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How is Symbol Training Institute
Improving Lives through Technical Education?
Our Vision
Symbol Training Institute is the only local source of quality, highly skilled advanced
manufacturing professionals who consistently place into high-paying, in-demand jobs that
provide them with a career resulting infinancial stability.
Our Mission
Symbol Training Institute is committed to providing students the hands-on education that will
serve as their path for professional success. Our students are properly equipped for the needs and
tasks of the job market because we provide them with a real working environment and real
working experience. Upon completing our program, students have sufficient knowledge and
experience with shop projects to obtain a rewarding job in a manufacturing shop. By following
our process, Symbol Training Institute will continue to transfer our knowledge of manufacturing
technology to the larger community of manufacturers, thus providing an ever-growing talent
pool of advanced manufacturing professionals.
Our Process
The preparation and proofing of CNC part program requires access to machinery and computer
installations in order to obtain the necessary practical experience. Using such equipment and
understanding particular programming languages and techniques requires instruction, examples
and exercises from an experienced industry professional. Our instructors conduct presentations,
give pertinent analogies, provide illustrative visuals and design realistic practice exercises to
keep student interests at a high level. Symbolworks hand-in-hand with the manufacturing
community to understand their needs, we possess theoretical and practical knowledge, and we
have the technical expertise to transfer to our students the machining techniques related to their
subject of study. Upon completion of their course, students will have the required experience
with shop projects to obtain a position in a manufacturing shop environment.
Our History
Symbol Training Institute was born out of Symbol Tool, Inc., a manufacturing tool and die shop
established in 1985. Back in 2006, Symbol's management saw the need to start an advanced
manufacturing school due to the lack of skilled labor and formalized vocational school training
in the US manufacturing industry. Due to this fact, Symbol has very close ties to the
manufacturing community by training and upgrading the employer’s existing workforces, while
continually receiving feedback from the industry. Symbol excelsat training individuals who are
looking to start careers within the manufacturing industry and assisting them with quality job
placement services while filling the ever-growing job openings at local manufacturing
companies.
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Our Industry
What is CNC?
CNC stands for Computer Numerical Control.CNC Machining is a process used in the
manufacturing sector that involves the use of computers to control machine tools. Tools that can
be controlled in this manner include lathes, mills, routers and grinders. CNC machining produces
more precision, complexity and repeatability than is possible with manual machining. Other
benefits of CNC machining include greater accuracy, speed and flexibility.
Who is a CNC Operator?
A CNC operator, also known as a CNC machinist, implements the plans created by a CNC
programmer to control a computer-numeric controlled machine. This is done by setting the
machine and loading it with the right cutting tools as indicated by the program which was
developed to produce a specific part. The work of a CNC operator results in large numbers of
precisely cut parts created to fill orders from a variety of industries. CNC operators may also
have experience in machining or programming.

CNC Job Industries














Aerospace
Automotive
Construction
Defense
Electronics
Energy
Furniture



Food Service
Health Care/Medical
Machining
Metal Fabrication
Plastics
Tool& Die

Our Graduates Work at Major Manufacturing Companies:














A&K Precision
Midland Manufacturing Co.
Scot Forge
Kraft Foods
Acme
Scott Forge

Axletech International
Swiss Automation
Dynomax
Vapor Bus International
Helio Precision
Kemper Valve and Fittings
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Symbol CNC Certificate Programs


Flexible Schedule
 16 Week Programs: choose Morning, Afternoon or Evening
 Internship course provides additional hands-on training
 Beginner, Intermediate & Advanced courses available



Hands-on Learning









Setup, operate and troubleshoot CNC machines such as Lathe & Mill
Calculate speeds and feeds for the machining process
Learn the functions of the machine tool and its movements
Master measurement techniques
Become skilled in blueprint reading
Workplace safety

High Quality Instruction
 Small class sizes
 Learn through lecture classes and on-site hands on training
 Instructors are real world practitioners with years of industry experience



Career Assistance





Industry connections
Resume assistance
Job placement rate over 88%
Manufacture real parts and bring them to your interviews

WE PRODUCE

CNC MACHINISTS
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CNC Job Outlook & Salary Forecast
According to the U.S. Bureau of Labor Statistics, job growth for CNC operators will increase by
17% between 2008 and 2018.
Although increased use of computer technology is decreasing the number of operators
required,there are not enough skilled and knowledgeable individuals to fill the many jobs
still available.Because of this, skilled CNC operators will have excellent career opportunities
through the next decade.

