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INTRODUCTION 

 
 

This Student Handbook is an official repository of all college policies and procedures, and should serve as 
your main resource for college operations, facility policies, registration and academic policies, student 
services, and all other policies and procedures that may impact you as a student of California College of 
Music (CCM) in conjunction with the General Catalog and mandatory Student Orientation. 

 

College policies and procedures apply to all enrolled students attending any CCM curricular program, 
including but not limited to: Music Performance degree and certificate programs, Artist Development 
Certificate programs, and the Preparatory Quarter.  

 

CCM reserves the right to change or update policies and procedures policies as necessary. Minor policy and 
procedural changes will be posted directly to the Student Handbook. You are encouraged to regularly visit 
this resource on our college website at ccmcollege.com/student-portal/. When major changes occur, the 
College Administration Team will post updates on the Student Bulletin Board in the Student Lounge, and 
send announcements via e-mail, the main mode of communication between faculty, staff, and students.  

 

At any time you have questions or concerns regarding the policies or procedures of the College or wish to 
discuss your program and other curricular issues, or code of conduct violations, do not hesitate to approach 
a College Administration Team member in the Administration Office located at the front of the building or 
send them a private e-mail. They are all here to assist in your growth and development, getting you one step 
closer to achieving your musical aspirations! 
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OUR MISSION, VISION, & OBJECTIVES 

 

"Our mission is to educate musicians effectively, empowering them with the knowledge, skills, and 
confidence to express themselves dynamically through modern popular music. 

Our vision is to create an inspiring, diverse, and inclusive higher education space in which students, faculty, 
and members of the community may gather together to study, create, perform, record, and share music. 

STUDY: When we study modern popular music, we research the techniques that have shaped music that has 

had wide appeal across contemporary populations through its inherent memetic value. Institutional assets 

such as our Anthology of Popular Music, our Library and Record Collection, our Ensemble Repertoire Lists, 

and our Chord Symbology Style Guide exist in order to guide, model, and inform experiential and explorative 

processes without seeking to restrict or delimit the popular music space. 

CREATE: When we compose new music, we create unique artistic capital which has the power to transform 

lives both economically and emotionally. We pledge to respect all forms of intellectual property regardless of 

style or content, and remain non-judgmental towards the process and product of others. 

PERFORM: When we perform popular music, we engage openly with a public listenership in an attempt to 

connect over shared human experience. We pledge to seek new avenues for live performance that question 

existing models, trouble the status quo where necessary, and connect audiences of disparate backgrounds 

across temporal and geographical boundaries. 

RECORD: We believe that the primary performance space for modern popular music is the recording studio. 

The recorded master is the truest representation of an original composition meant for mass appeal, and 

therefore we seek to provide excellent studio spaces for sonic experimentation and invention in which new 

musical recordings can be arranged, engineered, produced, mixed, and mastered. Through outstanding 

mentorship in studio craft, etiquette, and process, all of our students develop recorded material meant to 

catalyze their musical futures. 

SHARE: As Nietzche famously wrote, "Without music life would be a mistake." Indeed, access to music and 

the other arts is intrinsic to a high quality of life. Popular music has the power to incite happiness and 

enjoyment of life, enrich and sustain our individual lives, create community, and even to help heal and 

forgive. At the end of the day, as scholars of popular music, we recognize that our music exists not only for 

our fellow musicians and academics to analyze and consume, but for all people everywhere (including non-

musicians) to enjoy and integrate into their lives. For this reason, the sharing and wide distribution of our 

music is essential, and we must examine the evolving modalities in which music is successfully 

disseminated in the modern age." 
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COLLEGE ADMINISTRATION TEAM 

 
Dean & Chief Academic Officer  

Daniel G. Brummel, M.M. -- danielb@ccmcollege.com 

As the Chief Academic Officer of the College, the Dean is responsible for structuring all academic programs, 
hiring and supervising all personnel, allocating budgets, and supervising the administrative affairs led by the 
Director of Administration. The Dean not only develops and evaluates all educational curricula and 
instructional delivery, but communicates the vision and goals of the college to the faculty, staff, community 
and all professional bodies. He researches policy, advises all administration on how to comply with local, 
state, federal, and accreditation standards, and works closely with school oversight bodies to ensure full 
compliance with all required rules and regulations.  

Director of Education  
Chris R. Kapica, M.M. -- chriskapica@ccmcollege.com 

The Director of Education develops, manages, and leads all educational programs offered by the College. 
Duties include shaping and executing the curricula, developing teaching processes within the College to 
meet student needs, evaluating the College’s educational policies and procedures, and ensuring that all 
instructors understand and follow institutional policies and procedures.  

Director of Administration  
Lloyd Tayko -- lloyd@ccmcollege.com 

The Director of Administration manages the daily operations of the College, including instructor employment, 
maintaining student records, and scheduling courses. He ensures that all policies and procedures are 
adhered to by faculty, staff, and student, and is the lead coordinator and main liaison for all public 
performances and the successful operation of the College.  

Director of Admissions & Student Services  
Ashley H. Turner, M.M. – ashley@ccmcollege.com 

The Director of Admissions & Student Services is responsible for overseeing all aspects of student life and 
student services offered at the College, facilitating housing, hosting student orientation, maintaining student 
data, and providing academic and student advisement. She works directly with the Director of Administration 
to conduct and enforce college admissions policies and procedures.  

Outreach & Marketing Manager 
Melania Eissagholian – melania@ccmcollege.com 

The Outreach & Marketing Manager works directly with the Director of Administration to attract and establish 
connections with prospective students, local community members, and the general public. She is in charge 
of all recruitment and advertisement for the College, which includes managing social media pages, geo-
targeting regions for recruitment, promoting College events, and publishing quarterly newsletters.  
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COLLEGE OPERATIONS 

Below is all the information you will need regarding when and how California College of Music operates 
during the academic calendar year.  

Building Hours 
 

 

 

 

 

THE BUILDING IS CLOSED EVERY WEEKEND! 

Be sure to check the Academic Calendar frequently! CCM observes all federal holidays which include: 
Veteran’s Day, Martin Luther King Jr. Day, President’s Day, Memorial Day, Independence Day, Labor Day, 
Thanksgiving Day (plus the day after), Christmas Day, and New Years Day.  

Reference the Academic Calendar for a complete list of important dates and quarterly breakdowns. All 
students have access to the Academic Calendar through the California College of Music website as well as a 
printed PDF copy provided at Student Orientation and in the Administration Office. Important dates to be 
aware of include: 

• First Day of Instruction 
• Federal Holidays 
• Last Day to Add or Drop/Withdraw from a Course 
• Quarterly Concerts and other sponsored events, and the 
• Last Day of Instruction  
• Break weeks. 

Classes at CCM are held Monday through Thursday only between 9:00 am and 6:00 pm, where Friday is 
reserved for Administrative purposes. You are encouraged to use the facilities on Friday for rehearsal, 
practice, homework, and asking faculty and staff questions concerning your program, classes, or other 
responsibilities.  

