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INTRODUCTION
Mission Statement
ICE is dedicated to inspiring our students to reach their full potential through an education that
emphasizes technique and professionalism. We will accomplish this in a passionate, disciplined environment
that fosters excellence, critical thinking and creativity in students, faculty and staff. ICE is committed to
ongoing assessment and institutional improvement for the benefit of our students, staff, faculty and
administration.

Welcome from the Office of Student Affairs
Welcome to the Institute of Culinary Education. You are about to embark on an unparalleled educational journey.
Your Student Handbook is the roadmap for this journey, and we ask that you read it before you begin. In the
Handbook you will find the rules of the road that will govern your experience at ICE. The Office of Student Affairs
can provide general help and support for all students enrolled in the professional programs of the school.
Every program at ICE is divided in to Modules, and each Module is divided into Courses. The name and reference
number of each Course and Module is listed in the Handbook. We use these to refer to your attendance and
academic standing in the program, and as such, these “codes” provide a framework for your program.
All of ICE’s school policies are outlined within. Listed are:
 Attendance Policies
 Academic Support, and Satisfactory Academic Progress Policy
 Code of Conduct and Academic Honesty Policy
 Dress Code and Hygiene Policies
 Safety and Sanitation Guidelines
 Grievance and Complaint Procedures
 FERPA Policy
Have questions but not sure where to go? See page 39 for a detailed contact list.
Students attending all professional programs at ICE have additional credits available to enroll in both
recreational and appropriate professional development classes. This policy is enumerated in the Student
Handbook, and questions should be addressed to classcredits@ice.edu.
At ICE, we encourage students to participate in all volunteer and enrichment opportunities that will enhance
their professional training. The Office of Student Affairs disseminates information about these events through
flyers, the electronic Newsletter, and through representative class visits. These demonstrations and seminars
provide in-depth coverage of materials not covered in the classrooms, encourage networking and can lead to
advantageous opportunities in the future.
The Office of Career Services directs externship placements for the programs that require them, and job
placement assistance for graduated students and can be reached at CareerServices@ice.edu.
Please take the time to familiarize yourself with the Handbook, and feel free to contact the Office of Student
Affairs with any questions you may have. The Office of Student Affairs publishes a weekly newsletter that includes
upcoming demonstrations, volunteer events and other industry related topics. You can reach us at
StudentAffairs@ice.edu. We are looking forward to the successful completion of your training at the Institute of
Culinary Education, and are here to help with any questions you may have.
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CAREER PROGRAMS
The Institute of Culinary Education policies and procedures regarding academic and attendance policies are
evaluated and accredited by the New York State Department of Education, Federal Title 1V regulations and the
Accrediting Commission of Career Schools and Colleges, ACCSC.

Culinary Arts Program
The Culinary Arts Program consists of six modules and within those modules are individual courses. The
courses are outlined as follows:

Module

Course #

Course Title

Course Code

Lessons

CATERM1

1

Culinary Fundamentals

CACF 100

L001 - L007

CATERM1

2

Introduction to Fish, Poultry and Meat

CAMF 100

L008 - L014

CATERM1
CATERM2

3

Sauces and Soups
Dry Heat Cooking Methods

CASS 100
CADH 110

L015 - L022
L023 - L031

CATERM2

5

Moist Heat Cooking Methods, Advanced
Vegetable Preparations, Grains and Legumes

CAMH 120

L032 - L040

CATERM2

6

Breakfast Cookery, Salads and Sandwiches

CABB 130

L041 - L048

CATERM3

7

Advanced Cooking Techniques and French
Regional Cooking

CAI 200

L049 - L060

CATERM3

8

Cuisines of Italy and Asia

CAI 220

L061 - L072

CATERM4
CATERM4

9

Pastry Essentials
Contemporary Desserts

CAPE 100
CACD 110

L073 - L081
L082 - L092

CATERM5

11

Modern Culinary Masters and Market Basket
Cooking

CAMM 200

L093 - L100

CATERM5

12

Hors d'oeuvres, Charcuterie and Buffets

CACB 210

L101 - L110

CATERM6

13

Externship

CAXT 290

4

10

Course Components for Culinary and Pastry Programs






Daily Performance Evaluation (see pg.7 for details)
Written Examinations
Practical Examinations
Library Assignments
Externship (see pg. 9 for details)

Daily Performance Evaluation
A student daily performance is assessed by a chef’s instructor. Daily Performance grade is 50% of the course
grade.

Written Examinations & Practical Examinations
Courses that include practical and/or written examinations will be 50% of the course grade.

Make-Up Practical Examinations
Make-up practical examinations require the permission of the Office of Student Affairs and documentation of the
reason for missing the exam may be required. Guidelines will be the same as they are for Leave of Absence
(documented illness, bereavement, financial difficulty or military). It is your responsibility to contact the Office of
Student Affairs to discuss a Make – Up practical exam. Students that fail to show for a makeup practical or cancel
within 24 hours may be denied the opportunity to reschedule and will be given a grade of “F.” for the exam.
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Library and Written Assignments
Be sure to hand these assignments in on the due date. A missing assignment can put your grades at
jeopardy and can result in possible course failure.

Attendance
Students must be present 90% of their scheduled hours for the duration of the program and must remain below a
10% absence rate. For the 110 lessons of the Culinary Arts program, a student may not be absent more than 11
lessons. Students who are absent more than 11 lessons will be dismissed and subject to refund policies mandated
by New York State and Federal Title IV regulations.
Lessons are 4 hours in duration and a student who is more than 30 minutes late may not be admitted to class at
the discretion of the Instructor. Repeated lateness may result in dismissal.
Any student that is not present for at least 2 hours in a class will be marked absent.
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Pastry & Baking Arts Program
The Pastry & Baking Arts Program consists of five modules which includes nine courses.

Module

Course #

Course Title

Course Code

Lessons

Introduction to Baking Techniques
and Ingredients I
Introduction to Baking Techniques and
Ingredients II
Breads and Other Yeast-Raised Doughs

PBIB 100

L001 - L011

PBIB 110

L012 - L025

PBBD 100

L026 - L034

Pastry Doughs
Cakes, Fillings and Icings

PBBD 110
PBFI 100

L035 - L050
L051 - L062

6

Advanced Cakes, Cookies and
Plated Desserts

PBFI 110

L063- L075

PBTERM4
PBTERM4

7
8

Chocolate Confections
Cake Decorating

PBCC 200
PBCD 210

L076 - L086
L087 - L100

PBTERM5

9

Externship

PBXT 290

PBTERM1

1

PBTERM1

2

PBTERM2

3

PBTERM2
PBTERM3

4

PBTERM3

5

Grading Components for Culinary and Pastry Programs






Daily Performance Evaluation (see pg.7 for details)
Written Examinations
Practical Examinations
Library Assignments
Externship (see pg. 9 for details)

Daily Performance Evaluation
A student daily performance is assessed by chef’s instructor and is 50% of the course grade.

Written Examinations & Practical Examinations
Courses that include practical and/or written examinations will be 50% of the course grade.

Make-Up Practical Examinations
Make-up practical examinations require the permission of the Office of Student Affairs and
documentation of the reason for missing the exam may be required. Guidelines will be the same as they
are for Leave of Absence (documented illness, bereavement, financial difficulty or military). It is your
responsibility to contact the Office of Student Affairs to discuss a Make – Up practical exam. Students
that fail to show for a makeup practical or cancel within 24 hours may be denied the opportunity to
reschedule and will be given a grade of “F.” for the exam.

Library and Written Assignments
Be sure to hand these assignments in on the due date. A missing assignment can put your grades
at jeopardy and can result in possible course failure.
Students must be present 90% of their scheduled hours for the duration of the program and must
remain below a 10% absence rate. For the 100 lessons of the Pastry Arts program, a student may not be
absent more than 10 lessons. Students who are absent more than 10 lessons will be dismissed and
subject to refund policies mandated by New York State and Federal Title IV regulations.
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Lessons are 4 hours in duration and a student who is more than 30 minutes late may not be admitted to class at
the discretion of the Instructor. Repeated lateness may result in dismissal.
Any student that is not present for at least 2 hours in a class will be marked absent.

Daily Performance Evaluation Components for Culinary and Pastry
Uniform
 Wears a complete, clean and unwrinkled uniform
Food Safety
 Keeps work area sanitized
 Does not cross-contaminate
 Keeps food at safe temperature
 Wears gloves when appropriate
 Hair is restrained (hair nets are available in the kitchens); men are clean shaven or beards or moustaches
are trimmed; no nail polish or long fingernails
Clean-Up
 Participates in cleaning during and after class
Preparation for Class
 Demonstrates familiarity with recipes
 Written assignments completed
 Assigned reading done
Professionalism
 Takes direction and accepts criticism
 Is prepared for class
 Works effectively with classmates
 Works in a neat and orderly manner
 Demonstrates an eagerness to learn
Skills





Works efficiently
Demonstrates appropriate knife skills for level of class
Demonstrates an increasing level of technical competence
Prepares food of acceptable quality

Punctuality
 Arriving on time and staying until class is dismissed
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Hospitality Management Program
The Hospitality Management Program consists of six modules and eleven courses.

