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Safety and Security Annual Survey Policy 
In 1990, Congress enacted the Crime Awareness and Campus Security Act of 1990 (Title II of 

Public Law 101- 542), which amended the Higher Education Act of 1965 (HEA). This act required all 

postsecondary institutions participating in HEA’s Title IV student financial assistance programs to 

disclose campus crime statistics and security information. The act was amended in 1992, 1998 and 2000. 

The 1998 amendments renamed the law the Jeanne Clery Disclosure of Campus Security Policy and 

Campus Crime Statistics Act in memory of a student who was slain in her dorm room in 1986. It is 

generally referred to as the Clery Act.  

On Aug. 14, 2008, the Higher Education Opportunity Act or HEOA (Public Law 110-315) 

reauthorized and expanded the Higher Education Act of 1965, as amended. HEOA amended the Clery 

Act and created additional safety- and security-related requirements for institutions. Specifically, it 

includes: “Any building or property owned or controlled by an institution within the same reasonably 

contiguous geographic area and used by the institution in direct support of, or in a manner related to, the 

institution’s educational purposes, including residence halls; and Any building or property that is within 

or reasonably contiguous to the area identified in paragraph (1) of this definition, that is owned by the 

institution but controlled by another person, is frequently used by students, and supports institutional 

purposes (such as a food or other retail vendor)”[U.S. Department of Education, Office of Postsecondary 

Education, The Handbook for Campus Safety and Security Reporting, 2016 Edition, Washington, D.C., 

2016.] 
 Safety and security of students is the primary concern of CTK Healthcare and Carrier Institute. 

CTK is committed to comply with safety and security guidelines set by Crime Awareness and Campus 

Security Act of 1990, Federal Law, State and Local Law. Firearms and other weapons are strictly 

prohibited across school properties as directed by the law and policies. CTK has zero tolerance policy 

against immortal conduct regarding verbal, sexual, and physical harassment of a fellow student or staff 

members as well as threat of physical violence against a fellow student or staff member.  

 

Procedure 

1. Responsibilities: 

1. School Director 
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1. Responsible for the recruitment of Campus Security Awareness 

(CSA) Coordinator and CSA Team 

2. Define the scope and responsibilities of CSA Coordinator and 

Team 

3. Oversee the activities of CAS Coordinator and Team 

4. Evaluate all incidents reported by CSA Coordinator 

5. Criminal incidents may be turned over to local authorities for 

further investigations.  

6. Determine the sanction based on the nature of the incident  

7. Prepare and distribute the annual security report by October 1 

8. Held presentation to address dating violence, domestic violence, 

sexual assault, and stalking. 

2. Campus Security Awareness Coordinator 

1. Perform yearly trainings for the CSA team’s members on Crime 

Logs and Emergency Reporting (ER) procedures 

2. Submit the Crime Logs to School Director and alert Campus 

Director of all criminal activities.  
 

  Updating Clery 

Policy  

CTK is committed to annual update crime statistics and is made available to all perspective 

students, current employees, and current students. Copies of this report are available through  

1. www.ctkhealthcare.com  

2. Notice Board and student lounge 

3. At the Financial Aid Office 

Procedure 

1. Responsibilities: 

1. Admission/ Financial Administrator  
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1. Alert the perspective student of the report during the enrollment process 

through the enrollment packet. 

2. Alert current students of the report and it’s components and location on 

the campus and the website or include in enrollment package.  

2. School Director  

1. Revise and review Crime Logs from the Crime Security Awareness 

Coordinator no later than July 1 of each year 

2. Contact local law enforcement department with a formal request via 

email or postal mail service requesting a crime report for the 

geographical location of CTK 

3. Based on the information retrieved, compile a report with the most 3 

completed years updated.  

