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Welcome 

Mission  

Our mission is to provide high quality teaching to our students by providing a unique learning experience to help 

them achieve their linguistic goals in personal, professional, and academic areas.  

History 

The Learning Institute of Foreign Education (LIFE) was founded in 2014. It was initially a tutoring center that 

specializes in fast communication skills. Most students were Orlando’s foreign visitors whose main objective was to 

improve their English in a short period of time. Now our ESL program specializes in receiving both local residents 

and international tourists who have decided to develop their English in all the fundamental skills of the language: 

reading, writing, listening, and speaking. 

Life USA Orlando’s Unique Experience 

Life USA Orlando provides to each and every student a unique learning experience. At this school you are not a 

number, but a real person. The faculty is also involved in administrative positions which allows students to feel 

more comfortable in the school. Since the staff knows exactly what happens in and out of the classroom this is a 

perfect way to improve our students’ experiences. We have also designed our curriculum to encourage students to 

feel comfortable communicating in English at any level.  

Goals/Values 

Life USA Orlando’s primary goal is to help improve students’ English language proficiency for general, social, or 

academic purposes. This includes learning the four skills of listening, speaking, reading and writing, as well as 

studying grammar, vocabulary, and pronunciation. We also hope that our students build cultural understanding 

and achieve personal, professional, and academic goals while they study with us.  

Orlando Area 

Orlando, nicknamed “The City Beautiful”, is home to more than a dozen theme parks. One of the most visited 

destinations in the world, Orlando’s most famous attractions are Walt Disney World and Universal Orlando Resort. 

Many other attractions are also located along International Drive including the Orlando Eye. The city is also one of 

the busiest American cities for conferences and conventions.   
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The School 

Staff 

 Administrative Director   Academic Manager  

 P/DSO      Student Services Coordinator 

 Administrative Assistant / Admissions 

Address/Hours 

Life USA Orlando has two locations. The schools are open from 8:30 am until 10:30 pm from Monday through 

Thursday and Fridays from 9:00 am until 5 pm. The administrative office is open from Monday through Thursday 

from 8h30am – 8pm and Friday from 9h00 am - 5pm. 

Our locations are: 

Main Site - Life USA Hunter’s Creek - 12200 Menta Street, Suite #110 

Phone # (407) 270-5373 

Auxiliary Site - Life USA MetroWest 1507 Park Center Drive, Suite 1H  

Phone # (407) 270-5947 

Description of Facilities 

Life USA Orlando’s locations in Hunter’s Creek and MetroWest are easily accessible. Both facilities are located in 

beautiful neighborhoods with ample parking that provide easy access to a variety of shopping, restaurants, and 

other amenities. The fully air-conditioned facilities include classrooms, a reception area, and a student lounge area. 

The main administrative offices are located in Hunter’s Creek. We are prepared to accommodate people with special 

needs inside our facilities. Life USA Orlando is a wheelchair accessible school. 

 

Admission Policy 

Students must be 18 years of age or older. Minors then 18 years old must present certificate of completion in 

Secondary Studies in order to be accepted.  Life USA Orlando's English programs are specifically designed for non-

native English speakers.  Applicants you will take a Placement Test (written and oral) which is designed to give a 

quick assessment of your knowledge of the English language. Applicants will be placed into the class level that best 

suits them based on their placement test results. In case the class level placed is not available, applicants will be 

placed on the closest level available. Life USA Orlando will do its best to accommodate both the applicant’s schedule 

and location choice to the best of their ability, but if the level placed is unavailable, the school reserves its right to 

change their first choice. Applicants must complete and sign the Enrollment Agreement and provide 

applicable payment, sign the Terms and Conditions form and attend new student’s orientation session.  
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Federal Holidays 

2022 Holidays 

 

Holiday Date 

New Year’s Day January 1 

Martin Luther King Jr. Day January 17 

Presidents' Day February 21 

Memorial Day May 30 

Labor Day September 5 

Veterans Day November 11 

Thanksgiving November 25 

Christmas Eve and Christmas Day December 24, 25 

New Year's Eve December 31 

*School remains closed on the holidays listed above. 
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English Program 

Super Life Intensive Course 

The Super Life Intensive Course offers 18 hours of classroom instruction each week. Classes are held from 

Monday to Thursday and are offered to local permanent residents and international F1 students. The program 

offers six levels of Academic English with integrated skills and a focus on communicative English including an 

emphasis on vocabulary and pronunciation plus extra grammar practice and 1 Advanced C2 level with focus on 

Business English. The levels of the program focus on the progressive development of increasingly more complex 

use of language and communication skills. Students, therefore, progress through the courses in sequential order 

in accordance with the school’s established standards of satisfactory academic progress. The Life USA Orlando 

levels have been created in accordance with the Common European Framework (CEFR): 

       

Beginner (A1) Intermediate (B1+) 

Elementary (A2) High Intermediate (B2) 

Pre-Intermediate (B1) Advanced (C1) 

 Business English (C2) 

  

Student’s learning outcomes for each level have been developed using a combination of the CEFR, the American 

English File, 3rd ed. textbook, and the students’ learning needs. You will receive a copy of the student learning 

outcomes for your class on your first day, in the course syllabus. 
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Methodology  

The Super Life Intensive course in the American English Program at Life USA Orlando follows the 

communicative approach to language teaching. The communicative approach is based on the idea that learning a 

language successfully is developed through having to communicate real meaning in as natural a context as possible. 