Module

Course #

HATERM1

1

HATERM1

2

HATERM2

3

HATERM2

4

HATERM3

5

HATERM3

Course Title

Course Codes

Lessons

Introduction to Hospitality, Travel, and
Tourism
Hospitality Human Resources and
Supervision
Rooms Division and Facility Management

HATT 100

L001 - L020

HAHR 200

L021 - L042

HADF 220

L043 - L066

HAMF 110

L067 - L088

HAFD 220

L089 - L110

6

Mathematical and Financial Concepts For
Hospitality
Hospitality Food and Beverage
Management
Hotel Front/Back Office Management

HAFB 210

L111 - L135

HATERM4

7

Hospitality Sales and Marketing

HASM 200

L136 - L157

HATERM4

8

Food Production and Kitchen Management HAFK 220

L158 - L177

HATERM5

9

HAEP 230

L178 - L199

HATERM5

10

HAPM 110

L200 - L219

HATERM6

11

Event Management and Conference
Planning
Hotel Property Management System and
Technology
Career Development / Externship

HAXT 290

Course Components






Class Participation
Written Exams
Projects
Attendance
Externship (see pg. 9 for details)

Class Participation
10% of a student’s course grades will be based on participation.

Written Examinations/Projects
90% of course grades are written examinations or projects. Late projects must be submitted within 14 days
of the last day of the class and may receive a letter grade deduction based on the instructors’ discretion.
Late projects must be submitted within 14 days of the last day of the class and may receive a letter grade
deduction based on the instructors’ discretion.

Attendance
Students must be present 90% of their scheduled hours for the duration of the program and must remain
below a 10% absence rate.



Morning and Afternoon Hospitality Program students must not exceed 21 absences. This program
structure involves two lessons per day, therefore a full days absence counts as TWO absences.
Evening Hospitality Program may not exceed 15 absences. This program structure involves one
lesson per day.

Make-Up Exams
Every instructor will provide you with his or her own make up policy and are scheduled and administered by your
module instructor.
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Externship Policy for Culinary, Pastry and Hospitality Program
Commencement of Externship
Externships must begin within 7 days from the last day of class. Failure to commence externship within
this timeframe will result in administrative dismissal. The student must successfully complete the externship to
graduate from the Culinary Arts, Pastry and Baking Arts and the Hospitality Management programs.

Duration
The duration of the externship is 210 hours (200 hours for Hospitality Management) and must last at least
6 weeks. Students must complete a minimum of 12 hours and a maximum of 35 hours per week. No credit will be
given for hours logged in excess of the 35-hour per week limit.

Attendance Journals (timesheets)
Students are required to submit attendance journal records at the end of each week interval of their
externship. There must be no interruption in weekly Externship Attendance. The attendance journal form is
supplied by ICE and must be signed by the designated representative of the site who signed the externship
agreement. Attendance Forms may be transmitted electronically.
In the event that a student fails to submit their attendance records when required, the career services
advisor will attempt to reach the student. If this is unsuccessful, and attendance cannot be verified at the site,
the student will be sent a warning giving the student 7 days to produce the attendance journal or be dismissed.
Repeated lateness will have an impact on a student’s final externship grade.

Evaluation
At the conclusion of the externship, ICE will send an evaluation form to the designated representative of the site
who will grade the student on key performance areas including reliability, work habits, and technical abilities.
This evaluation together with satisfactory completion of all externship-related assignments and policy compliance
constitutes the final assessment of the externship course.

Student Feedback/Incidents
Students encountering problems at the externship site should communicate their concerns to their designated
career services advisor. Additionally, a student must immediately contact their advisor should they be injured at
the site. At the conclusion of externship, students are required to complete an evaluation/report of the
externship experience.

Disciplinary Aspects
Any student whose externship is terminated by the site is required to notify ICE immediately. ICE will
investigate the circumstances surrounding the termination and the student may face disciplinary action,
including but not limited to course failure or dismissal. Students who terminate or interrupt their externship
without authorization from ICE will also face disciplinary action. Terminated students must begin logging
hours at a new, approved site within 14 days of their last date of externship attendance, or face dismissal.

Externship Placement
Students are required to investigate potential externship sites during their training at ICE and student
preferences will be considered in determining where students will extern. However, the final approval
regarding placement rests with ICE. An externship must be completed in its entirety at a single site unless
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extenuating circumstances exist, in which the student may make a request to their career services advisor for a
reassignment to another externship site.

Foreign Students
Students studying at ICE on M1 visas must begin their externship immediately following (within 7 days) of their
last class and complete a minimum of 22 hours per week at the site.

Appeals
Any student dismissed for academic or administrative reasons may appeal to the Vice President of Education and
School Director within 14 days of the dismissal. A student who is denied federal student aid because of failure to
meet the satisfactory academic progress standards may also appeal to the Director of the school based on
mitigating circumstances. Such appeals must be made in writing and will be adjudicated within 14 days of receipt
of the appeal.
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Culinary Management Program
Culinary Management Program consists of five terms and nine courses.

Module

Course #

Course Title

Course Codes

Lessons

CMTERM1

1

Concept Development & Menu Design

CMCM 100 3A

L001 - L024

CMTERM2

2

Marketing

CMMK 200 3A

L025 - L039

CMTERM2

3

Food Safety

CMFS 100 3A

L040 - L046

CMTERM3

4

Purchasing & Control

CMPC 200 3A

L047 - L068

CMTERM3

5

CMSL 200 3A

L069 - L094

CMTERM4

6

Supervisory Management & Food Service
Law
Service Management

CMSM 110 3A

L095 - L109

CMTERM4

7

Finance & Accounting

CMFI 200 3A

L110 - L128

CMTERM5

8

Beverage & Wine

CMBW 110 3A

L129 - L143

CMTERM5

9

Facilities and Design

CMFD 110 3A

L144 - L158

Course Components




Class Participation
Written Exams
Projects

Attendance
Students must be present 90% of their scheduled hours for the duration of the program and must remain
below a 10% absence rate.
 Morning and afternoon Culinary Management students may not miss more than 15 lessons during the
whole program. Each day holds two lessons, one day of absence is TWO lessons missed. Students who are
absent more than 15 lessons will be dismissed and subject to refund policies mandated by New York State
and Federal Title IV regulations.
 Evening Culinary Management students may not miss more than 20 lessons during the whole program.
Students who are absent more than 20 times will be dismissed and subject to refund policies mandated by
New York State and Federal Title IV regulations.
 Weekend Culinary Management Students may not miss more than 31 hours (7 days) during the whole
program. Students who are absent more than 31 hours (7 days) will be dismissed and subject to refund
policies mandated by New York State and Federal Title IV regulations.
Lateness will affect participation grades. Students who are more than 30 minutes late may not be admitted to class
at the discretion of the Instructor. Repeated lateness may result in dismissal.
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The Techniques of Artisan Bread Baking
Professional Bread Baking consists of five terms and five courses.

Module

Course #

Course Title

Course Codes

Lessons

BBTERM1

1

Course 1: Introduction to Bread

BBAK01

L001-L008

BBTERM2

2

BBAK02

L009 - L016

BBTERM3

3

Course 2: Baguettes, Rolls, and Loaf
Breads
Course 3: Specialty Breads

BBAK03

L017-L024

BBTERM4

4

BBAK04

L025 - L032

BBTERM5

5

Course 4: Vienoiserie and Decorative
Breads
Course 5: Natural Ferment,
Sourdough, and Rye Breads

BBAK05

L033- L040

Course Components



Daily Participation
Skills Assessment

Bread Baking Students may not miss more than 4 classes during the whole program. Any student that is not present
for at least 2 hours in a class will be marked absent.
Students who are absent more than 4 times will be dismissed and subject to refund policies mandated by New York
State and Federal Title IV regulations.
A student who is more than 30 minutes late may not be admitted to class at the discretion of the
Instructor. Repeated lateness may result in dismissal.
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The Art of Cake Decorating
The Cake Decorating program consists of five terms and five courses.

Module

Course #

CDTERM1

1

CDTERM2

2

CDTERM3

3

CDTERM4

4

CDTERM5

5

Titles
Course 1: Introduction to Butter Cream
Piping
Course 2: Introduction to Royal Icing, Rolled
Fondant and Pastilage
Course 3: Advanced Rolled Fondant and
Hand Modeling
Course 4: Sugar Paste Flowers and
Airbrushing
Course 5: Contemporary Cakes

Course Codes

Lessons

CDEC01

L001-L010

CDEC02

L011 - L025

CDEC03

L026-L035

CDEC04

L035 - L050

CDEC05

L051 - L060

Course Components



Daily Participation
Skills Assessment

Cake Decorating students may not miss more than six lessons during the whole program. Student that is
not present for at least 2 hours in a class will be marked absent.
Students who are absent more than 6 times will be dismissed and subject to refund policies mandated by
New York State and Federal Title IV regulations.
A student who is more than 30 minutes late may not be admitted to class at the discretion of the
Instructor. Repeated lateness may result in dismissal.
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ACADEMIC POLICIES
Frequency of Evaluation
A written report card is issued at the end of each module that lists course grades, cumulative grade point average,
and absences.

Grade Scale
Letter Grade

GPA

Numerical Equivalent

Explanation

A
AB+
B
B-

4.0
3.67
3.33
3.0
2.67

95-100
90-94
87-89
84-86
80-83

Extraordinary
Excellent
Very Good
Good
Above Average

C+
C
CD+
D
F

2.33
2.0
1.67
1.33
1.0
0.00

77-79
74-76
70-73
67-69
65-66
0-64

Fair
Average
Needs Improvement
Below Average
Passing
Failing

CGPA (GPA - Grade Point Average) is weighted by course length.

Maximum Time to Complete Program
All aspects of the program (in-class and externship) must be completed within 150% of the program length

Assessing Student Progress
Student progress is closely monitored by the Office of Student Affairs (OSA). Students will be contacted if their
grades indicate a difficulty in keeping up with the course work.

