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Approval Disclosure Statement 
 
The School of Security Technology (SST), 302 West Katella, Orange, CA has been granted institutional approval 
from the Bureau for Private Post Secondary and Vocational Education pursuant to California Education code 
Section 94915. The Bureau's approval means that the institution and its operation comply with the minimum 
standards established under the law for occupational instruction by private postsecondary educational 
institutions. Institutional approval must be re-approved every three years and is subject to continuing review. 
Approved are the following courses: 
 

Basic Locksmithing D.O.T. Code #709.281-014 - 96 Hours 
Basic Retail Locksmith Operation - 224 Hours 
Basic Field Locksmith Operation - 544 Hours 

 
Classes are limited to no more than twelve students for optimum instruction effectiveness.  
 
California statute requires that a student who successfully completes a course of study be awarded an appropriate 
diploma or certificate verifying the fact. This institution does not provide English-as-a-second-language 
instruction. 
 
Prospective students are encouraged to visit the physical facilities of the school and to discuss individual 
educational and occupational plans with school personnel prior to enrolling or signing enrollment agreements. 
This school currently does not have available sponsored programs, government or otherwise, to provide grants 
or to pay for portions of tuitions and fees. 
 
There are no bureaus or agencies that set minimum standards for our curriculum and course of study. However, 
the Bureau of Security and Investigative Services requires every person employed by a licensed locksmith to 
possess a permit registration. 
 
Persons seeking to resolve problems or complaints should first contact the instructor in charge. Requests for 
further action may be made to the Associate Director, Lynn Vogt or the Director, Charles Brown. 
  
Unresolved complaints may be directed to the Bureau for Private Post-secondary & Vocational Education at the 
following address: 
 
 

BUREAU for PRIVATE POSTSECONDARY AND VOCATIONAL EDUCATION 
P. O. BOX 980818 

WEST SACRMENTO, CA  95798-0818, or 
1625 North Market Blvd., Suite S-202 
SACRAMENTO, CA  95834-1924 

(916) 574-7720 
 
All information in this catalog is current and correct and is so certified as true by: 
 

  Charles Brown      

Charles Brown, School Director 
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Course Objective and Description: 
 
Our Locksmithing program courses are designed to allow our students to gain a clear and basic understanding of 
the locksmith industry and the specific functions of a general locksmith and to provide hands-on-experience that 
will assist an individual who is seeking job opportunities in the locksmith industry.  
 
Three Locksmith Program Courses  
 
BASIC LOCKSMITHING COURSE: Strong overview of Basic Locksmithing with hands-on-experience. 
Instruction includes: key blank identification, key machines & duplication, the various types of lock hardware & 
applications, trouble-shooting, lock picking and impressioning, code cutting, basic master keying and customer 
service.  Specific tools are provided to successfully accomplish the course. This is an evening course composed 
of 96 hours of class time and practical lab. The course schedule is as follows: 

Tuesday & Thursday 4 hours 6:00pm - 10:00 pm or 
Monday & Wednesday 4 hours 6:00 pm - 10:00pm 

 
BASIC RETAIL LOCKSMITH OPERATION: This program includes the BASIC LOCKSMITHING 
course and education in a store environment in which the student is exposed to practical experience and 
application of the skills learned. The program is designed to be taken concurrently with the classroom instruction 
beginning in the fifth week of the basic course. A workbook is issued with specific tasks to accomplish specific 
skills to perform and record. This course totals 224 hours; 96 hours in the classroom, two evenings per week and 
128 hours, apprenticing two days a week in a specified parent company retail service center.  Basic Locksmithing 
Course is a prerequisite. 
 
BASIC FIELD LOCKSMITH OPERATION: This program includes the BASIC RETAIL LOCKSMITH 
OPERATION course and education in a field environment in which the student is exposed to practical 
experience that is unique to working in a service vehicle in the field. The field portion of this program begins 
after completing the classroom experience and retail operations part of the program. This course totals 544 
hours; 96 hours in the classroom, two evenings a week, 128 hours apprenticing two days a week in a specified 
parent company retail service center and 320 hours, five days per week for two months in a parent company 
service truck.  Basic Locksmithing and Retail Operations are prerequisites. 
 
