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Course Descriptions
Comprehensive Bartending Program (48 clock hours)

1. Module 1 (4 clock hours): Introduction to Bartending: Explore the rich history of
bartending and its role in the hospitality industry. Learn essential terminology, tools,
and techniques used in the profession. Develop a foundational understanding of the
bar environment and its unique culture.

2. Module 2 (4 clock hours): Beverage Knowledge: Delve into the world of beverages,
including spirits, wines, beers, and non-alcoholic options. Gain insights into production
methods, flavor profiles, and proper serving techniques for a wide range of drinks.

3. Module 3 (8 clock hours): Mixology Fundamentals: Master the art of mixology by
learning the principles of cocktail creation. Understand the balance of flavors,
ingredients, and presentation to craft exquisite and well-balanced cocktails.

4. Module 4 (4 clock hours): Essential Bartending Skills: Acquire hands-on skills in
drink preparation, glassware selection, garnishing, and efficient service. Develop
speed, accuracy, and professionalism behind the bar.

5. Module 5 (8 clock hours): Popular Cocktails: Dive into the world of classic and
contemporary cocktails. Explore iconic recipes, variations, and techniques to
confidently prepare a diverse array of popular drinks.

6. Module 6 (4 clock hours): Beer and Wine Service: Learn the nuances of serving and
pairing beers and wines. Develop expertise in draft systems, bottle service, and
recommendations that enhance the overall drinking experience.

7. Module 7 (2 clock hours): Customer Relations and Upselling: Hone interpersonal
skills for exceptional customer service. Discover strategies for engaging with patrons,
handling challenging situations, and effectively upselling drinks.
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8. Module 8 (2 clock hours): Bar Operations and Techniques: Gain insights into the
efficient management of a bar environment. Explore inventory control, ordering,
cleanliness, and organization to ensure smooth bar operations.

9. Module 9 (8 clock hours): Legal and Regulatory Knowledge: Understand the legal
responsibilities and regulations associated with bartending. Learn about alcohol laws,
age verification, responsible service, and maintaining a safe bar environment.

10. Module 10 (4 clock hours): Mock Service and Practical Training: Apply acquired

skills in a simulated bar setting. Engage in realistic scenarios, customer interactions,

and hands-on practice to build confidence and readiness for real world bartending.
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Tuition Refund Policy
1. Withdrawal and Refund Eligibility:

1.1 Students who wish to withdraw from the program must provide written notice to
the school's administration. The effective date of withdrawal will be the date the
written notice is received.

1.2 Refund eligibility is calculated based on the last date of recorded attendance as
documented by the school's attendance records.

2. Refund Schedule:

2.1 Prior to the start of the program: Students who officially withdraw before the
program start date are entitled to a full refund of tuition and fees paid.

2.2 Within the first week of the program: Students who officially withdraw within the first
week of the program are entitled to a refund of 75% of tuition and fees paid.

2.3 After the first week but before the second week of the program: Students who
officially withdraw after the first week but before the second week of the program
are entitled to a refund of 50% of tuition and fees paid.

2.4 After the second week of the program: No refunds will be provided for
withdrawals that occur after the second week of the program.

3. Calculation of Refunds:

3.1 Refunds are calculated based on the total tuition and fees paid by the student,
minus any non-refundable administrative fees and any applicable deductions as
outlined in this policy.

3.2 Refunds will be processed within 30 days of the effective withdrawal date.

4. Non-Refundable Fees:

4.1 Application fees, registration fees, and any other non-refundable fees are not
eligible for refund under this policy.

5. Special Circumstances:
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5.1 In cases of documented medical emergencies or other extenuating
circumstances, the school may review refund requests on a case-by-case basis.

6. Third-Party Funding:

6.1 If a third party, such as an employer or government agency, pays tuition on
behalf of the student, refunds will be issued to the third party in accordance with
their policies.