Communicative activities are therefore essential to student learning success. Teaching methods include dialogues, 

role play, games, debates, and problem-solving activities. As part of your student assessment, the curriculum 

includes a project at week 4 and week 12 of each term, during the Progress Check tests. You are given a real life 

situation that aligns with the topics, vocabulary, and grammar of the text that you must solve together and present 

to the class. These projects have proven to be successful and motivating, since they are designed to give students 

the opportunity to discuss a real life situation in English that they then share with the class and hopefully apply to 

their daily lives. 

Grading 

We follow the Standard American system for grading.  

 

A: 100% - 90% 

B: 89% - 80% 

C: 79% - 70% 

D: 69% and below (fail) 

Satisfactory academic progress is considered at 70% or higher. Those obtaining a lower score will be required to 

repeat the level.  
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Homework 

Although your teacher may not give you homework every day, it can be an important tool for improving your level 

outside of class. When you do have homework, we encourage you to participate in the work that your teacher 

gives you outside of class to help you progress. In addition, the DVD in the back of your textbook provides extra 

practice you can complete outside of class.  

Tests  

Every four weeks, there is a progress test in all of the classes in the American English Program. These tests are 

designed to demonstrate that you are successfully progressing through the level, and that you are ready to move 

up to the next level at the end of the term. If you arrive in the middle of a level (week 3, for example) you are 

responsible for the information you missed. The curriculum allows for review, and your teacher can help you with 

any information you may have missed that will be on the test.  
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Testing Schedule 

 

Progress Check 1 (including Project Presentation)  

American English Program Week 4 

Express English Program Week 10 

15% 

Midterm Exam (including oral assessment) 

American English Program Week 8 

Express English Program Week 20 

35% 

Progress Check 2 (including Project Presentation)  

American English Program Week 12 

Express English Program Week 30 

15% 

Final Exam (including oral assessment) 

American English Program Week 16 

Express English Program Week 40 

35% 

Total 100% 

Levels and Changing Levels Policy 

We follow the Common European Framework for language levels, from Beginner (A1) to High Advanced (C2).  

If you feel you are at the wrong level in your first week, come and speak to someone in the office and we will 

discuss the level change (either up or down) with your teacher and the academic manager.  

If you feel you are at the wrong level after your first week, to go up you must complete the final test for that level. 

If you would like to go down a level, we will speak to your teacher about the change.   

If you want to request a level change either up or down, you must fill out a Level Change Request Form that you 

can get from the office. Also, all level changes start on the following Monday and are not in the middle of the week. 

We strongly recommend that you tell your teacher or the office if you feel you are in the wrong level as soon as 

possible. 
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Maintaining Satisfactory Academic Progress 

In order to maintain good academic standing, a student must maintain an average grade of at least 70% in their 

classes. The average is calculated based on Progress Check exams, the midterm, participation and the final exam, 

including oral assessments.  

If a student fails a level based on the cumulative score of Progress Check tests, the midterm and the final exam in 

their class, s/he receives an Academic Probation Warning letter from the Academic Manager explaining that the 

student has been placed on academic probation. This letter is signed by both the Academic Manager and the 

student, and then put in the student’s file. If necessary, the Academic Manager then provides her/him with an 

individual learning plan to help the student progress satisfactorily during the rest of the course. A student can only 

repeat a level once. Failure to pass the course a second time will result in the student either having to transfer out 

or be terminated. 

Any student repeating a level must take all of the course tests again, no exceptions. Failure to take the tests is an 

automatic zero/no pass. If you are not able to take the test on the assigned day, you must make up the test on 

your own time outside of class. Please make arrangements with the office to take the test. A student has one week 

to make up a missed test, otherwise they will receive a zero/no pass.  

If a F-1 repeating student is failing the course again after taking the midterm, s/he must have a consultation with 

the Academic Manager. S/he will be reminded that s/he is on academic probation and the rules and regulations 

required to maintain good academic status. The student will receive a final academic warning. If performance is 

not improved by the time s/he takes the final, s/he must transfer or will have their status terminated. The student 

may repeat the same level once and any level twice. The maximum time to complete the course of study is 128 

weeks (counting possible repetitions). If a student repeats any level for a third time, she/he will be terminated on 

SEVIS.  

Our curriculum provides a balanced development of the four language skills including speaking, listening, reading 

and writing with a focus on oral and communication skills including pronunciation and vocabulary.  