4. Send out notifications to all employees and students of the newly 

reported report via email and text messaging  

5. Release the report by Oct. 1 of each year.  

 

 

 

 

Violence Against Women Act (VAWA) 
Violence Against Women Act Policy  
The Violence Against Women Reauthorization Act of 2013 (Pub Law 113-4)(VAWA) signed into law by 
President Obama on March 7.  The HEA defines the new crime categories of domestic violence, dating 
violence, and stalking in accordance with section 40002(a) of the Violence Against Women Act of 1994 
as follows:  
“Domestic violence” means a “felony or misdemeanor crime of violence committed by—  
1. A current or former spouse or intimate partner of the victim, 
2. A person with whom the victim shares a child in common, 
3. A person who is cohabitating with or has cohabitated with the victim as a spouse or intimate 

partner, 
4. A person similarly situated to a spouse of the victim under the domestic or family violence laws 

of the jurisdiction receiving grant monies [under the VAWA],  
5. Any other person against an adult or youth victim who is protected from that person’s acts under 

the domestic or family violence laws of the jurisdiction” 
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In the event of a crime act of this nature, all information will be held in the strict confidence. Only 
information pertain to the incident will be disclosed to the personnel or law enforcement on an as 
needed basis. The victim must sign a FERPA to release information to other parties (family 
members etc.). 

 
CTK is committed to providing options, support and assistance to victims/ survivors of sexual assault, 
domestic violence, dating violence, and stalking 

 

1. Responsibilities:   
 
Please report any known criminal offenses occurring on campus to the school administration  

 
School Director, in the absence of the School Director, individuals should seek out 
any CTK staff member.  
 

1. The Institution encourages all students and employees to be responsible for their 
own security and the security of others.   

2. In the event a sex offense should occur on campus; the victim should take the 
following steps: 

1. Report the offense to the school administration. 
2. Preserve any evidence as may be necessary to the proof of the criminal offense. 
3. Request assistance, if desired, from school administration in reporting the crime to local law 

enforcement agencies. 
4. Request a change in the academic situation if necessary. 
 

 

 
 

VAWA Disciplinary Hearings 

VAWA Disciplinary Hearings Policy  
Any disciplinary action related to alleged sexual assault will be based on the findings of the law 
enforcement agency investigating the facts pertaining to the crime and other mitigating circumstances.   
 
Information for crime victims about disciplinary proceedings. The institution will disclose the results of 
any disciplinary proceedings conducted by the institution against a student who is the alleged perpetrator 
of such crime or offense, upon written request by the alleged victim and the accuser of any crime of 
violence, or a non-forcible sex offense, (alleged dating violence, domestic violence, sexual assault, or 
stalking as defined in 34 CFR 668.46(a).  The information will be released to the next of kin of the 
alleged victims in case of his/her decease because of the crime or offense.  This provision applies to any 
disciplinary proceeding conducted by CTK on or after January 2013. 
 
 CTK is committed to provide a prompt, fair, and impartial disciplinary proceeding in which  
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(1) officials are appropriately trained conflict of interest or bias for or against the accuser or the 
alleged person;  
(2) both the accuser and the alleged have equal opportunities to have others present, including an 
advisor of their choice;  
(3) the accuser and the alleged receive simultaneous notification, in writing, of the result of the 
proceeding and any available appeal procedures;  
(4) the proceeding is completed in a reasonably prompt timeframe;  
(5) the accuser and alleged are given timely notice of meetings at which one or the other or both 
may be present; and 
 (6) the accuser, the alleged, and appropriate officials are given timely access to information that 
will be used after the fact-finding investigation but during informal and formal disciplinary 
meetings and hearings. 

VAWA Disciplinary Hearings Procedure 

5. Responsibilities: 
1. Student 

1. File a formal complaint via writing, video, or verbally 
2. Alleged will be notified in writing or verbally of alleged crime 

2. School Director  
1. Report allegation to official authorities at CTK and/ or law enforcement 

(may be optional) 
2. CTK/or Law enforcement conducts a full investigation of allegations 

along with collection of evidence  
3. Possible sanctions of alleged students during investigation may include 

suspensions, Leave of Absence, or change in program section until 
investigation is complete. 

4. Victim may have the option of utilizing Victim Rights (see rights on 
Financial Aid website)  

5. Based on the findings made by law enforcement or CTK, a written notice 
will be issued to the alleged or victim 
 

VAWA Collecting Data 
VAWA Collecting Data Policy  
Campus Security Awareness Team members are defined as an individual or individuals who have 
responsibility for campus security but who do not constitute a campus police department or campus 
security department. CSA’s Coordinator and/ or team members are responsible for documenting all 
crimes on official log and reporting them to the CSA Coordinator. These individuals collect data 
throughout the year on activities that fall under the VAWA and Campus Crime Reports. They are 
assigned by the School Director.  