7. Enrollment Cancellation:

7.1 If the school cancels a program before its completion, students will receive a full
refund of all tuition and fees paid.

Schedule of Fees and Charges

Tuition Fees:

- Bartending Program Tuition: $850

- Management Program Tuition (if applicable): $250

- Master Mixologist Program Tuition (if applicable): $250

Student Activities and Services Fees:

- N/A

Laboratory and Practical Training Fees:

- Mixology Lab Materials Fee: $60

Rentals and Deposits:

- Textbook and Course Materials: $30 (Physical Copy only)

- Equipment Rental Fee (e.g., bar tools, glassware): $100 (refundable upon
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completion of the program and successful return of all rental items):

Late Fees:

- Late Tuition Payment Fee: $50

Interest Charges:

- Tuition Payment Plan Interest (if applicable): 5% per week

Miscellaneous Charges:

- N/A

Payment Methods:

Payments can be made via cash, check, credit card, or through approved financing
options ( such as cashapp or zelle). Payment plans are available for eligible
students.

Note:

All fees and charges are subject to change. Please refer to the most recent version of
the School Catalog or contact the school's administration for the most up-to-date
information on fees and charges.

Enrollment Dates
1. Course Start Date: Monday, September 30, 2024

Enrollment Deadline: Friday, August 19, 2024

2. Course Start Date: Monday, October 28, 2024

Enrollment Deadline: Friday, September 16, 2024
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3. Course Start Date: Monday, December 2, 2024

Enrollment Deadline: Friday, October 21, 2024

4. Course Start Date: Monday, January 6, 2025

Enrollment Deadline: Friday, November 25, 2024

5. Course Start Date: Monday, February 3, 2025

Enrollment Deadline: Friday, December 23, 2024

6. Course Start Date: Monday, March 3, 2025

Enrollment Deadline: Friday, January 20, 2025

7. Course Start Date: Monday, April 7, 2025

Enrollment Deadline: Friday, February 17, 2025

8. Course Start Date: Monday, May 5, 2025

Enrollment Deadline: Friday, March 24, 2025

9. Course Start Date: Monday, June 2, 2025

Enrollment Deadline: Friday, April 21, 2025

10. Course Start Date: Monday, July 7, 2025

Enrollment Deadline: Friday, May 19, 2025

11. Course Start Date: Monday, August 4, 2025

Enrollment Deadline: Friday, June 23, 2025
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12. Course Start Date: Monday, September 8, 2025

Enrollment Deadline: Friday, July 21, 2025

Requirements for Admission

1. Age Requirement: Students must be at least 19 years old to attend the program. Keep in
mind due to the legal drinking age in the United States, students seeking employment as a
bartender must be 21 years of age or older.

2. Educational Background: A high school diploma or equivalent (such as a GED) is ideal for
admission but is not a requirement.

3. Legal Requirements: Students shall meet any and all legal requirements to work with
alcoholic beverages which include, but is not limited to, being of legal drinking age in Ohio (21
years) and having the legal right to work in the United States.

4. Application Form: Prospective students will need to fill out an application form with personal
information and contact details.

5. Proof of Identity: Students will need to provide a government-issued photo ID or driver's
license to verify their identity and age. Passport can be used if a government-issued photo ID
can not be furnished.

6. Interview or Orientation: An interview or orientation session to ensure that students are aware
of the program's expectations and content will be conducted upon the start of the 1st day of the
course.

7. Tuition and Fees: Prospective students should be prepared to pay the required tuition and
fees for the program. Financial aid options may be provided in the near future.

8. English Proficiency: Students will need to demonstrate a certain level of English proficiency
as the instructors and all the instruction material will be presented in that language.

9. Background Check: As the course training is related to serving alcohol responsibly at existing
bars/ restaurants/ event centers/ etc which could lead to full time employment upon graduation,
a background check may be conducted.

