PROGRESSIVE COMPUTER LEARNING

All material in this catalog is true and correct in statement and policy

TABLE OF CONTENTS

School Physical Location & INfOrMAtion ..........ccovueeiinieniiseeriersieissesssnssesessssessssesssesssnssasssaesens 1
AUhOLIZEA BY .oovsceiceeicni st st s et saes et et bbb b baesene b et ba s i 1
MISSION SEALBIMENT .vvreisrerreriisreveesiniseesseessteesteses s tessee s sass s st ssesssassessssesssasarssasessnssssssensssrntssasasns 2
Objective and GOAIS .......coviieiiiiii s et st 2
PLOTESSION oucu ettt sttt et s e e e s s bbbt r s ae bt e rea b b e res s p e r s eb e 2
Non-Discrimination Poﬁcy ................................................................................................................ 2
History of the INSLHIUTION ..c..cvveeviiiiiniisicesc st b s st st as st st bbbt sassnnsas 2
(QUESTIOIIS 1.vevvireirvesrisesiaeiesrasre st esast ebe b esaas e e et reaes sesbsiass saarbesas s asaes bebesberasharaesbabe b senesseat teaessenntasenbsresrs 3
Admission Standards and PrOCEAUIES ......ovcvvcriomenrrrrinisssernetenses s ssrsessrassessssssssssesasscssssesene 3

Ability-to- Benefit Students ........ccooccoveeveveiineieceneiseerieennne Heerrerraat et e aeres e s e rareraeden 3
Ability-to- Benefit Test

........................................................................................................ 3
Basgic EAUCALION TSt vrviicriiiiiiieerecresieieissressesieesess s seesses sensssesmssarsnssnsonsssnnsnsesenasornsiots 3
EnrollMent ..o eecrerscvnc oo sen oo ORI TR U RRTOOPIN 3
Admission of Foregin Students on an M-1 VISA ..o iiriennimenee e eeeesreseseanesessenees 3
Notice Concerning Transferability of Credits ...........ocovnviieineininnierr e 3
Credit TTANSTEE ..vcvvviceiricieteieieiste st eb e e st sassssassa sy esaet e seseaeeseanstansatatssanens 4
Prior EAucation CTedIl ....ioveiveriveriveeriinrisssesesesseieseeseseseasssseseseseseasessssissssssesesasesessssss sesiss 4
Experiential Credit ..o e e e sasraer s esbeb e 4

Description OF FAGIIILIES .....cvccveieriieieieieiictiiecnn i savessesiesies st ssraeserasasssasassrssssessnssressssnssssussesessoesesraes 4

ACAAEMIC POHCIES vt ittt et et ras st s as e ers st st ea s s aasepren s sssassbacsapessesasans 4
Curriculum Chanes ...t bt 4
URIE OF CBATL 1ovevveerireeisieer s veemeteres st rse et e vt s esa e e eaes emessse e babeseseat seseabous et 4
GIAQINE SYSLEITL .e.veviineeiereetiriesrises e rrste e bera b te st e st e b e s b s b e s bed e ab et n s et s e ben e ratsbcras 4

CoUrse INCOMPIELE ....oveiiiersrrie e rer e seriesrsreseersie e rad v e e as st anasssrme et s sesassbes seesbannrssaerats 4

Graduation ROQUITEMENTS ......oeiiieeieciiireiie s reri st sssssess e ses e sessessnsssatsns fasmesaes st ssesbanessessssennns 4

Grade TTANSCIIPLS .ooucoenreceiirsrinercomraecereresrnrstseastsast e rraes s nass s vrersesestsasebsentsbenenbsasssebsssranase 5

AQVISING ..oovrimerrsreeire et creererens eeeth e s st at et b aen et rn s enberne 5

PTrOZram CRANZES ....oveervieriniirieriarrestisreessessessrisessrassessssassisssnssssnes s saes seesss sassssssevssesmssarasrsasssianssassstrns 5

Attendance Policy

Absenteeism ........... 4 S e e b e e Rt et ne R4 re SO E A e e e e e eRa e n bt e 5



..............................................................................................................................