VAWA Collecting Data Procedure 

The purpose is to gather data and documentation of crimes. 

2. Responsibilities: 
1. Campus Security Awareness Team 
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1. Collect data yearly via Crime logs 
2. Submit logs to School Director monthly 

2. School Director 
1. Reviews the logs  
2. Ensures that all incidents have been reported to local officials 
3. Contacts the local law enforcement by July each year via email for the 

information for the annual report 
4. Compile the information for the annual report 
5. Updates the information  
6. Submits by October 1 to Clery department, current students, and 

employees.  
 
 
 
 

VAWA Prevention and Awareness 

VAWA Prevention & Awareness Policy  
 
CTK will conduct yearly school wide event each Spring that incorporates information on the Sexual 
Violence and Violence Against Women. It offers resources and information on how to protect and protect 
others who may be a victim of criminal activity.  

VAWA Prevention & Awareness Procedure 

3. Responsibilities: 
1. Financial Aid Administrator 

1. Contacts the local battered women’s shelter or qualified counselor to 
schedule a presentation to address the students during an assembly.  

2. Place order to any promotional items at least a month in advance, if 
desired 

3. Ensure that each students and employee signs the sign in sheet.  
2. Instructors 

1. Prepare lesson plans to incorporate 1 hour for a presentation on Sexual 
Violence and Violence Against Women 

  
3. School Director 

1. Keeps copies of sign in sheets and documents of presentation in 
Director’s office. 

 

 

Emergency Response & Evacuation Procedures 

FSA Assessments 
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Emergency Response & Evacuation Procedures FSA 
Assessments Policy  

Each instructor in class is responsible to take the lead of his/her class for the safe and orderly 

evacuation process during an emergency evacuation. Other instructors not in class should assist with any 

evacuation process. All instructors are responsible for preventing panic, control, and calm leadership 

during the emergency evacuation period. Everyone should consider he guidelines below: 

Emergency Response & Evacuation Procedures FSA 
Assessments Procedure 

Fire 

1. All parties are notified of a Fire Emergency by the building fire alarm/ and or 

verbal drill 

2. All Instructors are to immediately obtain Walkie Talkies/ and/ or announce 

verbally and begin vacating from the building 

3. All instructors and students are to immediately exit to the nearest and safest exit 

door. 

4. Once all persons are exited, everyone should move to the parking lot away from 

the building. 

5. Instructors should immediately take role to ensure all students are accounted for 

using Texas Healthtech Institute walkie talkies and/ or gradebooks. 

6. Once emergency staff gives clearance, all parties will be allowed to exit or enter 

the building.  

Weather 

7. All instructors and staff members should move to the middle of building away 

from all windows. This procedure should be done until all is clear it is safe to 

either exit the building or return to designated classroom. 

 

 Timely Warning & ER Notifications 
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Timely Warning & ER Notifications Policy  
Colleges and universities should compliance with “Timely warnings and emergency 

notifications” of federal Clery Act to inform the school community about threats that a serious crime is 

going or may repeated. CTK notifies these warnings to school community via email, institutional texting 

system, letter or phone. 

A school must report the crimes on campus to the campus community to prevent future similar crimes 

that includes campus come statistics such as  arson, robbery, burglary, motor vehicle, theft, aggravated 

assault, criminal homicides, and sex offenses when considered as threat to the campus community.  

The institution must follow the emergency notification procedures in case there is an immediate 

threat to health and safety of students and employees. The school needs to provide enough follow up 

information to the school community. However, CTK follows its emergency notification procedures, the 

institute is not required to issue a timely warning for the same circumstances. 

 

Timely Warning & ER Notifications Procedure 

4. Responsibilities: 

1. School Director 

1. Will issue a timely warning in the event of emergency situations via text 

and voice messages through Texas Healthtech Institute email and/or 

phone. 

2. Will issue Test text and voice notifications via twice a year.   This will be 

conducted once in the Spring and once in the Summer  

1. Student will be notified of the test 1 week prior to the test 

2. If the test is unsuccessful,  

2. Students 

1. If the test is unsuccessful, the students will notify the Director to update 

or trouble shoot reason for failed test.  