Grade Appeal Procedure  

If you disagree with the grade your teacher gave you on a test, you have the right to request to have the grade 

checked by the Academic Manager to make sure that the teacher has been fair and impartial when scoring your 

exam. Our policy for appealing grades is as follows: 

Statute of Limitation: Grade appeals will be accepted ONLY within seven (7) days immediately following the date 

the disputed grade was communicated to the student as documented on the Grade Report. 

The following procedures apply to grade appeals:  

First, the student discusses with his/her instructor an explanation on the scoring of the student’s grade. Usually 

after this initial dialogue between instructor and student, the problem is resolved.  

If, after the initial dialogue, the student feels there are sufficient grounds to appeal for a grade change, the student 

must undertake the formal appeal process. 
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The following procedures apply:  

The student must complete a Grade Appeal Form. This serves as a formal request to appeal the grade. Once 

completed, this form is given to the Academic Manager. 

The Academic Manager investigates the appeal, reviewing the written test score as well as the subjective scores 

on the oral and/or writing sections of the exam.  

If a change in one of these two scores is merited, the Academic Manager will adjust the grade accordingly. In the 

case of the oral assessment, the student may be requested to re-do the speaking task with the Academic Manager 

in order to receive a new score.  

The Grade Appeal Form is completed by the Academic Manager with the updated score, if applicable.  

The student will receive notification from the Academic Director of the decision within five (5) days from the start 

date of the formal appeals process. 

Based on the student’s ability to meet the level’s learning outcomes, or lack thereof, the grade appeal will be 

resolved accordingly. The decision is final and non-appealable.  

Achievement Scale 

Life USA Orlando’s courses include seven levels of English. In order to progress satisfactorily through the courses, 

you must be able to acquire the necessary learning outcomes in order to move from one level to the next. You can 

access Life USA Orlando Achievement Scale through the link indicated below: 

https://www.lifeusaorlando.com/methodology 

Academic Calendar 

Both of our educational programs have an academic calendar. Depending on when your class started, your class 

test schedule may be different to other classes. You should refer to your class syllabus for test dates or ask your 

teacher. A copy of the Academic Calendar can be found at the back of your Student Handbook. 

School Breaks 

Life USA Orlando is open year-round except for the Federal and most important Holidays. The school is also 
closed for the period of:  
 
Spring Break 
Summer Break 
Thanksgiving Week 
Winter Break 
 

 

 



 

Student’s Handbook Life USA Orlando 2022  12 
 

2022 Academic Calendar 
 
 

 
 
           Initial/Midterm                    Test Week            Federal Holiday  School Breaks 

January 

S M T W T F S 

      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30 31      
 

 

 February 

S M T W T F S 

  1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28      

       
 

 

 March 

S M T W T F S 

   1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30 31   

       
 

 

     

April 

S M T W T F S 

     1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 

       
 

 

 May 

S M T W T F S 

1 2 3 4 5 6 7 

8 9 10 11 12 13 14 

15 16 17 18 19 20 21 

22 23 24 25 26 27 28 

29 30 31     

       
 

 

 June 

S M T W T F S 

   1 2 3 4 

5 6 7 8 9 10 11 

12 13 14 15 16 17 18 

19 20 21 22 23 24 25 

26 27 28 29 30   

       
 

 

     

July 

S M T W T F S 

     1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 

31       
 

 

 August 

S M T W T F S 

 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30 31    

       
 

 

 September 

S M T W T F S 

    1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30  

       
 

 

     

October 

S M T W T F S 

      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30 31      
 

 

 November 

S M T W T F S 

  1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30    

       
 

 

 December 

S M T W T F S 

    1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30 31 

1 2 3 4 5 6 7 
 

 



 

Student’s Handbook Life USA Orlando 2022  13 
 

School Campuses & Switching Between Them 

Although students might have a preference as to the location where they want to study (MetroWest or Hunter’s 

Creek), placement is not guaranteed. The location will be chosen at the discretion of the school based on several 

factors including, but not exclusive to: 

The number of students in a single classroom.  

The different class levels available at a certain location. 

The availability of instructors when opening new class levels or expanding existing ones based on the number of 

new or transferred students during a particular class term. 

By the same logic, when students want to switch from a morning to an evening schedule, Life USA Orlando will 

have a final say whether said shift would be possible or not. Therefore, refer to the aforementioned factors 

regarding the location where students will be placed, as they would apply here as well. 

In case a student decides to change Campus or Shift after beginning his/her studies, this change can only be 
done at an Initial Term. Once a term has started, the student will have to wait until the next term to change 
shifts or campus sites. It is important to keep in mind that not all levels may be available year-round at different 
shifts or campus sites. When a level is not available, Life USA Orlando will place the student in the closest level 
available at a specific shift or campus. Students may have to take additional Placement Tests as a result of the 
change. 

Before Starting Classes 

Registration 

Life USA Orlando has an open registration policy, which means students can enroll in classes every Monday, except 

for test and break weeks.  New students are always advised that their courses begin on Mondays unless there are 

holidays that affect the week, then an alternate day is assigned. Students may be placed in an ongoing class.  