10. Physical Requirements: As this does not determine enrollment status, we still feel it
important that each student know they must have the ability to stand for extended periods of
time and be able to open liquor, beer, & wine bottles as well as carry/hold them when required.
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Graduation Requirements
1. Completion of Required Coursework: Students must successfully complete all
modules and coursework as outlined in the curriculum.

2. Minimum Attendance: Students are required to attend a minimum of 90% of the
scheduled classes and practical sessions. Failure to meet this attendance
requirement may result in ineligibility for graduation.

3. Practical Skills Proficiency: Students must demonstrate proficiency in practical skills,
including mixology techniques, drink preparation, customer service, and bar operations,
as assessed by instructors and evaluators.

4. Examinations and Assessments: Students must pass all written exams, practical
assessments, and evaluations conducted throughout the program, achieving a
minimum score of 80% to demonstrate comprehensive understanding of the material.

5. Professionalism and Ethical Conduct: Students are expected to uphold the highest
standards of professionalism, ethics, and customer service throughout the program.
Any violations of conduct may affect eligibility for graduation.

6. Attendance at Professional Development Sessions (if applicable): Students enrolled
in the entrepreneurship track must attend all scheduled professional development
sessions related to business planning, marketing, legal considerations, and customer
relations.

7. Completion of Practical Training: Students must successfully complete the Mock
Service and Practical Training module, demonstrating competence in real-world bar
scenarios and customer interactions.

8. Submission of Business Plan (if applicable): Students pursuing the
entrepreneurship track must submit a comprehensive business plan that outlines
their independent bartending business concept, target market, financial projections,
and marketing strategies.

9. Tuition and Financial Obligations: All tuition fees and financial obligations must be
settled before graduation. Students with outstanding balances may not be eligible for
graduation until the obligations are fulfilled.

10. Overall Academic Standing: Students must maintain a satisfactory overall academic
standing throughout the program, avoiding academic probation or dismissal due to
unsatisfactory progress or conduct.

11. Participation in Graduation Ceremony: Students are encouraged to participate in the
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official graduation ceremony to celebrate their achievements and receive their
certificates.

Student absences & tardiness Policy
1. Attendance Expectations:

1.1 Regular attendance is vital for successful completion of the program. Students are expected
to attend all scheduled classes, practical sessions, and assessments.

1.2 Excessive absences, tardiness, or leaving class early may impact your
understanding of course content and practical skills.

2. Absence Notification:

2.1 In case of absence, students are required to notify the school's administration or instructors
as soon as possible, preferably before the class begins.

2.2 Absence notifications should include the reason for absence and an expected date of return.

3. Makeup Work and Missed Assignments:

3.1 Students who miss a class, assessment, or practical session are responsible for making up
the missed work and assignments.

3.2 Makeup work should be completed within 3-5 days from the date of absence, unless
otherwise specified by the instructor.

3.3 It is the student's responsibility to arrange makeup work with the instructor and catch up on
missed material.

4. Tardiness:

4.1 Punctuality is crucial. Students should arrive on time for all scheduled classes and

sessions. 4.2 Students who arrive late may miss important course content and

practical demonstrations.

5. Leave of Absence:

5.1 Students who anticipate a prolonged absence due to extenuating circumstances (e.g.,
medical reasons, family emergencies) may request a formal leave of absence.

5.2 Leave of absence requests should be submitted in writing to the school's administration.
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Approvals will be granted on a case-by-case basis.

6. Academic Impact:

6.1 Excessive absences or incomplete makeup work may affect your overall academic
standing and eligibility for graduation.

6.2 Students are responsible for obtaining any notes, materials, or assignments missed
during an absence.

7. Professionalism and Responsibility:

7.1 Students are expected to demonstrate professionalism by attending classes, arriving on
time, and actively participating in all learning activities.

7.2 Consistent attendance and active engagement contribute to a positive learning
environment and enhance your bartending skills.