If the schedule permits, CCM strives to host Campus Hour and Tutoring Sessions during the course week. 
Any course offered during a quarter will not be scheduled during this time frame; instead, campus hour is 
reserved for faculty/staff meetings as well as any student club activities and social events.  

 

The building is open 

Monday through Friday 

8:00 a.m. – 8:00 p.m. 

The Administration Office 

Monday through Friday 

8:00 a.m. – 6:00 p.m. 



 

6 

Modes of Communication 
E-MAIL is the primary mode of communication between the College faculty, staff, and students. On 
occasions, the Administration may need to contact you via phone. Therefore, during Student Orientation you 
must fill out the Emergency Contact & Health Insurance Information Form which will include: 

• Your Name 
• Your LOCAL Address 
• Your LOCAL Phone Number 
• Primary & Secondary Emergency Contact 
• (Optional) Health Insurance Information 

CHECK YOUR E-MAIL DAILY! You are required to stay current in your classes and on College updates, when 
necessary, be sure to respond to faculty or administration acknowledging that you received the updated 
information. The Administration is not responsible for lack of communication regarding updates. 

NO E-MAIL? OR NOT RECEIVING E-MAILS? Be sure to sign-up for a free GMAIL account immediately (no later 
than Student Orientation). Double check your spam or junk folders first before claiming you did not receive 
an e-mail from a faculty or staff member.  

CHANGED YOUR E-MAIL/PHONE/ADDRESS? Notify the Administration Office immediately and fill out the 
Student Contact Information Update Form by visiting: ccmcollege.com/forms/.  

ADMINISTRATIVE E-MAILS 
MAY CONCERN 

FACULTY E-MAILS 
MAY CONCERN 

Important Announcements Coursework 

Facility/Event Updates Class Updates 

Schedule Changes Absences 

Financial Information Questions 
 

Student Computing & Technology Information 

As a student of CCM, you have full access to our state-of-the-art computer and technology room. There are 
14 Mac computers, MIDI keyboards, and audio interfaces. Treat the equipment with respect and care. If any 
student is reported misusing the computers, he or she will be asked to cease and if it continues, may lead to 
disciplinary action.  

In order to use these computes you will need the following information:  

WI-FI NETWORK LOGIN INFO TECH LAB COMPUTER LOGIN INFO 

Network: CCM Username: student 
Password: ccmcollege Password: ccmcollege 
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IF YOU USE A COLLEGE COMPUTER, IT MUST BE SHUT OFF AFTER USE! 

All College owned computers revert to their default state upon shutdown. No data will be saved. To retain 
your data, you must save your documents, projects, audio recordings, homework, or anything else on to a 
personal flash drive before leaving your workstation. Any deleted information is at your responsibility and 
may not be used as an excuse in any college course.  

Additionally, do not remove any items found in either the Music Technology Room or the Student Recording 
Studio. All technology, equipment, and furniture must remain in these two rooms unless prior approval from 
the Director of Administration has been granted.  

Copyright Infringement 

California College of Music adheres to the United States copyright law (Title 17, U.S. Code) which governs the 
making of photocopies and the reproduction of copyrighted material.  

UNDER NO CIRCUMSTANCES  

1. Do not download any programs, illegal or otherwise.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
2. Do not rip songs, videos, or any copyrighted content from the internet. 
3. Do not use the computers to plagiarize your work.  

Student Lounge 
We want all our students to have the opportunity to find a place on campus where they can escape the rigors 
of collegiate curriculum. Therefore, you have full access to the Student Lounge during building hours to 
socialize, have a food break, relaxation, and more.  

As a student of CCM, you can use the College’s full size fridge, microwave, couch, magazines, chairs, table, 
cutlery, and miscellaneous dishware. Since the refrigerator and microwave are used by faculty, staff, and 
student alike, 

LET’S KEEP OUR SPACE CLEAN! 

Any items left in the refrigerator at the end of the day Friday (4:00 pm) will be discarded. This will include 
food, containers, beverages, or any other loose garbage found in the lounge area. If you explode or spill your 
food while using the microwave, we ask that you clean up after yourself.  

Lost & Found 
In order to keep our community clean, we ask that you pick up after yourself. If there is an instance that you 
leave a personal item behind in a classroom, practice room, ensemble rehearsal space, recording studio, or 
the student lounge, there is no guarantee it will be there upon your return.  

Be sure to take your belongings with you! 

Should you leave something behind, you can check with the Administration Office to see if anything has been 
turned in. Any item left in the Lost & Found will be tossed out at the end of the quarter.  
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Photography & Videography Usage 

At the end of Student Orientation, all students will be asked to sign a Likeness Agreement that gives the 
College the ability to obtain permission to use your photo or other images for official promotional purposes. 
Please be advised that if you do not want your likeness to be used, please notify the College Administration 
Team immediately before you sign this document.  

California College of Music enjoys showcasing the natural, “life style” image of all students present during a 
quarter!  From still shots to video footage, you might see someone taking pictures during: 

• Student Orientation/Graduation  
• Classroom time (prior notice will always be given!) 
• Randomly during practices, rehearsals, or even the hallways 
• Artist Clinics and workshops 
• Quarterly Concerts or any performances hosted by the College. 

Various outlets you can expect to see your image being used would include, but are not limited to, the main 
CCM website, social media, advertisements, film, newsprints, fliers, and brochures. 

Social Media 

In this modern century, social media is a huge outlet for the modern music industry in order to express 
music, innovative thoughts, or simply to reach out to rest of the world. Therefore, our Marketing Coordinator 
manages sites like Twitter, Facebook, and Instagram in order to highlight news, events, students, alumni and 
faculty spotlights, and more from California College of Music! 

If you elect to sign the Likeness Agreement, you may be asked to perform a piece or pose for a photo to use 
on social media. For example: in remembrance of Michael Jackson’s birthday, students were ask to sing a 
small clip of his most popular songs which were compiled into a collage video. Other instances included a 
boomerang of four students walking across a Pasadena Rose Walkway just like the Beatles walking across 
Abbey Road or a carousel of students working on various projects.  

Do you have social media? 

It would be awesome if you could follow and tag us on your social media platforms when you post a 
performance, picture, or project. We want to grow a community and showcase everything this school can 
offer and often times that starts with you, our amazing students who are about to enter the music industry. 
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FACILITY POLICIES 

The following shall define the rules and procedures to ensure a proper day-to-day operational management 
and functionality of the College facilities. It is our goal to keep a clean and safe environment for all students. 
A healthy environment will promote healthy study practices! 

Parking Policy 
There are 6 parking spaces available in the Student Parking Lot located BEHIND the building. ON a FIRST 
COME, FIRST SERVED BASIS, Student Parking Passes are available for $20.00 per quarter. Upon purchase, 
you will receive a parking pass that must be visible at all times when parked in the back lot.  

Students are not allowed to park in the front lot at any time! 

Ample parking is available on the surrounding streets near the College. Be sure to abide by all city parking 
restrictions if you choose to use this method. Many zones are designated with a 2-hour limit, but all-day 
street parking is available on certain streets within walking distance. 

If your car is parked in the front lot or you park in the student lot without a parking pass, you will be charged 
a $20.00 CCM Parking Ticket per each offense. Be sure to either park off site or purchase a parking pass to 
avoid those tickets!! 