CoNSECULIVE ADSEINCE cuevviviiiieeicvci e e s ase e sr e ebeebe e sbne et s eseanenas 5
MAKE-UD WOTK cveeeirieerieieiisetseseieenssesestessesmesassssbrseesestssarsessrssesstassoserbssesenssasssersassesnesesss 5
Required Study Time .......ccovviiiierine e as e sesssesrnepasesess st sssanssencsanes 6
Leave O ADSENCE .......ccormiiiiiierireireetesiseriesie et sasassee e e reas s aae s asar b es e sebansnssaerssantan 6
Conditions of WItRArawal ........ccveereiieeeinrniresee e e et s e s ebsnen st st 6
Conditions of Dismissal/TErMINATION ....vc.veivrironiirsiersiesss et et sssasbsne s caese s s easaess e se s bene s e saneas 7
RE-ATMISSION 1trieririiiisn et s st ss e sesase st s ess saese b s s et aens b saabs sese seenesens e ennsbsans b bebenrrns 7
Conduct and Personal APPEATANCE ..........coceiuvvrersrive s sesmesssssrastsessesssssss s ssssssspassesesesrsesasesssssasns 7
Standards of SatiSTACtOry PrOIESS ...vvcioemrieeiieieiiietstisesesteinren e sssen s s sses s ass st s saesssesesnns 7
Notice of Student Academic PIOZIESS ....vcveirereencionrriesesieensesr s nieessoses s senstsssssnon e 8
Appeal Process of Satisfactory Progress Report ......c..vcveenieenivcrconiicnniersreecnnssieeniecnne 8
PIODALION 1ociitvirieeeiicricne ettt st e b e e e e te s bt e e bt van s e sesseansseRasssaasbassbeaesbrarabassnesenseeas 8
Appeal of Probationary STAtUS .....cviveieieniiiniciiernn e e s ree s sra s as s reseseas seasssssans 8
Educational RECOIUS ....cviviiiiiieeiireicicirse e cessse e sess et ses e ssetsnns s e ssanebsse s senessansssenesesessnssnnes 8
Record Retention POLCY ....cc.ciiiviiecinie e ases s enen s e 8
Examination of Student ReCOrdS .......o.vveceevieniiiereintinsersesicvnees e siesecnsses e sssssessssssssssens 8
SEXUAL HAASSIIONLE .....eviueeeiiiriienetisirs st sreiiies o rsseessissssssrasessesasessessrsnsasessssesarsprsssessssseressassnsssasonns 8
CAMPUS CIIME ..oveereecrec et s e bes a1t ea e s s sse b b anbssoebe s banatsas s ase s s bt sesms s ean s ssassenssranna 9
Student Grievance ProCOAUIE .........c.ccuveieiiiiriieiscs st snnnisesss s st ssnsinesas eresrenssssesasessssesnas 9
HOUSINE oiieriiticiniiniineii e sest st et ieeae s sessseenssares tecaesnesassesssassnssasressssen sneansseatarsesnabinssreansesenbessensanees 9
English as a second language (ESL) INSTUCHION ...ovveriuiieermirerississivnnssssessiessssseseseresesssssienssssersserines 10
LIDIAIY cuvctiiretinietesnees it i sses e tesan s sesssesee s bssss st e s et basa st et sesas s saes s sannasaset sasassaanasasastiosrenn 10
ATHICUIALION AZIEEINEIIE ... iveeviiceeiiceriieer i eriiaie et s i s e rrssaess e beresrrsssbsseabtesarraseesensasbassnsennareenss 10
Distance BAUCAHION .....cocoviiiiciiniieicist e ias e erasbessetesarns s baasbes st ese st ssasssasesesasrenantessnesianas 10
EIMETEEIICY .ooiiiiireriecreereit e ste et r e st a e s e st st vean e st e st e aesssat e b b e ne s bants seemtams e nsasanssbesneeni snberbrrens 10
Job Placement .......c.ocoeeveereiiiccirnennnn, e eReshetebenr e et st b eeese e eeARe et i hreene s e S iR b b e ek e oAb e b eas s e s R r e s e b asearsenreaees 10
Financial Aid INfOrmation ........ccccoovvviiivierieiieireeines e seaene e ettt e bs 10
0 T O O O OO DU RERTT SRR 10
Payment Procedures .......cocoevervevnnirevnesensenseeressesasnssenes Certrarrr oSt iae e et ra s re s 11
Books and SUPPIES ...voicieer i ettt sre st st et s e eas e r e s e sen e srbanae e et eras 11

Tuition, Fees, and Other Charges .........cvoeieeiivinieciiseeisesisesisnrer e sressssiesassesss s 11



Programs of INSEIUCLION .vvvviuicciiioriiciriesieieieerrer e et se s b s ren et et e nareseabs s sas s s ens st 11