Mandatory New Student Orientation Upon registration, the student will be informed of an orientation session 
(usually the Friday before their first week of class) which will be scheduled prior to the first day of class. Students 
must attend our New Student Orientation session in person before they begin to study. These are the topics 
discussed at the orientation: immigration rules and regulations, Life USA Orlando policies and procedures, 
maintaining legal status in the USA as an F-1 student, attendance, testing and grades. Students must bring Passport 
with F-1 visa and F-2 for dependents (if any), I-20, Local address in Orlando, Emergency contact information, I-
94.  Each student receives a document to sign saying they understand the rules and regulations, and that they 
have received a copy of the Student Handbook. 
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Placement Test  

Upon registration, the student will also be informed of the placement test. Students are placed into the appropriate 

level using the Life USA Orlando Placement Testing Program. The Life USA Orlando Placement Test identifies the 

optimal proficiency level for students entering both of our educational programs. It consists of two parts: 

The written placement test is an 80 question, multiple-choice test. Students have up to 60 minutes to complete the 

exam. It evaluates:  

Listening Comprehension 

Use of English  

Reading Comprehension  

The Life USA Oral Assessment Test is a series of questions that the teacher will ask to decide the student’s speaking 

level. It evaluates: 

Range of vocabulary 

Grammar and pronunciation accuracy  

Fluency 

Spoken interaction 

Coherence/general understanding 

Returning students who have been out of class for more than 60 days must retake the placement test in order to 

ensure that they are still at the same level as when they finished. If the returning student tests at a lower or higher 

level than the level they were in previously, the student is responsible for buying a new textbook. 

Books and Academic Material 
The textbook for your class must be purchased at registration, as well as when you proceed to the next level(s). If 

a student has chosen not to buy your textbook from Life USA Orlando he or she must sign the Book Waiver form 

available with our staff. Used books must be approved by the Academic Manager before being used in class. 
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Attendance & Absences 

According to SEVP/SEVIS regulation 8 CFR 214.2(f), full-time international students (F-1) must attend at least 18 

hours per week. Any student who does not meet this weekly attendance requirement will receive a violation letter 

and possible disciplinary action, which includes termination from the program.  

Regular and consistent attendance is very important as it will help students succeed in their goal of learning English. 

We understand our students may have sick days and other personal issues and we want to help them be 

academically successful. Based on that, Life USA Orlando expects the students to: 

 All students must maintain a minimum of 85% attendance per term (16 weeks). 

Attend all classes in the first week of each term. 

Arrive on time to class every day and stay in class the entire time. 

Be present on exam days. Alternate exam days will not be available. 

If absences exceed 15%, the likelihood that the student will pass his/her classes is very low and he/she may have 

to repeat the level and put his/her F-1 status on probation. 

If the student misses 2 consecutive days of class, he/she must contact the school. Failure to do so may result in 

action described below. 

Students with medical emergencies must submit a request for exception with supporting documentation (doctor’s 

note) within 2 days of returning. 

Students who do not follow the Student Code of Conduct (consistently speaking their native language in class, for 

example) will be marked as absent by the teacher.  

These are not excused absences: being on traffic, personal appointments, such as children’s school and the DMV 

including driver’s license test, lack of transportation or childcare arrangements, non-emergency medical 

appointments. Make these for non-class time. 

A pattern of non-excused missing classes is evidence of not meeting the minimum requirements of 18 hours of 

study each week and grounds for disciplinary action, including possible termination.  

The student is still responsible for assignments, tests and exams that occur during their absences.  

Tardiness and Early Departures 

If a student is 15 minutes late for a class or leaves 15 minutes early, he or she will be marked as late. Life USA 

Orlando will not replace missed classes. After 3 lates on the same term the student will be considered absent. A 

class missed is a class lost. Students who miss more than thirty (30) minutes of any class session due to tardiness 

or early departure will receive an unexcused absence. No partial attendance will be given, which means students 

who miss thirty (30) minutes of class due to any combination of late arrival, tardiness, or early departure will be 

marked absent for that day. This also includes, for example, being out of class talking on the phone. 

https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=8%3A1.0.1.2.18
https://www.lanecc.edu/international/request-exception-esl-attendance-policy
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The consequences of poor attendance: 

Each incident where attendance falls below 85% will be documented as follows:  

1st Lack of Compliance: You will receive a “Warning Letter” by e-mail from the DSO. 

2nd Lack of Compliance: You will receive a “Final Warning” by e-mail from the DSO. 

3rd Lack of Compliance: After the third occurrence of falling below 85%, the DSO will e-mail you a Termination 

Notice and you will have your status terminated on SEVIS and will be reported to the Department of Homeland 

Security (DHS). 

Absences and Make-up Classes 

According to the US Department of State, Life USA Orlando cannot excuse absences. Students who miss classes 

must fulfill their academic responsibilities and make up their missed classes. Students who are not in compliance 

with their academic responsibilities must make up their missed classes. 