 

3. Financial Aid Administrator 

1. Will update the student’s record 

2. Notify the School Director of the update via private message 

4. School Director  
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1. Submit an additional timely notification test to students who updated 

their information.  

 

 

 

Emergency Health and Safety Plan for students, employee, and visitors 

 CTK has a responsibility to maintain a safe and healthy environment including emergency plan for 

students, employee and visitors while they are on campus.  This plan outlines the procedures to follow in 

case of sickness, accidents, or emergency health care needs that arise while on campus. CTK does not have 

health services located on the campus; however, hospitals, clinics, and physicians are located nearby.  

Students with communicable diseases may be prohibited from registering for classes when health records 

indicate that his/her attendance would be detrimental to the health and safety of staff and other students 

with whom the student may meet.  Students who have significant health problems or limitations may be 

required to submit a report of medical examination prior to initial registration.  

 

Outline of activities and the person responsible 

Following are the outline and the person responsible to take care of the outlines that falls under the 

plan 

 

1. Basic First Aid 

   

 Basic first aid supplies are available for student use in the front office and student phone area.  First 

aid kits are equipped with supplies such as Band-aids and minor wound care materials.  Any person in 

campus unable to locate the proper first aid supplies, please report to the student services coordinator or the 

business office know so that kits can be located and restocked as needed. 

 

2. Accident, biohazard & Health /Safety Emergencies 

Steps to follow: 
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1. Any persons in the facility report his/her sickness, accidents and emergencies immediately to the 

student services coordinator or Emergency Safety Contact person or the instructor in the class. 

2. The student service coordinator or Emergency Safety Contact person will assess the situation and 

determine the appropriate course of action. 

3. If necessary, the CAO or his designee or student service coordinator will call 911 for further 

assistance. 

4. If the student is conscious and refuses treatment, the executive director or his designee will notify 

an emergency contact noted in the student’s file. 

5. After the emergency is over, the student service coordinator will be responsible for investigating 

the incident and completing an incident report. 

6. Upon calling 91l, information on the accident victim, type and location of injury, location of 

accident and phone number should be provided. 

7. Do not move the student if there appears to be a head, neck, or back injury due to a fall.   

8. If the student needing assistance cannot walk and needs assistance, the area where the student is 

located should be cleared.  Keep the student as calm and comfortable as possible. 

9. Stay with the student needing assistance until medical help arrives.   

10. Only trained personnel should provide medical assistance to the student on school property. 

11. If needed, a member of the crisis management team will contact the parent, guardian, or partner 

of the student. 

 

Note:  If a student is transported via ambulance or life squad, the student is responsible for the cost. 

 

12. Weather Conditions 

 

 In the case of an emergency while school is in session, the executive director has the authority to 

assess the situation and act accordingly.  For emergencies occurring when school is closed, the executive 

director will assess the situation and determine whether classes will be held. If classes are cancelled, the 

CAO or facility coordinator will notify the media to make the announcement of delay in opening the class 

or school closing. In making such decision, the facility coordinator may rely on neighborhood colleges and 

school districts decision. It is the responsibility of facility coordinator to notify Instructors who will contact 

students residing out of the receiving area of the local media. 
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All instructors and staff members should move to the middle of building away from all windows. This 

procedure should be done until all is clear it is safe to either exit the building or return to designated 

classroom 

13. Student Campus Security Policies 

 

 Students and instructors are encouraged to report crimes to local authorities and to the student 

service coordinator of the school.  In the event of an incident, student service coordinator should be called 

immediately to investigate and notify authorities if warranted. 

 Develop habits that insure security.  For example, always keep cash property secured.  Know the 

location of all alarms and fire extinguishers and know how to use them.  Make sure that the entrance of the 

school is well lit 

Before leaving the premises. 

 Notify any visitors who might visit you with the receptionist in the front lobby before entering any 

part of the facility. 

 Students should keep the photo identification card issued the day of orientation with them at all 

times. 

14. Safety Rules 

 Safety is everyone’s responsibility. Safety must be given primary importance in every aspect of 

planning and performing school activities. All the employee report all injuries, regardless of how minor, to 

the student service coordinator or instructor.  Accidents generally occur because individuals fail to follow 

the proper safety rules.  By following the safety rules listed below, you will minimize your chances of 

having an accident while at CTK. 