FUNDAMENTALS OF LOCK CYLINDER KEYING:  This program is designed to provide the training 
and knowledge of keying cylinders to individuals such as apartment managers and maintenance, facility and 
security personnel.  This intense hands-on course covers understanding lock cylinders, the various methods of 
cylinder disassembly, removal of cylinders from a variety of lock hardware, keying a cylinder with a single key and 
multiple keys, and simple troubleshooting functions.  This program does not lead to becoming a locksmith 
but provides training on a specific locksmith function only, and is not approved through the State of 
California.  The course is scheduled as demand dictates.  The course meets for three consecutive days (Tuesday, 
Wednesday, Thursday) from 9:00am to 4:00pm. 
 
Enrollment: 
 
An applicant may apply for enrollment on any business weekday between 9:00am and 4:00pm. Special 
arrangements for alternate times may be arranged if necessary. A required Entrance Exam will be administered to 
everyone who wishes to enroll.  An applicant must be a high school graduate or equivalent. If an applicant does 
not have a High School Diploma or equivalent, they may be permitted to enroll if s/he demonstrates the  
 

2 
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aptitude for this education through an entrance examination (Ability to Benefit Test) and interview, upon the 
approval of the school director. Enrolling students must be at least 18 years of age.  

 

The Bureau of Security and Investigative Services requires every person employed by a registered locksmith to 
possess a locksmith permit registration. A Locksmith Registration application, which includes two sets of the 
student's fingerprints, will be sent to the state for investigation.  The student is required to pay for the service of 
fingerprinting for the two fingerprint cards.  Possessing a felony record within the last 7 years or a misdemeanor 
record within the last 3 years may have an adverse affect in obtaining a permit. A student will be required to sign 
a locksmith registration regulations form attesting that their record is clear of violations within these standards. 
The state requires approximately four to eight months to process permit applications. 

 
Placement Assistance: 
 
Although SST makes no guarantee of future employment, we actively search for potential openings with 
locksmith companies, and others that utilize in-house locksmiths. Potential openings and leads will be posted on 
the SST bulletin board and mailed to graduates. The school also offers life-time placement assistance to our 
graduates. 
 
Attendance Requirements: 
 
Students are expected to attend all scheduled classes in order to achieve the learning goals of their programs. 
Prospective employers are often as concerned with attendance records as with academic records. Attendance is 
recorded every hour of each class meeting. If the student is tardy two (2) times during a one month period, the 
instructor will counsel the student to improve attendance. Upon the third tardy in that time period, the student 
will be suspended for one class period. Students who are absent from classes due to illness, death in the family, 
jury duty or other uncontrollable circumstances should contact the instructor directly to arrange for make-up 
work for the missed classes. If a student must interrupt his/her attendance for an extended period for the above 
described uncontrollable reasons, the student may continue his/her education during the next available class, at 
the discretion of the Director. If the student is absent two (2) times during a one month period, the instructor 
will counsel the student to improve attendance. Upon the third absence in that time period, the student will be 
suspended for one class period. Additional absences will result in termination of their participation in class. 

 
Class Conduct & Dismissal: 
 
All students are expected to conduct themselves as responsible adults, to attend classes regularly and to maintain 
a satisfactory level of academic achievement. The school reserves the right to dismiss any student who exhibits 
conduct which is found by the administration to be: 

1. Detrimental to the individual, other students, or the administration 
2. Fails to maintain satisfactory academic progress 
3. Fails to meet financial obligations to the school as agreed upon 
4. Sells, uses, or has possession of alcohol or other controlled substances on school property, including 

the parking area 
5. Possesses any type of weapon while on school property, including the parking area 
6. Fails to maintain satisfactory attendance 

If a student is dismissed for any of the above reasons, the student may appeal to the administration for 
reinstatement within two class days of dismissal. A committee of the Director, Associate Director and student's 
Instructor will make a determination of reinstatement. Due to the importance of attending each class, 
reinstatement may require that the student be placed in the next session so that the student does not miss any 
instruction.      3 
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Certification Requirements: 
 
A grade of 70% is passing. This means an overall grade average of at least 70% on all tests are required. Tests are 
given following each lesson of instruction. The final exam consists of three parts; written, practical, and verbal. 
When the student satisfactorily completes the course, the student will be presented with a certificate of 
completion. 
 