Students may make up classes attending in a different shift from his/her first option with the cost of $25 per class.  

Maintaining Status 

While studying in the United States, it’s mandatory that you maintain your F-1 international student status. In order 

to maintain your status, you need to: 

Enter the United States no more than 30 days before your program of study begins. 

Immediately contact your designated school official (DSO) when you enter the United States. 

When you arrive at school, you need to contact your DSO again, no later than the program start date listed on 

your I-20. 

You must take a full course of study each term 

Attend and pass all your classes. If school is too difficult, speak with your DSO immediately. 

Respect the student code of conduct 

Meet the financial obligations and holds with Life USA Orlando 

Attend the mandatory New Student Orientation session  

Failure to meet the requirements above will cause termination in the SEVIS system. The student will be "out of 

status" and will have to go through a long and expensive process to try to be reinstated in SEVIS. It is possible 

that this process will not be successful, and the student will have to return home.  
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Termination 

Termination of students’ records in the SEVIS system cannot be voided. Common violations include:  

• Attendance - Failure to maintain a full course-load (18 hours per week)  

• Attendance - Taking time off from classes (other than authorized vacations)  

• Employment - Working without authorization  

• Failure to maintain financial commitments. (tuition, books, and other fees)  

• Not completing the transfer process within 15 days of transferring from another school  

• Remaining in the U.S. with an expired I-20 form  

• Failure to report a change of address within 10 days  

• Failure to maintain good academic standing  

• Withdrawing without authorization  

The DSO is available to assist students, but the DSO is also responsible for ensuring the school’s compliance with 

immigration regulations concerning the enrollment of international students. NOTE: If students are aware of a 

potential problem with their immigration status, they must contact the DSO before it becomes an actual problem. 

In general, the options to correct a situation become limited once a problem has developed. Students are 

encouraged to contact the DSO anytime any questions or concerns arise. 

Employment  

As F-1 visa holders, students are not permitted to work off campus or engage in business without an explicit 

employment authorization issued by DHS. Doing so is considered a serious violation of their student status and 

may result in deportation. Life USA Orlando eventually offers on campus jobs. Students are encouraged to contact 

the DSO for further information about it. 
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Withdrawal and Transfer Procedures 

All students who intend to permanently withdraw from classes MUST PROVIDE NOTICE IN WRITING of their 

intention to withdraw from their course of study AT LEAST THIRTY (30) DAYS PRIOR TO THEIR NEXT TUITION 

PAYMENT to avoid any additional tuition charge on their account. Failure to provide the required Thirty (30) Days’ 

written notice may result in additional charges, and if paid in advance, their next tuition payment will be applied 

and non-refundable. (check Enrollment Agreement for cancelation rules) 

In order to transfer to another SEVP-authorized school, you must formally withdraw from your course by notifying 

the school in writing by email to contact@lifeusaorlando.com. The official date of the withdrawal will be the date 

your record is transferred in SEVIS to another SEVP-authorized school. You must attend your classes until your 

record is transferred. Your attendance must be at least 85% by the date of your transfer and you are required to 

maintain good academic achievement and a grade average of 70% or more. If your attendance is less than 85% 

by the day of your transfer, your record will be transferred as terminated. Students must be attending classes in 

order to be eligible for transfer. Transfers will not be accepted without an Acceptance Letter from the school you 

are transferring to. To avoid any tuition charge, your record must be transferred before your next payment 

schedule. Students cannot ask for transferring during their annual vacation time nor under school’s breaks. 

“To be eligible to transfer, you must consistently maintain F status and follow the correct transfer procedures. To maintain 

your status at your current school, you must continue attending all of your classes while you are waiting to transfer. F student, 

that is until your transfer release date. Your transfer release date is the day on which the designated school official (DSO) at 

your current school moves responsibility for your Student and Exchange Visitor Information System (SEVIS) record to your 

new school” 

https://studyinthestates.dhs.gov/students/study/transferring-to-another-school 

https://studyinthestates.dhs.gov/students/study/transferring-to-another-school
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Vacation Request and Temporary Absence 

If Students are not eligible for vacation, see Temporary Absence.  

Before Students Take Vacation Time  

SEVP defines Vacation Policy as it follows: 

F-1 student eligibility for annual vacation is dependent upon the student having completed at least twenty-six 

weeks (academic year) of instructional time enrolled in an SEVP-certified school for a program offered in clock 

hours.  

Eligibility 

Life USA Orlando students become eligible for annual vacation when:  

- Successfully complete 26 consecutive weeks of full-time study, have a Ceiling Attendance Rate of 85% or higher 

and if they are in good academic and financial standing. 

Vacation Period: 2 weeks  

Students must submit a Vacation Request Form at least four weeks in advance before they plan to take vacation. 

F-1 students must obtain approval from the Designated School Official (P/DSO) before taking vacation. This is to 

protect their immigration status. Taking vacation without previous authorization can result in Termination of Status. 