Instructor Referrals
In the event an instructor identifies an area of deficit in a student’s technical or academic skill or a student discloses
an academic challenge not disclosed prior to enrollment, the instructor will notify the Office of Student Affairs.

Academic Support Program
The OSA works closely with at-risk students. Students whose CGPA is below 2.0 or other students whose grades
indicate difficulty with the course work, will be scheduled for a conference with the OSA to determine the nature of
the problem and arrive at an improvement plan. This may include practical tutorials which will give a student an
opportunity to repeat techniques that the student has not mastered. The number of sessions required and subject
matter to be covered will be determined by the OSA, with input from the Chef-Instructor and the student.
Necessarily, these tutorials will be offered outside of class time.

Remediation
In the event a student shows signs of academic difficulty, in technical skill or theory, an instructor can refer
the student for one-to-one remediation. This provides students the opportunity to practice skills in an educational
setting outside of their schedule class. Students are not given remediation for excessive absences and cannot use
remediation to make up lessons.
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Institute of Culinary Education offers adjustments/ auxiliary aids and support services to students with disabilities.
The Student Affairs Department is responsible for assessing and processing any requests for accommodations made
by current and future students.

Incompletes
Students who fail to meet the requirements of a course (written or practical examinations or projects) will receive
an incomplete. Incompletes must be resolved within 14 days of the end of the course. If after 14 days an
incomplete is unresolved (written or practical examinations or projects that are not completed by the 14 th day) an
unresolved incomplete will become an “F” grade after that time.

Course Failure
Students who fail a course in any career program are required to retake that course for a passing grade in order to
qualify for graduation. Students who have failed a course will be notified by email of the failure and will be
informed through receipt of their report card.
Students are must contact the Registrar’s Office at CareerRegistrar@ice.edu to schedule a course retake. Students
retake a course while maintaining enrollment in their original class. The student will be assigned to retake the failed
course in a different class with a schedule that will not conflict with the original class. Repeat classes are assigned
on a space available basis and delays are possible. Any student who is absent more than once during the retaken
class will be dismissed a refund issued in accordance with New York State and Title IV regulations.
In extraordinary cases, a student may be assigned to repeat a failed course via Independent Study. In such cases, a
student will work with an instructor in a small group or individual setting.
In all cases, a student must successfully complete all the courses that comprise their program within 150%
of program length (including any retaken courses). If at any time it becomes impossible for a student to complete
the program within the 150% limit, the student will be dismissed and a refund issued in accordance with New York
State and Title IV regulations.

Foreign Students
Foreign students who fail a course may be required to fill out a Form G-1145, E- Notification of
Application/Petition Acceptance and Form I-539, Application to Extend/Change Non-Immigration Status with the
Department of Homeland Security to extend their Visa in order to retake their externship. There is no guarantee
that the extension will be granted.

Grade Reconsideration
Students who wish to obtain a breakdown of a grade for a quiz, written examination, practical, library assignment,
project, participation grade, course grade or module (term) grade, including externship, are required to contact
their instructor via email for a grade breakdown. In the event the student wishes to request a grade to be
reconsidered, a form is available at through the office of Registrar at CareerRegistrar@ice.edu.
All forms must be submitted within 30 calendar days from issue. Grade reconsideration requests will not be
accepted after 30 days.

Withdrawal, Dismissal & Re-Entry
Course Withdrawal
Due to the sequential nature of ICE’s programs, withdrawal from a course will be treated as a withdrawal from the
program. ICE will initiate the refund policies mandated by New York State and Title IV regulations. The last date of
attendance will be considered the date of withdrawal.

Voluntary Withdrawal
The last date of physical attendance will be considered the actual date of withdrawal. If a student ceases
attendance without withdrawing, ICE will dismiss the student when the maximum number of absences are
accrued and initiate the refund policies mandated by New York State and Federal Title IV regulations. The last
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date of attendance will be considered the date of dismissal.

Dismissal
A student can be dismissed for Academic or Administrative reasons. A student dismissed under “Academic” will be
for exceeding the attendance policy, failing to meet the SAP policy and complete their assigned academic plan, and
any student that fails their second attempt at a course retake. A student dismissed under “Administrative” are
those students that have been confirmed to have violated the Student Code of Conduct. Students who are
disciplined under the Student Code of Conduct are subject to a disciplinary hearing to determine sanction
outcomes.

Re-Entry after Withdrawal
Students that withdraw from the program and wish to apply for reinstatement must contact the Office of Student
Affairs. Students that have been withdrawn for more than 12 months are subject to restarting the program from
the beginning. Those students who reapply within 12 months will be required to participate in a skills assessment
with an instructor to determine the appropriate point of return.

Administrative Dismissal
Students who commit infractions of the conduct code (other than those that result in immediate dismissal) will be
receive progressive discipline: the first infraction results in a written warning from the Office of Student Affairs; a
second infraction will result in the student being placed on behavioral probation and a third infraction may result
in dismissal.

Re-Entry from Academic or Administrative Dismissal
Any student dismissed for academic or administrative reasons may appeal to the Vice President of Education and
School Director within 14 days of the dismissal. A student who is denied federal student aid because of failure to
meet the satisfactory academic progress standards may also appeal to the Vice President of Education and
School Director based on mitigating circumstances. Such appeals must be made in writing and will be
adjudicated within 14 days of receipt of the appeal.

Satisfactory Academic Progress Policy
All students are required to maintain Satisfactory Academic Progress to continue in their respective program.
Satisfactory Academic Progress has two criteria:
 Qualitative - A student’s CGPA must be 2.0 or higher
 Pace - The student’s rate of completion must assure graduation within 150% of the program’s length. The
pace at which the student is progressing will be measured by dividing the cumulative number of hours
the student has successfully completed by the cumulative number of hours the student has attempted
The Department of Student Financial Services (SFS) measures both Qualitative SAP and Pace at the end of each Title
IV financial aid payment period. The Director of Financial Aid will place a student who fails to achieve SAP on
Financial Aid Probation and Department staff will notify the student within 48 hours.

Financial Aid Probation
Students who are placed on Financial Aid Probation may continue to receive Title IV financial aid during the
probationary payment period.

Appeals from Probation
A student who has been placed on Financial Aid Probation may appeal. Appeals must be made in writing to the
Director of Financial Aid within 14 days. The appeal must assert a serious reason for the inability to meet SAP
including student injury or illness, death of relative or other special circumstances and explain what has changed
that will allow the student to achieve SAP at the next evaluation. In deciding the appeal, the Director will consult
with the Dean of Students. If the appeal is granted, the Director of Financial Aid will reinstate the student’s Title IV
aid for one payment period. The student will be notified by the Financial Aid department within 48 hours of the
decision.
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Academic Plan
Any student that is put on SAP Probation and does not file an Appeal with the Director of Financial Aid or whose
appeal is denied will meet with the OSA to work out an Academic Plan. This Academic Plan will follow the same
procedures as the School’s Academic Support Program in which the OSA works closely with at-risk students.
Students whose CGPA is below 2.0 or other students whose grades indicate difficulty with the course work, will be
scheduled for a conference with the OSA to determine the nature of the problem and arrive at an academic
improvement plan. This may include practical tutorials which
will give a student an opportunity to repeat techniques that the student has not mastered. The number of
sessions required and subject matter to be covered will be determined by the OSA, with input from the ChefInstructor and the student. Necessarily, these tutorials will be offered outside of class time.

Removal from Financial Aid Probation
A student will be removed from probationary status if, at the next evaluation, s/he achieves SAP.

Leave of Absence
In order to derive the maximum benefit from our educational experience it is important to take the program as
an uninterrupted whole. Extended absences greatly reduce the retention of information and interfere with
effective learning. For these reasons, ICE discourages students from taking leaves of absence. However, ICE
recognizes that events occasionally occur that require a student to interrupt his or her education. A student may
request a Leave of Absence from the Office of Student Affairs only under the following policy:
1. The student must request the leave of absence in writing and must explain the reason for the requested
leave.
2. The student must request the leave of absence on or before their last date of attendance in class. A form
requesting a leave may be obtained from the OSA.
3. Student must demonstrate serious circumstance, acceptable reasons include, but are not limited to,
personal illness or illness of a close relative, bereavement, financial hardship or military and verifying
documentation is required. Leaves will not be granted for vacations or other frivolous reasons.
4. The period of the leave of absence may not begin until the student has submitted and the school has
approved a written and signed request for an approved leave of absence, except in those cases where
unforeseen circumstances prevent a student from submitting a request in advance. In such cases, the
student must be able to provide, at a later date, the request and the reason(s) for the leave of absence
along with documentation to show that the leave of absence could not have been requested in advance.
In these instances, the effective date of the leave of absence period can be no earlier than the date that
the circumstance prevented the student from attending school.
5. The student must specify the length of leave requested.
6. If the request is granted, ICE will provide a written approval to the student. Leaves of absence are granted
in increments of no more than 30 days. For leaves in excess of 30 days, the student must contact the OSA
prior to the expiration of the leave to request a renewal.
7. If circumstances warrant, leaves may be extended up to 180 days from the last date of attendance, upon
approval from OSA. A leave of absence may not exceed 180 days within any 12-month period.
8. Due to the scheduling constraints at ICE, no more than one leave of absence will be granted.
9. The registrar will determine possible return date(s). Due to space constraints, the student may be
required to change their class schedule upon return.
10. Students returning from a leave of absence may be unable to return to a class meeting on their original
schedule due to a lack of space. In these cases, the student will not be charged any additional tuition.
Should the student be transferred to a less expensive class the Student will receive a pro-rata refund. If a
class of equal tuition is available, offered, and refused by the Student, it is considered a voluntary transfer
and is subject to pro-rata charges.
11. Failure to return from the leave of absence on the scheduled day will result in the student being dismissed
as of the last date of attendance and subject to refund policies mandated by New York State and Federal
Title IV regulations.
12. Funds that represent a credit balance may be paid to a student on a leave of absence.
13. A student who has federal financial aid is considered to be in continued enrollment during an approved
leave of absence. However, if the student fails to return at the end of the leave, he or she is considered to
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have withdrawn as of the last date of attendance, and a return of federal funds calculation will be
required. In addition, the student will be considered to have withdrawn as of the last date of attendance
for purposes of the in-school loan deferment, and the 180-day grace period before repayment obligations
begin will have started to run as of the beginning of the leave of absence. The student will be subject to
refund policies mandated by New York State and Federal Title IV regulations.
14. Students on a LOA may not partake in Student Services, ex: Use of recreational class credits, volunteer
opportunities.
15. Students returning from a leave of absence will typically not return in their original class cohort.
Additionally, students are not guaranteed a return to their original schedule due to space and/or class
availability. Additional tuition will not be charged if the student is transferred to a more expensive class, if
that is the only class available. However, if a class of equal tuition is available, offered, and refused by the
Student, it is considered a voluntary transfer and is subject to pro-rata charges. Should the student be
transferred to a less expensive class, the Student will receive a pro-rata refund.