 

1. Avoid overloading electrical circuits with too many machines. 

2. Use flammable items with caution.  Always follow the printed procedures on the product. 

3. Walk—don’t run. 

4. Report sickness, accidents and emergencies of fellow students to the executive director or 

department chair. 

5. Ask for assistance when lifting heavy furniture or objects. 

6. Smoke in designated areas only. 
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7. Keep cabinet doors and file and desk drawers closed when not in use. 

8. Keep your work area clean or orderly. 

9. Stack materials only to safe heights. 

10. Use the right tool for the job, and use it correctly. 

11. Avoid practical jokes. 

12. Do not operate any equipment unless you have been properly trained to do so. 

13. Wear eye protection when indicated. 

14. Use the proper safety equipment required for the job. 

15.  Watch out for the safety of fellow students. 

Evaluation  

 The effectiveness of this plan is evaluated based upon information that is provided by students 

through formal and informal means and revised needed, annually once a year by staff meeting and/or by 

advisory board and made the plan public by keeping the plan in main hallway. Incident reports are reviewed 

to determine if preventive measures can minimize or eliminate health and safety issues involving students. 

Changes are made if indicated. 
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act 

Grace Mission University 

The Campus Security Act (Public Law 102-26) 34 C.F.R. Section 668.46 (c)(1) requires postsecondary institutions to 
disclose the number of instances in which certain specific types of crimes have occurred in any building or on any 
property owned or controlled by this institution which is used for activities related to the educational purpose of the 
institution and/or any building or property owned or controlled by student organizations recognized by this institution.  
In compliance with that law, the following reflects this institution’s crime statistic for the period between 10/20/2020 
and 12/31/2022.  PLEASE NOTE THAT THIS INSTITUTION DOES NOT HAVE ON CAMPUS HOUSING, AND 
THAT THERE NO POLICE RECORDS THAT PERTAIN DIRECTLY TO THE PROPERTY USED BY THE 
INSTITUTION. THEREFORE, THE STATISTICS BELOW REPORT ONLY THOSE INCIDENTS REPORTED TO 
THE INSTITUTIONAL ADMINISTRATION AND/OR TO THE LOCAL POLICE. 
:

Report Distribution Date: October 1, 2023 

Occurrences REPORTED within the 2020, 2021 and 2022 Calendar Years 

Crimes Reported 2020 2021 2022 

Location: 
C=Campus 
N=Non-campus 
P=Public Area 

*Hate
Crime?
(see note)

(i) Criminal homicide:

(A) Murder and non-negligent manslaughter 0 0 0 NA NA 

(B) Negligent manslaughter 0 0 0 NA NA 

(ii) Sex Offenses:

(A) Rape 0 0 0 NA NA 

(B) Fondling 0 0 0 NA NA 

(C) Incest  0 0 0 NA NA 

(D) Statutory Rape 0 0 0 NA NA 

(iii) Robbery 0 0 0 NA NA 

(iv) Aggravated assault 0 0 0 NA NA 

(v) Burglary 1 0 0 C No 

(vi) Motor Vehicle Theft 0 0 0 N No 

(vii) Arson 0 0 0 NA NA 

Arrest and referrals for disciplinary actions including: 

(A) Arrests for liquor law violations, Drug law violations,
and illegal weapons possession:

0 0 0 NA NA 

(B) Persons not included in 34 CFR 668.46(c)(1)(ii)(A)
who were referred to campus disciplinary action for
liquor law violations, drug law violations, and illegal
weapons possession

0 0 0 NA NA 

Hate crimes:  As listed under 34. CFR668.46 (c)(1)(i) NA NA 

(A) Larceny-theft 0 0 0 NA NA 

(B) Simple Assault 0 0 0 NA NA 

(C) Intimidation 0 0 0 NA NA 

(D) Destruction, Damage or Vandalism of Property 0 0 0 NA NA 

(viii) Liquor law violations 0 0 0 NA NA 

New reporting as of 10/01/2020 NA NA 

Incidents of sexual assault 0 0 NA NA 

Domestic Violence 0 0 NA NA 

Dating Violence 0 0 NA NA 

Stalking 0 0 NA NA 

NOTE - Crimes reported under any of the category listed in this section that show evidence of 
prejudice based on race, religion, sexual orientation, ethnicity or disability as prescribed by the 
Hate Crimes Statistical Act. 

