long sessions.
Sessions can be reserved by appointment or on a walk-in basis. Please stop by the Student
Affairs office if you have questions or wantto schedulean appointment.

TUTORING

Students who would like additional academic assistance may submit atutorrequest formto the
Student Affairs Office. Tutor sessionsare providedfreeofcharge. Tutorswillbeassigned based
ontheiravailability,and the sessionsarearranged aroundthe tutorandstudent’s schedules.
Tutorsand students will meet for a one-hoursession, once a week for two weeks. Additional
sessions may berequested after completingthe secondsession. Afterthestudentconfirmsthe
tutorsession, attendanceis mandatoryunlessthe studentnotifiesthetutorcoordinatorin
advance. Studentswho missatutorsession withoutgivingpriornotificationwillbetemporarily
prohibited fromrequestingtutorsessions.

SHUTTLE SERVICE
Ml offers nightly door-to-doorshuttle service forthe convenience and safety of our students.
Shuttleoperatinghoursare 5:00PM-2:30AM (Monday-Friday)and 10:00PM-1:00AM
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(Saturday & Sunday). Shuttledepartsfrom MI’s McCaddenPlace entrance onthe half-hour.
Service areaislimited to a 2-mileradius of the MI campus. Please see the McCadden Place
entrancesecuritydeskformoreinformationontheshuttleservice.

The Student Affairs staff, along with everyone elseat Ml, is dedicated to providing youwith a
healthy, safeand productive experience whileyou’reinschool. Thousands of Ml graduates all
overtheworldlook backontheirtime hereasthebesttime oftheirlives,and we will do
everything we can to make sure that’s true foryou, too Good luckand have agreat journey!

LIVE PERFORMANCE WORKSHOPS (LPW)

OVERVIEW

Aminimum often LPW performance credits are required per quarter. Inthe eventastudent
achievesmorethanten performancecreditsinaquarter,thetenhighestgradesare
averagedforthefinal grade.

The possibility of earning multiple LPW credits during a single LPW class meeting is possible
One LPW credit per hour isallowed. For example, if a student plays the Modern Rock LPW at
3:20,4:20,and 5:20, they would receive three LPW credits.

LPW classes are scheduled from week 1 through week 10. As week 11is the final exam/testing
week, therearenoLPW classesduringweek11 No LPW credits can be awarded duringweek 11.

LPW POLICY CHANGE EFFECTIVE SP2015: In accordance with the cessation of retesting
beginning in SP2015, students will no longer be allowed to complete the necessary ten LPW
credits for an LPW class during week one of the following quarter, beginningin SP2015. If the
necessary LPW credits have not been completed foran LPW class by EOD Friday of week

10, the LPW classis considered failed and it must be re-taken. No credits from the failed LPW

class will carry overintothe following quarter.

SIGNUP PROCEDURE:

Student sign-ups for LPWs are found on the portal: Ml Portal App foriOS/Android; mobile mi
edu for Desktop. Students aretologinwiththeirusername and password, then goto My
LPW>SP2015 (or current quarter) LPW Sections. There theycanbrowse through weeks,
songs, and hours. Studentscantap orclickontheavailable slotstosign up (youcansign up
oneweekaheadoftime). StudentscanalsoshowuptoanLPW withoutsigningup. Ifspotsare
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available, studentscanperform. Anyoftheinstructorsinthe LPW classcansignup “walk-in”
students.

Students may delete their LPW slot any time before the class begins, however, they must do so
12 hours before the class begins in order to avoid penalty. If an LPW sign-up is cancelled less
than 12 hours before the class or if a student does not show up and does not cancel a
performance for which he/she signed up, the performance credit is marked as a “No Show.”
Each“NoShow”is2pointsoffthestudent’sfinalgrade.

After completing an LPW, the student should always check the portal to make sure they’ve been
properly credited. Sometimesagradedoesn’tgetregisteredduetofingerprintsoniPhonesand
thelike. Ifthisoccursandalegitimate LPW performance has not postedtothe student’s
record, do not hesitate to contact the instructor or Ipwhelp@mi.edu.

Ifyouhaveanyotherquestionorissuesregarding LPW please contact: Ipwhelp@mi.edu

LPW OFFERINGS

STYLEANDREPLPWS

Styleand Repertoire LPW:dedicated tospecificstylesand genres. Offeringsinclude:
Latin/Brazilian, ModernRock, ContemporaryR&B, Blues, ClassicRock, Country, HipHop, Funk,
Fusion, Hard Rock, Metal, BillboardHot 100 (pop), Punk, K-Pop, AmericanSongbook (jazz
standards),Jam Band, Rock Repertoire (specificallyfor LPW 013and LPW 023). Check the portal
fortimesand places.