Progress Reports & Records: 
 
There are quizzes and tests associated with the material presented in this course. Records of each student's 
progress are maintained as the course progresses. In order for a student to pass this course, the student must 
achieve at least a satisfactory grade ("C" average / 70%). 
 
Student Records: 
 
Students are advised that state law requires this educational facility need only maintain school and student 
records for a period of five (5) years. 
 

School Location & Facility: 
 
The main location of the school is located in Orange on Katella Avenue between Glassell and Batavia. The 
facility is located between the 57 and 55 freeways at 302 W. Katella. The primary training and classroom area is a 
large room at the southwest corner of the facility. The classroom is designed to accommodate up to (12) 
students. The restrooms are located next to the classroom and are easily accessible. Shop and store areas are 
located at the front of the facility. Please note that the school location and facility is handicap accessible. 
 
Health & Safety Requirements: 
 
There is no smoking allowed in the building. All students will follow safety rules provided by the Instructor. The 
Facility fully complies with federal, state, and local ordinances and regulations regarding safety. 
 
School Hours and Operation: 

 
Basic Locksmithing Course  
 Tuesday & Thursday     4-hours   6:00pm – 10:00pm or  
 Monday & Wednesday  4-hours   6:00pm – 10:00pm 
 

Basic Locksmithing classes begin approximately every four months.  There is no open enrollment.  Register early 
to reserve a seat for the class you want. 
 
  Keying Course 
   Tuesday, Wednesday, Thursday  6-hours   9:00am – 4:00pm 
   1-hour lunch break on your own 
 
The keying course is scheduled when there is a minimum of six individuals prepared to enroll. 
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SST  School of Security Technology 

Basic Locksmith Course Outline: 
Introduction To Locksmithing  

a. Basic Concepts 
b. Basic Tools 
c. Code of Ethics & Laws 
d. Manufacturers & Distributors 
e. Competition 

Key Blank Identification 
a. Bit, Barrel, & Flat 
b. Small and Large Pin & Wafer 
c. Length 
d. Restricted 
e. Foreign & Domestic Automotive 
f. Tubular 
g. Head Shape 
h. Millings 
i. Master Keyways 

Key Machines and Key Duplication 
a. Key Machine Basics 
b. Types of Key Machines / Purposes 
c. Key Duplication Basics 
d. Key Generation – Basic Terminology 

1. Code Cutting 
2. Impressioning 
3. Reading 
4. Decoding 

Basic Lock Types and How They Work 
   (Exploded Views Included) 

a. Wafer 
b. Pin 
c. Ward 
d. Lever 
e. Functions & Finishes 

Standard Rim and Mortise Cylinders 
a. Basic Rim & Mortise Cylinder Design & Function 
b. Shear Lines 
c. Repinning Procedures 
d. Opening Techniques 
e. Key Making for Lost Keys 
f. Basic Repair Problems 

Key in Knob Locks – Key in Lever Locks 
a. Basic Bored Locks 
b. Grades & Types 
c. Light & Standard Duty Residential 
d. Standard & Heavy Duty Commercial 
e. Special Applications 

Deadbolts and Mortise Locks 
a. Deadbolt Grades & Types 

1. Single Cylinder 
2. Double Cylinder 
3. Single Sided 

b. Mortise Locks 
1. Definition 
2. Design & Types 
3. How They Work 

Installations 
a. Preparations 
b. The Tools 
c. Types of Hardware 
d. Types of Installations 
e. Door Composition 
f. Techniques 