0
0

  0
0

NA
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act 

1. This institution does not employ campus security personnel but encourages both its employees and students

to immediately report suspected criminal activity or other emergencies to the nearest available institutional

official and/or in the event of emergency to directly contact local law enforcement or other emergency

response agencies by dialing 911.

2. (I) All students and employees are required to report any crime or emergency to their institutional official
promptly.
(II) Preparation for the Annual Disclosure of Crime Statistics report is obtained by the institution’s directors
who contact the correct police department District for statistics and the institution’s Daily Incident Log and
then records those statistics.

(III) If a student or employee wishes to report a crime on a voluntary or confidential basis, the James Koo
will be prepared to record and report the crime, but not the name of the informant.  The student or employee
may, in order to maintain confidentiality, submit the information in writing to his/her James Koo without
signature.  If the student wishes not to maintain confidentiality, the student will contact his/her Professor
who in turn will contact the nearest supervisor to report criminal actions or emergencies to the appropriate
agency by calling (911).

3. Only students, employees and other parties having business with this institution should be on institutional
property.  Staff, faculty, students, and prospective students or any person entering the premises must have
and CARRY on them at all times a security identification badge.  Those without an identification badge must
sign in at the entrance and identify their purpose of visit, the person to be visited and register their time in
and out of the building.  The visitor must also wear a visitor’s badge while on campus. All rear access doors
leading to the campus are closed and locked during evening hours staring at 5 PM.  When the school closes
for the night, the school’s official or supervisor will inspect each floor to see that it is empty and then set the
alarms on each floor and then lock down the campus.  Other individuals present on institutional property at
any time without the express permission of the appropriate institutional official(s) shall be viewed as
trespassing and may as such be subject to a fine and/or arrest.  In addition, students and employees
present on institutional property during periods of non-operation without the express permission of the
appropriate institutional official(s) shall also be viewed as trespassing and may also be subject to a fine
and/or arrest.

4. Current policies concerning campus law enforcement are as follows:
a. Institution’s officials have no powers of arrest other than the Citizens Arrest Law, and are required

in the event of a crime or emergency to call the correct agency or dial (911) for the police and
emergency services.  The Citizens Arrest Law will be invoked only as a last resort, and after all
other possibilities have been explored.

b. Employees shall contact their immediate or nearest ranking supervisor to report any criminal action
or emergency to the appropriate agency by calling (911).  If possible, in the interim, the security
guard(s) and or institutional official shall attempt to non-violently deal with the crime or emergency
with the appropriate agency on campus.  Individual discretion must be used; as undue risk should
not be taken.

c. The institution currently has no procedures for encouraging or facilitating pastoral or professional
counseling (mental health or otherwise), other than the student or employee is encouraged to seek
such aid.

5. Though this institution does not offer regularly scheduled crime awareness or prevention programs, students
are encouraged to exercise proper care in seeing to their personal safety and the safety of others.  The
following is a description of policies, rules and programs designed to inform students and employees about
the prevention of crimes on campus.

a. Do not leave personal property in classrooms.
b. Report any suspicious persons to your institutional official.
c. Always try to walk in groups outside the school premises.
d. If you are waiting for a ride, wait within sight of other people.
e. Employees (staff and faculty) will close and lock all doors, windows and blinds and turn off lights

when leaving a room
f. The Crime Awareness and Campus Security Act is available upon request to students, employees

(staff and faculty) and prospective students.
g. The school has no formal program, other than orientation, that disseminates this information.  All

information is available on request.
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act 

h. Information regarding any crimes committed on the campus or leased/attached properties (parking
lot) will be available and posted in a conspicuous place within two (2) business days after the
reporting of the crime and be available for sixty (60) business days during normal business hours,
unless the disclosure is prohibited by law, would jeopardize the confidentiality of the victim or an
ongoing criminal investigation, would jeopardize the safety of an individual, would cause a suspect
to flee or evade detection, or would result in the destruction of evidence.  Once the reason for the
lack of disclosure is no longer in force, the institution must disclose the information.  If there is a
request for information that is older than sixty 60 days, that information must be made available
within two (2) business days of the request.