Student Parking Lot Gate Code: 1753 

- The gate must remain locked at all times for everyone’s safety 
- To unlock: push hard into the lock and then pull to release! 
- To lock: switch the gate code only after the mechanism has been re-inserted. 

 

Have a bike? 

There are ample bike racks located in the Student Parking Lot. To promote healthy transportation and the 
environment, you do not need a parking pass to use the bike racks. However, do not leave your bike 
overnight or over the weekend. The College cannot guarantee your bike will be there upon your return. It is 
also highly recommended to use a U-Lock instead of cable locks for safety against bike theft.   

Please do not lock your bike to the ladder attached to the building or the fence by the front entrance in case 
of emergencies or maintenance. If we do not know who the bike belongs to, it will be dismantled and 
removed from the premises immediately. 

Do not bring your bikes inside the building at any time! 
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Classroom Policies 
The following is a list of standard procedures all students are asked to follow.  In order to maintain a clean 
facility, it is important that we work together to take care of all the equipment.  

• Do not leave personal belongings and trash anywhere on campus – practice rooms included. They 
will be removed at the end of the day. 

• Do not sit or leave personal items (including bottled water) on college-owned amplifiers and 
equipment at any time. Students will be held accountable if equipment breaks.  

• Turn off college-owned amplifiers, mixing boards, keyboards, and computer equipment after use.  
• Food and beverages are only allowed in the Student Lounge. 
• If items are moved around or removed from their designated area, they must be returned. 
• Uphold the Student Code of Conduct.  

Food & Beverages 

Absolutely NO FOOD OR DRINKS (except bottled water) are allowed in ANY room on campus except for the 
Student Lounge. This includes candy, snacks, iced coffees in containers, etc. It takes one accident to spill 
sticky material or leave behind crumbs in any of the classrooms, rehearsal spaces, and studios. This can 
lead to broken equipment, ants, rodents, and more.  

If you see someone with something other than bottled water, kindly remind them or inform the instructor. 
Together we can keep a clean, workable environment. If any student is repeatedly eating and drinking 
outside the Student Lounge, he or she will be asked to cease and if it continues, may lead to disciplinary 
action. 

Standard Room Set-Up 

All rooms in the College have a default setting to ensure all faculty, staff, and students have access to the 
same equipment and usable space. When you left the room, did you check and:  

� Turn off the computer, MIDI keyboard, and audio interface? 
� Turn off all amps, mixers, and/or other power outage items? 
� Return the chairs, stands, and tables back to their original positions? 
� Arrange the room back to its default setting? (If you don’t remember, ask 

a professor or the administration, or look at the default setting diagram) 

Be responsible for yourself and respect the space around you. It is important to remember you are not the 
only person using these facilities. All students are asked and held accountable for returning the room to its 
default setting after using it privately or with a group. 

Do not remove any items from a room without consulting a College Administration member! 

Items that cannot be removed from a classroom, practice room, or rehearsal space without prior consent 
would include: amps, microphones, microphone stands, chairs, cables, instruments, and platforms. In the 
instance an item is not returned or misplaced, the student last seen with that item may be held accountable 
for its replacement.  
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Hearing Safety 

Protecting your hearing is essential when pursuing a profession that consistently exposes you to high levels 
of sound; most often for long periods of time during rehearsals, performances, and studio work. Therefore 

85 IS THE LOWEST DECIBEL WHERE YOU MAY EXPERIENCE HEARING DAMAGE! 

In the practice rooms and classrooms: do not set amplifiers above 85 decibels. In addition, be respectful of 
other musicians in adjacent rooms. Failure to comply may result in disciplinary action.  

In the Live Room: particularly with large band rehearsals, it is more than likely you will reach over 110 
decibels. You must wear ear plugs at all times during rehearsals and performances. If you do not have a pair 
at the start of rehearsal, you will be dismissed for the day.  

Always keep your Audio Equipment and Hearing Safety Guide on hand for reference! 

Gear & Equipment Rental Policy 
Be aware there is a required materials and gear list you will need to purchase and come to your classes 
prepared. However, in some cases you may need to check out equipment such as: microphones, adapters, 
cables, headphones, instruments, video camera, etc. All these items are available in the Administrative 
Office.  

Any required item you request has a limit of 2 checkouts per quarter. 

Ask a College Administration member and sign out the item in the Equipment Checkout Binder. With the 
exception of the DSLR camera, only students enrolled in class that requires high resolution footage will be 
allowed to check the item out for a maximum of 3 hours per day. All items must be returned before 6:00 pm 
Monday through Friday when the Administration Office is open.  

Checked out items become your responsibility, including loss or damage. 

Library 
The College Library has holdings of more than 1,000 books, magazines, scores, and song sheets from the 
popular music canon and beyond. The searchable library database can be accessed at: 

ccmcollege.com/library 

Most books, magazines, and scores are considered regular circulations. You may check out up to 10 items 
at any given time for a period of 3 weeks with a maximum of 2 renewals before they must be returned to the 
Library. If you fail to return any item from the library, you will be charged for its replacement. 

All reserve books are located in the locked white cabinet. They may not be checked out and must not leave 
the premises. To view them, ask the College Administration Team.  

For the time being the Library shall remained locked but WE ENCOURAGE YOU to use the Library to read, do 
homework, use the computer, or even to practice. This is on open space for you to use! 
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Reprographics Policy 
Personal photocopies or printing may be requested by bringing your documents and payment to 
Administration Office Monday through Friday by 4:00 pm. Documents (either Word Documents or PDF 
formats only) may also be emailed to printing@ccmcollege.com, and payment accepted upon pick-up.  

All personal photocopies and printing will be charged at the rate of 0.25 cents per page. Only cash in exact 
change will be accepted as payment. Any printing requested and paid for by the deadline mentioned above 
will be available for pick-up the following morning at 9:00 am at the latest.  

Do not ask to have your personal photocopies or printing to be done 
immediately. It is your responsibility to submit print requests early to 
provide ample time to be processed.  

Student photocopies of homework, coursework, projects, music charts (original or otherwise), or documents 
are considered personal photocopies. Do not ask your instructors to make personal photocopies for you.  

Alcohol, Drugs, Weapons & Smoking Policies 
Students are expected to dress and conduct themselves in a respectful and collegiate fashion while at the 
College facility. At the discretion of the administration, you will be dismissed from the building and/or 
expelled from the College for repeat offence for reasons including but not limited to: 

• Possession of drugs, alcohol, and/or weapons 
• Behavior creating safety hazards 
• Stealing or damaging property 
• Coming to class intoxicated or drugged 

SMOKING IS NOT ALLOWED! 

Smoking of any kind (tobacco, marijuana, etc) is prohibited on campus grounds. This includes the front 
entrance and the back parking lot by the table and chairs. Additionally, Pasadena City law dictates smoking 
is not allowed within 20 feet of any public entrance. 

Visitor & Alumni Policy 
Once you graduate, you are instantly apart of our vast alumni network and are encouraged to continue using 
the facilities to rehearse, the computers, and the student recording studio. As an alumni however, you will 
need to check in and out of the Administration Office upon entering the College. 

