WINcertiFication.com

Dear Student, Thank you for choosing WinCertification as your training provider and for trusting that we
will help you to reach your career goals.

Our staff and instructors at WinCertification are proven in helping hundreds of students like you achieve
them.

Our instructors provide our
students with the latest
technology training in the
business software most
commonly used today.

WinCertification offers over 25
courses from Introduction to
Computers to Microsoft
certified systems engineer.

WinCertification has except
status with the Alaska
Commission on Post-Secondary
Education (ACPE) and
Workforce investment Act (WIA)
training provider.

Thank you for choosing WinCertification.




ABOUT WINCERTIFICATION

LEGAL OWNERSHIP AND LICENSE

WinCertification is licensed by State of Alaska at a Training
school. WinCertification has except status with the Alaska
Commission on Post-Secondary Education (ACPE) and
enrolled in the Workforce investment Act (WIA) as a
training provider.
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SCHOOL HISTORY

WinCertification was created in January of 1995 as a Computer

Training school, providing training to the State of Alaska. The rapid growth of technology points to a
current and future need for trained individuals to meet the need for computer skills in an office
environment and beyond. There is a need for computer training and we are here to fulfill that need.

PURPOSE

WinCertification’s purpose is to
offer computer training
programs to the general public,
corporate community,
Workforce, Vocational
Rehabilitation and Veterans
Administration.

Assisting those displaced
workers with reemployment by
offering training on the business
applications most commonly
used in today’s office
environment.

Upon completion of the programs, our students will become competitive in the job market and
computer proficient in the workplace. The purpose of the content of what we teach was designed to
promote job placement.

GOAL

Our goal here at WinCertification is to become the number one training provider of software skills in
Alaska and to offer student’s exceptional and comprehensive training that promotes job placement and
career advancement.
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SCHOOL ADMINISTRATION

HOURS OF OPERATION
Unless noted otherwise, the school administration hours are from 9:00am to 5:00pm Monday through
Friday. Student may schedule an appointment with staff or instructors using the online scheduler.

HOLIDAYS
WinCertification recognizes the following national Holidays:

* New Year Day

¢ Memorial Day

¢ Independence Day
e Labor Day

¢ Thanksgiving Day
e Christmas Day

Additional holidays or Staff training
days may be scheduled.

ENROLLMENT DATES

The length of each individual class
decides class starting and ending
dates. WinCertification has open
enrollment and students can start at
the beginning of any course.

Enrollment is on an ongoing basis.

Once the student is enrolled and meets

all requirements for enrollment he/she will
be entered the next course start date.

GRADING SYSTEM

Students are graded at the end of each class on a Pass/Fail basis by the instructor’s evaluation of the
student’s attendance, ability to follow directions, complete the required labs and general
comprehension of the subject.

CERTIFICATE OF COMPLETION
A certificate of completion will be issued to each student who successfully completes the course or
program and satisfies all requirements.

TRANSFERABILITY OF CREDITS

WinCertification accept credits from other institution. Transferability of credit is at the discretion of the
receiving institution. It is the responsibility of the student to confirm whether or not credit will be
accepted by another of the student’s choice
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POLICY OF NON-DISCRIMINATION

WinCertification does not discriminate based on race, creed, color, gender, age, religion, national
origin, disability, marital, or veteran’s status in its admission procedures, educational programs,
operations, or employment policies.

ADMISSIONS REQUIREMENTS

WinCertification admits those who have a sincere
desire for higher learning. Admission is open to all
qualified registrants without regard to sex, race,
color, religion, age, physical disability, national or
ethnic origin, sexual orientation, or marital status.

Registrations are processed on a rolling basis; there

is no application fee or deadline. Registrants are not

required to have a High School diploma or GED in order to attend. There will be an interview process
with each potential student to determine his/her ability and desire to attend and successfully complete
all classes within his/her recommended program.