Transfers
Voluntary Schedule Transfer
A student may request and be granted a transfer of schedule, if space availability and provided the transfer does
not cause the student to be out of attendance for more than fourteen days or exceed their absence rate. Any
student, who voluntarily elects to transfer to a different class schedule, will be charged pro-rata the tuition
difference (if any). Should the student elect to transfer to a less expensive class, the student will receive a prorata refund.

Involuntary Schedule Transfer
Students returning from a leave of absence will be offered a range of available schedules; however, students are
not guaranteed a return to their original schedule due to space availability. In these cases, the student will not
be charged any additional tuition. Should the student be transferred to a less expensive class the Student will
receive a pro-rata refund. If a class of equal tuition is available, offered, and refused by the Student, it is
considered a voluntary transfer and is subject to pro-rata charges.
Students are not eligible to transfer between programs.

Graduation
Honors
Students graduating with a final GPA of 3.67 or higher with no more than 3 absences and has not failed a
course will be accorded highest honors. Students graduating with a final GPA between 3.33 and 3.66 with no
more than 3 absences and has not failed a course will be accorded honors.

Graduation Requirements
A student must meet the following criteria in order to graduate and qualify for a diploma:
1. Minimum Cumulative GPA of 2.0.
2. Minimum attendance of 90% of scheduled classes.
3. Completion of Externship, if a programmatic requirement.
4. Satisfaction of all financial obligations to The Institute.
5. All courses successfully completed. This includes any failed course, including Externship.

Receipt of Diploma
Diplomas are issued approximately 6-8 weeks from the end date of an externship or for Culinary
Arts, Pastry & Baking Arts and Hospitality Management students, and approximately 6-8 weeks from the last date
of attendance for Culinary Management students.
Diplomas are not issued for The Art of Cake Decorating or The Techniques of Artisan Bread Baking courses.
Graduates of these courses receive a certificate upon completion.
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Graduation Ceremony
A formal graduation ceremony will be held offsite each spring to acknowledge and honor students who have met
the above Graduation Requirements. For questions regarding the ceremony, please contact graduation@ice.edu.

Dress Code
Culinary, Pastry, Cake and Bread
Proper dress is an important aspect of professionalism. Moreover, in the food service industry, uniforms
are mandated by the New York City Health Code. Students are required to be in uniform (including hats)
whenever they are in class. Students may change their clothes in either the locker rooms or the bathrooms. No
one is permitted to change in the hallways.
1. White commis cap.
2. Institute white chef’s coat, clean and wrinkle-free and buttoned to the top.
3. Checkered chef’s pants clean and wrinkle free.
4. White apron.
5. Black, oxford shoes or leather clogs with closed backs. Perforated clogs, plastic clogs or those with strapbacks are not permitted. All shoes must cover the entire top of the foot. Non-slip soles are required on all
shoes. Only black shoes may be worn.
6. Socks.
7. Two school-issued blue side towels.
Students coming to class out of uniform (this includes not having side towels or wearing a dirty uniform) may
receive a deduction in their grade. A student may not be admitted to class if he or she is missing a coat, pants,
shoes or socks. Repeated violations of the dress code may result in disciplinary action.

Hygiene
The obligation to prepare wholesome food in a safe, hygienic manner is a serious one and the Institute is
committed to teaching its students to comply with all health code regulations. In keeping with these standards,
students are required to observe the following hygiene guidelines:
1. Men must be clean-shaven or beards and mustaches must be neatly trimmed.
2. All hats must cover a student’s hair. The hat must come down over the top of the head exposing the
forehead with no hair showing. All hair, front back and sides must be under the hat. No ponytails, locks or
braids may be outside of the hat for both men and women. For those that have exceptionally long hair,
there are special stocking caps that are commercially available. No handkerchiefs may be used in lieu of a
hair net or stocking cap.
3. Nails must be free of polish and trimmed short.
4. No jewelry beyond smooth-surfaced rings, studs and stud-type earrings may be worn.
5. No nose rings, lip rings or hoop earrings may be worn.
6. Wash your hands whenever you enter the kitchen, before beginning to cook and after you touch any
potentially hazardous food. It is also important to wash your hands after you t ouch your mouth, face
or hair and after using the toilet. Wash hands frequently.
7. Wear gloves when handling any food that will not undergo further cooking before being served.
8. Notify the Chef-Instructor if you cut or otherwise injure yourself and wear a finger cot or glove when
appropriate.
9. Be certain that your Instructor fills out an accident report in the event you are injured.
10. Notify the Chef-Instructor if you are ill. Students who appear to be ill may be sent home to avoid
contagion.

Culinary Management and Hospitality Management
While business attire is not required, students are expected to dress in well-maintained, casual clothes. Tee
shirts with messages, torn jeans, shorts, tank tops, bare midriffs and see-thru attire are prohibited.

ADA (American with Disabilities Act) & Disability Services
ICE is committed to providing qualified students with a disability an equal opportunity to access the benefits, rights
and privileges of the institute’s services, programs and activities in compliance with the American Disabilities Act,
section 504 of the Rehabilitation Act of 1973, and New York State and City laws.
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Those students who believe they are in need of accommodations should contact The Student Affairs office. If there
are any questions regarding documentation, please contact the Dean of Students, Cara Tannenbaum at (212) 8470732 or ctannenbaum@ice.edu.

School Closing
In the event of inclement weather or alternate circumstances that may lead to the cancellation of classes. Please
call the main number at 212-847-0700 to receive the most current school scheduling information.

Brookfield Place
Due to the secure nature of ICE’s location in Brookfield Place, students are required to have their Brookfield Place
Access Badge and their student identification card with them while on campus. In the event you lose your
access badge and or student id, please contact the Registrar’s Office at CareerRegistrar@ice.edu to request a
replacement badge or student id. There may be a cost associated with replacements.

Student Code of Conduct
In order to assure that all our students benefit from a positive educational environment, we ask that you observe
the following rules. Compliance with them is reflected in course grades. Consistent violations of these rules may
result in disciplinary action.
All students are bound by the rules and regulations as stated in The Student Handbook including all Code of
Conduct policies. These guidelines also apply while on trails, externship or any school- related activity (i.e.
volunteering). As a representative of ICE, this also includes correspondence and contacts with industry
professionals, businesses and associations that have a professional relationship with ICE - Institute of Culinary
Education. Violations of these rules may result in disciplinary action and/or suspension of student services.
1. Students must bring their tool kits to every class. Chef–Instructors will indicate additional items (iPads,
books, lessons) that are also required.
2. Students are required to be in full uniform as explained below whenever they are in the kitchens. In
compliance with the health code, no students will be permitted to participate in career cooking classes
while in street clothes.
3. Students are required to practice safe food handling techniques at all times.
4. Students are required to prepare for all classes by familiarizing themselves with the recipes, doing the
assigned reading, and completing the written assignments.
5. Students are required to behave in a polite, courteous manner. Rude, vulgar or abusive language will not
be tolerated. No cursing in the classroom is allowed and such activity will result in disciplinary action
which could cause suspension and ultimately lead to dismissal.
6. Students are required to work effectively with others. Teamwork is essential for success at the Institute.
7. Students are required to work in a neat and orderly manner.
8. Students are required to keep their work area clean and wash dishes as they go. Participation in kitchen
clean- up is mandatory.
9. Cell phone use except for emergencies is prohibited during class. PDAs may be used for note taking with
the Instructors permission.
10. iPads, laptops and other electronics may be used for class purposes only.
11. Smoking is prohibited on Institute property.
12. Students are prohibited from any solicitation activity on ICE premises. Students may not use ICE class
rosters or student lists for any form of solicitation.
13. Students are encouraged to share their experience in class through social media and personal websites,
blogs and videos, but may not disseminate or otherwise make public any proprietary information of ICE.
Prohibited activities include posting ICE recipes on the Internet (including on personal websites, blogs or
videos) without the prior written consent of ICE.
14. Students may only take home food prepared in class. These items must be taken immediately at the end
of class and not left in the refrigerators. All raw ingredients and supplies are Institute property and may
not be taken.
15. Students are required to ask the Chef-Instructor’s permission before using anything from a kitchen other
than the one to which they are assigned.
16. Eating or loitering in the locker rooms is prohibited
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17. Students are required to come to the Institute in appropriate mental and physical condition to participate
in their classes. While at the Institute, students may not use, possess, distribute, sell or be under the
influence of alcohol or illegal drugs. The legal use of prescribed drugs is permitted only if it does not
impair a student’s ability to function in a safe manner that does not endanger him or herself or other
students.
18. Students who report to class and are judged to be under the influence of drugs or alcohol will be removed
from class and a disciplinary report will be filed. A second incident will result in dismissal from the
program. This policy also applies to career students taking recreational classes.
19. For those programs with an externship course, students are required to begin their externship within
seven (7) days of the last day of class. Failure to do so will result in administrative dismissal.