Basic Picking 
a. Theory & Technique 
b. Shear Lines 
c. Tolerances 
d. Tools & Usage 

1. Picks & Pick Gun 
2. Tension Tools 

e. Practice 
1. 1 Pin, 2 Pins, 3 Pins, etc. 
2. Wafer Locks 

Code Cutting and Impressioning 
a. Codes 

1. Types, Locations 
2. Code Information & Machines 

b. Impressioning 
Basic Master Keying 

a. Theory & Description 
b. Shear Lines & Decoding 
c. One & Two Step System 
d. Mathematical Progression 

Introduction to Safes 
a. Safe Types & Ratings 
b. Combination Lock operation 
c. Combination Change 
d. Troubleshooting 

Introduction to Electronic Security 
a. Features & Benefits 
b. System Components 
c.  System & Single Door Access 
d. Applications    

Customer Service in the Security Industry 
Recap Course and Final Exam 
 
Note:  Format & content, may change without notice

1.   Unit Locks     
2.   Corrosion Resistant     
3.   Handicapped Levers 

f.   Bored Installation Practice 
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Payment Schedule: 
 
A deposit is required upon enrollment. Payment of these courses are expected to be made by the first course 
meeting. There are occasions where a payment schedule may be developed to assist a student to pay for the 
course over the period of the course. There is no interest accrued on the payment of the course. 
 
Fees: 
 
1) BASIC LOCKSMITHING COURSE (96 hours, with optional 24 hours of retail observation.) 

REGISTRATION (Non-refundable) . . . . . $     55.00 
LOCKSMITH PERMIT APPLICATION (Non-refundable) . . $     95.00* 
TUITION . . . . . . . . $2,900.00 
COURSE STARTER KIT (Tools, Materials & Tax) . . . $   800.00 

TOTAL COURSE COST           $3,850.00 
 
 
2) BASIC RETAIL LOCKSMITH OPERATION PROGRAM (224 hours) 

REGISTRATION (Non-refundable) . . . . . $     55.00 
LOCKSMITH PERMIT APPLICATION (Non-refundable) . . $     95.00* 
COURSE STARTER KIT (Tools, Materials & Tax) . . . $   800.00 
BASIC LOCKSMITHING TUITION . . . . . $ 2,900.00 
BASIC RETAIL OPERATION TUITION . . . . $1,700.00 

TOTAL PROGRAM COST          $5,550.00 
 
 
3) BASIC FIELD LOCKSMITH OPERATION PROGRAM (544 hours) 

REGISTRATION (Non-refundable) . . . . . $     55.00 
LOCKSMITH PERMIT APPLICATION (Non-refundable) . . $     95.00* 
COURSE STARTER KIT (Tools, Materials & Tax) . . . $   800.00 
BASIC LOCKSMITHNG TUITION . . . . . $2,900.00 
BASIC RETAIL OPERATION TUITION . . . . $1,700.00 
BASIC FIELD LOCKSMITH OPERATION TUITION . . . $2,300.00 

TOTAL PROGRAM COST            $7,850.00 
 
 

*This fee does not include the cost of the fingerprinting process performed by local law enforcement agencies or  
  any other agency which performs this service. 
 
4)  FUNDAMENTALS OF LOCK CYLINDER KEYING 
  REGISTRATION, COURSE, & MATERIALS . . . . $650.00 
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Student Tuition Recovery Fund Information: 
 

The State of California created the Student Tuition Recovery Fund (STRF) to relieve or mitigate economic losses 
suffered by California residents who were students attending schools approved by, or registered to offer Short-
term Career Training with the Bureau for Private Postsecondary and Vocational Education (Bureau). 
 

You may be eligible for STRF if you are a California resident, prepaid tuition, paid the STRF fee, and suffered an 
economic loss as a result of any of the following: 
 

1.  The school closed before the course of instruction was completed. 
2.  The school’s failure to pay refunds or charges on behalf of a student to a third party for license fees or any 

other purpose, or to provide equipment or materials for which a charge was collected within 180 days before 
the closure of the school. 