Based on availability, alumni are asked to avoid parking in the student lot and  
Instead, may park in the front of the building.  

The same goes for visitors. You are welcome to bring friends, parents, or other people to visit the College 
campus. We ask that you first stop by and introduce your visitors to the Administration Office and have them 
sign in and out of the Visitor Log.  

To keep our community safe, we need to know who is and is not in the building! 

All alumni will need to request to use the Live Room or any other rehearsal space. Current enrolled students, 
faculty, and staff will receive precedence.  
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ACADEMIC POLICIES 

The following information is intended to offer clarification on the rights and responsibilities of all enrolled 
students as well as protect the integrity of the College degree and certificate programs by providing fair and 
transparent guidelines, policies, and procedures.  

Quarter System & Program Lengthss 
Before diving into curriculum, it is important to understand how California College of Music operates on the 
quarter system. A quarter consists of the following: 

SPRING 2019 (SP19) 
Start: April 8, 2019 

“A” Quarter 

SUMMER 2019 (SM19) 
Start: July 8, 2019 

“B” Quarter 

FALL 2019 (FA19) 
Start: October 7, 2019 

“A” Quarter 

WINTER 2020 (WN20) 
Start: January 6, 2020 

“B” Quarter 

10 WEEKS OF INSTRUCTION 

1 WEEK OF FINALS, JURIES, & CONCERTS 

2 WEEK BREAK BETWEEN QUARTERS 

MIDTERMS OCCUR DURING WEEK 6 
ADVISEMENTS DURING WEEK 7 

 

Be aware only certain courses are offered in the “A” and “B” quarters. There are several required tiered level 
courses within the performance and artist development programs. All level 1 and 3 courses are offered in 
the “A” quarters and all level 2 and 4 courses are offered in the “B” quarters. In the instance a student fails 
a tiered level or a pre-requisite, that course will not be offered until two quarters later; this may cause 
program extension.  

All program requirements must be completed within a maximum time frame of 1.5 times (or 150% of) the 
normal program length, as measured in weeks of the academic calendar based on full-time enrollment. If 
you exceed the maximum time frame, you may be expelled from the College.  

PROGRAM PROGRAM LENGTH MAXIMUM TIME FRAME 
Apprentice 22 Weeks 33 Weeks 
Certificate or Artist Development 44 Weeks 66 Weeks 
Associate of Science 66 Weeks 99 Weeks 

 

Course Enrollment 
Both the official college schedule and registrar shall be open for you to review the Monday before the First 
Day of Instruction. At that time, you may begin requesting to add/drop courses to meet your minimum 
required credits as well as any electives. You will automatically be registered for required courses based on 
your program outline. If possible, try to finalize your schedule prior to the First Day of Instruction, Monday of 
Week 1. Any questions or concerns regarding schedule should be directed to either the Director of 
Administration or the Director of Student Services. 



 

14 

Last Day to Add/Drop 

All students will have until the Friday of Week 2 by 5:00 pm to either add or drop a course from their quarter 
schedule with no negative consequences. Courses dropped before this time will not count towards your total 
attempted credits, nor will they appear on an academic transcript. Courses dropped after will be considered 
withdrawn and will impact your overall grade point average (GPA).  

Courses cannot be added after this day! 

Student Forms for Changes after Enrollment 
After signing an Enrollment Agreement with the College, there may be instances where you need/want to 
change your status. The following forms are readily available in the Administration Office or online at 
ccmcollege.com/student-portal/ (password: inspire 42): 

Change of Address or Contact Information / Emergency Contact Information 

If you move or receive a new number during your program, you must fill out a change of address form. 

Change of Emphasis Request 

This form is for those who wish to change their emphasis in a current program.  
Be aware that any changes made could result in program extension.  

Change of Program Request 

This form is for those who wish to change their program.  
At the discretion of the administration, you may also be requested to fill-out another Online Application. 

Be aware that any changes made could result in program extension.  

Leave of Absence Request 

This form is for those who need to take an emergency leave of absence (maximum 2 quarters). 
Generally, these are only granted for unexpected circumstances such as health or family crisis. 

In addition to the request, you must provide substantial evidence of the necessity to leave. 
Upon return, you must meet with a Student Services Advisor to discuss progress towards completion.  

Student Absence Authorization Form 

This form is for those who need to take several weeks of in a quarter (maximum 3 weeks). 
Generally, these are only granted for performance or other major work opportunities. 

In addition to the request, you must discuss your absence with every instructor. 
Upon return, you must meet with a Student Services Advisor to discuss progress towards completion.  

Course Add or Drop/Withdrawal Form 

This form is for those who want to drop or withdrawal from a required course. 
Upon request, you must discuss your decision with a Student Services Advisor.  

Course Overload Request 

This form is for those who want to add classes which put the total quarter credit over 17. 
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Syllabi and Course Outlines 
On the first day of each course, you will receive a syllabus and weekly course outline. If you do not receive a 
syllabus from your instructor or the syllabus is not adequately covered in the first class meeting, contact a 
member of the College Administration Team immediately. All the information provided within the course 
syllabus will provide insight on how to pass the course and will serve as a baseline for you to know what will 
be taught/used to determine your overall grade for the course. Be sure to keep it on hand for future 
reference! 

The syllabus will provide the following: 

A description of the course 
Day(s) and time(s) of the course 
Instructor contact information 
A description of the course 
What to expect to learn by the end of the 
course 
Grading Criteria 
Required Textbooks & Materials needed 
Other important information regarding the 
content of the curse 

 

Grading 
The grading criteria for each course will be listed in the top left-hand corner of each course’s syllabus. 
Although grading criteria vary according to the type of course and the instructor’s discretion, the most 
commonly used structure used is as follows: 

• Attendance: 10% 
• Homework & Preparation: 20% 
• Midterm Exam: 30% 
• Final Exam (Project): 40% 

Final grades are assigned at the end of each quarter based on a combination of test scores, homework, 
participation, and attendance as well as a number of other determinant factors that will vary from course to 
course.  

Instructors will issue percentage grades for each course which will then be averaged to create your grade 
point average (GPA). Your GPA is the calculated average of all letter grades earned at the College divided by 
the total number of credits you attempted. You will receive two GPA’s - one for the quarter and a cumulative 
number that averages all attended quarters. Your GPA will play a significant role in your Satisfactory 
Academic Progress.   

What are course credits? 

College credits measure the number of applied hours that are recognized for successful completion of your 
program. For a lecture-based class, a credit hour typically constitutes one hour of instruction plus two hours 
of homework or independent practice. For ensembles, a credit hour represents two hours of in-class 
rehearsal and one hour of independent practice.  

The weekly course outline will show: 

Week-by-week statement of how the 
course will progress 
Information on homework assignments 
Reading assignments 
Exam dates & times 
 
Note** The weekly course outline will be 
subject to change at the instructor’s 
discretion. 
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In addition to the letter grades awarded at the completion of each course (as found in every course syllabus), 
here is a list of additional symbols that could appear on an official transcript: 

I 

Incomplete – due to extenuating circumstances, an instructor 
may elect to issue an incomplete for the course. If all required 
coursework is completed by the new assigned date not later 
than six months, the grade of “I” will be replaced with an earned 
letter grade. After that time, if no coursework is submitted, the 
“I” will revert to an earned grade of “F.”  