Computer Numerically Controlled (CNC) Machine Operator
Salary Range
$27,197 - $49,196



Machinist Set Up Operator
$39,025 - $62,749



CNC Programmer
$45,834 - $89,740
Popular Industries

Aerospace Manufacturing
Precision Machined Products & Components
Machinery & Tools Manufacturing
Steel/Metal Manufacturing
Manufacturing and Distribution

$12.77 - $29.58
$17.90 - $25.37
$15.13 - $23.40
$11.43 - $22.74
$12.78 - $18.03
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Feedback from Employers and Alumni
“Your training facility and curriculum have been a valuable resource for us. We have selected
internal candidates from within and you and your staff have qualified them to operate CNC
equipment. You greatly aided us in meeting our ever increasing machine needs.”
-Dennis Huebner
Director Human Resources
Vapor Bus International, Buffalo Grove, IL
“Symbol was able to take two individuals with limited background and experience but with plenty
of desire and give them a great foundation for CNC programming and set up.” “Symbol fits the
bill perfectly, both logistically and from a facility standpoint. Both students successfully
completed the classes and are currently assisting in setting up production equipment. I would not
hesitate to sign up more candidates as we identify them.”
-Mike Galanopoulos
Plant Superintendent
Standard Grinding & Mfg., Chicago, IL
“My son Miguel has never really enjoyed being a student in a classroom and he always preferred
to work with his hands. He decided to take CNC training at Symbol Training Institute, in Skokie,
shortly after completing the course, with the assistance of Symbol, he found a position as a CNC
Operator. Thanks to Symbol training, he is now able to provide well for his girlfriend and 2 year
old daughter.”
-Irene Covarrubias
Parent of Symbol Graduate
“I would like to take a second and thank the staff at Symbol Job Training for an excellent job!
The entire staff at symbol did a magnificent job, your skill level and dedication to this field has
made learning this trade enjoyable. I now feel confident about my learning experience, to go out
into this field and be productive. I have and will continue to recommend Symbol to people
looking to get into this field.”
-Edward Kunze
Symbol Certified Graduate
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Symbol Success Stories: Our Alumni
AgronK. – Graduated August 2015
Agron came to Symbol in March of 2015. He had gone to school for automotive technology and
had been working in and out of that industry for several years. He started his classes with
enthusiasm and was able to keep working part time while training for his new career. He
obtained three certifications from the National Institute for Metalworking Skills while at Symbol:
CNC Milling Operator, CNC Turning Operator and Measurement Materials and Safety. He
graduated from the program in July. Agron was hired as a CNC saw operator at a manufacturing
company in the near northwest suburbs earning above the typical entry level wage. “The
training really paid off for me and I’m happy with my new job,” he states, and is grateful that he
now has a career ahead of him.
MalathiM. – Graduated January 2016
Before Malathi came from India to the U.S. in 2010, she had always been a stay-at-home mom.
By 2015, with her two children growing older, she found herself with more time and a need to
find sustainable employment. She started her classes as a quiet student, but instructors noticed the
way her confidence grew with each class. After a couple months at Symbol, Malathi was reading
blueprints confidently and operating CNC machines with ease. Her shop instructor saw her
potential and recommended her for a position at the company where he works. Three weeks
before finishing her course, Malathi began working the first shift running a gear hobbing
machine, cutting gears and inspecting them exactly as described in her Symbol classes. Just four
months after starting her course, Malathi is walking around Symbol with a big smile on her face.
She reports that she is also being groomed to run the CNC mills and lathes at her new company.
Through her experience at Symbol, Malathi has proven to herself that there are no limits to what
she can do.
Michael K. – Graduated March 2016
After years of experience in the service industry, amongst other fields, Michael enrolled in
Symbol looking for a change. He was inspired to pursue a career in manufacturing by his brother
who works in the industry as a tool maker. After finding an ad for Symbol online, Michael found
himself beginning classes. Following graduation Michael applied for a job in the manufacturing
field. Despite having zero experience prior to his time at Symbol, Michael was hired on the spot.
Thanks to Michael’s hard work and tenacity he currently finds himself in a well-paying job
operating CNC lathes and mills for Sobot Tool & Manufacturing. Michael credits Symbol for
giving him the knowledge and skills necessary to find himself in a promising and high-demand
field with seemingly limitless potential for advancement. He also finds himself with three very
proud children, a very proud girlfriend, and a very proud brother who inspired him to pursue a
career in advanced manufacturing in the first place.
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Symbol Success Stories: Our Alumni
Kenneth L. – Graduated July 2013
Kenneth served overseas in the United States Air Force, but after returning to civilian life
heended up working odd jobs. He noticed the changing demands of the economy, and turned his
attention to the web in search of better income and a stable and financially rewarding career. He
enrolled at Symbol and devoted himself to his studies and job search. He was riding 3-4 hours on
public transit per day for several weeks until he was able to save up money to buy a car. Once he
did, Kenneth's employment opportunities expanded dramatically. He was now able to reach many
more companies that were hiring. He was relentless at applying and interviewing for CNC
positions. A few short weeks after graduating, he was hired as a CNC Operator at Atlas Tool and
Die, where he is doing electrical discharge machining (EDM). Kenneth liked most that Symbol
Training Institute“connects students to employment opportunities. I was hired by a company that
posted their job on the school's website."
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Symbol Curriculum
Program Offerings