ARTIST DEVELOPMENT LPWS

ArtistDevelopment LPWs: dedicatedtothe performanceoforiginalsongs,compositionsand
arrangements.

« Coffee House: acousticsolo, duo, trios, etc

MUSICIANSHIP ENSEMBLELPWS
+ Advanced: Studentssign upinclassduringweek oneasabandand playjazzstandards

« TraditionalJazzEnsemble:Studentssignupinclassduringweekoneasabandandplayjazz
standardseachweek

« Rock Repertoire: Opentoonly LPW 013 and LPW 023 students. Safe ground to learn classic tunes
with no pressure
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ARTISTDEVELOPMENT: THESHOW

Studentsenrolled in LPW and participatingin a backing band foran “Artist Development: The
Show” studentcanearn LPW credits. TheJuryandthe Final Show areinthe Concert Hall
and are judged by a panel of musicindustry experts.

Participatingband members (those performingvocalsorplayinganinstrument) receive 3
graded LPW creditsper performancesetfortheirparticipationintheArtistDevelopment
Jury. Studentswhoareactuallyenrolledin“Artist Development:TheShow” donotreceive
LPW credits. NOTE: No LPW creditis givenfor “Artist Development: The Songs.”

PLAYERS SUPPLY STORE

PlayersSupplyoffersalarge selectionof musicbooksandaccessories (strings, picks, audioand
videotapes, blankCD-Rs, headphones, batteries,gigbags,tuners,metronomes, drumsticks,
cables,etc)aswellasMImerchandise(T-shirts,cord lox, postcards, pens, pencils, key chains,
etc). Ourstaffisheretohelpyoumeetyoursupply needsthroughoutyouryearat

MI. Weoffergreatprices, greatservice,andthe latestavailable merchandise. PlayersSupply
acceptsVisa, MasterCardand traveler’s checks. Out-of-state checks are accepted for your first
two weeks only. Thereisa$1000 minimum purchase for creditcardsand personal checks and
official Ml school IDisrequired. PlayersSupplyisopenfrom M-Thur 9:00am-7pm; Fri 9:00am-
6pm (Hours are subject to change).

SPECIALSTUDENT EVENTS

Ml providesaregularschedule of entertainmentandrecreational eventstomake yourstayat Ml
notonly productive, butfun! Pleasecheckthecampusbulletinboards,your Mlstudente-mail
addressandyoustudentPortalregularlyforeventsupdates.

GETTING THE MOST OUT OF MI

Musicians Instituteis a veritable gold mine of opportunity and information, and asitis with
most thingsinlife, thereisadirect relationship between whatyou putintoitand whatyou get
outofit. Weregardyouasamatureindividualwho hasshownt h e desiretomakeitasa
creative professional,and we are prepared to equip you with the tools you need to accomplish
your goalsandshow youhow togetthere as quickly and efficiently as possible.
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RESPECT FOR OTHERS

Professionalsuccesscomesfromacombinationofskillsand attitude. The bestopportunities
almostalwayscomeabout throughpersonalcontactsandrecommendations,andyouare
establishingthose contactsNOW. Yourfellowstudents, teachersandstaffareyourpeergroup—
professionalmusicianswithwhomyouareassociatingwitheverydayandwhowill influence
your career foryearstocome. Make surethatyourconductspeakswellof you. Treateveryone

asyouwouldliketo betreated.

RESPECT FOR YOURSELF

Maintainahealthydiet, exercise, andtaketimetoenjoyasocialllife. Drugandalcoholabuse
haveruined many promising careersandhaveno placeinyourdevelopmentasaserious
professional. Setreasonable goalsforyourself. Organizeand manageyourtimeand
materials. Don’tleaveyourinstrumentsorvaluableslyingaroundthe campus. Useandfollow

your own good commonsense.

CAREER DEVELOPMENT OFFICE

The mission of the Career Development Office (CDO) is to keep students informed of the
many professional opportunities available in the music industry, to help prepare them to
take advantage of these opportunities, and to make the transition from student to working
professional as smooth as possible.

MI CONNECTS

MI Connects, MI’s online talent and opportunity resource, is an exclusive service for current
and former students. The Career Development Office receives frequent calls from talent
scouts, managers, producers, booking agents, A&R representatives, potential music
students, and studio managers who require the services of trained musicians and engineers.
All members can post profiles including mp3 links, photos, videos, and résumés to the Ml
Connects online database. Members also gain access to online job boards, a search engine
exclusive to Ml Connects, and a community forum.