Reimbursement to Veterans and Eligible Persons ......c..cuiireniininnniiiniiess s 11
Refund Policy (VETERANS ONLY).....cioiiiiieecircrsiseesessssasss e eesssmess s ses s ssms s sesscssessones 11
RETUNA oottt ses e s b e s ea s e b4 aas et sa e et b abe b ne b 1ese s et e b e e s sas b snnesenesbanes 12
State of California — Student Tuition Recovery FURd .......cooecmrrenninnisireeecnsiessensssesnins 12
Student Tuition Recovery Fund (STRE) .ot et ircsaesresenraeee st seeanasicsst s 12 & 13
General INTOTMALION ......occveiciirnicies et e e s e e st br bbb 13
HOBAYS ..cecviiiemeeer et cr et ss sttty st s et et b b e et et s R s e e it s mreenescrenranesbeniesnans 13
FACUILY oot et eb e veer e e st 144 b 4 b so s b et e b aen b ane ssnas s sanate et sberans 13
Statement 0f OWNEISHIP ..icvcovicviiiiiricricirie s s e e s boss s s bea s s b abas st phns s benserenas 13
School Governing Body, Administrator, and FACUILY ......coervrierererrnenecenennssrsesenssecssensssensees 13
Course Outline and Program OBJECTIVES .....ccvveerriinnrie e et sessss s sosesss st 14-17
Synopsis of EACh COUSE ...ttt s s rasa s e 18-21



1l
!l;

NAME OF INSTITUTION: iter Learning

PHYSICAL AND MAILING ADDRESS loor, Suite 8

TELEPHONE NUMBER:

EMERGENCY NUMBE]

computerl earningcenter.com

The information contained in this bulletin is true and correct in content and policy.

Janyary 1, 2012

Signature of School Official | Date




MISSION OF THE SCHOOL

It is the mission of Progressive Computer Lear
creative environment in which to learn. The in;
acquire job skills and competencies for entry-k

become productive in workplace environments

sh student a positive and
¢ill enable students to
o that they can

OBJECTIVE AND GOALS .

Our goal is to provide the higl

atiof:can successfully, enter the
job market.

nce and modern practical training is
struction can only come through an
ygressively at a pace that is relevant to

stressed to-a8
environmient.

orting to “WORK?™. The instructors
the students will be provided
nhance and develop “soft skills”

mand Occupations as
itei Applications
Entry Operator,
_és/Order Entry

& race, national

“Although this
Education, i
Postsecondary:
574-7720, or




QUESTIONS :
“Any questions a student may have regarding
institution may be directed to the Bureau for Pr.
400, Sacramento, CA 95833, Website address 3
7589; Fax: (916) 263-1897, :

ﬁl}f answered by the
yitol Oaks Drive, Suite
Il Free: (888) 370-

REVIEW DOCUMENTS PRIOR TO

As a prospective student, you a ;
are also encouraged to revie
an enrollment agreeme

ollment agreement. You
g:to you prior to signing

ADMISSION ST
Ability- o-B' e

loma or its recognized equivalent (e.g., a
fiation of his or her abiity to benefit
feurrently enrolled in high school are

hized by the US Department of
ourse work) that are applicable

before retaking a second
plicant must
fiission to the

ol diploma or
~ The Adult

Progressive Comp



Credit Transfer: Students who expect to tran rivate and postsecondary
nstitutions should confirm acceptance of Progre :
Prior Education Credit: Credit for prior educ
policies of the institution Progressive Computet:
documentation of previous education and trainin;
institutions, including military training; tradition
Students must complete a series o
amount of crodit given will b
Learning reserves the right

its. In keeping with the
on(s) provide
from all prior

ing,
ge and skills. The
11t Progressive Computer

Experiential Cred. arning.

DESCRIPIION
The institutit aitmount Avenue 3" Floor, Suite 8,

' io cess to US Highway 80. The
Administrative Office is 400 square
:n and Men and is handicap

ores.

Sponse to the needs of Students
‘and the structure of the
Killed Students.

period of 60

does all
1 skills. The

bsences from
githin the extensi


http:ofpf()gr,glJl.jj

"out charge. Additional
suied to Students who have

Grade Transcripts: Students will receive one tt
transcripts are available for $10.00 each, payabl
unpaid tuition and fees with the school.

ADVISING

Students are advised regularly on acad
goals at length. The school has a sing
therefore, the faculty and Dir

PROGRAM CHANG_E :
Students may make

leﬁ issu

ch Student and,

fith day after an enrollment agreement
other in the chosen program. This is not
ve had training within course can select
gs to afternoon classes. If this request is
he selected program. Veteran students
lete VA Form 22-1999(b).

upon a Student shouid a potential
the beginning of the instructional

however, maketi

Required Study:
outside time studyf
responsible for read:
period of time.




Class work not completed due to absence shall:

o plete () grading
policy; however, makeup work shall not be auth .