Clock Hours

CNC 203: CNC Programming, Setup and Operation
Type of Instruction: Lecture/Shop

96

hours

CNC 204: CNC Advanced Programming
Type of Instruction: Lecture/Shop

60

hours

CNC 205: CNC Technology with Quality Control
Type of Instruction: Lecture/Shop

192 hours

CNC 303: CNC Technology with Lab
Type of Instruction: Shop

176 hours

CNC 304: CNC Machine Shop Lab
Type of Instruction: Shop

80

hours

QC 101: Quality Control for Manufacturing
Type of Instruction: Lecture/Lab

60

hours

QC 201: Quality Control for Manufacturing
Type of Instruction: Lecture/Lab

90

hours

QC 302: Applied Quality Control for Manufacturing
Type of Instruction: Lecture/Lab

150 hours
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Program Names and Descriptions
CNC 203 - CNC Programming, Setup and Operation
96 hours/16 weeks
DESCRIPTION OF PROGRAM:This hands-on program provides training in programming, setup
and operation of computerized numerical controlled (CNC) machines. Instruction is given for
both CNC mill (vertical machining center) and CNC lathe (turning center).
PREREQUISITE COURSES & OTHER REQUIREMENTS FOR ADMISSION TO
PROGRAM: All of Symbol’s programs are designed both for first-job seekers who have little or
no previous manufacturing experience and for individuals who are looking to advance in CNC
technology. Applicants, at a minimum, should have a high school diploma or equivalent, as well
as basic writing and conversational skills in the English language, and 8 th grade math competency
level or equivalent.
PROGRAM OBJECTIVES:Students will be able to: setup, operate and troubleshoot various
production problems on CNC machines; explain functions of the machine tool and its position
movements; conduct tool change activities and operational sequences; write specific programs for
CNC machines; calculate speeds and feeds for the machining process; verify and edit a CNC
program on an actual machining tool; and manufacture parts per print in a machine shop
environment.
JOB TITLES: CNC machine set-up and operator, CNC machine programmer.
CNC 204 - CNC Advanced Programming
60 hours/10 weeks
DESCRIPTION OF PROGRAM:This hands-on program provides training in programming, setup
and operation of computerized numerical controlled (CNC) machines. Instruction is given for
both CNC mill (vertical machining center) and CNC lathe (turning center).
PREREQUISITE COURSES & OTHER REQUIREMENTS FOR ADMISSION TO
PROGRAM: All of Symbol’s programs are designed both for first-job seekers who have little or
no previous manufacturing experience and for individuals who are looking to advance in CNC
technology. Applicants, at a minimum, should have a high school diploma or equivalent, as well
as basic writing and conversational skills in the English language. Knowledge of mathematics,
mechanical drafting, industrial education, machine shop and computers is recommended.
For admission to the CNC 204 program, prospective students must complete CNC 203: CNC
Programming, Setup and Operation, or have six to twelve months of experience working on CNC
machines and a reasonable understanding of basic G-Code manual programming.

10
10
8151 N. Ridgeway Avenue, Skokie, Illinois 60076 ● 1413 Jeffrey Drive, Addison, Illinois 60101
Tel (847) 673-6500 ● www.symboltraining.edu

PROGRAM OBJECTIVES:Students will be able to: setup, operate and troubleshoot various
production problems on CNC machines and demonstrate knowledge of advanced setup and
programming techniques; explain functions of the machine tool and its position movements;
conduct tool change activities and operational sequences; write specific programs for CNC
machines; calculate speeds and feeds for the machining process; verify and edit a CNC program
on an actual machining tool; and manufacture parts per print in a machine shop environment.
JOB TITLES: CNC Operator, CNC Setup.