Gig opportunities are posted regularly on MI Connects job boards on the website and in

school. Listings range from paying gigs, to original bands showcasing for record labels, to
signed artists auditioning or replacing band members.
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For audio engineers, opportunities range from intern and runner positions to first engineer
jobs in both audio and post- production facilities. You may also receive referrals for teaching
and other musical opportunities in the LA area and beyond. All students/alumni are highly
encouraged to stay connected via M| Connects because the contacts and networking
opportunities remain equally important in the years after graduation — many of MI’s success
stories have come about because former students stayed in touch with each other and Ml
Information about registering for Ml Connects is available at http:// connects mi edu/.

*MI offers no guarantee that professional employment will result from registering with the
Ml Connects or from enrolling in, attending, or completing any M| program. M| reserves the

right to alter the features of or to interrupt or cancel operation of Ml Connects at any time
without prior notice.

WORKSHOPS

A variety of career-related workshops and seminars are offered by CDO throughout the year.
Students and alumni are encouraged to participate in as many events as possible in order to
enhance their career development and maintain a strong network.

RESUME, COVER LETTER, EPK AND MOCK INTERVIEW SERVICES

CDO staff is available to help students and alumni develop and polish their résumés, EPKs,
interview skills, cover letters and promotional material.

AUDITION WORKSHOPS + MOCK AUDITIONS

Each quarter, audition workshops train students and alumni in the fundamental techniques
necessary to gain a competitive edge. The Audition Workshop is Step 1- what to expect at a
profession audition. The Mock Audition is Step 2- student/alumni prepare material for a mock
audition and their performance is critiqued by the instructor.

CAREER COUNSELING (MOBILE.MI.EDU)

Private career counseling sessions are available to all Ml students and alumni.
Students/alumni meet one-on-one with top industry professionals who provide personalized
advice on career options and how to prepare for life as a professional.

INTERNSHIPS

The CDO Internship Program provides Ml students with first-hand experience in the music
industry through internship positions in music-related companies such as music publishers,
recording studios, artist managers, record labels, and marketing firms Internships are for
college credit and enrolled students only (students in the Music Business Program are
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required to complete an internship while Common Course and Audio Engineering majors are
able to sign up to be interviewed and considered for the elective program ).

*MI provides no guarantee regarding the future availability of internships at specific
companies or in specific positions. Placement is subject to availability and student
qualifications.

LOCKERS

Lockers are available on campus, sign up in the CDO office. All lockers must be shared
between two students, come with the person you’ll be sharing a locker with and the lock
you’ll be using.

COMPLAINTS

Come talk to us if there is an issue - we want to hear from you and make your Ml experience the best
possible.

TRANSPORTATION

We can help you arrange transportation from LAX Airport to Hollywood Metro passes
(discount TAP card applications) are available too.

DISCOUNTED ENTERTAINMENT TICKETS

Discounted tickets to Universal Studios Hollywood, Six Flags Magic Mountain & Six Flags
Hurricane Harbor, AMC Movie Theatres, The Taxi Rally, ASCAP “I Create Music Expo,” NAMM,
GrammyU, and more.

STUDENT WORKERS

Interested in working on campus? Fill out an application to get the process started in
Weeks 1-4 of each quarter NOTE: Employment is not guaranteed.

PHONE CHARGING STATION

Forget your charger? We have a charging station here, so you can power up.
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MILIBRARY

LIBRARY HOURS

Thelibraryisopen and staffed during the following hours (subjectto change):

Monday - Friday 8:30AM-12:00 Midnight
Saturday—-Sunday 12:00Noon-8:00PM

Rememberthat whileyouare usingthelibrarytorespectthe space andthe otheruserssothat
everyone getsthe most from theirexperience. Please be advised thatfoodanddrinkare not
permittedinthelibrary and thatnoiselevelsshould be keptat an appropriate level--taking other
students into consideration.

The institution holds or otherwise provides long-term access to sufficient information and learning
resources to support its purposes and all of its educational programs. To supplement resources beyond
the core library of the institution, there may be specific long — term written arrangements for student
access to off-campus or electronic resources. Programs are in place to train students in the use of
library and other information resources, and to develop information literacy skills. The institution must
demonstrate that library and learning resource use is a fundamental part of all its curricula, and that
the faculty is involved in ensuring such use.

Profile of holdings and resources, including descriptions of computing facilities and usage.