6 The institution does not offer regularly scheduled crime awareness or prevention programs other than 
orientation where all the institution’s policies and regulations are properly disclosed to prospective students. 

7. All incidents shall be recorded in the Daily Incident Log at the institutional official’s station.  The log includes
the date, time, location, incident reported, and disposition of incident and the name of the person who took
the report.  The report must be entered in the log within two (2) business days after it is reported to the
school’s official, unless that disclosure is prohibited by law or would endanger the confidentiality of the
victim.

8. This institution does not permit the sale, possession or consumption of alcoholic beverages on school
property and adheres to and enforces all state underage-drinking laws.

9. The institution does not permit the possession, use or sale of illegal drugs by its employees and students
and adheres to and enforces all state and Federal drug laws.  The violation of these policies by students or
employees may result in expulsion, termination and/or arrest

10. Information concerning drug and alcohol abuse education programs is posted at the campus and is
distributed annually to students and staff.  (Institutions are advised to make available to students and staff
members information on an agency that provides counseling and help on drug and alcohol abuse
education).

11. It is the policy of this institution to have any sexual assaults (criminal offenses) on campus to be reported
immediately to the institution’s official, who will report it to (911) emergency and police units.  The institution
during the orientation of given to newly admitted students emphasizes the prevention of sexual crimes by
insisting students to work, study and walk outside of the premises in as much as possible, accompanied by
other students or in view of other persons, generally, avoiding as much as possible to be alone by
themselves at any time.  During the daily functioning of the school operations, staff and administrators focus
in observing that students are not in any circumstance by themselves.

I. The institutional program to prevent sexual crimes consists in maintaining a continuous lookout for
each other to protect and prevent any sexual assaults.  The entire staff takes part of this program to
protect the students and the staff among themselves.

II. A person who was victimized will be encouraged to seek counseling at a rape crisis center and to
maintain all physical evidence until such a time when that person can be properly transported to a
hospital or rape crisis center for proper treatment.

III. A victim of a sexual crime has the option of reporting this crime to the institutional authorities or to
report it directly to (911) and search for professional assistance from the emergency agencies.  If
requested, the institutional personnel will be prepared to request assistance calling (911).  When
the crime is reported, the school will provide the victim with a written explanation of his or her rights
and options.

IV. The institution does not have accessibility to professional counseling, mental health or otherwise,
students and employees are encouraged to seek such professional assistance at the nearest
hospital or health care services.

V. The institution will offer the victim of a sexual crime, any available options to change the academic
schedule in as much as possible to the benefit of the victimized person

VI. The institutional disciplinary actions in reference to an alleged sex offence are as follows:
a. The accuser and the accused are entitled to the same opportunities to have others present

during a disciplinary proceeding: and

b. Both the accuser and the accused must be informed of the outcome of any institutional
proceeding brought alleging a sex offense
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CAMPUS SECURITY ACT DISCLOSURE STATEMENT – Clery Act 

VII. This institution has zero tolerance of violation of this policy.  Once the offense is confirmed the
institutional disciplinary action against students or employees may result in expulsion from school,
or termination of employment and in accordance to local laws, to an arrest of the offender by the
authorities.

12. The institution provides the following website to obtain information concerning the registration of sex
offenders arrest.http://www.city-data.com/so/so-Fullerton-California.html

13 Description of school’s emergency response and evacuation procedures. 
Required elements: 
-Procedures to immediately notify the campus community upon the confirmation of a significant emergency
or dangerous situation involving an immediate threat to the health or safety of students or employees
occurring on campus
-Statement that institution will, without delay, and taking into account the safety of the community, determine
content of the notification Must initiate notification system, unless issuing notification will compromise efforts
to assist a victim or to contain, respond to, or otherwise mitigate the emergency
-A description institution’s process to confirm there is a significant emergency
-Determine whom to notify
-Determine content of the notification
-Initiate the notification system
-List of titles of persons/organizations responsible for carrying out these actions
-Procedures for disseminating emergency information to the larger community
-The institution’s procedures to test the emergency response and evacuation procedures on at least an
annual basis
-Tests Announced or unannounced
-Publicized in conjunction with at least one test per calendar year
-Documented (description of the exercise, the date, time, and whether it was announced or unannounced)

14 Revised Crime Classification:  Burglary vs. Larceny:  An incident must meet three conditions to be 
classified as a Burglary.   