Leave of Absence: Leave of absence, mcludmg wnual two-week

training or call to temporary active duty, shall 15 “the lessor of 30

school days or 60 calendar days in any twe cogptable purposes.

The school attendance records shall Guest for leave of absence
' must be properly signed and date jal and be placed in the

u individual Student file withj

¢ Student fails to return
from leave, the Stude

/ consummated within 30 days.

. STUDENTS RI H]
Student haS‘ ©Hght nd of charges paid through attendance at
: on; (Ed. Code§49909(a)(8)(B)). You may
ed in the (Student’s Right To Cancel)
srefund if you have completed 60

t Period is defined as the time

aid prograﬁ’l :
any remaininig Ao

If the student has Tes
paid from federal sti



CONDITIONS OF DISMISSAL/TERMIN

A Student is subject to probation or dismissal
dishonesty, nonpayment of tuition or fees, absen
reason derogatory to the welfare of Pr.

: personal conduct,

RE-ADMISSION

tector: “The Student must state the
l, and state reasons for which it would
‘The Student will be notified of any
nis are required to start at the beginning
ully completed that course(s).

ractice the social rules governing
nesty, un-professional demeanor,

dent who has

minimum gi‘ad

If the Student is m
satisfactory progréss rep




e anma ke

Ex&mmatmn ,

If the Student has not met the conditions, a congf‘

tor,
probation, ;

and may result in

Notice of Student Academic Progress: Studeﬁ.;":

_ Qmﬂ"" verage of 70% and
80% attendance shall be provided with a Notice 4

s academic and/or

attendance problems. Additionally, a consultat 1ss the
problems surrounding the student’ ays to comply with the
minimum standards as describe abg the 30 day period

students benefits will be terminit;

Appeal Process of Sai
determination, and/or
mitigating c1rcumst

tive satisfactory progress

Director, explaining in detail any
yvide a written response to the appeal

d to remain in school and continue with
this 10-day period.

$0 1() per page' \



http:recotils;,Af.ee

Any Student who is found to have sexually hag mmediately.

CAMPUS CRIME

As required by the State of California, this sch ¢ committed on
campus. In the event of a crime, an incident 1y be filed.

Incident forms are available from the adniinis e should be reported
immediately. In addition to the ab oV institution post policies
pertaining to sexual assault,

The victim and any wi

nmedidtely. Precautions will be
taken to ensure the ¢6;

| be contacted. It is the policy of the
d well being of the victim.

issue on an informal basis with the
Complaint Procedure Summary and a
& issue is not resolved

a written statement of the issues

¢ with all parties involved. If
ontact the Bureau for Private

‘school. The

attending Progres i\

HOUSING i
Progressive Compufer


http:aiJt)tl.al

student in find housing. The institution’s progi_r

ENGLISH AS A SECOND LANGUAGE (K,
Progressive Computer Learning does not offer ]

ad, write, speak,
understand and communicate in English,

LIBRARY
Progressive Computer Learnin

ncouraged to obtain
library cards with local li -

‘ments with other institutions,

1 fire and other emergency

{mber Should an emergency,
the right to call a physician
ponsibility of the Student

s not and

Ifa student.is e_hgibl for
loan, both of ﬂ:t_é foll

a. The federal
applying any



b. The student may not be eligible for any ther institution or
other government assistance until the lo '
Payment Procedures: If the Student has a lo
qualify. Students interested should contact. East
be referred to the Private Industry Co
regarding assistance.

;. available those who
nts who qualify will
determination made

Schedule payments may i courses there are 1o

cluded in the total program cost; but is a
ch as paper, pens, etc. Book prices are

xtbooks if applicable, i.e, pre-paid. In
ake place in the event pre-
submit & written letter of payment

Long term - Smos

mos

rse in less

For mforma i)ﬂ 31
free number ﬁ ‘

REFUND - (VET

This school has and
veteran or eligible



N REFUND

D within 45 days after the not;

| Please Note

the completion. The amount charged to the vet
exceed the approximate pro rata portion of the to
the completed portion of the course should bear:
registration fee allowed by VA is $10.00 for n

d other charges does not
ges that the length of
on-refundable

If the Enrollment Agreement is can

' "=pa1d, less a registration
or administration fee not to ex

irned in good condition,

i The school will als
| - would receiv_e.a
on the baig&éﬁf )

1e student’s behalf. The student
ird party payer would receive a refund

red and no drop has been requested,
tuition is

rse, pays the full tuition of $2,000, $100
nt and withdraws after completing 100
d be $1,500 based upon the above

1g his/her withdrawal, the School shall

o Recovery Fund

Ency programi;



:Independence 13&3!

o Thank """

2. The school's failure to pay refunds or ¢h
other purpose, or to provide equipme
before the ciosure of the school.

3. The school's failure to pay or reimburse
as required by law or fo pay or relmburs
tuition and other costs. .

4, There was a material failure;
closed or, if the material fail
Bureau. i

5. An inability after dil
a violation bf 1l

third party for license fees or any
llented within 180 days

student loan program
glosure in excess of

before the school
iod determined by the

against the institution for

GEN ERAL IN‘FORNL&

Progresswe C@mputs ea uptey, and is not operating as a debtor in

eceding five years that resulted in
11.8.C. Sec 101 et seq.).

seney fees should they lose the case.