Copies of agreements to access to external resources for both print and electronic sources
Description of information literacy expectations for institutional and external library and computing
facilities

Plan for library and computer development

Mission Statement

Musicians Institute Library Mission Statement:

The Musicians Institute Library strives to support the comprehensive, innovative, and unique
educational and research goals of the Musicians Institute College of Contemporary Music through the
providing of resources, information, and services essential to students, faculty, and staff. These

services include reference, instruction, and the acquisition and provision of online and in-house
materials both scholarly and supplemental in an effort to aid in student academic success.

last updated 12/2018 page 54



MUSICIANS INSTITUTE
COLLEGE OF CONTEMPORARY MUSIC

6752 Hollywood Blvd., Hollywood, CA 90028

Goals
Musicians Institute Library Goals:

Provide exceptional, timely, and accurate point of contact circulation and reference services while
assisting the Musicians Institute students, faculty, and staff with scholarly and supplemental remote
research via online databases and archives, interlibrary loan, and also through the physical locating,
borrowing, requesting and returning of materials.

Facilitate a space offering the forefront of available technologies through which students of the
Musicians Institute may achieve academic success offering an inviting space for research and the
sharpening of skill within their discipline by means of a pristine modern environment that fosters
creativity and is conducive to study.

Ensure preservation of the Musicians Institute intellectual assets or trade secrets providing students
and faculty with recorded live performance workshops, concerts, and clinics online and maintaining a
digital library containing expansive Ml content with enduring value.

Offer individual and course instruction on effective research and information retrieval online,
remotely, and in multiple formats. Work with faculty to provide and deliver effective, contemporary,
course related materials. Develop and maintain the continuously evolving Musicians Institute Library
collections with an eye toward the future.

Maintain a friendly, helpful point of contact for all Musicians Institute faculty, students, and staff while
serving as a link between students, faculty, and various campus entities. Offer continuing education
opportunities for those employed with the library in an effort to continue along the lines of the
college’s pioneering, entrepreneurial, and industry relevant spirit.

Information and Learning Resources: In addition to the aforementioned the Musicians Institute
Library continues to strive to keep up with the College’s new course offerings within the current
certificate through master level programs. The library has spent the last year collaborating with faculty
on collection development for the new master’s degree program beginning in 2019. We continue to
collaborate with faculty on collection development for all programs on a quarterly basis.

Profile of Holdings and Resources: The Ml Library’s collections are offered in a wide variety of formats.

Currently there are over 1,000 scores, 1,500 books, over 1,100 DVDs, and 3,400 CDs; searchable on or
off campus within the Online Patron Access Catalog (OPAC). When available books, recordings, and
videos are purchased as e-books and within e-resources; searchable within the library’s Discovery
System remotely or on campus. The library is working on expanding its print collection and in an effort
to accommodate the expansion the library’s CDs have been packed up, labeled, and relocated to easily
accessible shelves next door, which require approximately 5-10 minutes to retrieve; making them
equally accessible to all those who utilize the library. Interlibrary loan is offered to library users if
purchasing the requested materials is not an option.
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The library’s e-resources are continually evaluated and expanded. Ml students have access to the
library’s online resources through the library’s website http://library.mi.edu. They include JSTOR
Music, Alexander Street Music and Performing Arts, Oxford Grove Music Online, Oxford Grove
Dictionary of American Music 2™ Ed, Overdrive (eBooks and MP3s on the subject of music), Pollstar
Pro (Music Business related), and Non-Linear Educating (Music and technology related course
tutorials). In addition to e-resources the library offers digitally streamed clinics and master classes
dating from 1977 until present.

The Musicians Institute Library and the MI Marketing Department jointly oversee the digitally
streamed Clinics and Master Classes dating from 1977-present. The goal of our partnership is to ensure
the preservation of the content while providing access to students and faculty for educational
purposes; maintaining a digital library containing expansive Ml content with enduring value.

Description of Information Literacy Expectations for Institutional and External Library Computing
Facilities: The Musicians Institute Library abides by the regularly updated Association of College and
Research Libraries Framework for Information Literacy for Higher Education. Programs are in place to
train students in the use of library and other information resources, and to develop information
literacy skills. These programs include a research as inquiry library orientation at the beginning of the
quarter for all new students, which also touches on off campus access and how to log into databases.
The third week of classes invites all students to attend a student appreciation day, which includes
library resources searching as strategic exploration. We also stop into individual classes to assist with
research projects and relay the gravitas of authority construction, context, and the creator’s expertise
and credibility.

Curricula and Faculty Involvement in Collection Development: Collaboration with faculty on a
quarterly basis and throughout the quarter assists the library in building collections within each
subject. Through quarterly faculty meetings, informal meetings, and email we’re able to facilitate
feedback regarding the library’s collections, services, and facilities. Through orientations, collaborative
events with MI Marketing, and information literacy outreach and instruction students are encouraged
to directly contact the library with collection development requests and requests for specific materials.