3.  The school’s failure to pay or reimburse loan proceeds under a federally guaranteed student loan program as 
required by law or to pay or reimburse proceeds received by the school prior to closure in excess of tuition 
and other costs. 

4.  The school’s breach or anticipatory breach of the agreement for the course of instruction. 
5.  There was a decline in the quality of the course of instruction within 30 days before the school closed, or if 

the decline began earlier than 30 days prior to closure, a time period of decline determined by the Bureau. 
6.  The school committed fraud during the recruitment or enrollment or program participation of the student. 
 

You may also be eligible for STRF if you were a student that was unable to collect a court judgment rendered 
against the school for violation of the Private Postsecondary and Vocational Education Reform Act of 1989. 
 

You must pay the state-imposed fee for the Student Tuition Recovery Fund (STRF) if all of the following applies 
to you: 
 

1.  You are a student, who is a California resident and prepays all or part of your tuition either by cash, 
guaranteed student loans, or personal loans, and  

2.  Your total charges are not paid by any third-party payer such as an employer, government program or other 
payer unless you have a separate agreement to repay the third party. 

 

You are not eligible for protection from the STRF and you are not required to pay the STRF fee if either of the 
following applies: 
 

1.  You are not a California resident, 
2.  Your total charges are paid by a third party, such as an employer, government program or other payer, and 

you have no separate agreement to repay the third party. 
 

Questions regarding the STRF may be directed to the following address: 
 

BUREAU for PRIVATE POSTSECONDARY AND VOCATIONAL EDUCATION 
P. O. BOX 980818 

WEST SACRAMENTO, CA  95798-0818, or 
1625 North Market Blvd., Suite S-202 
SACRAMENTO, CA  95834-1924 

(916) 574-7720 
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Tool & Material Requirements: 
 
Locksmith Starter Tool Kit for the Basic Locksmith Course: 

The following tools and materials are supplied as part of the 'Starter Kit' issued. It is your responsibility 
to maintain the tools and materials in proper condition and to keep them secure. It is your responsibility to bring 
your kit with you to every class. 

 

TOOL KIT INCLUDES: 
TWEEZERS   .005" PINNING KIT   PICK SET 
PLUG SPINNER  KEY DECODER   PICK BOOK 
IMPRESSIONING FILE KEY EXTRACTOR SET  PROBE 
SHIMS    KWK CYL REMOVAL TOOL  TOOL BOX    
4 IN 1 SCREWDRIVER  SPANNER WRENCH   IMPRESSION PLATE 
IMPRESSIONING GRIP FILE HANDLE   FOLLOWER  
TRU-ARC PLIERS   POCKET SCREWDRIVER  4 LOCKSETS/CYLINDERS 
SAFETY GLASSES  AEROSOL CAN, LUBRICANT  WORKSHIRTS (For externships) 
 
MANUAL INCLUDES: 
APPROVAL DISCLOSURE STATEMENT      TECHNICAL DATA CODE OF ETHICS 
TOOLS & MATERIALS REQUIREMENTS     NOTICE OF CANCELLATION       HARDWARE 
WEEKLY CLASS HANDOUT MATERIAL     NOTICE OF STUDENT RIGHTS    KEY CATALOG 
 

TOOLS THAT STUDENTS MUST BRING WITH THEM: 
CLAW OR BALL PEEN HAMMER        3/4" WOOD CHISEL 
 

*            Due to the nature of the security industry, picks will not be handed out with the Starter Kit until the 
              Picking Class begins (approximately the 8th week). 
*            Tool list may change without notice but value will remain the same. 
*            The personal hand tools the student is required to bring totals an estimated value of $20.00. 
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Training Instructors 
 
Bob Lee 
     Bob Lee has been involved in the in the locksmithing field for nearly 15 years.  His initial background 
included being a machinist for many years before he discovered the world of locks.  Bob attended the School of 
Security Technology and discovered a whole new world where he could build upon his superior mechanical 
skills.  Comlock saw his aptitude and hired him after his graduation.  With his knowledge, experience, and 
training others, Bob has taken on the responsibility of becoming an instruction for the school.  Bob makes sure 
his students get the hands-on training they need along with the understanding of the factors that make this 
profession most interesting and rewarding. 
 