Prohibited Conduct
The following actions are grounds for immediate dismissal:
1. Behaving in a violent manner.
2. Engaging in hate speech relating to race, creed, color or sexual orientation.
3. Harassment (physical, verbal or sexual) of another person including, without limitation, taunting,
mocking, mimicking or teasing.
4. Threatening or intimidating another person in any manner.
5. Theft of Institute property or the property of another person.
6. Reckless damage to Institute property or the property of others.
7. Consuming alcohol in any Career Culinary or Pastry class or outside of an approved area or event. No
alcohol may be consumed by any student who is under 21 years of age.
8. Refusal to comply with the directives of the faculty or administration given in performance of their
duties.
9. Academic dishonesty (cheating, plagiarism, alteration of Institute records, and unauthorized use of
Institute documents).

Suspension
Any student involved in Code of Conduct violations may be suspended from their current class. This means that
they will be removed from that class pending a disciplinary hearing to determine appropriate sanctions if any that
will be imposed which may include dismissal. The Disciplinary Committee may be comprised of the Director of
Education, Assistant Dean of Students, a Career Services Advisor, and an instructor.
If it is determined that you are able to continue your program, you may be transferred to another class that may
have a different schedule and also may have stipulations that apply (i.e. be on Behavioral Probation for the
remainder of your program).
If you are dismissed you may appeal to the Vice President of Education and School Director, Chef Richard Simpson
within 14 days of the dismissal. Such appeals must be made in writing and will be adjudicated within 14 days of
receipt of the appeal. All appeal decisions are final.
If you are dismissed, we will initiate the refund policies mandated by New York State and Federal Title IV
regulations. The last date of attendance will be considered the date of dismissal.

Academic Honesty and Copyright Infringement Policy
Academic honesty, integrity, and ethics are required of all students and employees of ICE. ICE will not
tolerate cheating, plagiarism, or other forms of dishonesty.
1. ICE defines cheating as including but not limited to the following:
a. Using unauthorized materials such as books, notes, cell phone or PDA accessories or crib sheets to
answer examination questions;
b. Taking advantage of information considered unauthorized by one’s instructor regarding
examination questions;
c. Copying another student’s homework, written assignments, examination answers, electronic
media, or other data;
d. Assisting or allowing someone else to cheat; or
e. Failure to report cheating to an academic official of the school.
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2.

3.

4.

ICE defines plagiarism as including but not limited to the following:
a. Representing the ideas, expressions, or materials of another without due credit;
b. Paraphrasing or condensing ideas from another person’s work without proper citation; or
c. Failing to document direct quotations and paraphrases with proper citation.
ICE defines other forms of academic dishonesty as including but not limited to the following:
a. Fraud, deception, and the alteration of grades, timesheets or official records;
b. Changing examination solutions after the fact, inventing, changing or falsifying laboratory data or
research;
c. Purchasing and submitting written assignments, homework, or examinations or passing off the
work of others as your own;
d. Reproducing or duplicating images, designs, or Web pages without giving credit to the developer,
artist, or designer;
e. Submitting work created for another course without instructor approval;
f. Misrepresenting oneself or one’s circumstance to gain an unfair advantage
g. Collaborating with another person(s) without instructor approval; or
h. Selling or providing term papers, course work, or assignments to other students.
ICE students may not make unauthorized copies of copyrighted material on or using ICE computer
systems, networks or storage media. ICE students may not store unauthorized copies of
copyrighted works using ICE systems, networks and/or storage media. ICE students may not
download, upload, transmit, make available or otherwise distribute copyrighted material without
authorization using ICE computer systems, networks, Internet access or storage media, and may
not use peer-to-peer file services that would promote copyright infringement. ICE reserves the
right to monitor its computer systems, networks and storage media for compliance with this
policy, at any time, without notice, and with or without cause. Additionally, ICE reserves the right
to delete from its computer systems and storage media, or restrict access to, any seemingly
unauthorized copies of copyrighted materials it may find, at any time and without notice. ICE also
reserves the right to restrict access to its computer systems, networks and storage media at any
time for any reason.

There are four possible consequences for violating the academic honesty and copyright infringement policy:
1. Failure of the assignment
2. Failure of the course
3. Expulsion from the school
4. Rescinding a diploma or certificate
It is entirely within the discretion of ICE to determine the appropriate consequence for any violation of
this policy.

Student Complaint/Grievance Procedure
ICE encourages students to bring all complaints or grievances about school-related situations to its
attention. All complaints will be promptly and fully investigated. The process explained below is designed to
provide a forum for students to address their dissatisfaction with the application of ICE policies or with
interactions with staff, faculty, administrators or other students.
Steps:
1.
2.
3.

If the grievance is related to a class, a student should discuss the problem with the Instructor.
If the student is not satisfied with the action taken by the instructor, the student should inform the
Office of Student Affairs. They will investigate and discuss the matter with the student and the
Instructor and attempt to resolve the matter.
If a student is still dissatisfied with the handling of his/her grievance, he/she must submit a written
request for a hearing to the Vice President of Education and School Director. A hearing panel will be
convened consisting of the School Director, the relevant Dean, and an Instructor. A final decision
will be communicated to the student in writing within ten (10) working days.

Policies Pertaining to Grievances


All information related to complaints and grievances will be held in strict confidence. The complaint will
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only be discussed with individuals who are directly involved.
Whenever two or more students have a common or similar grievance, the ICE may require the students
to select a representative(s) for the group.
The final decision pertaining to the grievance will be binding on all members of the group.
Decisions on grievances will not be precedent-setting or binding to future grievances unless they are
officially adopted as ICE policy.

If a student feels that ICE has inadequately addressed a complaint or concern, the student may contact the
 New York State Education Department, Bureau of Proprietary School Supervision
116 West 32nd Street, 5th Floor, New York, NY 10001
(212) 643-4760
 Accrediting Commission of Career Schools and Colleges.
All complaints considered by the Commission must be submitted in written form, with permission from the
complainant(s) for the Commission to forward a copy of the complaint to the school for a response. The
complainant(s) will be kept informed as to the status of the complaint as well as to its final resolution by the
Commission.
Please direct all inquiries to:
Accrediting Commission of Career Schools and Colleges (ACCSC)
2101 Wilson Boulevard, Suite 302
Arlington, VA 22201
(703) 247-4212
Copies of the Commission complaint form are available at the school and may be obtained by contacting
Richard Simpson, Vice President and School Director. The Accrediting Commission of Career Schools and Colleges
can also provide comparable program information related to tuition, fees and program lengths.

Non Discrimination Statement
We evaluate applications for admissions based on various factors. These include, but are not limited to, the
demonstration of motivation and a likelihood of academic success. ICE reserves the right to deny or revoke
admission or to deny re-admission or re-enrollment to anyone who does not meet these or any other factors used
to evaluate applicants. ICE is committed to offering equal opportunity to all persons and makes decisions about
admissions, employment , educational programs and activities without regard to race, color, ethnicity, creed,
religion, national origin, age, sex or gender (including pregnancy), gender identity or expression (including
transgender status), marital or partnership status, military or veteran status, disability, genetic information, or any
other characteristic protected by applicable federal, state or local law.
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STUDENT SERVICES
Office of Student Affairs
The primary role of the Office of Student Affairs is to academically support the student during their lifecycle at
ICE. OSA is available to manage remediations, advise on attendance and academic progress, offer referrals for
outside services. Additionally, OSA oversees the dissemination of information to students on upcoming
volunteer events, demonstrations, exciting scholarship and competition information, all for the goal to enhance
the student experience.

Registrar’s Office
The Registrar’s Office the students with schedules, enrollment verification, transcripts, diplomas,
graduation audits and course registration. Students can reach the Registrar at CareerRegistrar@ice.edu.

Locker Policy
Students in the Pastry and Culinary Programs will be issued a locker. The following rules apply:
1. Students must supply their own lock. Please make sure that your lock is strong and durable, a typical
master lock in size.
2. Student must sign a “Locker Use Agreement” prior to being issued a locker.
3. No valuables, money, or electronics should be left in the lockers. ICE will not be responsible for their
loss.
4. Be sure that your locker is locked when you close it.
5. Please report any broken lockers to the Registrars
6. Do not leave anything in the locker room. All personal property must be locked in the locker.
7. Never store food in the locker.
8. Locker must be emptied on the last day of class.
9. Do not loiter, study or eat in the locker rooms
10. Make sure that all tools, knives, bags and equipment are properly marked with an identifiable mark:
your name, initials, etc… no electrical tape or nail polish is allowed as they are toxic. Speak with your
instructor for options.

Career Services
The Career Services Department offers the following services and can be reached at careerservices@ice.edu

Job Placement
ICE does not guarantee employment to its graduates. We do, however, maintain a job placement service to
help eligible students in good academic standing and graduates find work. Employers from across the country
contact ICE to ask for assistance in filling vacancies, and we are pleased to share these job offerings with our
eligible students (Module 4 and beyond) and graduates. Graduates must complete all requirements, including
externship, to be eligible for career services assistance and be in good financial standing.