Descriptions of Computing Facilities and Usage: The Musicians Institute Library offers 85 Macintosh
Desktop Computer stations and 25 practice stations totaling 110 stations for study and practice. 40 of
the desktop computers offer audio interfaces, so that students may plug in their instrument to
practice. The 25 practice stations offer multi-effects units for students to plug into to practice, and 45
computers offer a quieter research and study space. Each computer offers and internet connection
with web browsers opening to the Ml Library’s website of http://library.mi.edu Software on the 85
Macintosh Computers in support of music, academics, and the school’s curriculum includes Sibelius
music notation software, Reason and Logic digital audio workstations, Microsoft Suite, Photoshop for
media and design, and much more.

During high volume use such as study for midterms and finals throughout the fall quarter the
computers are 90% full. During low volume periods outside of the fall quarter and study for testing the
computers are 40-60% full.
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In addition to the library’s computers there are also several computer labs on campus available to
students for use 24-7 outside of classes taking place in the labs.

Many of our students rely on their own devices for study and may print not only from library
computers, but from their own devices 24-7 from anywhere through our popular WEPA print services.
Students may connect their Dropbox, Gmail, and other folders to WEPA or download the WEPA app.
They may pay for their prints via Paypal, Venmo, or credit card. This has been very helpful to music
performance students who regularly print their charts.

Plan for Library and Computer Development: The Musicians Institute Library is in the process of
building its print collection, which is currently between 7,000 and 8,000 cataloged materials. We will
continue to catalog approximately 1500 materials per year, which would double our collection in five
years. All of the library’s print materials are searchable in both the online catalog and discovery
system. Through the library’s discovery system students may search all of the Ml Library’s scores,
books, CDs, DVDs and online databases at once simultaneously.

We’re also working on recataloging our clinics, master classes, and student live performance workshop
video dating back to 1977 to stream sound and video on and off campus through LDAP authentication
through our Avalon system. They’re currently cataloged within an on-campus system only.

Within the next five years we will continue to evaluate our online catalog to see if there is a catalog
more suitable to our goals as we grow as an institution. We will also look into additional shelving and
shelving locations as we continue to grow our physical collection. Should loss become an issue with a
larger physical collection we will research the possibility of the RFID tagging of our collection.

Location: The Musicians Institute Library’s Campus Hollywood location is within the Main Building of
Musicians Institute on the second floor surrounded by performance rooms. The library’s collections
include scores, books, recordings, videos, and periodicals; as well as a comprehensive range of e-
resources and digital resources. The Ml Library serves the students, faculty, and staff of the Musicians
Institute and the Guitar Craft Academy Nashville, as well as the broader community; visiting
researchers and scholars.

Governance and Administration: The Director of Library Services, MSLIS, California Music Library
Association Chair Elect provides direction and leadership for the library’s collections, services,
personnel, and facilities. Reporting to the Dean of Industry within the Office of Academic Affairs, the
Director engages the Ml community through outreach efforts, strengthening the collection, classroom
instruction, and research assistance. The Director of Library Services meets with the Director’s team
once per week, each Monday, to better involve the library in the school’s overall strategic planning.

Personnel: The Director of Library Services is an administrative position reporting to the Dean of
Industry / Chair of Audio Engineering within the Office of Academic Affairs. The Director of Library
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Services is responsible for developing and maintaining music collections in a variety of formats. The
position directly manages a student staff of approximately twenty in addition to one full-time staff
member and two part time staff members administering the library’s facilities. The Director provides
research assistance and classroom instruction.

The Director of Library Services position requires an American Library Association (ALA) accredited
Master of Library Science degree and a music background. A second graduate degree in music is
preferred. Extensive experience in library management is required of the Director.

The regular and student staff positions include assisting with the following responsibilities: staffing the
circulation / reference desk, cataloging within a MARC record format, CSS based website and calendar
updates, library subject guide creation, collection development, weeding, tracking budget funds,
accounting, equipment maintenance, outreach, and scanning Ml historic photos to Library of Congress
standards and cataloging them within a Dublin Core record format. Student staff receive monthly,
weekly, and daily training and educational sessions. Staff members attend and present at national and
international music library association conferences such as MLA and IAML. Students and staff also
attend American Library Association, Association of College and Research Libraries, database, catalog
trainings and educational sessions. The library staff operate in a collaborative team environment in
which all members contribute to projects, assist faculty, staff, and students, and ensure smooth
operations.

Services: The Musicians Institute Library is open approximately 100 hours per week each quarter
closing for major holidays and the weekend prior to each quarter. Students, faculty, and staff have
access to research assistance, reference, and general questions through in person consultations, email,
telephone, text, and online chat. Course instruction on how to effectively utilize library resources and
conduct research is taught by the Director of Library Services and is available to all administrators,
faculty, staff, and students.