Labor Day .. *
Veteran's Day :

As a result of
mployers.
ave 3 years

STATEMENT OF OWNE
BY THE BURE
Progressive Comp
and operated by Elg
responsibility. Th_"-'




Tuition $6,800.
COURSE OUTIA

WORD PROCESSING SPECIALIS

The Word Processing Specialist progté
Clerk, Secretary, Data Entry Oper:
Assistant. Sound fundamental
stressed, The student w i1 -]eé
preparation. The cot f
study is presented to
office envirpliments
using MS*W@rd

d Processor, General Office
edical Administrative
2 d office procedures are
X ﬁnance legal and medical document
on-the-job. An extensive business case
it relate to the use of computers in many
=lls as well as, basic and advanced features
basics of spreadsheets and presentation
student will fearn beginning job scarch
al presentation skills, the application



http:prc.gtI!Il'r;li'.ll

Tuition $4,500.
COURSE OUTLI

WORD PROCESSING 1

The Word Processing I pr
Processor, Administrative
Support Clerk. So
will learn differe

ls:as a Word
ninistiative Assistant, or Clerical
sures are stressed. The student
ical document preparation. In

sic and advanced features using MS-
s and presentation software.
Instructiona

jects, video, quizzes, and final
- eXaminatio

oarding Course, Computer
Is are provided by school for

DPI0]  DOGCUME

DP401  DOCUN

TOTAL




: Tuition $9,000.25
COURSE OUTLI

Computer Applications

The Computer Applications program i
DeveIOper Desktop Publishers, and CG:’{
in keyboarding, and office procedures
reinforce the knowIedge and ) '
provide an experience si

Web
] _fundamentals
n course will

His course will introduce all the
Veb site. This course will

6 know to start designing your own
xt for the web, manage graphics,
e student will learn basic
Office Suite software, which
yboarding techniques.

ent, Assignments/Projects,

ixe, DDC Publisher, DDC
¢y, The Employment

CGD101
PR101 JOBP
TOTAL

d in the electronic processing


http:9,000.25

Tuition $5,175
COURSE OUTLI?

COMPUTER APPLICATIONS I

The Computer Applications [ prog

Data Entry Operator, Juni
Clerk, Computer Suppori
and office procedures
knowledge and skill

yment skills as a,

ntals in keyboarding,
course will reinforce the
course will provide an
business case study is presented
n the student will learn basic
S-Office Suite software, which

ents/projects, video,

ce Suite, Computer Literacy,

UPERSCRIPT 870

CLOCK
HOURS

30




SYNO

TY101TYPING I
Electronic keyboarding is introduced t
alpha/numeric keyboarding skills on both
placed on learning the keyboard by tou :
foster speed and accuracy. "

lopmg efficient
pad. Emphasis is
t testing,

TY201 TYPING II
Drill typing is designet

For practlce material that
will build greater ke: od

to prowde selective practice on
ndividual keys, while others help
of a selection of words that

red to key straight alpha/numeric
pad at 30 word per minute
ment preparation, text editing,

d statistical formats.
skill building with

parts of 7 ng correct
erbs, nouns
punctuation g
rophes, and git







- i plalming and purs
- prowde them

DP201 DOCUMENT PREP. FINANCE
This hands-on laboratory course provides
preparing and formatting financial documer
memorandums, proposals, reports, spread.
terminology used in finance companies,

sedural skills by
erge letters,
various finance

DP301 DOCUMENT PREP. L
This hands-on laboratory coursg

preparing actual legal docy
documents and 2} court
bylaws, certificateof
for dlscovery and: ‘Hiﬁ

ural skills by
‘two areas: 1) client
5, warranty deed,
1S, petmon for discovery, order
fogy used in law offices and law

practice procedural skills by

he documents include operative
n reporis, utilization review

s reports and more,

al samples that would be
tters, newsletters, memos,
Bim, ctce., and reports.
smess and the

Wl’tl‘i ape