Informational Programming
The Career Services Department provides forums for further investigation of career paths in the food industry
including regular career development seminars, resume workshops, employer/chef visits, as well as biannual
career fairs.

Networking Assistance
In order to help students and alumni get more comfortable in their newly chosen field and to begin to build a
professional network, the Career Services Department offers information on trade organization membership and
networking events. The department also works closely with the Office of Student Affairs to make volunteer
opportunities available to both students and alumni.
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Career Advisement
Each student is assigned an individual Career Services Advisor who will work with the individual throughout the
program to identify both appropriate career paths and specific externship options. The advisor will provide
tailored assistance with resume writing and interviewing skills, and any other advisement necessary for success in
the industry.

Alumni Business Referrals
Graduates who launch businesses in the personal services sector of the food industry (i.e. personal cheffing,
catering, custom cake businesses, private cooking instruction, etc.) may share their business websites with ICE’s
Career Services Department. The Department receives many outside inquiries for these services and is pleased to
pass on these potential job referrals to these alumni businesses.

Enrichment Classes
While our programs are comprehensive, there is always more to learn and we are pleased to offer
students the opportunity to take enrichment classes on a wide variety of topics. These classes are often taught
by guest instructors who offer students unique expertise and perspective. These classes are offered free of
charge or at a very low cost. To view current listings go to this link on the ICE website:
http://www.ice.edu/professional- development/professional-demonstrations--lectures

Recreational Class Benefit
As part of our commitment to your education, we are pleased to offer you the opportunity to take some
of these other courses at the school for free. Specifically, students are entitled to the offerings outlined below.
This offer is not transferable, cannot be redeemed for cash, and only enrolled students are eligible. Identification
will be required to be admitted to classes. It is non- refundable, convertible to cash, or useable for merchandise
and expires 18 months after the first day of attendance. Once you have reserved a space, a written confirmation
will be sent to you. You are required to give 48 hours notice if you are unable to attend a class. Unless we are
notified, we will consider the credit(s) forfeited. This offer expires 18 months from the date of issuance and
becomes invalid if you are withdrawn from the career program.
To Register:
 By email at classcredits@ice.edu;
 In person with Customer Service desk on 3rd floor;
 By Phone at 847-0770. If you leave a voicemail, please identify yourself as a career student. Also leave
your student ID number and class and date.

Culinary and Pastry Students
Students will receive a $350.00 credit towards the tuition for either single session classes or a multi session class.
It is recommended that students enroll in pro development classes and those that will enhance their program
skills. Course offerings will be found in the Main Course Catalogue.

Wine Essentials (for Culinary, Pastry and Hospitality students)
Culinary, Pastry and Hospitality students are encouraged to take the six-session Wine Essentials Course at no
charge. A student must be at least 21 years of age to enroll in courses in that include the service of alcohol.
Students who are under 21 years of age will not be permitted to take our Wine Essentials Course. Students taking
the Wine Essentials Course are required to give 48 hours notice if you are unable to attend a class. Failure to
provide advance notice or failure to attend the first class of the course will result in forfeiture of the entire
credit. Subsequent classes may be made up if a 48 hours notice is given, subject to availability.

Hospitality Management Students
Students will receive 45 hours of credits which are include:
1. Techniques of Fine Cooking class
2. Wine Essentials (see above)
3. Recreational class that will enhance their program skills.
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Culinary Management Students
Students will receive a $350.00 credit towards the tuition for either single session classes or a multi session class.
It is recommended that students enroll in pro development classes and those that will enhance their program
skills. Course offerings will be found in the Main Course Catalogue.

Volunteer Opportunities
While the responsibilities of work, school and family may seem to leave little free time, we nonetheless
encourage students to avail themselves of the many volunteer opportunities that The Institute offers. These
events allow students to get firsthand experience of real-world food service and frequently involve working with
some of the area’s most noted chefs and experts. As an added bonus you get to support worthy charitable
endeavors that need your help.

Contests and Competitions
Competition can be a powerful vehicle for skill improvement and advancement. It gives students an opportunity
to apply their academic and technical skills in a creative endeavor that offers possibilities of prizes and publicity.
Often ICE faculty serve as coaches to student-contestants. Please visit the Office of Student Affairs for information.

Media Opportunities
ICE is often contacted by casting agencies for major network and cable television shows like Top Chef, The Next
Food Network Star and Hell’s Kitchen. We are pleased to pass-on these opportunities to our students.

Scholarships
Several seasonal scholarship opportunities will be offered to currently enrolled students over the course of the
year. Please visit http://www.ice.edu/admissions--financial-aid/financial-aid/scholarship s or contact the Office
of Student Affairs.

WiFi Access
Username: ICE-Public
Password: Epicurean
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STUDENT RESOURCES
Uniforms
OK Uniform Co, Inc.
253 Church Street
New York, NY 10013
Phone: (212)791-9789 or TOLL FREE (866)700-5765
Fax: (212)791-9795
www.okuniform.com
Hours: Monday - Thursday: 9:00 AM – 5:00 PM
Friday: 9:00 AM – 3:00 PM
Weekends: Closed
Replacement hats, towels, aprons, jackets (w/ ICE logo) and pants and a line of Wusthof knives are available for
purchase at the Customer Service Desk at 3rd floor reception. Credit card payments are preferred and cash will
also be accepted.
Hours: Weekdays: 7:30 AM – 7:00 PM
Weekends: 8:30 AM – 6:30 PM

Tool Kits
J.B. Prince (Culinary and Pastry)
36 East 31st Street
New York, NY 10016
Tel: 212-686-3553 Ext.113
www.jbprince.com
Hours: Weekdays: 9:00 AM – 4:45 PM
Weekends: Closed

NY Cake & Baking Dist. (Cake and Bread)
56 West 22nd Street
New York, NY 10010
Tel: 212-675-CAKE
www.nycake.com
Hours: Monday - Saturday: 10:00 AM – 6:00 PM
Closed Sundays

iPads (Culinary, Pastry and Culinary Management)
If you are having problems with the operation of your iPad or with the ICE proprietary content, please contact T2
Computing at icehelpdesk@t2computing.com or (212)220-9600 x376. For problems with e-books, please contact
the help center at VitalSource at 1-855-200-4146. ICE does not provide technical or content support nor is it
responsible for the loss or damage of student’s iPads.

Lost and Found
The lost and found is located at the Customer Services at 3 rd floor reception.
Hours: Weekdays: 7:30 AM – 7:00 PM
Weekends: 8:30 AM – 6:30 PM

Library
The Institute provides a culinary arts library for the use of its career-training students. The library is located on the
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3rd floor and is for reference only and books must not be taken from the room.
Hours: Weekdays: 7:00 AM – 6:00 PM
Weekends: 8:00 AM – 6:00 PM
Librarian: Michelle Fumi Chan (212)847-0700 ext. 281
Librarian hours: Wednesday and Friday from 11:00 AM – 6:00 PM
There are also digital library resources that can be accessed from the library computers, on your school iPad, or on
other personal electronic devices. An overview can be found at https://icelibrary.wordpress.com/.
 Library catalog – search for books in the library collection
 Databases – digital access to over 1,000 industry-related journals, periodicals and texts
Pasword: slicedanddiced

Health Resources
The Institute is concerned about the well-being of its students. We know that the demands of school, family, job
and your personal life can create a stressful situation. We encourage students who experience difficulty coping
with these challenges to seek help. For counseling referrals please visit the Office of Student Affairs. Some useful
resources are listed below:
LifeNet
24 HR HOTLINE 1-800-543-3638
AA (Alcoholics Anonymous)
USA Tel: (845) 452-1111
www.aa.org/
www.ny-aa.org/
NA (Narcotics Anonymous)
Tel: (818) 700-0700 (5:00 AM- 3:00 PM)
www.na.org
www.na.org/?ID=phoneline - Find a meeting
Victim Services
212-577-7777

ACCES-VR
(formerly VESID) Adult Career and Continuing Education Services-Vocational Rehabilitation
http://www.acces.nysed.gov/vr/
ACCES-VR 5 Boroughs:
Manhattan/SI
Brooklyn
Bronx
Queens

(212) 630-2300
(718) 931-3500
(718) 722-6701
(718) 271-8315

US Department of Veterans Affairs (VA)
http://www.va.gov/
New York
http://www2.va.gov/directory/guide/state.asp?STATE=NY
423 E 23rd St New York, NY 10010
(212) 951-7035
New York Regional Office Benefits - http://www.benefits.va.gov/newyork/
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Local Hospitals and Medical Centers
IN CASE OF MEDICAL EMERGENCY DIAL 911
Emergency Medical Care
200 Chambers St. (212) 962-6600
Open 24/7
Manhattan Immediate Medical Care
106 Liberty St. @Trinity Place
877-311-0550
Hours: Monday - Friday 8:00 AM – 8:00 PM
Saturday: 9:00 AM – 6:00 PM
Sunday: 9:00 AM – 4:00 PM
New York Presbyterian/Lower Manhattan Hospital
170 William St. (between Beekman and Spruce St.)
212-312-5000
Open 24/7

Campus Security Policy
The Campus Crime Officer for ICE is the Dean of Students. The campus of ICE is located at 225 Liberty St.,
3rd Floor, NY, NY 10281. if you believe you have been the victim of a crime while on the school campus, in
other areas of the building, on Liberty St., please notify the Dean of Students.
You can obtain a copy of the ICE’s Annual Security Report from the Office of Student Affairs or online at the
School’s website: www.ice.edu To access this report directly go to this URL: http://www.ice.edu/careerprograms/annual-security-report. The report is updated by October 1 of each year.
In addition to campus security, the Jeanne Cleary Campus Security Act includes specific guidelines and
resources for the Violence Against Women Act, VAWA, for female members of the student population who
believe themselves to be victim of violence. Please use the list or references below for services or contact a
member of the Office of Student Affairs to assist you further.