WinCertification works closely with those organizations that refer students to us for the purpose of skill
improvement and job placement. Students are required to complete all paperwork for registration and
tuition must be paid at the time of registration, and/or prior to class start date

FINANCIAL AID

WinCertification is a private institution and does not accept
financial aid programs but will help students with applications
for training grants and aid through various government
agencies.

If you are currently unemployed and/or receiving benefits
from Vocational Rehabilitation, Children and Family Services or
another agency, you may qualify for our Vocational Programs.

JOB PLACEMENT ASSISTANCE
Though we cannot guarantee job placement, instruction on resume writing, mock and job interview
techniques are provided as a component of all career training.

Additional individual assistance will be provided as needed, such as one on one time with the instructor
to better understand what is being taught in the classroom. We have an abundance of tools to help
students with job placement. WinCertification will assist students in locating employment to the best of
its ability, but cannot guarantee placement.

ADVISING

Instructors have the ability to provide advising that include career development, resume writing, mock
interviews and roll playing, tutoring and mentoring. It is up to the student to remain active in the
classroom, submit homework on time, practice what they’ve learned and take a pro-active approach to
ensuring their own success.
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Tuition Fees

FEE PAYMENT SCHEDULE
All program fees are expected in full at the time of registration or at least 14 days prior to class date
unless other arrangements have been made.

Business Applications

MS Word: 8 Clock hours - $200

MS Excel: 8 Clock hours - $200

MS PowerPoint: 6 Clock hours - $150

MS Access: 10 Clock hours - $250

Microsoft Digital Literacy: 6 Clock hours - $150
Microsoft Office Specialist (MOS): 15 Clock hours - $375
IC3 Computer Fundamentals: 15 Clock hours - $375

CompTIA Certifications

CompTIA: A+ Computer Repair Technician: 40 Clock hours - $1000
CompTIA: Network+ Technician: 40 Clock hours - $1000

CompTIA Security+ Technician: 40 Clock hours - $1000

Other IT Certifications

Cisco: Cisco Certified Entry Network Tech: 60 Clock hours - $1500
Microsoft: Installation of Window: 60 Clock hours - $1500
Microsoft: Windows Server: 60 Clock hours - $1500

Other Fees to consider

Registration: S50

Financial Payment Plan: $25

Textbook cost are the posted prices at B&N or Amazon $100*
Memory USB drive: $25*

Student Laptop: $500*

Certification Testing: $125-$350 per test*

Home Internet: $60 per month*

= =4 4 -4 -8 -9 -9

*Estimate
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CANCELLATION & REFUND POLICY
Should a student’s enrollment be terminated or cancelled for any reason, all refunds will be made
according to the following
refund schedule:

1. Cancellation or withdrawal
can be made in person, by
electronic mail, certified mail or
by termination.

2. All monies will be refunded if
WinCertification does not
accept the applicant or if the
student cancels within three (3)
business days after signing the
enrollment agreement and
making the initial payment.

3. Cancellation after the third
(3rd) business day but before
the first class results in a refund
of all monies paid.

4. Cancellation after attendance has begun, but prior to 40% completion of the program will result in a
Pro Rata refund computed on the number of hours completed to the total program hours.

5. Cancellation after completing 40% of the program will result in no refund.

6. Termination Date: When calculating the refund due to a student, the last date of actual attendance by
the student is used in the calculation unless earlier written notice is received.

7. Refunds will be made within 30 days of termination of the students’ enroliment or receipt of
Cancellation Notice from student.

Payment of class is due on or before the date of class. We accept all major credit cards, business checks,
and personal checks. Cancellations require a 48 hour notice.

Example: A student enrolls in a day Word Beginning Class for $145.00. The student has paid their invoice
in full. The student cancels the class three (3) days before the class. The student will receive a full
refund.

Example: A student enrolls in a day Word Beginning Class for $145.00. The student has paid their invoice
in full. The student cancels the class one (1) day before the class. The student may not receive a refund.
The student may reschedule to take the same class at no charge within one year.