• There must be evidence of unlawful entry (trespass).  Both forcible entry and unlawful entry – no

force are counted.

• The unlawful entry must occur within a structure, which is defined as having four walls, a roof, and

a door.

• The unlawful entry into a structure must show evidence that the entry was made in order to commit

a felony or theft.  If the intent was not to commit a felony or theft, or if the intent cannot be

determined, the proper classification is Larceny.

15 Definition of On-Campus Student Housing Facility:  For the purposes of the Clery Act regulations, as 
well as the HEA fire safety and missing student notifications regulations, any student housing facility that is 
owned or controlled by the institution, or is located on property that is owned of controlled by the institution, 
and is within the reasonably contiguous geographic area that makes up the campus is considered an on-
campus student housing facility.  This definition clarifies that any building located on campus on land owned 
or controlled by the institution that is used for student housing must be counted as an on-campus student 
housing facility, even if the building itself is owned or controlled by a third party.   

16 Campus Law Enforcement Policies:  All institutions must include a statement of policy regarding campus 
law enforcement in their Annual Security Report.  This statement must contain the following elements: 

• A description of the law enforcement authority of the campus security personnel.

• A description of the working relationship of campus security personnel with State and local law
enforcement agencies, including whether the institution has agreements with such agencies, such
written memoranda of understanding (MOU), for the investigation of alleged criminal offenses.

• A statement of policies which encourage accurate and prompt reporting of all crimes to the campus
police and the appropriate law enforcement agencies.

• Students and employees should refer to the person or agency listed at the end of this report when
reporting or seeking help on a criminal incident.  Please note that any emergency that requires
immediate attention should not wait to report to the school’s officer but rather should contact the
appropriate agency by calling (911).

http://www.city-data.com/so/so-Fullerton-California.html
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The institution does not maintain any special relationship with State and local police and does not 

have an agreement with those police agencies (such as written memoranda of understanding) to 

investigate alleged crimes. 

This Institution encourages students to complete a timely reporting of all crimes to the campus 

administrators, police and appropriate law enforcement agencies 

This institution encourages students to immediately report an incident where an emergency 

evacuation will be needed.  All students should be familiar with the evacuation procedures posted in 

several key places around the campus. 

This institution does not provide on-campus housing.  Therefore, the following disclosures do not 

apply to this institution: 

Fire safety (668.49) 

Missing students (668.46(h)) 

Emergency notifications 668.46(g)) 

Hate crimes 668.46(c)) 

Peer to Peer file sharing:  Students authorized to utilize the institutional electronic equipment for 

purposes of conducting research, practical work, writing essays, doing homework assignments or in 

any general use of the equipment for course related work, are strictly unauthorized to copy or 

distribute any copyrighted material and any violations will subject the individual violator (staff 

member, non-staff member or student) to civil and criminal liabilities.  The first violation will be 

punished by removing any authorized privilege use of any institutional equipment, if the violation 

includes the use of individually owned equipment, the individual will not be allowed to bring in 

his/her personal equipment into the school premises.  Second violation the staff member may be 

terminated or the student may be expelled from school.  This decision will be taken by the school 

administration.  The institution conducts annual evaluations of the procedures in place to prevent 

any violations of copyrighted materials observing the need of the students to have access to the 

institutional network.  The institution will keep a log summarizing violations reported and 

disciplinary actions taken. 

Students and employees should refer to the following person or agency when reporting or seeking 

help on a criminal incidents.  Please note that any emergency that requires immediate attention 

should not wait to report to the school’s officer but rather should contact the appropriate agency by 

calling (911). 

Name of institution’s 

Financial Aid Director 

Arjun Adhikari

Title Financial Aid Director 

School Name CTK Healthcare and Career Institute

Street address 3455 N Beltline Rd Suite 203

City, State Zip Irving, TX 75019

Phone No. (214) 441-3556
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