W 

Withdrawal – a mark of “W” will be issued if a course is dropped 
after the Last Day to Add/Drop Courses up until the last day of 
classes in Week 10. “W” will be counted as a grade of 0 and 
counts towards credit attempted but not received.  

AW 

Administrative Withdrawal – a mark of “AW” is granted upon 
completion of a repeated course which received the mark of 
“W”. The initial course will no longer count towards neither 
cumulative GPA nor credits attempted. 

AF 

Administrative Fail – a mark of “AF” is granted upon completion 
of a repeated course which received an “F” for a passing grade. 
The initial course will no longer count toward the cumulative GPA 
but will count towards credits attempted but not received.  

 

Required Textbooks, Materials & Gear 
At the beginning of a program (student orientation) and again each quarter (along with your course 
schedule), everyone will be presented with a Required Textbook, Materials & Gear List. YOU MUST COME TO 
CLASS PREPARED! All requirements must be with you on the first day of instruction, or at the very least, 
show documentation that your order has been placed.  

Do not pay full price if you can avoid it. Used copies are perfectly acceptable; however you must have your 
own copy of the book – no sharing with other students in your class! 

Instructors may drop you from the course if you do not come to class prepared after the Last Day to 
Add/Drop Courses. This includes not having required textbooks, materials, and gear as well as sharing any 
required items.  

Below is a list of audio equipment every musician must have for both the studio and stage settings: 

• Casio SA-46 (mini-keyboard) 
• Pair of ear plugs 
• Pair of ear buds, headphones, or in-ear monitors (SE215 recommended) 
• Headphone audio adapter (⅛” female, ¼” male) 
• Metronome or metronome app 
• Recording device (cell phone application acceptable) 
• Minimum 4 GB USB flash drive 

Approach getting the required materials and gear as investments towards your future! 
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Private Lesson Curriculum 

Private Lessons 

Private lessons provide you with individual instruction with active musicians in the modern music industry. 
You will receive 10, 60 minute, private lessons each quarter (1 per week), and perform a jury during Week 
11. At the end of every quarter, you will also get the opportunity to review faculty biographies and provide an 
instructor preference. 

24 HOUR NOTICE: If you must miss a scheduled private lesson due to an emergency only, you need 
to inform your instructor at least 24 hours or more prior to the start of the lesson.  

MAKEUPS: Makeup times for missed lessons must be scheduled directly with the instructor within 
one-week of the cancellation. It is at the instructor’s discretion whether or not they will make up your 
missed lesson and at a time that is convenient for his/her schedule.   

NO SHOWS: If you fail to show up to a scheduled private lesson without providing 24 hour notice, you 
forfeit the lesson and cannot reschedule. 

TARDIES: If you are less than 15 minutes late to your private less, you will receive only the remainder 
of the time with no extensions. If you are more than 15 minutes late, the instructor may forfeit your 
lesson automatically.  

Juries 

A music jury is a final performance by a student for a panel of jurors at the end of each quarter. Usually, the 
jurors will consist of the Dean, the Director of Education, and/or Departmental Chairs. They will review two 
major elements to determine your overall progress within the quarter and program: 

• SONG SELECTION(S) OF YOUR CHOICE 
• TECHNICAL EXERCISES 

BE SURE TO REVIEW YOUR JURY FORM! 

Jury forms are an essential part of the private lesson curriculum! They contain all the information needed in 
order to successfully prepare for the required technical exercises. Additionally, it is your responsibility to 
submit your jury form by Friday of Week 9 – NO EXCEPTIONS! Visit the student portal and fill out your jury 
form online. Before you fill out a jury form, make sure to consult your private instructor to confirm your 
course level.  

Jury times are permanent. 

• Juries are always held on the Thursday & Friday of Week 11 from 11:00 am to 2:00 pm. 
• Jury times will be posted no later than Week 10. 
• Unless for a medical emergency, do not make a jury time request or ask to re-schedule your time. 
• Flights are non-emergency. Plan ahead and do not book flights until after the last day of the quarter - 

Friday of Week 11 at 5:00 pm.  
• Working with other students? Make sure your group is aware of your scheduled jury times. No 

exceptions will be made based on other students’ schedules (unless for medical or familial 
emergencies). 
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JURIES ARE WORTH 50% OF YOUR PRIVATE LESSON GRADE! 

If you do not show up on time for your jury or fail to submit your jury form by the deadline, you will 
automatically receive a score of 0 and fail your private lesson course – this may lead to program extension.  

Practice Hours 

Every student who is enrolled in the M100 Private Lesson course must complete a minimum of 50 recorded 
hours of dedicated practice per quarter. Practice Hours help ensure that you are prepared for weekly private 
lessons and are working consistently towards improving your musicianship and preparing for your jury. They 
are worth 30% of your private lesson grade! 

      

• To receive credit for practice hours, log in and out using the Practice Log Scanner at the entrance of 
the Administration Office during Week 1 through Week 10.  

• Logged time during finals week will not count towards your overall completion! 
• If you log in and forget to log out, the Practice Log Scanner will not count your practice hours.  
• Practice hour tallies are posted at the beginning of every week for you to track your progress.  

BE HONEST WITH YOURSELF! 

Use the required practice time for your instrument not lunch, social visits, or doing homework. This is your 
time to learn how to work on and enhance your technique, musicianship, and overall progress. The only way 
you can get better is if you practice. 

Attendance Policy 

Absences 

There are two types of absences: excused and unexcused. Absences may only be excused at the discretion 
of the instructor and with 24 hours or more notice. Having too many unexcused absences gives your 
instructor the option to drop you from the course automatically. This could lead to program extension! 

Excused absences ONLY include medical or family emergencies. In order to receive an excused absence, you 
must provide either a doctor’s note or family note to your instructor. Sending an email or calling the 
Administration Office will not automatically excuse you from class.  

Unexcused absences include everything else – no exceptions!  

In a course that meets once a week – max 2 unexcused absences 
In a course that meets twice a week – max 4 unexcused absences 

In order to maintain Satisfactory Academic Progress all students must attend at least 80%c class hours in 
every course during each quarter. If you exceed 20% unexcused absence in any course, you will be placed 
on Academic Probation. It is your responsibility to meet and discuss with your instructor(s) on missed 
information when absent from a class. 

Minimum 
5 hrs of 
Practice 

per week

10 Weeks
Minimum 
50 hrs of 
Practice
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Tardies & Early Departures 

Students are expected to be on time for all classes, appointments, and any required class activities. When 
you arrive to class late you have not only missed part of the day’s lesson but also disrupt the instructor and 
classmates. All tardies and early departures from class will be considered unexcused absences and count 
towards your overall attendance for the quarter. Therefore: 

For every 2 Tardies / Early Departures = 1 Unexcused absence 

Tardies and early departures can quickly add up, especially for morning classes. Avoid tardies by arriving to 
class early. In the instance you must leave class early, make sure to inform your instructor beforehand. If you 
should arrive after more than half the class time has passed, this shall count as an unexcused absence. 