Rick Rasmussen 

Rick Rasmussen has been in the lock and security business for over 25 years.  He began his career working in 
the maintenance department at a school district.  He worked as a maintenance carpenter and also assisted the 
current locksmith and prepared to take over the district's locksmith responsibilities full time.  He was a customer 
of Commercial Lock (formerly known as Bill's Lock & Safe) and developed a working relationship that grew into 
an employment opportunity.   

Starting out as a field technician, he moved on to store manager, and then area district manager.  He also was 
an instructor in the early years of the School of Security Technology, then known as School of Lock 
Technology.  Rick taught classes between 1991 and 1999.  During that time, Rick also shared responsibility as an 
associate director for the school.   

After leaving this area of employment, he redirected his career to the security product distribution arena and 
began his employment with Clark Security Products.  Rick has worked primarily in inside sales, working closely 
with locksmiths with their security product needs.  Additionally, he has instructed classes at security expos and 
conventions.  Rick continues in this role and returned to teaching at the School of Security Technology in 
January 2008.  In his 25 years in the industry, Rick has served on various committees, achieved many sales 
awards and held certifications as an instructor for the state of California Certified Postsecondary Education, in 
addition to state certification as an associate director.  He is also a state permitted locksmith.  During his career, 
Rick has demonstrated a high degree of self-discipline, motivation and professionalism.    
 
Rod Woodward 

Mr. Woodward has been involved in the locksmithing industry since 1975 when he attended The Golden 
Gate School of Lock Technology. Graduating at the head of his class, he was hired by the instructor, who owned 
and operated McGee's Lock and Key, located in Los Angeles. 

In 1976, Rod started employment with Bill's Lock and Safe as a field service tech. Rod soon became a 
journeyman technician through taking advantage of training opportunities. After nine years in the service 
department, Rod changed gears and became a store manager. In the three years as a store manager, Rod was 
awarded the Store Manager of the Year Award three times. In addition to his store responsibilities, Rod was also 
responsible for overseeing the training of all new employees to the company. He put together a step by step 
training guide that has been used for the outline of today's SST course. 

For the last twelve years, Rod has been in management and is currently the Operations Manager. He 
continues to be responsible for most of the technical training that occurs within the Comlock Security Group.  
Rod's over two decades of technical, people, and management skills have qualified him for the position of 
educating future locksmiths. 
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Notice of Student Rights: 
 
1. You may cancel your contract for school, without any penalty or obligation as described in the  

Notice of Cancellation that will be given to you at the first class you attend. Read the Notice of 
Cancellation form for an explanation of your cancellation rights and responsibilities. If you have lost 
your Notice of Cancellation form, ask the school for a sample copy. 

2. You have the right to stop school at any time and receive a refund for the part of the course not 
 completed. Your refund rights are described in the contract. If you have lost your contract, ask the  
  school for a description of the refund policy. 
3. If the school closes before you graduate, you may be entitled to a refund. Contact the Bureau for 
 Private Postsecondary & Vocational Education at the address and telephone number printed below 
 for information. 
4. If you have any complaints, questions or problems which you cannot work out with the school, write 
 or call: 

BUREAU for PRIVATE POSTSECONDARY AND VOCATIONAL EDUCATION 
P. O. BOX 980818 

WEST SACRAMENTO, CA  95798-0818, or 
1625 North Market Blvd., Suite S-202 
SACRAMENTO, CA  95834-1924 

(916) 574-7720 

 
 
 