CNC 205 - CNC Technology with Quality Control
192 hours / 16 weeks
DESCRIPTION OF PROGRAM: This hands-on program provides training in programming,
setup and operation of computerized numerical controlled machines. Instruction is giving for both
CNC mill (vertical machining center) and CNC lathe (turning center), as well as various quality
control instrumentation and processes and procedures.
PREREQUISITE COURSES & OTHER REQUIREMENTS FOR ADMISSION TO
PROGRAM: All of Symbol’s programs are designed both for first-job seekers who have little or
no previous manufacturing experience and also for individuals who are looking to advance in
CNC technology. Applicants, at a minimum, should have a high school diploma or equivalent, as
well as basic writing and conversational skills in the English language and
8th grade math competency level or equivalent, for this program.
PROGRAM OBJECTIVES:Students will learn to program, setup and operate CNC lathe and
milling machines alongside instruction in Quality Control. Students will be prepared with the
fundamental understanding of QC processes and applications; be able to explain functions
of the machine tool and its position movements; conduct tool change activities and operational
sequences; write specific programs for CNC machines; calculate speeds and feeds for the
machining process; verify and edit a CNC program on an actual machining tool; and manufacture
parts per print in a machine shop environment.
JOB TITLES: CNC Operator, CNC Setup, QC Inspector, QC Technician, QC Specialist, and
other manufacturing positions that require in-process inspection or print reading skills.
CNC 303 - CNC Technology with Lab
176 hours / 16 weeks
DESCRIPTION OF PROGRAM:This hands-on program combines our CNC 203 and CNC 304
programs and provides training in programming, setup and operation of computerized numerical
controlled (CNC) machines. Instruction will be given for both CNC mill (vertical machining
center) and CNC lathe (turning center). The internship part of this program is designed to allow
students to familiarize themselves with the environment in a manufacturing shop. It provides
training and mastering knowledge in CNC manufacturing technology, and is intended for
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individuals willing to deepen their knowledge and acquire shop habits on metal cutting CNC
machinery. In addition to comprehensive studies in the classroom, students are instructed at the
machines to manufacture specifically designed parts, under supervision.
PREREQUISITE COURSES & OTHER REQUIREMENTS FOR ADMISSION TO
PROGRAM: All of Symbol’s programs are designed both for first-job seekers who have little or
no previous manufacturing experience and for individuals who are looking to advance in CNC
technology. Applicants, at a minimum, should have a high school diploma or equivalent, basic
writing and conversational skills in the English language and 8 th grade level math or equivalent.
PROGRAM OBJECTIVES:Students who complete the program will be able to setup, operate and
troubleshoot various production problems on CNC machines; conduct tool change activities and
operational sequences; write specific programs for CNC machines; calculate speeds and feeds for
the machining process; verify and edit a CNC program on an actual machine tool; and
manufacture parts per print in a machine shop environment.
JOB TITLES: CNC machine set-up and operator, CNC machine programmer.
CNC 304 - CNC Machine Shop Lab
80 hours / 10 weeks
DESCRIPTION OF PROGRAM:This hands-on program provides training in programming,
setup and operation of computerized numerical controlled (CNC) machines. Instruction is
given for both CNC mill (vertical machining center) and CNC lathe (turning center), with
extensive hands on training.
PREREQUISITE COURSES & OTHER REQUIREMENTS FOR ADMISSION TO
PROGRAM:All of Symbol’s programs are designed both for first-job seekers who have little or
no previous manufacturing experience and for individuals who are looking to advance in CNC
technology. Applicants, at a minimum, should have a high school diploma or equivalent, as well
as basic writing and conversational skills in the English language, and 8 th grade math competency
level or equivalent. Applicants for this program need to have completed our CNC 203 program, or
have current or previous work experience within the industry.
PROGRAM OBJECTIVES:Students will be able to program, setup and operate CNC machines in
a machine shop environment under the supervision of an instructor; program and setup various
operational sequences on a CNC lathe and CNC mill; write part programs specifically designed
for this program; calculate speeds and feeds for the machining processes; verify and edit a CNC
program on an actual machine tool in a shop environment; troubleshoot various problems on
production CNC machinery; manufacture parts per print in a machine shop setting using various
measuring tools for quality control; work on developing habits for basic principles of
manufacturing; and become accustomed and comfortable with shop ethics and regulations.
JOB TITLES: CNC Operator, CNC Setup, or other manufacturing positions that require print
reading skills.
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QC 101 - Quality Control for Manufacturing
60 hours / 10 weeks
DESCRIPTION OF PROGRAM:Quality Control (QC) is a vital part of every manufacturer's
operations. Without measurable processes to ensure a customer's needs are met, most companies
would face difficulty maintaining and improving the quality of their products and services.
However, many employers often have to provide on-the-job QC training because far too few
educational programs offer disciplines that specifically address this deficiency. Fortunately,
Symbol Training Institute recognizes the importance of this need to area manufacturers and is
dedicated to the development of students pursuing the field.
PREREQUISITE COURSES & OTHER REQUIREMENTS FOR ADMISSION TO
PROGRAM: All of Symbol’s programs are designed both for first-job seekers who have little or
no previous manufacturing experience and for individuals who are looking to advance in CNC
technology. Applicants, at a minimum, should have a high school diploma or equivalent, as well
as basic writing and conversational skills in the English language, and 8 th grade math competency
level or equivalent.
PROGRAM OBJECTIVES:The Quality Control for Manufacturing program is designed to
prepare students with a fundamental understanding of QC processes and applications. Whether
there has been no previous QC training or there is a desire to further current Quality-related skills,
this hands-on program strives to provide students of varying backgrounds and skill levels with a
basic knowledge of widely used inspection techniques. With a strong emphasis on student
participation, the program focuses heavily on developing marketable skills that can be used right
away in the work place with little or no additional training from employers.
JOB TITLES: QC Inspector, QC Technician, QC Specialist, and other manufacturing quality
control related positions that require in-process inspection or print reading skills.
QC 201 - Advanced Quality Control Inspection for Manufacturing
90 hours / 9 weeks
The Advanced Quality Control Inspection for Manufacturing QC-201 course is designed to
prepare students for the Quality Control job market with a fundamental understanding of
Geometric Dimensioning and Tolerancing (GD&T) applications and part measurement utilizing
advanced metrology equipment and methods. With this course, students have an opportunity to
pursue an interest in obtaining further in-depth and hands-on training of optical comparator and
precision gages. Emphasizing student participation, the course focuses heavily on developing
these marketable skills that can be used right away in the work place with little or no additional
training from employers.
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QC 302 - Applied Quality Control for Manufacturing
150 hours / 16 weeks
The QC 302 program combines our QC 101 and QC 201 course. The Applied Quality Control for
Manufacturing program is designed to prepare students for the Quality Control job market with a
fundamental understanding of engineering print reading, Geometric Dimensioning and
Tolerancing (GD&T) applications, and manufactured part measurement utilizing advanced
metrology equipment and methods. With this course, students have an opportunity to pursue an
interest in obtaining in-depth and hands-on training for careers in the Quality Control profession.
The course focuses heavily on developing marketable skills that can be used right away in the
work place with little or no additional training from employers.
Students who complete the program will be able to:






Comprehend quality philosophies, principles, methods, and standards
Understand and work with inspection plans and process instructions
Perform quality laboratory procedures, inspect parts, and record data
Measure process performance and prepare formal reports
Apply knowledge of QC concepts and techniques to quality planning processes

Students who successfully complete the course will have the basic skills sets needed to seek or
advance employment opportunities in a manufacturing environment for Quality Control positions
such as:
QC Inspector, QC Technician, QC Specialist, Quality Engineer, or other manufacturing positions
that require advanced inspection, print reading, and/or GD&T skillsets.
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Schedule of Tuition and Fees
CNC 203

CNC 204

CNC 205

CNC 303

CNC 304

ProgramTitle

CNC
Programming,
Setup and
Operation

CNC
Advanced
Programming

CNC
Technology
with Quality
Control

CNC
Technology
with Lab

CNC Machine
Shop Lab

Tuition Cost

$5,940.00

$5,540.00

$7,990.00

$7,990.00

$6,500.00

Books

$275.00

$125.00

$345.00

$125.00

$125.00

Lab Fees

$435.00

$200.00

$560.00

$375.00

$200.00

Supplies/
Tools

$590.00

$255.00

$725.00

$430.00

$325.00

Test

$110.00

$330.00

$330.00

$330.00

N/A

Program Length

16 weeks/
96 hours

10 weeks/
60 hours

16 weeks/
192 hours

16 weeks/
176 hours

10 weeks/
80 hours

TOTAL COST

$7,350.00

$6,450.00

$9,950.00

$9,250.00

$7,150.00

QC 101

QC 201

QC 302

Program
Title

Quality Control for
Manufacturing

Advanced Quality
Control Inspection for
Manufacturing

Applied Quality Control
for Manufacturing

Tuition Cost

$3,552.00

$5,315.00

$7,985.00

Books

$125.00

$175.00

$300.00

Lab Fees

$125.00

$480.00

$605.00

Supplies / Tools

$170.00

$560.00

$730.00

Test

N/A

$110.00

$110.00

Program
Length

10 Weeks/
60 hours

9 Weeks/
90 hours

16 Weeks/
150 hours

TOTAL COST

$3,972.00

$6,640.00

$9,730.00
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Student Payment Method
 Students are required to make a tuition deposit of $500.00 (non-refundable after the first day
of class) at the time of registration for each program.


The total tuition and fees are due two weeks prior to the first day of class, unless a payment
plan has been approved.



Payments are accepted by cash, check, credit card, cashier’s check or money order.



Symbol Training Institute programs are WIA approved.