Vacation can be approved at least one week before the vacation start date. It is the student’s responsibility to 

confirm with the front desk the status of the vacation request. Upon acceptance, the P/DSO will sign the Vacation 

Request Form authorizing the annual vacation.  

If F-1 visa holders plan to travel outside U.S. territory, they must have a valid passport and an I-20 form signed on 

the second page by the P/DSO. Please see Temporary Leave for more information. 

During vacation student is in status if s/he is registered for the next term. S/he cannot transfer to another 

school during vacation to extend their time off. While Students are on Vacation the student’s tuition payment is 

waived during vacation.  

When returning from vacation it is the student's responsibility to contact the Academic Department immediately 
if you have any concerns. Student must take any test missed while on vacation. If the student does not take the 
make-up test(s), his/her grade will be zero. 

Life USA Orlando will attempt to place the student appropriately at the closest level possible. Note 
that the student might not be placed in the same class, level, and time that you had prior to his/her leaving on 
vacation. Any placement concerns must be brought to the attention of the Academic Department. 
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Life USA reserves the right to reassign students accordingly. As a last resort, Life USA may, in its sole discretion, 
ask students to transfer to another school. 

How to request a Temporary Absence  

1. Students must submit a Temporary Absence Request at least two (2) weeks before they leave will go into effect;  

2. Students must provide a copy of their airfare ticket;  

3. Students must provide medical documentation by a licensed medical doctor (MD), doctor of osteopathy (DO), or 

licensed clinical psychologist if they request a Temporary Absence for medical reasons;  

4. Students’ SEVIS records will be terminated for "Authorized Early Withdrawal", which will not affect their 

immigration records. The exact date of the termination will be based on the date they indicate on the form;  

5. Students must depart the country within 15 days of the termination date (for "Authorized Early Withdrawal" 

only);  

6. Students cannot be in the U.S. with a terminated record. If students are terminated for another reason, such as 

a lack of attendance, they do not have a grace period to leave and they must depart immediately.  

Temporary Absence for less than 5 months  

1. Send an email to the DSO at least 60 days before they plan to return. This will give the DSO time to request that 

their record is reactivated with USCIS.  

2. After the request is made, the DSO will confirm once their records have been reactivated. Students are advised 

to check their emails for updates.  

3. USCIS processing times vary and can take 1 to 4 weeks, so it is important to contact the DSO well in advance. 

The DSO cannot request reactivation more than 60 days before the students’ returning dates.  

Temporary Absence for more than 5 months  

1. If students need to be outside the U.S. for longer than five (5) months, they must obtain a new I-20 form and 

they will need to pay the SEVIS fee again. Students’ current I-20 forms will be invalid after being outside of the 

U.S. for more than five months.  

2. It is the students’ responsibility to email the DSO at least two months prior to returning to the Institute to request 

the new I-20 form. An Express Mail fee applies.  

3. If students’ current F-1 visa is expired, they will need to apply for a new one to re-enter the U.S 
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Temporary Absence for Medical Reasons  

1. If students are eligible to take a temporary absence due to medical reasons, they will have the option to return 

to their home country or remain in the U.S. to receive medical treatment.  

2. If students wish to remain in the U.S., they must provide medical documentation by a licensed medical doctor 

(MD), doctor of osteopathy (DO), or licensed clinical psychologist recommending that they should remain in the 

U.S. to receive treatment and should not attend classes. Otherwise, they must leave the U.S. 

3. Students’ tuition payment is NOT waived if they receive treatment in the U.S. 

Medical Insurance  

Life USA does not require any type of health insurance for language students, however, it is highly recommended. 

Failure to obtain health insurance coverage can be very expensive in the case of illness, accident, or injury. Health 

insurance is very important in the United States and we strongly suggest that our students be covered in order to 

avoid the high cost of an accident or injury. A staff member can help if you have any questions. 

Transportation/ Housing 

Life USA does not offer housing and/or transportation services to prospective students. 

Your First Day of Class 

Please come to class prepared on the first day with a notebook, pen or pencil, and any other materials you may 

need for class. You will receive your textbook before you start class. Textbooks can be bought in the office. If you 

choose not to buy your textbook from Life USA Orlando, you must sign a waiver saying that you choose not to buy 

the book from the school. 

Books 

New students will purchase a textbook from the office before their first lesson. If students lose or destroy a book, 

they have to buy a replacement from the office. The textbook used in both the American English Program and the 

Express English Program is American English File 2nd ed. by Oxford University Press. If a student chooses not to 

purchase their textbook from the school, they must sign a waiver form accepting responsibility for the condition of 

the book and that they understand that if they do not have the book by the second week of class, they will be 

considered unprepared for class and therefore marked absent. 
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During the first week of class, we strongly suggest that students do not write in their textbook (or only write in 

pencil) in case they have not been placed at the appropriate level and need to change classes. If the book is not 

written in and still in ‘like-new’ condition, Life USA will exchange the old textbook for a new one. If the textbook is 

damaged or written in with ink, Life USA cannot exchange the textbook and the student will have to buy a new 

textbook for the new level.  