Safety
The Institute is concerned about the safety of its students. Students are expected to obey safety rules and
exercise caution while at the Institute. Any unsafe condition should be reported to the Chef-Instructor
immediately.
First Aid Kits are located in each kitchen to treat minor cuts and burns. Those students who injury themselves
on school property (3rd floor of 225 Liberty St.) or while participating in a school related event and are in need
of medical attention, should notify their chef instructor immediately or the event supervisor. Those not able to
transport themselves to local facility, emergency services will be called on the student’s behalf. Students should
ensure to assist their chef instructor with insurance information prior to exiting the building (When possible) to
ensure proper coverage. In the event the student is unable to complete prior to exiting the building, he or she
should contact the Office of Student Affairs to follow up.
Any injury, no matter how slight must be reported to the Chef-Instructor and an incident report must be filled
out. See the Office of Student Affairs’ Student Safety Awareness and First Aid Procedures in your orientation
packet and on your iPad.
Local Precinct: NYPD 1st Precinct
16 Ericsson Place, New York, NY, 10013-2411
(212) 334-0611
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Women's Shelters:
Equinox Domestic Violence Services
95 Central Avenue Albany,
NY 12206 (518) 434-6135
Franklin Shelter (women only)
1122 Franklin Avenue
Bronx, NY 10456
Call: 311
Brooklyn Women's Shelter
116 Williams Avenue
Brooklyn, NY 11217
Call: 311
Cornerstone Manor
45 Carlton Street
Buffalo, NY 14203 (716)
852-0761
Haven House
PO Box 451, Ellicott Station
Buffalo, NY 14205 (716)
884-6000
Nassau County Coalition Against Domestic Violence
250 Fulton Avenue, 3rd floor
Hempstead, NY 11550
(516) 572-0700
Hotline: (516) 542-0404
Jamaica Armory (women only)
93-05 168th Street
Jamaica, NY 11434
Call: 311
The Bowery Mission
227 Bowery
New York, NY 10002
(800) Bowery-1
Shelters of Saratoga
14 Walworth Street Saratoga
Springs, NY 12866
(518) 581-1097
The Salvation Army of the Syracuse Area
677 South Salina Street Syracuse, NY 13202
(315) 475-1688
Vera House
PO Box 365
Syracuse, NY 14309
(315) 468-3260 - 24-hour Crisis and Support Line
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Women’s Support Groups
NYC Self-Help Center
135 West 50th Street, 6th Floor, New York, NY 10020
212.632.4531
HELPLINE: 212.586.5770
Provides consumers and professionals with telephone information and referral service to mutual aid groups
throughout New York City. Also provides consultation to mutual support groups and groups requesting
training in running mutual support groups.
Single Mother’s Support Group
212-662-5536
The Ephesus Seventh Day-Adventist Church (located in Harlem, NY at 101 W. 123rd St– Corner of Lenox Ave) is
facilitating the Single Mother’s Support Group through its Women’s Ministry Department. The objective is to
provide a space for encouragement, emotional support, access to resources, and knowledge. This group is open
to any single mother in the area. The peer support group will meet every fourth Sunday at 1pm. Refreshments
will be available and childcare will be provided for children under 12.
If anyone wishes to register or to request further information they can contact the Church Secretary at 212662-5536 or email us at ephesuswm@gmail.com
Turning Point for Women and Families
718.883.9400
Fax: 718 883 9449.
Email info@turningpoint-ny.org
Turning Point is a community based, non-profit organization addressing the needs of Muslim women and
children through crisis intervention, individual and group counseling, advocacy, outreach, education and
training. Youth development program for Muslim teenage girls (13-20). TP offers culturally and religiously
sensitive services, particularly in the arena of domestic violence.
Hours: 10am-6pm, Monday-Friday
Amethyst Women’s Project
718.333.2067
1907 Mermaid Avenue Brooklyn NY 11224.
HIV, domestic, and substance abuse services catered to individuals in Coney Island and surrounding
neighborhoods.
Women’s Organization Peace and Hope
917.645.7452
810 Pelham Pkwy South, Apt. 3E Bronx, NY 10462
Non-profit corporation that serves as a support group and resource center for immigrant Albanian
families and works to protect the rights and welfare of women and children, aid families in understanding their
new country, new ways of living and new laws council, and to assist families in crises.
The Mayor’s Office to Combat Domestic Violence
The Mayor's Office to Combat Domestic Violence (OCDV), established in 2001, oversees the citywide delivery
of domestic violence services, develops policies and programs, and works with diverse communities to
increase awareness of domestic violence. OCDV works alongside City agencies, community based and
advocacy organizations, local leaders, and service providers to expand access to services citywide for victims
and their children to receive the help that they need. http://www.nyc.gov/html/ocdv/html/help/help.shtml
Printable Resources and Reference Materials
http://www.nyc.gov/html/ocdv/html/prevention/outreach.shtml

Evacuation Procedure
Situations That Require Building Evacuation:
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Bomb Threat
Fire
Gas Leak / Water Main Break
Explosion
Building Collapse

Anyone who discovers any of the above situations should call 911 immediately followed by a call to
Maintenance Ext. 783. Decision to evacuate will be made by NYFD in conjunction with the landlord’s Fire Safety
Director and ICE’s Director of Facilities or their designate. The Director of Facilities (Ext. 783) or designate will
immediately notify all faculty, students, guests and staff through email or public announcement by the landlord.
Only those floors affected will be notified. All floor fire safety marshals will conduct a search of their designated
floor/company to be sure all staff and students have been evacuated.
All faculty, students, guests and staff will go to the nearest stairwell and evacuate the building in an orderly
fashion and proceed across West St. to the WTC memorial. Await further instructions from Director of Facilities
or their designate. To ensure all students and faculty are accounted for, instructor’s will take their roll book and
department heads will be responsible to account for their staff members.

Shelter in Place (Lockdown) Procedure
Situations That Require in Place Shelter:
 Stranger in or near the building
 Presence of a Person who is (possibly) armed
 Person who is behaving erratically in or near the building
 Demonstrations outside the building
 Violent Weather
Decision to execute Shelter in Place (Lockdown) procedure will be made by NYPD/NYFD in conjunction
with the landlord’s Fire Safety Director and ICE’s Director of Facilities or their designate. The Director of Facilities
(Ext. 783) or designate will immediately notify all faculty, students, guests and staff through email or public
announcement via the landlord. Only those floors affected will be notified.
Communication will be maintained through the landlord information system and direction by the Director of
Facilities or their designate. All faculty and floor fire marshals will quickly view the hallways and bring
in any stray students, staff, or guests into their offices or classroom All floor fire marshals and faculty will ensure
all entrance ways are secured, close all shades/blinds, close all windows and turn out the lights. Faculty and floor
fire marshals will use their personal cell phones, if available, only if medical assistance is needed or if the
perpetrator(s) is trying to break into the room. It is important that classroom and office lines be kept open for
emergency use only.
Faculty and floor fire marshals will not allow anyone to leave the room until notified that the danger has
passed by law enforcement officials. Only law enforcement officials will notify or direct ICE to end Shelter in Place.

Fire Safety Procedures
Situations That Require Fire Safety Procedures:
 Smell smoke
 Detect Fire
Anyone who sees fire or smells smoke should pull the red alarm or dial 911. The red alarm will trigger the lobby
and 911. Floor fire safety marshals from other floors impacted will conduct a search of their designated
floor/company to be sure all staff and students have been evacuated.
Instructors will take roster of students and evacuate out the third floor designated exits street and gather in the
West St. to the WTC memorial. Follow direction from the designate from Maintenance who will be receiving
instructions from the building Fire Safety Director and FDNY.
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Other Emergencies
In the event of an emergency you will be notified by staff, email or text message. If evacuation is indicated follow
directions of staff or administrators. Please listen for announcements from the buildings PA system from the fire
alarms.

Student Privacy
The Institute does not release confidential academic or personal information, except under conditions permitted
by law, without written permission from the student. Students can request copies of their transcripts by
contacting the Registrar’s office.