Tuition Refund Schedule Information
The student has the right to cancel or withdraw in accordance with the pro-rata refund policy
shown below. Cancellation or withdrawal notice must be submitted in writing, signed and
delivered to Symbol Training Institute at 8151 N. Ridgeway Avenue, Skokie, IL 60076. If the
student is under the age of 18, the notice of cancellation or withdrawal must be signed by a parent
or legal guardian.
Percentage completed at time of
withdrawal or cancellation

Percentage of tuition/instructional
charges school may retain

Prior to Program Start Date
In excess of 0% to 10%
In excess of 10% to 20%
In excess of 20% to 30%
In excess of 30% to 40%
In excess of 40% to 50%
In excess of 50%

$150
20% + $500.00 non-refundable deposit
25% + $500.00 non-refundable deposit
30% + $500.00 non-refundable deposit
50% + $500.00 non-refundable deposit
75% + $500.00 non-refundable deposit
100%

The cost of any books or materials provided by Symbol Training Institute to the student are nonrefundable, unless retuned in new and unopened condition.
1. Applicants not accepted by Symbol Training Institute shall receive a refund of all tuition and
fees paid within 30 calendar days after the determination of non-acceptance is made.
2. Refunds will be made no later than forty-five (45) days following the student’s withdrawal or
cancellation from a program.
3. Any student enrolled in a payment plan must pay tuition per payment plan terms. Any failure
to pay may result in the student being referred to a collection agency, the filing of a lawsuit in
court, a judgment being entered and the debt being reported to the credit bureaus.
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Safety Rules for the Machine Shop
1. Always follow the directions of your instructor.
2. Safety glasses are required when in the shop area, whether working or not.
3. Shoes must be worn in any shop area. Those wearing sandals or open toe shoes are NOT
allowed to enter the shop area. The minimum footwear must cover the entire foot.
4. Long pants must be worn in all shop areas. Those wearing shorts, skirts or loose-fitting
clothing are NOT allowed to enter the shop area.
5. Do not wear ties, loose clothing, jewelry, gloves, etc. near moving or rotation machinery.
6. Keep the floor around machines clean, dry and free from trip hazards. Do not allow chips to
accumulate.
7. Machines must be shut off when cleaning, repairing, adjusting or oiling.
8. All machines must be operated with all required guards and shields in place.
9. A brush, hook or special tool must be used for removal of chips from the work area. Never
use your hands.
10. Never drink alcoholic beverages before or during your time in the machine shop area.
11. In case of injury, no matter how slight, report it to the shop instructor immediately!
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Academic Policies and Procedures
Admission Process
Our programs are designed forboth first-job seekers who have little or no previous manufacturing
experienceand for individuals who are looking to advance in the field of manufacturing
technology. Understanding of mathematics, mechanical drafting, industrial education, machine
shop and computers is recommended, but not required. Applicant must have basic writing and
conversational skills in the English language.
Prospective applicants are advised to participate in aninformational tour of the school to learn
about the manufacturing industry and observe a class in session. The tour will allow them to
determine if this is a career they would like to pursue. Interested applicants will be administered a
math assessment to determine their level of understanding of the subject matter to be taught. A
case manager will explain the different program options to the applicant and answer any
questions.
Once an applicant decides to enroll at Symbol, a member of the admissions team will meet with
them to complete the Enrollment Agreement.
General Requirements
A high school diploma or recognized equivalent is preferred for admission, but not required.
For those students who do not possess a high school diploma or recognized equivalent, they may
be considered for admissionafter scoring a minimum of 6.0 on the TABE, or an equivalent score
on a comparable test.
Symbol Training Institute offers educational activities, employment practices, programs and
services without regard to race, color, national origin, sex, religion, disability or age.
Academic Calendar
Programs typically begin monthly. Program start dates are based on program admission numbers
and faculty availability. Classes are held year-round with the exception of the following holiday
schedule:
New Year’s Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Day
Classes are not held during the full week that includes the holiday. If the holiday falls on a
Saturday or Sunday, classes will not be held the week before.
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Grading Scale
Each student will be graded on the following grading scale:
In-class assignments:
A = 100% -90%
B = 89% - 80%
C = 79% - 70%
D = 69%- 60%
F = 59% or below
Final Grade for the class will be a “Pass” = 70% or above, and “Fail” = 69% or below.
Criteria for the Issuance of Certificates
A student must successfully complete the full program for which he/she is registered with a grade
“Pass”, equivalent to “C” or better.
Transcript Request
A transcript can be requested in person or by mail. A $10.00 charge will apply for each request
and a Transcript Request Form must be completed. Persons other than the student can order/or
pick up a transcript only with written authorization from the student.
Transfer of Credits
Credits earned at Symbol Training Institute are transferrable to the City Colleges of Chicago
when pursuing a similar course of study. Symbol does not accept transfer credits from other
institutions.
Graduation
Students receive an individualized certificate upon graduating from a Symbol Training Institute
program. The student also has the option to take the NIMS exam and receive national certification
credentials from NIMS (the National Institute for Metalworking Skills), but it is not a requirement
for successful completion of the program.
Graduates of our training programs are well equipped for employment in the fields of industrial
technology, manufacturing and quality control. Positions typically include CNC machine
operator, CNC machine setup, CNC machine programmer and other high-technology application
areas.
Attendance Policy
During all programs, a student may have a combined maximum of 4 (four) absences for the entire
program of instruction. Any student who has exceeded the maximum amount of absences is
required to take a final exam for a fee of $75.00. The student must receive a minimum passing
score of 70% to receive a certificate.
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Tardiness
Attendance is taken at the beginning of every class (lecture, shop or lab). If a student arrives after
the start time of the class, but during the first 30 minutes,that will constitutea tardy for the FIRST
such instance. Any subsequent tardy after the first instance will be treated as an absence. If a
student arrives more than 30 minutes after the start of any class, this will be treated as an
automatic absence.
Make-up Work
A student must make arrangements to make-up work or assignments not completed on time as a
result of an absence, prior to the next scheduled class.
Rules of Conduct
Symbol Training Institute adopts a strict“no cheating policy.” Cheating includes: copying
someone else’s work, giving or showing any work during exams to other students, passing of
work of others as your own and any other academic dishonesty. If a student is found cheating or
aiding someone else in cheating, this will serve as constructive notice to Symbol Training
Institute of a student’s withdrawal from the class without any refund of fees or tuition.
A student shall behave and act in a manner that shall not endanger his safety or the safety of other
students, faculty or staff. A student shall at all times operate and handle equipment safely and
under the supervision of an instructor.
Satisfactory Progress Policy
Symbol Training Institute assesses the academic progress of a student throughout the program to
ensure they are making reasonable progress toward completion and that they are likely to graduate
and receive their certificate.
To ensure satisfactory progress and timely completion of the program, a student must:




Adhere to Symbol’s policies regarding attendance, tardiness and conduct, as detailed in
this catalog;
Maintain a minimum cumulative grade point average of70%; and
Complete the program within a time period that shall not exceed 150% of the total
program length.

Academic Probation
A student will be placed on academic probation for any of the following reasons:




The student has not met and maintained the minimum cumulative grade point average
requirement;
The student has violated the attendance policy; or
The student has violated the rules of conduct.
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Symbol Training Institute will provide written notificationwhen placing a student on academic
probation. Symbol requires the student to verify receipt of this written notification. If verification
of receipt is not possible due to absenteeism, lost contact or other reasons, the notification will be
mailed, by certified mail, to the student’s home address on record. Documentation of the
notification and the reasons for academic probation are maintained in the student’s file.
Termination
A student may be terminated from a Symbol program for the following reasons:




The student continues to violate and/or egregiously violates the rules of conduct;
The student fails to maintain a minimum cumulative grade point average of 50%;
The student continues to violate the attendance policy.

Symbol Training Institute will provide written notification when terminating a student. Symbol
requires the student to verify receipt of the written notification. If verification of receipt is not
possible due to absenteeism, lost contact or other reasons, the notification will be mailed, by
certified mail, to the student’s home address on record. Documentation of the notification and the
reasons for termination is maintained in the student’s file.
A student who is terminated for violation of Symbol’s academic policies and procedures
continues to be responsible for his or her financial obligations to the school.

Supportive Services
Job Placement Assistance
Symbol Training Institute provides career-planning workshops covering workplace skills, job
search strategies and basic computer literacy for students and graduates, with additional
employment assistance available upon request. Ultimately,you must accept responsibility for your
own career advancement while utilizing Symbol’s expertise and connections within the industry
as a resource.
Symbol provides critical job search and job placement services. Our case manager will work with
job-ready candidates to:
a) Find quality employers who offer a path to advancement;
b) Encourage actively seeking out and applying for job opportunities; and
c) Support youto resolve barriers that may prevent you from obtaining or retaining the best
possible position.
Student Services
Symbol Training Instituteencourages and assistsour students to achieve their maximum academic,
career and personal development. Our school provides a number of services to helpstudents meet
this objective:
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Academic advising assists in selecting programs to ensure that yourSymbol Training
Institute certificate requirements are met;
If you choose to change your academic program, ourcase managerwill advise you how
tocontinue to make progress toward your career goals; and
If you experience academic challenges, Symbol has counseling services available to help
you evaluate your options.

Students canrequestany supportiveservices by contacting their case manager.
Student Complaint Policy and Procedure
Symbol Training Institute is committed to resolving student complaints promptly and fairly and
will notsubject a student to punitive action because written grievances have been filed with the
school or with any of its approving bodies. Symbol Training Institute maintains a written record
of its handling of all student complaints for up to five years.
We encourage all students with a complaint to use the established complaint procedures below:


Submit your complaint in writing to: Symbol Training Institute, Attn: Executive Director,
8151 Ridgeway Avenue, Skokie, Illinois 60076



Include all relevant dates and names and a short description of the basis of your complaint.



Provide copies of any documents or other materials related to your complaint.