 

Extension of Stay 

It is the students’ responsibility to extend their I-20 form before it expires. If they are still pursuing advancement 

on their program and Life USA Orlando offers that program beyond the end date on their I-20 form, they must 

request an extension at least four (4) weeks before their current I-20 form expires. Extensions require students to 

provide financial documentation to support the fact that they and/or a sponsor can support their studies for the 

time requested in the extension. Expedite fee will apply if extension is requested two (2) weeks before their current 

I-20 form expires.  

Before You Leave  

Exit test 

Before your last day of class, we must take an exit test. This test score will show how much progress you have 

made during your time with us. The exit test must be taken prior to your last day. Arrangements can be made 

with the administrative offices to find a time that is convenient for you. You must take this exit exam to receive 

your course certificate.  

Certificate  

When you have completed your course, we will provide you with a Certificate of Study from Life USA Orlando. 

But, to receive the certificate, you must have 70% attendance and complete the final exit survey, as well as take 

the exit exam. 

Evaluations  

It is important for us to know what you liked about our school, academic program, and teaching staff, and what 

improvements we can make for the future. Please complete the Final Exit Survey when you take the exit test. 

You must complete the final survey so we can give you your Certificate of Study from the school.  

Final Course Report 

In addition to your certificate, we can also provide you with a Final Course Report that will be completed by your 

teacher and the administrative office. Please ask the administrative office if you would like one. 
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Grace Periods  

The period of time referred to as the Grace Period is derived from the duration of status provisions: a) An F-1 

student may be admitted up to 30 days before the program start date listed on Form I-20 form. b) An F-1 student 

may remain in the United States for up to 60 days beyond the completion date of the program of study; c) An F-1 

student who has been granted an authorized early withdrawal by the DSO may remain in the United States for up 

to 15 days following the withdrawal date noted in SEVIS to prepare to depart the United Status. 

Student Services 

Student Guidance   

Life USA Orlando is always open to guide its students in personal and academic matters. Students seeking advice 

on personal or academic issues have access to both administration and faculty. The office staff will formally meet 

with students when it’s considered necessary to discuss academic performance, attendance, or school rules and 

policy issues.  

Complaints 

Life USA Orlando’s complaint form is available to students who wish to have a concern resolved regarding any 

issues with a classmate, teacher, the program, policy or procedure of the school community during their studies. 

The information on the complaint form is strictly confidential and will be forwarded to the correct department and 

resolved as quickly and as efficiently as possible. 

Student Code of Conduct  

The following are NOT accepted and will not be tolerated:  

All types of bias and discrimination of race, ethnicity, gender, disability, national origin, and religion demonstrated 

through verbal and written communication and physical acts.  

The use of alcoholic beverages and or controlled dangerous substances on school premises; or arriving at school 

under the influence of alcohol or drugs.  

Sexual harassment including hostile environment and forcing an individual to perform sexual favors in return for 

something.  

All forms of dishonesty, including cheating, plagiarism, knowingly furnishing false information to the school, and 

forgery, alteration or use of school documents for identification with the intent to defraud. 

Theft of or damage to any school property and premises or damage to the property of a member of the school 

community premises.  

Any kind of physical violence, verbal abuse and threatening. 
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Possession of weapons of any kind on school property.  

Inappropriate attire is not permitted. 

Lack of personal hygiene.  

Repeatedly speaking one’s native language during class. 

Please see the attached Student Code of Conduct document at the end of this Handbook for more information.  

Health and Safety 

Emergency Situations 

If there is an immediate emergency, call 911 for help. 

Walk in Clinic 

If you have a medical emergency that is not life threatening, it is best to go to a walk-in clinic and not the hospital. 

There are clinics close to the school.  

Metrowest:  

Walgreens Healthcare Clinic  

9200 Conroy Windermere Road 

Windermere FL  34786 

Hunter's Creek: 

Walgreens Healthcare Clinic 

11600 S Orange Blossom Trail  

Orlando FL  32837 

Hurricanes 

Hurricane season in Florida is from June to November each year. Hurricanes can be very dangerous. If a hurricane 

is coming, you must get supplies and prepare in advance.  

To prepare for a storm: 

 ∙ Fill your car with gas; gas may not be available after the storm.  

∙ Get cash; ATMs and credit cards may not work after the storm.  
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∙ Buy flashlights, batteries, candles, battery-powered TV or radio; the electricity may not work after the storm.  

∙ Charge your cell phone and buy an adaptor that will allow the phone to charge from a car.  

∙ Buy ice in case the refrigerator doesn’t work after the storm.  

∙ Buy canned and dried food that does not require refrigeration.  

During a storm, you should have a safe place to stay: 

 ∙ Stay away from unprotected windows, which can break in heavy winds.  

∙ Stay inside. Do not go outside.  

∙ Listen to the news for current information about the storm. 