The library maintains print course reserves within regularly shelved materials in the library. The library
works with faculty each quarter via email polling each faculty member to ensure our faculty course
reserves are up to date. There is also a form within the library website that faculty may fill out to
request additional course reserves throughout the quarter. We're also looking into Avalon Media
System in an effort to offer faculty robust course reserves, so that they may request a Clinic, Master
Class, DVD, or CD be streamed with the ability to add a link to their LMS course.

The library offers access to other libraries and collections through OCLC's Inter-library loan service.
Faculty, staff, and students may make inter-library loan requests in person, chat, text, email, phone or
via OCLC Discovery Platform, or online form outside of the library’s 100 hours of operation per week.

Facilities: The Musicians Institute Library offers students 85 Macintosh Computers equipped with
audio interfaces, music notation software, and various digital audio workstations such as Logic and
Reason. Also available to students are twenty-five Boss Jam stations for the purpose of practicing the
study of music. Within the last decade the library space was dramatically reconfigured from thirteen
student computers to one hundred and ten practice and workstations to ensure student success.
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Guitars, basses, various equipment, headphones, adaptors, and cables are available for student check
out to plug into the library’s audio interfaces or for practice throughout dozens of practice rooms
surrounding the library.

Strengths:

Location in the college’s main performance building

Strong faculty collection development support

Administrative support of innovation

Clinic and master class digital assets 1977-present

Print and eResources reflective of both teaching and learning at Ml

85 Macintosh computers with audio interfaces and 25 Boss Jam Stations
Strong Marketing and IT Support as well as school wide support

MI Databases

Alexander Street Press Scores, Print Reference, Video Audio
Overdrive eBooks, Audio MP3 Books, Streamed Video
Oxford Grove Dictionary of American Music

Oxford Grove Music Online

JSTOR Music

Pollstar Pro

Ml Interlibrary Loan
OCLC Interlibrary Loan

MI Campus Access & Remote Access
Alexandria Online Patron Access Catalog
Boopsie App

LibGuides Website and Subject Guides

OCLC Discovery System

OCLC Proxy Remote Patron Authentication
Trumba Events & Academic Deadlines Calendar

MI Print Services
WEPA Printing
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COUNSELING LAB RESERVATIONS

GUITAR/BASS PROGRAMS

After6:00PM Mondaythrough Friday, the counselinglabsareavailablefor practiceand
rehearsals. Exactequipmentvaries fromroomtoroombutislimitedtoguitarand bassamps
ConsultaLibrary Services Staff membertoreserve atwo-hour slotweekdayeveningina
counselinglab. Toensureyourfullnameandstudentnumberare recordedinthe Counseling

L a b Reservation Binderyou mustwrite yourfullnameandstudent numberintheslot ofyour
choiceintheCounseling Lab.

ReservationBinderinthe Library. Studentsarelimitedtoonereservation of one two-hourslot
perday. Youmaysignupatany time, right up tothe beginning of the time slot you wish to
reserve; however, at fifteen minutes past the beginning of thattime slotthelabsareavailableon
afirst-come, first-served basis. So, ifyouare morethanfifteen minuteslateforyourreservation,
you may lose your slot tothe first personthatsetsupinthelab.

NOTE: Guitarand Bass students may notuse Vocal Program or Drum Program assigned practice labsatany

time.

KEYBOARD TECHNOLOGY

Thereare several Keyboard Technology Program labs with keys for student checkout. Youmay
pickthese upatthefront securitydesk. Fourare available forreservationduringregularschool
hours. Gotothesecurity desk andfind the Counseling LabReservationbinder; putyourname
andstudentID numberinatimeslot convenienttoyourschedule. Youmaymakeone
reservation perday;althoughyoumaycheckoutanykeyanytime provided noinstructorisusing
thelab.

Make sureyoureturnalllab keys as soon as you finished usingthem. DO NOTKEEP KEYS
OVERNIGHT. Ifyoudoso,your checkoutprivilegeswillbe suspendedforatleastone week.

DRUM PROGRAM (NON-ASSIGNED LABS)

Drum labs have been designated for sign-up if your assigned labisin use. The sign-up sheet for
the presentdayiskeptatthe Security Deskwhereyougetthelabkeys. OnFridaysyoumay
reserve one of these labsfor the weekend.
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VOCAL PROGRAM (NON-ASSIGNED LABS)

Keyed Vocallabsare available for Vocal Students only. Touse these labs, go tothe Security Desk
andexchangeyourIDfor the appropriate key.