We will acknowledge receipt of your complaint and respond within a reasonable timeframe
(typically 2 weeks, depending on the amount of time required to investigate your complaint).
Symbol Training Institute is approved by the Division of Private Business and Vocational Schools
of the Illinois Board of Higher Education and is NOT accredited by the U.S. Dept. of Education.
If you feel that Symbol has not adequately addressed your complaint, you may register a
complaint with the Illinois Board of Higher Education by submitting a complaint online via the
following link: http://complaints.ibhe.org/
Or you can send a send a letter to:
Illinois Board of Higher Education
Private Business and Vocational Schools Division
1 N. Old State Capitol Plaza, Suite 333
Springfield, Illinois 62701-1404
If you are a veteran of the U.S. military and feel that Symbol has not adequately addressed your
complaint, you may also register a complaint related to the quality of the training to the
administration of veterans’ educational benefits by contacting the Illinois State Veterans’
Approving Agency for Veterans’ Benefits at (312) 814-2460.
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Contact Information
Headquarters / Administrative Offices

Name:
Address:
Telephone:
Fax:
Website:
E-mail:

Symbol Training Institute
8151 N. Ridgeway Avenue, Skokie, Illinois60076
(847) 673-6500
(847) 674-2722
www.symboltraining.edu
improvinglives@symboltraining.edu

Satellite Office

Name:
Address:
Telephone:
Fax:
Website:
E-mail:

Symbol Training Institute
1413 Jeffrey Drive, Addison, Illinois 60101
(847) 673-6500
(847) 674-2722
www.symboltraining.edu
improvinglives@symboltraining.edu

U.S. Department of Education Disclosure
Symbol Training Institute is NOT accredited by the U.S. Department of Education
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Directions to Symbol Training Institute
Symbol Training Institute is accessible by public transportation.
Address: 8151 N. Ridgeway Avenue, Skokie, Illinois 60076
From South:
Take I-94 W toward MILWAUKEE. Take EXIT 39B toward EAST TOUHY AVE. Keep LEFT at the
fork, to go on IL-50/SKOKIE BLVD. Turn RIGHT onto OAKTON ST. Turn LEFT onto RIDGEWAY
AVE. Symbol Training Institute will be on your left side after the first stop sign.
From North:
Take EDENS EXPY E / US-41 S toward I-94 E / CHICAGO. Exit DEMPSTER ST via EXIT 37B (2.0
miles). Turn RIGHT onto CRAWFORD AVE. Turn LEFT onto KEENEY ST. Turn LEFT onto
RIDGEWAY AVE. Symbol Training Institute will be on your right side.
From Howard Train Station:
Option #1:Take Skokie CTA BUS # 97 SKOKIE WESTBOUND, arrive at OAKTON & HAMLIN. Walk
one block EAST until RIDGEWAY Ave. Make a LEFT and walk to 8151 N. RIDGEWAY.
Option #2:Take PACE BUS # 215, arrive at KEENEY & CRAWFORD. Walk EAST on KEENNEY until
RIDGEWAY. Take a RIGHT on RIDGEWAY, arrive at 8151 N. RIDGEWAY.
8151 N. Ridgeway
Skokie, IL 60076
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Address: 1413 Jeffrey Drive, Addison,Illinois 60101
From South:
Take I-355 N follow I-355 N to IL-64 E/NORTH Ave in Lombard. Take the IL-64/NORTH Ave exit from
I-355N. Take S ROHLWING Rd and W FULLERTON Ave to JEFFREY Drive.
From North:
Take Interstate 90/ N-W Toll way ramp to CHICAGO, merge onto I-90 E. Take the IL-53 exit toward 1290/ CHICAGO-WEST Suburbs/NW Suburbs. Keep right at the fork for I-290 E/Il-53 S/CHICAGO/NW
Suburbs. Exit 1B, follow signs for 72/HIGGINS Rd. Merge onto I-290E/IL-53 S. Continue on I-355 S
follow signs for Interstate 355 S/JOLIET. Take exit 29 for ARMY TRAIL Rd. Continue on ARMY
TRAIL Rd turn RIGHT on ROHLWING Rd. Turn RIGHT onto W FULLERTON Ave. Turn RIGHT onto
JEFFREY Dr.
From West:
Head North on S 5th Ave toward MAIN St. Turn RIGHT at the 1st cross onto IL-64/E MAIN St.
Turn LEFT onto S. ROHLWING Rd; Turn RIGHT onto W FULLERTON Ave. Turn RIGHT onto
JEFFREY Dr.
From East:
Take I-290 W/CHICAGO-KANSAS City Expressway W/EISENHOWERExpy W. Keep right to take I290 W via Exit 15B toward MILWAUKEE/ROCKFORD. Merge onto US- 20 W/W LAKE Via 12
toward IL-64W, turn LEFT onto ADDISON Rd, turn RIGHT on FULLERTON and LEFT on W
JEFFREY Dr.
1413 Jeffrey Dr.
Addison IL 60101
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