Program Completion 
In order to complete a certificate program or graduate from a degree program from the College, all students 
will need to complete the following within the maximum time frame of their program: 

1. Accumulate the minimum number of required credits for the designated program 
• Apprentice in Music Performance: 30 Credits 
• Certificate in Music Performance/Artist Development: 60 credits 
• Associate of Science in Music Performance: 90 credits 

2. Complete all required program courses (outlined on the program chart) 
3. Maintain a cumulative GPA of 2.0 or higher (3.0 minimum for students on scholarship) 
4. Maintain an 80% attendance rate in all courses (cannot be on Academic Probation) 
5. Current on all tuition and fee payment obligations 

Student Intent to Graduate 

In order to apply for graduation the following must be accomplished before the start of Week 11 (finals): 

1. Meet with a Student Advisor to review all elements for Program Completion 
2. Fill out the Student Intent to Graduate / Complete Form 
3. Complete a Student Exit Survey online at https://ccmcollege.com/exit-survey/ 

The Student Intent to Graduate / Complete Form is for all students who are completing a program at the 
College. Be sure to fill in all the appropriate information that pertains to your name, program, mailing 
address, and how you would like to receive your degree or certificate of completion.  

The Student Exit Survey is designed to provide the College feedback on your time here. Be as honest and as 
thorough as possible so that we may  

Student Exit Interview 

The Student Exit Interview is completely optional to all graduating students. The Student Services Advisor will 
ask each completing student whether or not he/she would like to participate in a video interview. This short 
5 minute clip will be used for promotional purposes where prospective students can hear directly from 
alumni members on their time at California College of Music. 
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SATISFACTORY ACADEMIC PROGRESS 

Satisfactory Academic Progress (S.A.P.) standards ensure that you are successfully finishing your 
coursework and can proceed through the program at a pace leading to completion within the maximum time 
frame. Failure to meet S.A.P. standards may result in expulsion.  

Our S.A.P. policy will be clearly detailed in all course syllabi at the beginning of each quarter. This will include: 
maintaining academic progress, failing required courses, academic probation and expulsion, and all 
academic policies such as grading, attendance, credits, maximum time frame of completion, practice hours, 
required textbooks, and student conduct. 

S.A.P. will be measured twice a quarter – once during midterms and once when final grades are distributed. 

Maintaining Academic Progress 
Every student is required to make quantitative academic progress towards program completion while 
enrolled at the College. To maintain minimum standards for S.A.P., each student must attend at least 80% 
of the scheduled class hours in every course during each quarter. Additionally, it is also required to make 
qualitative academic progress towards program completion, which is evaluated through review of the 
cumulative GPA at the end of every quarter. The minimum required cumulative GPA is 2.0.  

Student Services Advisors are available for consultation to review and discuss academic progress. 

Failing Required Courses 
Any student receiving the failing grade of F in a required course must repeat it and obtain a grade of 70%   
(C-) or higher. Once successful, the F is replaced by a mark of administrative fail (AF). After successfully 
repeating the failed course, the previously assigned failing grade is not factored into the student’s 
cumulative GPA.  

MANY REQUIRED COURSES ARE TIERED 

In this instance, you must receive a grade of 70% or higher in order to proceed to the next level. A letter 
grade of “D” (60 – 69%) will be considered a failing grade and must be retaken. This could lead to program 
extension.  

Academic Dishonesty 
The College values academic honesty in all music related areas of study. Academic dishonesty is an 
articulation of the kinds of behaviors that violate this trust and the means by which that trust is safeguarded 
and restored. There is a zero tolerance for cheating, plagiarism, or other forms of academic misconduct. 
Cheating includes, but is not limited to: 

• Forging or altering registration or grade documents 
• Taking an examination for another student or having other students take an exam for you 
• Changing an answer after work has been graded and presenting it as improperly graded 
• Plagiarism, any behavior that misrepresents someone else’s words or ideas as one’s own 
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Instructors will be supervising all academic activities to assure honest and individual effort by all students. 
The following actions will be taken and reported to the College Administration Team if instances of academic 
dishonesty are discovered: 

First Offense: Receive a failing grade for the work and/or course 
Second Offense: Immediate Academic Probation 
Third Offense: Expulsion 

First, second, and third offenses are not determined individually per course but overall. Each student will be 
monitored and evaluated on their academic honesty for the program in its entirety.  

Academic Probation & Expulsion 
Academic probation is the result of not meeting minimum S.A.P. requirements and is defined as a period of 
supervision since you are in danger of not completing the program. Any time attendance rate falls below 
80% or the cumulative GPA falls below a 2.0, you will be placed on academic probation at the end of the 
quarter. During the following probationary quarter, attendance must be brought up to at least 80% in every 
course and the cumulative GPA must be brought up to at least 2.0. Failure to do so will result in disciplinary 
action up to and including expulsion. 

Students are allowed a maximum of two quarters on academic probation during a program. 

Student advisement will automatically be triggered when a student reaches 85% in any course and will 
receive a written warning notice from the Dean & Chief Academic Officer stating they may soon be placed on 
academic probation if improvements are not made.  

Being expelled from the College means the administration has withdrawn you from the program. No refunds 
of tuition or fees will be granted for expelled students. Expulsion can be the result of being on academic 
probation for two quarters, not meeting financial responsibilities, and/or violating the code of conduct.  

S.A.P. for Scholarship Recipients 
In addition to meeting standard S.A.P. requirements, any student who receives a scholarship from California 
College of Music must also meet the following: 

• Pay tuition & Fees in full accordance to a payment schedule 
• Maintain full-time enrolled status (12-17 credits) with a minimum cumulative 3.0 GPA 
• Attend at least 85% of scheduled classes in every course 
• Complete 50 clocked practice hours per quarter 
• May not leave/be bribed by another institution who offers a higher scholarship 

All scholarship recipients must sign, date, and adhere to the regulations as outlined in the Scholarship 
Award Acceptance Agreement. Failure to comply with any and all the scholarship conditions and obligations 
will result in a scholarship review where the College reserves the right to reassess the scholarship award and 
reduce or eliminate it at any time.  
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STUDENT SERVICES 

To uphold our mission and vision, we have devised the following services to assist students throughout their 
program. Through these opportunities, we want to not only receive feedback from those enrolled, but to also 
provide students the opportunity to gain extra assistance in completing their programs.   

Student Open Forum 
Every quarter during Week 2 before the Last Day to Add/Drop Courses, the College Administration Team will 
host a student open forum. This is an opportunity for both the administration and the student body to get 
together and review the first two weeks of the quarter. Topics of discussion may include, but not limited to: 

ADMINISTRATION STUDENT BODY 

Policy and procedures review and 
updates 

Concerns regarding courses 
currently enrolled 

Upcoming events and important 
dates to consider 

Provide suggestions/commentary 
on current program offerings 

Last reminder of add/drop Ask questions about any topic 

 

At these meetings, everyone is encouraged to voice any concern or suggestions they may have about any 
aspect of their educational experience at the College. This is one of three ways in which we receive student 
feedback. 