INDEPENDENT ARTIST & DJ PERFORMANCE & PRODUCTION STUDIOS (NON-ASSIGNED LABS)

Specific studios are available for Independent Artist and DJ Performance and Production
students to reserve at select hours. To use these studios, you must reserve the space on
mobile.mi.edu. Access to book will begin 1 week in advance of schedule and on a first come,
first serve basis. Contact your Program Chair for more information on booking these specific

studios.

REHEARSAL ROOMS

Most of the classrooms become available for use as rehearsal rooms after 6:30 pm
weekdays,and 12:00noononthe weekends. Theseroomsareallequipped with two guitar

amps, abassamp, akeyboardamp,aPA,anddrums.

1 Eachstudentisentitled toone reservation for atwo-hour time slot per week.
However, a student may be listedasa bandmemberonanotherstudent’s

reservationinadditiontohis/herownreservation.

2 Reservationsare made forfullbands only. Aminimum of three studentsis requiredin order

toreservearoom.

3 Allband members’ first and last names, spelled correctly, must be provided at
thetimethereservationismade. A reservationcannotbecompletedwithout
them.

4 Abandmayreserve onlyonerehearsalslotperday. Differentband members may
notbookadditionalrehearsalslotsfor thesamebandonthesameday.

5 Theschoolweekrunsfrom MondaytoSunday. Reservationsforthe comingweekaretaken

beginning Friday morning.

HOWTO RESERVE AREHEARSALROOM

1 Loginto mobile.mi.edu

2 Tofindanopenroomtoreserve, clickonthe RehearsalRoom Sign-up
sectionand browse availablerooms

3 Afterselectingthe room, youwant (by clicking the Register button onthe right-
handside), youwill needtolistthe names of atleast two people (butdo list

everyone who will be present) that will also be using the room
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4 Youthen can officially reserve the room by clicking on the Submit button

5 Afterthereservationis made, youcan alwayslog backinand clickonthe My
Sign-ups sectionto either delete the reservationorjusttodouble-checkthe

statsof theroom (ie whenand where)

REHEARSAL ROOM POLICIES

1 Nosmoking,foodordrinksare allowedinrehearsalrooms
2 Yourvolume must be kept at areasonable level. Youmust turnit

down when told to do so by Security

3 Youmay bring your own equipment. Security will checkitinand
out of the building

4  Non-studentguitarists, bassists, drummers, keyboardists, and vocalists will NOT
beallowedtorehearseatMlexcept underspecificconditions(seethe Guest
Policy) Rehearsalfacilitiesare maintained and equippedfortheprimary benefit

ofcurrentlyenrolledstudents
5 Youmustreportanybrokenequipmentorotherproblemswithyour

rehearsalroomto Securityimmediately

6 Norehearsingisallowed between8:30am & 10:00am Monday
through Fridayintherehearsal classrooms

7 Failuretocomply with any of the rehearsal room rules will be considered an
infraction Penaltiesforrehearsalroom infractionsinclude butare notlimited
tothefollowing:

* 3Infractions-Lossofrehearsal privilegesfortwo weeks
* 4Infractions-Lossof rehearsal privilegesforone month
* 5Infractions-Loss of rehearsal privilegesforone quarter

* 6Infractions-Permanentlossofrehearsalprivileges

PLEASE NOTE THAT THE ENTIRE BAND IS HELD RESPONSIBLE FOR REHEARSAL INFRACTIONS—IF
SOMEONE BREAKSARULEINYOURREHEARSALROOM, ALLBAND MEMBERSWILLBEHELD
RESPONSIBLE.

Failuretocomply withany of the above rules will be considered aninfraction. Astudent’s
rehearsal privileges maybe suspendedfortwoweeksafterinfractions. Totallossofrehearsal

privilegesand eventual expulsionmayresultfromrecurring violations.
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Service and Emotional Support Animal Policy

Musicians Institute (Ml) is committed to maintaining a creative campus environment that is safe, open,
and accessible to all its community members, including students, employees, and visitors. As such, Ml
abides by the following policy regarding pet, service animals, and emotional support animals on
campus.

For Employee Accommodations: mary.marsh@mi.edu
For Service Animal Accommodations: studentaffairs@mi.edu
For Support Animal & Campus Housing Accommodations: housing@mi.edu

For Students and Visitors on Campus

Permitted Animals: For students and visitors, only Service Animals are permitted in areas where dogs
are permitted on campus. This means that a student or visitor may be accompanied by a Service
Animal wherever the student or visitor would otherwise be permitted to be on campus. A Service
Animal is any dog that has been individually trained to do work or perform tasks for the benefit of an
individual with a disability. Examples of such work or tasks include, but are not limited to: guiding
people who are blind, alerting people who are deaf, pulling a wheelchair, alerting and protecting a
person who is having a seizure, reminding a person with mental illness to take prescribed medications,
calming a person with Post Traumatic Stress Disorder (PTSD) during an anxiety attack, or performing
other duties. Service animals in training are included in the definition of service animals for the
purpose of this policy. If you intend to bring a Service Animal on campus, please send an email

to studentaffairs@mi.edu notifying Ml of your intent to do so.