Family Educational Rights and Privacy Act (FERPA) Policy
The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with respect to their
education records. These rights include:
1. The right to inspect and review the student's education records within 45 days of the day ICE receives a
request for access. A student should submit to the registrar, dean, head of the academic department, or
other appropriate official, a written request that identifies the record(s) the student wishes to inspect.
The ICE official will make arrangements for access and notify the student of the time and place where the
records may be inspected. If the records are not maintained by the ICE official to whom the request was
submitted, that official shall advise the student of the correct official to whom the request should be
addressed.
2. The right to request the amendment of the student's education records that the student believes are
inaccurate, misleading, or otherwise in violation of the student's privacy rights under FERPA. A student
who wishes to ask ICE to amend a record should write the ICE official responsible for the record, clearly
identify the part of the record the student wants changed, and specify why it should be changed. If ICE
decides not to amend the record as requested, ICE will notify the student in writing of the decision and
the student's right to a hearing regarding the request for amendment. Additional information regarding
the hearing procedures will be provided to the student when notified of the right to a hearing.
3. The right to provide written consent before ICE discloses personally identifiable information from the
student's education records, except to the extent that FERPA authorizes disclosure without consent. ICE
discloses education records without a student's prior written consent under the FERPA exception for
disclosure to school officials with legitimate educational interests. A school official is a person employed
by ICE in an administrative, supervisory, academic or research, or support staff position (including law
enforcement unit personnel and health staff); a person or company with whom ICE has contracted as its
agent to provide a service instead of using University employees or officials (such as an attorney, auditor,
or collection agent); a person serving on the Board of Trustees; or a student serving on an official
committee, such as a disciplinary or grievance committee, or assisting another school official in
performing his or her tasks.
A school official has a legitimate educational interest if the official needs to review an education record
in order to fulfill his or her professional responsibilities for ICE. Upon request, ICE also discloses
education records without consent to officials of another school in which a student seeks or intends to
enroll.
4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by ICE to
comply with the requirements of FERPA. The name and address of the Office that administers FERPA is:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-5901

Alcohol and Drug Abuse Prevention Program
ICE has a strict policy against abuse of drugs and alcohol by students and employees. Use of illegal drugs, abuse of
prescription or over-the-counter drugs, and alcohol abuse create serious health risks as well as raising the
potential for serious legal penalties. The unlawful possession, use, or distribution of controlled substances and
alcohol by students and employees on the school’s property, or as part of the school’s activities is strictly
forbidden, except to the extent that alcohol may occasionally be used for an approved purpose as part of the
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academic program. Consumption of alcohol by a student under the age of 21 is strictly forbidden. Violations of the
drug and alcohol prohibitions are grounds for immediate dismissal or other disciplinary action.

Legal Penalties
Illegal use of drugs and alcohol are serious crimes under both New York State and Federal laws. Articles 220 and
221 of the New York State Penal Law set criminal penalties for possession or sale of controlled substances,
including illegal drugs and prescription drugs. Depending on the amount sold and other factors, the violation may
be a misdemeanor or a felony. Penalties can include both fines and prison sentences. The seriousness of the
offense and penalty imposed upon conviction depend upon the individual drug and amount held, sold, or provided
to another person. Providing a controlled substance for free to another person counts as selling the substance for
purposes of the law.
New York State Alcohol Beverage Control law sets twenty-one (21) as the minimum age to purchase or possess
any alcoholic beverage. Parts of that law include:
 Fines of $50 for possession of alcohol under the age of 21;
 Fines of $100 and requirements of community service for fraudulently buying alcohol;
 Significant fines for selling, giving or serving alcohol to persons under 21 years of age;
 Federal penalties for sale or possession of scheduled drugs range from fines to imprisonment, up to and
including life imprisonment if someone you sell or give drugs to dies as a result. Penalties increase if you
have more than one offense and are related to the amount and type of drug.

Driving While Intoxicated
In November 2009, the New York legislature passed and Governor Paterson signed, a new anti-impaired law with
2 major components; one to toughen the penalties for driving impaired with children and one to require
interlock devices for those convicted. "When I introduced The Child Passenger Protection Act - now known as
Leandra's Law - it was because too often drivers under the influence of alcohol or drugs chose to compromise
not only their own lives, but also the lives of our children. Today, we say enough," Governor Paterson said.

Important provisions of this new law includes:
First time offenders driving while intoxicated (.08 Blood Alcohol Content (BAC) or more) or impaired by
drugs while a child of younger than 16 years old is in the vehicle may be charged with a class E felony
punishable by up to 4 years in State prison. Individuals charged with driving with a blood alcohol level of .08
or greater and with a child under the age of 16 in the vehicle would automatically have their license
suspended pending prosecution.

Health Risks Associated with Drug Abuse
There are both immediate and long-term problems that can be associated with drug and alcohol abuse.
An acute problem can result from a single episode of drug/alcohol use such as sudden heart failure (cocaine use)
or an automobile accident (alcohol or drug use). While under the influence of al cohol or drugs, a person is not
mentally sharp and physical reflexes may be slowed. Because culinary and pastry arts students use knives, hot
liquids, ovens and other potentially dangerous items, violation of the drug and alcohol abuse policy at school is
particularly dangerous.
Chronic problems can result from long-term abuse of alcohol or drugs. These include liver problems, cognitive
deficits, and physical tremors as well as behavior problems and difficulty concentrating or holding a job. Using
drugs can lead to addiction, impairment, and death.
Symptoms of addiction may include:
 Drinking or getting high daily
 The need to drink more or take larger amounts of drugs to get an effect
 Feeling guilt or remorse about drinking/drug use or things you do while drinking or high
 Anxiety or depression (which could be a cause or effect of the substance abuse)
 Complaints from family, friends, or colleagues about drinking or drug use
 Decline in performance or increase in absences at school or work
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Inability to remember what happened when drinking (blackouts)

Drug abuse does not just include illegal drugs. Legal prescription drugs are not something to fool around with.
Neither are some over-the-counter medications like cough syrup. Just because a doctor prescribed them to a
relative or a friend doesn't make them safe for you. Just because something comes from a drug store doesn't
make it safe to abuse. Combinations of drugs, or drugs and alcohol, can be particularly dangerous.

Counseling, Treatment, and Rehabilitation Programs
There are many sources of help for persons with drug or alcohol abuse problems in and around New York
City. The Substance Abuse and Mental Health Services Administration (SAMHSA) of the U.S. Department of
Health and Human Services provides an on-line resource for locating drug and alcohol abuse treatment programs.
The Substance Abuse Treatment Facility Locator lists:
 Private and public facilities that are licensed, certified, or otherwise approved for inclusion by their
State substance abuse agency
 Treatment facilities administered by the Department of Veterans Affairs, the Indian Health
Service and the Department of Defense. The locator list for New York State can be found at
https://findtreatment.samhsa.gov/locator/home. You may also call the Referral Helpline operated by
SAMHSA's Center for Substance Abuse Treatment at 1-800-662-HELP (English) 1-800-487-4889 (TDD)

Vaccinations
ICE - Institute of Culinary Education does not have an in-school vaccination program or provide students
with vaccinations and does not require proof of vaccination as a condition of admission or continued
attendance. We expect that all students are in good general health and are current with any vaccinations that
are necessary to maintain good health. Students wishing to be vaccinated should consult with a qualified health
care professional.

How to Register to Vote
Any United States Citizen 18 years old by December 31st of the year that you file a form to Register To
Vote has the right to and is eligible to vote for public office and participate in the voting process in their home
state that they reside in. Election Day is always the first Tuesday following the first Monday in November.
Please check with your home state for Qualifications to Register to Vote, How and Where to Register To
Vote (Registration Deadlines), Absentee Voting and Military and Overseas Voting, How to make Changes to Your
Registration- Change of Name/ or Address or how to make a Change of Party Enrollment.
Check with your home state also for information regarding Special, Primary or General Elections.
Please go to the links below to register to vote:
 New York State - http://www.elections.ny.gov/NYSBOE/download/voting/voteform.pdf
 National - http://www.eac.gov/ and
http://www.eac.gov/assets/1/Documents/national%20mail%20voter%20registration%20form%20englis
h%20February%2015%202011.pdf
 Hardcopies of Voter Registration forms are available through the Office of Student Affairs.
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I HAVE QUESTIONS, WHOM DO I ASK?
Main Office Number
(212)847-0700
Chef-Instructor
This is the person to see when you have any problems or questions about your studies. You are required to notify
the Chef-Instructor if you will be late or absent. Accidents must also be reported to the Chef-Instructor. All ChefInstructors have voicemail that may be accessed by calling the Institute’s main number.
Office of the Registrar
For records of grades, attendance and schedules, contact the Registrar’s Office at CareerRegistrar@ice.edu or
(212)847-0700 Ext.842.
Customer Service
To register for pro-development and recreational classes, email at classcredits@ice.edu or contact Customer
Service by phone at (212)847-0770 located at 3rd floor reception. If you are registering by phone and leave a
message, be sure to include your name, student ID #, the class title, time and date. Customer Service is open on
the 3rd floor of 225 Liberty St. Mon-Friday 7:30am-7pm and Saturday & Sunday 8:30am-6:30pm
Career Services/Externship Placement
Contact your assigned advisor:
 Maureen Drum Fagin, Director of Career Services & Administration, (212)847-0718
 Katie Lane, Career Services Coordinator, (212)847-0700 Ext.429 to answer any questions
 Amy Quazza, Senior Career Services Advisor, (212)847-0709
 Melissa Camilleri, Career Services Advisor, (212)847-0708
 Tessa Thompson, Career Services Advisor, (212)847-0776
Office of Student Affairs
 Dean of Students, Cara Tannenbaum, (212)847-0732
 Assistant Dean of Students, Margot Olshan, (212)847-0760
Contact the Office of Student Affairs if you are having any difficulties with your progress in class or with
attendance. The Office also coordinates volunteer opportunities and enrichment programs. You can reach the
OSA by emailing studentaffairs@ice.edu.
Department of Student Financial Services (SFS)
If you have questions regarding your financial plan (including Federal Financial Aid disbursements), please
contact the SFS office by phone (212)847-0765 or by e-mail at sfs@ice.edu. The direct fax number is (212)8470738. Additionally, you may contact your assigned SFS advisor at:
 Shanti Stephenson-Hudson, Director of Student Financial Services, (212)847-0792
 Irma Gjoni, Student Financial Services Advisor, (212)847-0768
 Wendy Lopez, Student Financial Services Advisor, (212)847-0700 ext.550
Bursar/Student Payments
Contact the Bursar regarding your student payments at (212)847-0749 or by e-mail at bursar@ice.edu. The
Bursar should also be contacted with any VA-related inquiries.
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