Disciplinary Action Policy
1. Unsatisfactory Work:

1.1 Students are expected to maintain satisfactory academic progress and
consistently demonstrate a commitment to learning and improvement.

1.2 Unsatisfactory work includes consistently failing assessments, assignments, or
practical evaluations, or not meeting the required standards of skill proficiency.

1.3 In cases of unsatisfactory work, students will be provided with
opportunities for remediation, additional support, and guidance to improve
their performance.

2. Attendance:

2.1 Regular attendance is essential for successful completion of the program.
Excessive absences may hinder a student's ability to master the required skills
and knowledge.

2.2 If a student's attendance falls below the amount stated in the Attendance Policy, the
student may be subject to suspension or termination.

2.3 Students on suspension due to attendance issues will be provided with a clear
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plan for reinstatement, which may include attending makeup sessions or
completing additional assignments.

3. Disciplinary Issues:

3.1 Students are expected to always conduct themselves in a professional and
respecƞul manner, both within the school premises and during any
school-related activities.

3.2 Disciplinary issues include but are not limited to disruptive behavior, disrespect
towards instructors or peers, violation of the school's code of conduct, or engaging in
any activities that compromise the school's reputation.

3.3 Disciplinary actions will follow a progressive approach, starting with verbal warnings,
written warnings, and potential suspension if the behavior persists.

4. Suspension:

4.1 Suspension is a temporary removal of a student from the program due to
unsatisfactory work, attendance issues, or disciplinary concerns.

4.2 The duration of suspension will be determined based on the severity of the issue
and may range from 1 day to 3 days.

4.3 During suspension, students will be required to adhere to a reinstatement plan,
which may include attending remedial sessions, submiƫng written reflections, or
meeting with school administrators.

5. Termination:

5.1 Termination is the permanent removal of a student from the program due to
persistent unsatisfactory work, chronic attendance issues, or severe disciplinary
violations.

5.2 Termination decisions will be made in consultation with school
administrators and instructors, and students will be provided with written
notice of the decision.

5.3 Termination may result in forfeiture of tuition and fees, as outlined in the school's
Tuition Refund Policy.
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6. Appeal Process:

6.1 Students have the right to appeal a suspension or termination decision by
submiƫng a written appeal to the school's administration within 1 month of receiving
the decision.

6.2 The appeal process will involve a review by a designated appeals committee,
and the committee's decision will be final.

Grading Policy
Students will be graded primarily on a pass or fail basis, with the exception of the written
examinations which will be based on the standard grading scale from A (Excellent)-F
(Unsatisfactory), and will be based on the following.

- Written Exams: Graded based on accuracy, depth of knowledge, and clarity of communication.

- Practical Assessments: Evaluated on technique, accuracy, presentation, and adherence
to industry standards.

- Assignments and Projects: Assessed on creativity, effort, completeness, and adherence to
instructions.

- Attendance and Participation: Reflects regular attendance, active engagement, and respecƞul
behavior in class.

Satisfactory Progress Policy
1. Definition of Satisfactory Progress:

1.1 Satisfactory progress refers to a student's successful and timely completion of
coursework, assignments, assessments, and practical training in accordance with the
established curriculum and program requirements.

1.2 Satisfactory progress also encompasses maintaining a minimum level of academic
performance, attendance, and adherence to the school's code of conduct.

2. Progress Evaluation:

2.1 Progress will be evaluated on an ongoing basis throughout the program to ensure that
students are meeting the expected learning outcomes and skill proficiency benchmarks.

2.2 Instructors will provide feedback, grades, and assessments that indicate a student's
progress in each module of the program.
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2.3 At specified intervals, students will receive formal progress reports that outline their current
standing and any areas that require improvement.

3. Minimum Academic Standards:

3.1 To maintain satisfactory progress, students must maintain a minimum overall average
grade of C across all modules.

3.2 Students who fall below the minimum average grade may be placed on academic probation
and will be provided with additional support and opportunities for improvement.