Tutoring Sessions 
If the schedule permits, the Director of Education will host one to two 30-60 minute tutoring sessions per 
week during the academic quarter. These tutoring sessions are reserved for those who need extra 
assistance with any class topic, especially for all the music fundamental courses such as Popular Music 
Theory, Ear Training, Rhythm Training, Sight-reading and more.   

Go early and go prepared with questions! 

These sessions do not gear towards any one particular topic or another. The Director of Education will 
answer any questions or concerns regarding curricular studies that are currently being offered in the quarter. 
You do not need to sign up or register for this group tutoring session. Please do not bring questions 
concerning personal projects.   
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Midterm Student Advisement 
Counseling covering academic, personal, social, professional, and financial issues pertaining to academic 
progress is always available for students enrolled at the College. However, all students will meet with a 
Student Advisor for 15 minutes after Midterm Exams are complete during Week 7. Schedules will be 
released during Week 6 and the Student Advisor will review: 

• Current class attendance 
• Practice hours completed 
• Passing/Not Passing courses 
• Upcoming quarter schedule 
• Quarter payment reminders 
• Discuss any pertinent questions  

This is also a prime opportunity to reach out and speak with your Advisor for possible solutions concerning 
but not limited to complaints and grievances. The College wants to ensure that every student is receiving an 
excellent education and on track to completing a program.  

Quarterly Student Evaluations 
At the end of every quarter, everyone must fill out and complete evaluations for all enrolled courses; a 
reminder will be given to you at the end of your jury. You will be asked to head to the Music Tech Lab to fill 
out the online evaluations at https://ccmcollege.com/evaluations/. Failure to do so will result in not 
receiving your upcoming quarter schedule. 

Course and instructor evaluations are extremely important to not only the institution but to you as well. 
Receiving feedback from active students gives us an idea of what is happening in your courses as well as 
make any improvements to better support our students in their growth. 

Preference Poll 

In addition to the quarterly student evaluations, all students will be asked to fill out a preference poll 
pertinent to their program and emphasis. On this preference poll, we want to hear from you regarding: 

• Private lesson instructor preference 
• Elective course offering preferences 
• Event & excursion preferences 
• Depending on ensemble, song preference 

Be aware your preference polls do not guarantee you will receive or be granted that offering. Private lesson 
instructors are based on a first-come, first-serve basis and availability of that particular instructor; it is not 
possible to switch private lesson instructors once the quarter has started. New electives and 
event/excursions are based on a majority vote.  
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Student Excursions 
In order to foster a sense of community and strong cohesion amongst the student body, the College will host 
an extra-curricular excursion each quarter. Past excursions have included hikes, beach trips, amusement 
parks, sporting events, and more. When determining locations and things to do, the College Administration 
Team refers to the preference polls from the previous quarter for the benefit and enjoyment of its students. 
We try to ensure the location is both fun and affordable for all students. 

Be sure to make your suggestions! 

Concerts & Events 
Each quarter, California College of Music puts on two major events for students, faculty, and the community: 
the Quarterly Concert and Artist Clinic.  All events are open and free to the public! 

Quarterly Concerts 

Each performing ensemble works up a complete set and gives a concert during Week 11 of each quarter. 
Quarterly concerts are held at local venues such as T. Boyle’s Tavern, The Rose Theatre, The Lodge Room, 
Madeline Garden, etc. It provides our students the opportunity to take everything they learned that quarter 
and apply it to the real stage in front of a live audience.  

It is YOUR responsibility to: 

• Promote the concert to friends, family, and the general public by sending emails, text, and social 
media announcements, and distributing flyers around town. CCM will provide the flyer image for 
distribution. If you want people showing up, you must learn how to market yourself! 

• Assist the Director of Administration with transporting gear and equipment, stage set-up at the 
venue, and being on time for sound check. Failure to do so will result in the deduction of an entire 
letter grade! More information regarding time and instructions will always be provided the week prior 
to the performance. 

This show constitutes as the final exam portion of your grade for the Contemporary Ensemble, Groove 
Ensemble, Jazz Combo, Pop Choir, and Ensemble Performance Workshop.  

Artist Clinics 

Each quarter, talented musicians and/or music industry professionals are invited to campus to deliver 
performance, workshops, and a short Q&A session to enrolled CCM students and community members. This 
is a great opportunity to listen to new styles of music, and ask questions about performance techniques, 
career opportunities, technique tips, and suggestions on how to get started, and more! 

Use this opportunity to learn from active members of the music industry! 
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Student Marketing Requests 
We always encourage and are happy to hear about students performing at local events, open mic night, 
coffee shops, and more. If you ever wish to have your performance promoted on our social media feeds 
(Facebook, Instagram, Twitter) email admin@ccmcollege.com with a flyer for your request or speak with the 
Marketing Coordinator! 

A few tips to consider before being reviewed for publication: 

• Production Quality – professional, high quality imagery, etc 
• Content Quality – no offensive language, correct spelling, accurate dates, times, location, etc. 

 

Concert Blotter 
The Concert Blotter is a curated list of concerts, shows, performances, workshops, and other musical events 
in the greater Los Angeles area. It is assembled by the College Administration Team for the benefit of 
students, alumni, faculty, and the local community at large, to encourage attendance at local music events.  

A detailed list may be found on the main website at https://ccmcollege.com/concert-blotter/ or posted on 
the Student Bulletin Board located next to the Student Lounge. Stop by the Administration Office periodically 
to see if any free tickets to local concerts have been distributed, otherwise. Do not hesitate to ask if there 
are any student discounts for local concerts you might be interested in attending.  
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INTERNATIONAL STUDENT INFORMATION 

Studying abroad can be a daunting adventure, but exciting none the less! We welcome all international 
students from around the globe to participate and learn from our professional faculty members. However, it 
is essential to adhere to the following information to make your transition into the country smooth and your 
time at California College of Music memorable. 

SEVIS Requirements 
Maintaining status on your F-1 visa is extremely important in order to stay in the United States. In order to 
remain “In Status” with an active Form I-20 you must: 

• Maintain course load requirements (minimum 12 credits) 
• Provide address and local contact update 
• Stay current with tuition & fee payments 
• Refrain from off-campus employment  
• Keep all immigration documents up to date 

An F-1 student who does not follow the SEVIS Requirements for maintaining status can lose his/her legal 
ability to study and remain in the United States. There is no ‘grace period’ if you have fallen out of status and 
it is recommended that you take prompt action to correct the situation if you wish to stay. 

For further information regarding regaining status, talk with the Director of Administration immediately. 