CONDITIONS FOR TERMINATION

Students are expected to conduct themselves in a professional manner at all times. A student can be
dismissed for excessive absences, insufficient progress, excessive tardiness, non-payment of
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costs/tuition, theft, disorderly conduct, or failure to comply with the rules contained in the school
catalog or the enroliment agreement.

Foul language and/or disrespectful behavior are considered unsatisfactory conduct and are subject to
dismissal. A student who acts in a manner detrimental to WinCertification its staff, its property, or
another student may have their enrollment terminated.

CLASS REPETITIONS
Our students may retake any
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DEFINITION OF CLOCK HOUR
“Clock hour” means a period of 60 minutes within a minimum of 50 minutes of direct instruction in the
presence of an instructor.

SUGGESTIONS OR COMPLAINTS
Students who would like to offer suggestions on how to make the class and/or curriculum better may
speak with the instructor directly

GRIEVANCE POLICY

Students are encouraged to bring all suggestions and concerns to their instructor. The instructor will
attempt to resolve any concerns or advise the student to discuss the situation with the appropriate staff
member.

If the instructor is unable to resolve the concern(s), the student should make an appointment to talk to
the Director and provide a written statement of the concern(s) at the time of the meeting. The
statement must state the issue and desired outcome, and should include any documentation that
supports the concern.

The Director will review the written statement and any supporting documentation, gather facts, and
provide a written response to the student within ten (10) working days. The Director’s decision is final.
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SCHOOL ATTENDANCE AND PARTICIPATION

School attendance and participation in class are an essential part of the educational process. Regular
attendance at school is necessary for students’ success and to achieve the maximum possible benefits
from their educational experience. All students are encouraged to be present and prompt. School
attendance is the responsibility of parents and/or students.

MAKE UP WORK

Students are responsible for making up all work that they missed. Students are to work with the
instructor on an individual basis to complete all make up assignments within a time frame set forth by
the instructor.

TARDINESS

Please note that classes will start at the exact time on the schedule. Though we understand things
happen, please try to be here on time so as not to disrupt the class. Excessive tardiness will disrupt the
class and may be cause for dismissal from the program or school.

INTERRUPTIONS IN TRAINING/TERMINATION
A student will not be terminated
for failure to meet the required
skill level of a course within two
months of the start date of the .

class. That student will be required

to complete additional studies, I r

including sitting in on the next
available course or other

.
requirements as assigned by the

operations manager. The student e a r- I | | I I

is also encouraged to use our

computer lab for practice and
review purposes during times that
do not conflict with their existing
schedule.

MINIMUM GRADES AND/OR STANDARDS CONSIDERED SATISFACTORY
Students must achieve a passing grade throughout the training and upon completion of the program.
These progress results will be kept as part of the permanent record.

PROBATION POLICY

Students not maintaining a passing grade will be placed on probation. In such a case, the student will be
issued a warning and asked to meet with the School Director to determine where improvements can be
made. The period of probation will be up to a maximum of two months. During this time, the grade
average must be raised to a passing grade. If the student’s grade has not improved by the end of the
probation, the enrollment will be terminated effective immediately.

The maximum number of probation periods a student may be granted throughout any course is three. A
student dismissed for unsatisfactory academic progress is not allowed re-entrance to the school without
permission from the Director of the facility. All probationary documentation is retained in the student’s
permanent files.
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CONDITIONS OF RE-ENTRY AFTER WITHDRAWAL, CANCELLATION, TERMINATION OR SUSPENSION
A student who has cancelled or has been terminated and desires to re-enter the program must notify
the School Director and follow the required admission procedures.

A student who was terminated or withdrawn for any reason must have an interview with the School
Director and show cause as to why re-instatement should be considered. The decision of the School
Director is final. This includes students who have been suspended in the past for unsatisfactory
progress.