3.3 Academic probation will be reviewed periodically, and students will be required to
meet with instructors or advisors to discuss their progress and develop a plan for
improvement.

4. Attendance Requirements:

4.1 Regular attendance is a critical component of satisfactory progress. Students must attend a
minimum of [designated attendance percentage] of scheduled classes and practical sessions.

4.2 Excessive absences may result in academic probation and may impact a student's ability
to achieve satisfactory progress.

5. Remediation and Improvement:

5.1 Students who demonstrate areas of weakness or need improvement in specific
modules will be provided with opportunities for remediation.

5.2 Remediation may include additional assignments, makeup work, tutoring sessions, or
practical training to address identified deficiencies.

5.3 It is the student's responsibility to actively engage in the remediation process and seek
assistance when needed.

6. Probation and Termination:

6.1 Students who fail to meet the minimum academic and attendance standards after a
period of academic probation may face suspension or termination from the program.

6.2 Termination decisions will be made in consultation with school administrators and
instructors and will be communicated to the student in writing.

7. Appeal Process:



P a g e | 16

7.1 Students have the right to appeal any decision related to satisfactory progress, academic
probation, or termination.

7.2 Appeals must be submitted in writing to the school's administration within 1 month of
receiving the decision.

7.3 The appeal process will involve a review by a designated appeals committee, and the
committee's decision will be final.

Conditions of Re-Entrance
1. Evaluation and Improvement Plan:

1.1 Students who have been dismissed or suspended due to unsatisfactory
progress will be required to meet with school administrators to discuss their
situation.

1.2 During this meeting, an evaluation of the student's academic and performance
history will be conducted to identify areas of concern and opportunities for
improvement.

1.3 An individualized improvement plan will be developed in collaboration with the
student, outlining specific actions and goals to address the issues that led to the
dismissal or suspension.

2. Remediation Period:

2.1 The student will be granted a designated period of time, typically 3-5 days, to
work on implementing the improvement plan and addressing the identified
deficiencies.

2.2 During the remediation period, the student may be required to complete
additional assignments, attend makeup sessions, or participate in focused
practical training.

2.3 The student's progress during the remediation period will be closely
monitored by instructors and school administrators.

3. Re-Evaluation and Re-Entrance:

3.1 At the end of the remediation period, the student's progress and adherence
to the improvement plan will be evaluated.
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3.2 If the student demonstrates substantial improvement and meets the conditions
outlined in the improvement plan, they may be eligible for re-entrance into the
program.

3.3 Re-entrance will be considered based on a comprehensive assessment of the
student's commitment, effort, and ability to meet the required standards.

4. Probationary Period:

4.1 Upon re-entrance, the student may be placed on a probationary period, during
which their progress will be closely monitored.

4.2 The student must maintain satisfactory progress and adhere to the conditions set
forth in the re-entrance plan to successfully complete the probationary period.

5. Continued Support:

5.1 During the probationary period, the student will have access to additional support,
such as academic advising, to ensure their continued success.

5.2 The school will work collaboratively with the student to provide guidance and
resources for ongoing improvement.

6. Re-Entrance Decision:

6.1 The final decision regarding re-entrance will be made by school administrators
based on the student's performance during the remediation and probationary periods.

6.2 If the student successfully meets all conditions and demonstrates a commitment
to their academic and practical development, they may continue their studies in the
program.

Grievance Procedure
Purpose:

The Grievance Procedure provides a fair and transparent process for students to
address concerns, complaints, or grievances related to their experience at [Your
School Name]. We are committed to promptly addressing and resolving any issues
that may arise during your educational journey.
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Steps of the Grievance Procedure:

1. Informal Resolution:

Students are encouraged to first discuss their concern with the relevant instructor,
program coordinator, or school administrator. This step allows for an informal
resolution and an opportunity to address issues directly.