Refund Policy:  Cancellation 
 
1. The student shall have the right to cancel this agreement for a course of instruction, including any 
 equipment or other goods and services included in the agreement, until midnight of the fifth  

business day after the day on which the student attended the first class of instruction. 
2. Cancellation shall occur when the student gives written notice of cancellation to the School at the 
 address specified in this agreement. 
3. The written notice of cancellation, if given by mail, is effective when deposited in the mail properly 
 addressed, with postage prepaid. 
4. The written notice of cancellation need not take a particular form. However expressed, it must 
 indicate the Student's desire not to be bound by the agreement. 
5. If the Student cancels the agreement, the Student shall have no liability, except as provided in 
 Paragraph 6, and the School shall refund any consideration paid by the Student within 30 days after 
 the School receives notice of cancellation. 
6. If the School gave the Student any equipment, the Student shall return the equipment within 10 days 
 following the date of the Notice of Cancellation. If the Student fails to return the equipment within 
 this 10-day period, the School may retain that portion of the consideration paid by the Student equal 
 to the documented cost of the equipment itemized in the agreement and shall refund the portion of 
 the consideration exceeding the price of the equipment. The Student may retain the equipment 
 without further liability. 
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Refund Policy:  Withdrawal 
 
1. The Student has the right to withdraw from a course of instruction at any time. 
2. If the Student withdraws from a course of instruction after midnight of the fifth business day after  

the day on which the student attended the first class of the course of instruction, the School will remit a 
refund, as per the following refund formula. The amount of the refund shall be calculated on a pro rata 
basis, less a $55.00 registration fee and the cost of any equipment the School provided the student which 
was not returned within ten days following the date of the student's withdrawal. 

 
  (Cost - Registration Fee) x Total hours paid not received - Equipment = Refund 
                                                     Total hours paid 
 
Example: Assume a 650 hour program costing $5,300.00 for tuition and $50.00 for registration, and books 
 and supplies of $225.00. The student withdraws after 200 hours and takes no school equipment. 
 The refund calculation would be: 
 
  ($5,300.00 - $50.00) x 450 Hours paid not received - 0 = $3,622.50 
                                           650 Total hours paid 
 

3. For the purpose of determining a refund, the Student shall be deemed to have withdrawn from a 
 course of instruction when any of the following occur: 

a) The Student notifies the School of the Student's withdrawal or of the date of the Student's 
withdrawal, whichever is later. 

b) The School terminates the Student's enrollment as provided in the agreement. 
c) The Student has failed to attend classes for a one-week period. For the purpose of this 

paragraph, the date of the Student's withdrawal shall be deemed the last day of recorded 
attendance. 
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Notice of Cancellation: 
 

   
(Enter date of first class or date first lesson received, whichever is applicable) 
 
You may cancel this Contract for School, without any penalty or obligation, by the date stated below. 
 
If you cancel, any payment you made and any negotiable instrument signed by you, shall be returned to you 
within (30) days following the School's receipt of your cancellation notice. 
 
But, if the School gave you any equipment, you must return the equipment within (10) days of the date you 
signed a cancellation notice. If you do not return the equipment within this (10) day period, the School may keep 
an amount of what you paid that equals the price of the equipment.  The School is required to refund any 
amount over that as provided above, and you may keep the equipment. 
 
To cancel the Contract for the School, mail (Certified) or deliver a signed and dated copy of this cancellation. 
notice, or any other written notice, or send a telegram to: 
 

School of Security Technology 
Attn.:  Charles Brown, Associate Director 

302 W. Katella Avenue 
Orange, Ca. 92867-4705 

 
NOT LATER THAN 
 
  
(Enter midnight of the date that is the fifth business day following the day of the first class or the day the first 
lesson was received, whichever is applicable) 
 
"I cancel the Contract for School." 
 
         
(Student's signature)                                                          (Date) 
 
REMEMBER, YOU MUST CANCEL IN WRITING.  You do not have the right to cancel by just 
telephoning the School or by not attending class. If you have any complaints, questions or problems that you 
cannot work out with the school, call or write: 
 

BUREAU for PRIVATE POSTSECONDARY AND VOCATIONAL EDUCATION 
P. O. BOX 980818 

WEST SACRAMENTO, CA  95798-0818, or 
1625 North Market Blvd., Suite S-202 
SACRAMENTO, CA  95834-1924 

(916) 574-7720 
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