Traveling 

It is strongly recommended that you always carry your original documents when travelling internationally and 
within the United States. In the instance you need to leave the United States boarder for vacation or to 
return home during the quarter breaks, you must complete the following not later than two weeks prior to 
your departure time: 

1. Meet with a Student Advisor and discuss your travel plans 
2. Provide your flight arrangements (departure and arrival to Los Angeles International Airport) 
3. Get the Travel Endorsement on the Form I-20 signed by the Dean  

To reenter the U.S. from abroad, you will need to have the following documents: 

• Most recent valid Form I-10 with a travel signature 
• Valid passport 
• Valid F-1 visa 

Without these documents, there is no guarantee you will be able to reenter the United States and start your 
classes on time. Travel arrangements will not excuse you from any missed class times or private lesson 
makeup. The Academic Calendar is readily available to review online or in the Administration Office. Be sure 
to plan your trip accordingly and be aware of all starting and end dates.  
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Cultural Differences 
Culture shock is common among international students arriving in the United States for the first time. Every 
student will be surrounded by different cultures from all over the world. You will notice differences between 
the way things are spoken and accomplished, in addition to, the way people dress, speak, and behave. 

This can be frustrating and disorientating at first! 

The shock of a new environment, meeting lots of new classmates, and learning the ways of a different 
country can be intimidating. Try to remember to be sensitive and patient towards others, be respectful of 
those who may not view the world as you do, and understand everyone is in the same situation!  

Here are a few factors that may help with the transition: 

• Climate – Southern California is located in a warm, desert like climate. Be prepared for dry air, lots of 
warm, sunny days, and temperatures reaching well over 100°F in the summer. During the winter 
months, the temperature can drop as low as 50°F-60°F.  

• Language – listening and speaking in a new language can me exhausting. In class, some people 
speak quickly and you may feel embarrassed to ask an instructor to repeat the information. Don’t! 
Reach out and gather the information!  

• Social roles – behaviors exhibited by other students may confuse, surprise, or even offend you. For 
example, you may find people appear cold, distant or in a hurry. You might be surprised by displays 
of affection, different relationship styles or other forms of social contact. It’s important to remember 
to be patient and respectful of those around you but also not be afraid to respectfully remind others 
of your own personal space. 

• Values – you may notice that some people from other cultures may have different views of the world 
from yours. It can be surprising and sometimes distressing to find not everyone shares your core 
values and beliefs. As much as possible, try to suspend judgment until you understand how parts of 
a culture fit together. 

Optional Practical Training 
Optional Practical Training (OPT) is designed for international students to gain practical work experience in 
their field of study. F-1 international students, who have been “in-status” for at least one full academic year 
and complete at least one full-time program, are eligible for OPT.  

Where can you work? Students on OPT can work anywhere in the United States in a paid or unpaid position 
(as long as the unpaid work does not violate labor laws), with multiple employers at one time, and may 
change employers as many times as necessary. However, all jobs must be related to your program of study. 

What if unemployed? New regulations include a limit on unemployment during Post-Completion OPT. 
Students needs to work full-time (more than 20hrs per week) or they will accrue days of unemployment. 
Students have a maximum of 90 days of unemployment before they are considered “out of status” and need 
to depart the country immediately.   

How do you get started? Follow the application process as found on https://www.uscis.gov/i-765. You are 
responsible for ensuring that USCIS receives your OPT application documents within 30 days of your OPT 
recommendation from the Dean! If you fail to do so, your OPT application will be denied.  

Any additional questions, speak with the Director of Administration. 
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CODE OF CONDUCT 

California College of Music recognizes the importance of protecting artistic freedom as well as the 
responsibility to maintain the structure of a collegiate community. Therefore, each member of this 
community must assume responsibility for helping to maintain an educational environment in which the 
rights of all people are respected.  

Every College member is expected to adhere to the highest standards of student and personal conduct, 
including individual interactions with other College classmates, faculty, and staff. The College reserves the 
right to discipline or expel any student for violating any college policy, practice, or conduct guideline. 

YOU ARE ENCOURAGED TO READ THE CODE OF CONDUCT IN FULL AT 
HTTPS://CMCOLLEGE.COM/FORMS/ 

Student Conduct 
Students are expected to dress and conduct themselves in a respectful and collegiate fashion at all times. 
Conduct considered harmful to others or which interferes with the rights of others or the reputation of the 
College will not be tolerated and may be subject to disciplinary action. The College reserves the right to 
dismiss, suspend, or place on probation any person whose behavior is in violation of College policies.  

Personal Hygiene 
The facilities are small and prime for germs! By working together, we can keep our community clean and 
healthy. It is important to do the following: 

• SHOWER DAILY – please brush your teeth, shower, and apply deodorant everyday 
• WASH YOUR HANDS – often! An environment with lots of people interacting with each other is ripe 

for communicable diseases and germs. Use warm water and soap. 
• WASH YOUR LAUNDRY – on a regular basis (weekly at least) to keep your clothes fresh and clean. 

Harassment, Discrimination & Retaliation Policy 
The College does not and will not tolerate any type of discriminatory conduct or harassment of our students, 
faculty, and staff members. The term harassment includes, but is not limited to any slurs, jokes, rumors, 
and/or other verbal conduct of any kind which includes, but not limited to, a person’s gender, ethnicity, race, 
color, creed, religion, sexual orientation, national origin, age, disability, marital status, military status, or any 
other protected classification that unreasonably interferes with a person’s work performance or creates an 
intimidating, hostile environment.  

Remember, everyone is coming to a new and unfamiliar place. There will be instances where approaches to 
different situations will vary from person to person. It is imperative to keep an open mind and not lash out at 
another student, faculty, or staff member. If you have a disagreement or problem, ask for assistance from a 
faculty or College Administration Team member. 
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If someone upsets your friend, try and avoid lashing out or retaliating against that person as well. To better 
assist your friend, if you see a situation escalating, contact a College Administration Team member 
immediately. 

Hazing & Bullying Prevention Policy 
No student, alumnus, faculty, or staff, should conduct, participate in, or condone hazing and bullying 
activities. Hazing and bullying are defined as any action that produces a mental or physical discomfort, 
embarrassment, harassment, or ridicule, and any other activity which is not consistent with academic 
achievement or the policy and procedures of the College.  

If you see something, say something or report it to faculty and/or College Administration Team 

We want to keep a healthy, safe, and productive environment for all students! In the instance someone is 
bothering you, immediately and calmly ask them to stop. If the situation continues speak with the Student 
Advisor immediately and find alternative solutions. 

Student Grievance Procedure 
We believe every member of the College community should have the opportunity to air grievances and have 
them considered. If a student has a grievance, which is defined as a real or imagined wrong or other cause 
for complaint or protest particularly with respect to unfair treatment, or a feeling of resentment over 
something believed to be wrong or unfair, regarding an instructor or another student, he/she must speak 
with a Student Advisor as soon as possible.  

All grievances will be treated with utmost confidentiality! 

In the instance you would like to remain anonymous but still report an incident, fill out a code of conduct 
violation form at the following address: 

 

 

 

 

Events with Alcohol Policy 
There will be instances where College hosted events are held at public venues where alcohol will be present. 
All students under the age of 21 must adhere to both state and federal laws governing the purchase and 
public possession of alcoholic beverages. For students over the age of 21, we ask that you drink 
responsibility. Be aware that College hosted events will still adhere to the Code of Conduct policy on the 
usage of drugs and/or alcohol.  

Should a student appear to the venue and performance in an intoxicated or drugged state, he/she will be 
subject to full disciplinary action under California College of Music.   

 

 

 

California College of Music Code of Conduct 
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