2. Formal Written Complaint:

If the issue remains unresolved after discussing it informally, students may submit a
formal written complaint to the school. The complaint should include a clear
description of the concern, relevant details, and desired resolution.

3. Internal Review:

Upon receipt of the formal complaint, the school's administration will conduct a
thorough review. This may involve gathering additional information, interviewing
involved parties, and evaluating any supporting documentation.

4. Decision and Resolution:

The school will provide a written response to the student within 2 days of receiving the
formal complaint. The response will outline the findings of the review and any actions
taken to address the concern.

5. Appeal to Ohio State Board:

If the student is not satisfied with the resolution provided by the school, they have the
right to contact the Ohio Board of Career Colleges and Schools for further review. The
contact information for the Ohio Board is as follows:

Ohio Board of Career Colleges and Schools

Toll-Free Telephone: 877-275-4219

Address: 30 Broad Street, 24th Floor, Suite 2481, Columbus, OH 43215
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6. Timely Resolution:

Every effort will be made to ensure a timely and efficient resolution to all grievances.
The school is committed to addressing student concerns promptly and maintaining
open lines of communication throughout the process.

Confidentiality:

All grievances will be treated with the utmost confidentiality, and information related
to the grievance will only be shared with individuals directly involved in the
resolution process.

Non-Retaliation:

Students have the right to submit grievances without fear of retaliation. The school
strictly prohibits any form of retaliation against a student who files a grievance in
good faith.

Academic Calendar
Comprehensive Bartender Certification Program

October 2024 - December 2025

October 2024:
- Course 1: Start Date: September 30, 2024 | End Date: October 18, 2024

November 2024:
- Course 2: Start Date: October 28, 2024 | End Date: November 15, 2024

December 2024:
- Course 3: Start Date: December 2, 2024 | End Date: December 20, 2024

January 2025:
- Course 4: Start Date: January 6, 2025 | End Date: January 24, 2025

February 2025:
- Course 5: Start Date: February 3, 2025 | End Date: February 21, 2025

March 2025:
- Course 6: Start Date: March 3, 2025 | End Date: March 21, 2025

April 2025:
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- Course 7: Start Date: April 7, 2025 | End Date: April 25, 2025

May 2025:
- Course 8: Start Date: May 5, 2025 | End Date: May 23, 2025

June 2025:
- Course 9: Start Date: June 2, 2025 | End Date: June 20, 2025

July 2025:
- Course 10: Start Date: July 7, 2025 | End Date: July 25, 2025

August 2025:
- Course 11: Start Date: August 4, 2025 | End Date: August 22, 2025

September 2025:
- Course 12: Start Date: September 8, 2025 | End Date: September 26, 2025

October 2025:
- Course 13: Start Date: October 6, 2025 | End Date: October 24, 2025

November 2025:
- Course 14: Start Date: November 3, 2025 | End Date: November 21, 2025

December 2025:
- Course 15: Start Date: December 1, 2025 | End Date: December 19, 2025

Note: Due to Observed Holidays in the United States of America, the following days will not
have any class sessions. In the event that a scheduled course falls on a holiday, the course
dates will be pushed backwards/forwards. Please pay close attention to the start/end dates.

Observed Holidays

1. New Year's Day - January 1 (along with new year’s eve)
2. Martin Luther King Jr. Day - Third Monday in January

3. Presidents' Day - Third Monday in February
4. Memorial Day - Last Monday in May

5. Independence Day (4th of July) - July 4
6. Labor Day - First Monday in September

7. Columbus Day - Second Monday in October (not observed in all
states)

8. Veterans Day - November 11
9. Thanksgiving Day - Fourth Thursday in November (along with day before and day

after)
10. Christmas Day - December 25 (along with Christmas eve)
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Faculty List
LaShaunda Stubblefield (Instructor) Bar Manager | Certified Mixologist | Safe Serve

Certified Emmanuel Ivenso Jr. (Director) Bar Manager | Certified Mixologist