After the storm:  

Listen to the news for other important information  

Failure to Meet Financial Obligations to Life USA Orlando  

All students are expected to meet their financial obligations in a timely manner. For students who pay tuition and 

fees on a weekly or monthly basis, payments are due as indicated in the student’s enrollment agreement. Students 

whose tuition payments become more than 14 days past due are subject to expulsion from the program. 
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STUDENT CODE OF CONDUCT  

Life USA Orlando offers a supportive, non-discriminatory learning environment for all of its students, faculty, and 

staff. We take issues regarding student behavior and obligations very seriously. There are two types of student 

violations: serious violations and less serious violations. An example of each is below: 

Less serious violations disturb other students, teachers, and/or staff, and they interfere with the school’s ability to 

carry out its mission and learning program(s). These violations disrupt daily educational activities and/or other 

school operations. Less serious violations include, but are not limited to:  

Violating any rule or instruction posted in the school or described in the Student Handbook 

Refusing to follow the instructions of a teacher or staff member  

Bringing food or open drinks into a classroom without prior approval from the administration 

Engaging in unruly, disruptive, or bullying behavior  

Making telephone calls or sending text messages during class time 

Using foul or abusive language directed at a classmate, teacher, or member of staff 

Serious violations are those that threaten the safety and/or welfare of other students, faculty and staff, could 

constitute a criminal violation, or cause serious disruption to the school’s educational program(s). Students who 

commit an act considered to be a serious violation are subject to immediate expulsion from the school without a 

refund (see Terms and Conditions). The following acts are considered serious violations:  

Committing any act of physical violence or verbal threats of violence  

Stealing from the school or another classmate 

Intentionally damaging school property or equipment  

Sexual harassment directed toward another student, teacher, or member of staff 

Committing a criminal violation of federal, state, or local law  

Refusing to leave the classroom or the school after being instructed to do so by a teacher or member of staff 

Refusing to participate in course assessments 
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LIFE USA ORLANDO COVID-19 POLICY 

Life USA Orlando is committed to providing a safe and healthy school environment for all its employees, students, 

and visitors. Life USA Orlando has developed a COVID-19 preparedness plan for in-person classes starting on 

January 10th, 2022. Life USA Orlando ensures that all persons, including employees, students, and visitors will do 

their best to maintain social distance. Both teachers and students will be encouraged to wear a face mask or face 

covering inside the class even if he/she is fully vaccinated. 

Life USA Orlando strongly encourages students to continue following the CDC guidelines. All students, employees 

and visitors at all Life USA campuses are encouraged to wash their hands often with soap and water and use hand 

sanitizer when soap and water aren’t available. 

We encourage all students to be vigilant in monitoring for symptoms of illness. If a student is feeling any of the 

symptoms related to COVID-19, such as cough, shortness of breath or difficulty breathing, or at least two of the 

following symptoms: fever, chills, muscle pain, headache, sore throat, and/or loss of taste or smell, she/he must 

notify the DSO immediately and must be tested. While waiting for the results of the test, the student will be excused 

and will have to stay self-quarantined. If the student tests positive, she/he will not be allowed to come to school 

for 5 days. In case a close relative, i.e., spouse or child who lives in the same house as the student, gets infected 

with COVID, the school has also determined that the student must remain in quarantine for 5 days. If after 5 days 

of self-quarantine the student continues to feel symptoms, he/she must see a doctor and request for a medical 

report. All COVID- 19 attendance’s excuses must be justified by presenting a positive PCR Covid test (5 days excuse 

only) or a medical report. 
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ACKNOWLEDGMENT STATEMENT RECEIPT 

 

I, ____________________________________________________ have received, read, and understood Life USA 

Orlando Student Handbook, School Conduct Policy, and Attendance Policy. I know that it is my responsibility to 

keep in accordance with these policies and that if I do not, that my I-20 is in danger of termination without notice.  

I also understand that if my level of English proficiency is not to the point that I can understand this or neither 

school’s oficial documents, then it is my responsibility to get someone to read this to me in my native language so 

that I can understand it. 

I understand that if I move, I MUST update my current living address whenever there are any changes. 

I also understand that if I am sick, I must contact the P/DSO immediately to arrange to provide appropriate medical 

documentation from a licensed medical physician, doctor of osteopathy, or licensed clinical psychologist to be 

considered as an excused absence. Failure to prove this documentation will result in absences, and possibly put 

my I-20 in danger. 

Finally, I understand that I am responsible for knowing the policies and procedures of Life USA Orlando and to 

follow them completely. If any policies or procedures change, it is my responsibility to check my email to ensure 

that I am aware of the changes. I do not have to sign a new waiver to account for the change in policy or procedure.  

 

 

Student’s Signature: ___________________________________ 

Student’s name: _______________________________________ Date: ___________________ 

Student’s Guardian Name (if under 18) ______________________________________________ 

Student’s Guardian Relationship (if under 18) _________________________________________ 

Student Guardian Signature (if under 18) _____________________________ Date: _____________________  