Animals NOT Permitted: The following are not Service Animals and are not permitted on campus: (1)
non-dog animals, except in some cases a miniature horse may qualify as a service animal; (2) animals
that solely serve to deter crime; and (3) emotional support, comfort, and companion animals (i.e.,
pets).

Campus Housing

Permitted Animals: In campus housing, both Service Animals and Support Animals are permitted as an
accommodation. For Support Animals, the Housing Office may ask if the handler has a disability and if
the handler has a disability-related need for the Support Animal, in determining whether the animal
will be allowed in housing areas. Students may also be asked to provide medical documentation of the
disability and the disability-related need for the Support Animal. Support Animals are not allowed in
any other buildings on Ml property, nor are they allowed in other controlled spaces on campus, such as
classrooms, computer labs, the library, and offices.

To request an accommodation for a Support Animal OR Service Animal to reside with a student in Ml
residential housing, please send an email to housing@mi.edu for application information.
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For Employees on Campus

Permitted Animals: Employees and applicants for employment may have a Service Animal at work and
may also have a Support Animal as a reasonable accommodation. Support Animals are animals that
provide emotional support, comfort, or security for the benefit of a person with a disability, or that
alleviate one or more identified symptoms or effects of a person’s disability.

Permitted Inquiries: An employee requesting a reasonable accommodation related to a Service Animal
or a Support Animal may be asked to provide documentation explaining why the employee requires an
animal in the workplace. All inquiries must be handled through Human Resources, as they may involve
confidential medical information. Please send an email to mary.marsh@mi.edu if you would like
further information regarding a reasonable accommodation request.

Responsibilities for All Service and Support Animals
For the handler of a Service or Support Animal, Ml expects the following:

1. Must attend to and be in full control of the Service or Support Animal at all times, including all
care and supervision.

2. Keep the animal under control at all times, e.g., through use of a harness, leash, tether, or voice
control, depending upon the task/work performed.

3.  Must assure that the animal is free from offensive odors and does not display any behaviors or
noises that are unduly disruptive to others.

4. Must remove or arrange for removal of any animal waste.

5. Must assure that the animal does not engage in behavior that endangers the health or safety of
others.

6. Isfinancially responsible for the animal’s actions, including any bodily or property damage, or
cleaning costs.

7. Must comply with all local government codes and regulations, including requirements for
vaccinations and licensing.

8. Is encouraged, but not required, to have the animal wear some type of Service Animal or Support
Animal identification.

For Ml students, employees, and visitors, M| expects the following:

1. Must allow Service and Support Animals to accompany the handler, as permitted under this
policy.
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2.  Must not touch (without the permission of the handler), feed, harass, or deliberately startle
Service or Support Animals.

3. Must not attempt to separate the animal from the handler.
4. Should not discuss the handler’s disability.

Removal of a Service Animal or Support Animal
MI may request the removal of a Service Animal or Support Animal for the following reasons:

1. If the animal is out of control and the handler does not take effective action to control the animal.
2. If the animal is not house-trained.

3. If the animal poses a substantial and direct threat to the health and safety of others, and the
threat cannot be eliminated by a reasonable accommodation.

4. If the animal would cause substantial physical damage to the property of others, which cannot be
reduced or eliminated by a reasonable accommodation.

5. If the handler provides information that indicates that animal is not actually a Service Animal or a
Support Animal, unless animals are otherwise allowed in the area.

Pleaserefertothe current Course Cataloganditsaddendaforthe most up-to-dateinformation
onthepolicies, procedures, etc.describedinthe preceding pages.

Pleasebeawarethatadditionsandchangestothe Catalogoccurfrequently. Pleasevisit
https://www.mi.edu/musicians-institute-course-catalog/ for updates and announcements.

Shouldyouhaveanyquestionsorconcernsregardingthisdocument, itsuse, rationale ormutability, please
contactMlI.

Thankyou for reading thisStudentHandbook. Theserulesand guidelines have been created
withonegoalinmind:To providethemaximum opportunityforallstudentstouse ourfacilities
ina positiveatmosphere, asfairlyaspossible. Please help ustomaintainthisenvironment for

the benefit of everyone.

We hopeyouhaveafunandsuccessful timeat MUSICIANS INSTITUTE!

—TheM I Staff, FacultyandLeadership
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