STUDENT CODE OF CONDUCT POLICIES

CONDITIONS FOR TERMINATION

Students are expected to conduct themselves in a professional manner at all times. A student can be
dismissed for excessive absences, insufficient progress, excessive tardiness, non-payment of
costs/tuition, theft, disorderly conduct, or failure to comply with the rules contained in the school
catalog or the enroliment agreement.

Foul language and/or disrespectful behavior are considered unsatisfactory conduct and are subject to
dismissal. A student who acts in a manner detrimental to WinCertification, its staff, its property, or
another student, may have their enrollment terminated.

DRUG FREE SCHOOL AND
WORKPLACE
WinCertification is a drug
free workplace and study
place. We have a zero
tolerance policy for drugs
and alcohol.

No student, instructor, or
employee may be on the
WinCertification premises
under the influence of any
substance.

As a drug- and alcohol-free
environment, individuals under the influence may be subject to immediate dismissal/removal.

SEXUAL HARASSMENT POLICY
WinCertification takes the issue of sexual harassment very seriously. Harassment because of sex, age,
race, color, religion, national origin, or disability will not be tolerated.

DRESS CODE

Students are urged to wear attire appropriate in an office environment. Business casual to business
attire is recommended but not required. Remember, you want to give a clean, professional and
confident impression.
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STUDENT RECORDS

In compliance with the Family Educational Rights and Privacy Act of 1974, WinCertification guarantees
that students have the right to inspect all personally identifiable records maintained. It is further
guaranteed that student records containing personally identifiable information will not be released
except as permitted by the Family Educational Rights and Privacy Act. Student records will be
permanently maintained at the school.

PRIVATE POLICY

WinCertification is committed to protecting your personal information and respecting your privacy. In
general, you can visit our Web site without telling us who you are or revealing information about
yourself.

Some Web sites covered by this policy may request personal information from you to complete a form
or transaction. Your information will only be used to fill out the Application for

Enrollment, and will be provided to other parties only as necessary to fulfill your education
requirements.

WINCERTIFICATION will not provide any of your personal information to third parties
without your permission, unless compelled by law or court order to do so, and will not sell any
personal information to third parties for purposes of marketing, advertising, or promotion.

WINCERTIFICATION’s website uses various methods to collect certain other kinds of information
including cookies, referrers, IP addresses, and system information.
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COOKIES

Cookies are small snippets of data passed from a Web site to your PC as you browse the Web that can
be transferred back to the original site or domain with future requests from your browser.

Cookies can be used in a variety of ways, including ways that have privacy implications, such as
tracking your previous activities at a particular site. Most browsers allow you to choose not to accept
cookies. Choosing to accept cookies, however, enables some online services to work more efficiently
or makes the use of services more convenient.

REFERRERS

A referrer is the information passed along by a Web browser that references the Web URL you linked
from. Our Web server automatically gathers this information. WINCERTIFICATION uses this information
for site statistical analysis. WINCERTIFICATION will not use this information to attempt to identify your
personal information.

IP ADDRESSES

Your computer uses IP addresses every time you connect to the Internet. Computers on the network use
your IP address to identify your computer so that data, such as the Web pages you request, can be sent
to you. Our Web server automatically gathers them. WINCERTIFICATION uses this information for site
statistical analysis. WINCERTIFICATION will not use your IP address to attempt to identify your personal
information.

SECURITY

While no system can provide guaranteed security, we take reasonable efforts to keep information you
provide to us secure will not provide any of your personal information to third parties without your
permission.

LINKS TO OTHER SITES
WINCERTIFICATION’s web site includes hyperlinks to sites maintained or controlled by others.

WINCERTIFICATION is
not responsible for and
does not routinely
screen, approve, review,
or endorse the contents
of or use of any of the
products or services that
may be offered at this or
any other Website. We
advise you to review the
individual privacy
policies of the respective
sites
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EDUCATIONAL PROGRAMS
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