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MISSION OF THE SCHOOL 
, I 

It is the mission of Progressive Computer 
creative environment in which to learn. The 
acquire job skills and competencies for enl:rv-16V 

, ,, ' become productive in workplace emfironl 

OBJECTIVE AND GOALS 

Our goal is to provide 
job market. 

We believe lUO" V1flUlLt' 

stressed tOI.,'isrthe 
i ! 
I ! 

I i 

1 

I! 

-, 1-1 "AlthouglUhls Justituti,,)) 
! 

574-7720, or 

r~:~(rnll!llltllitudent a positive and 

~~[:fJ ;~~~~;~ students to !l that they can 

liatio~ti!tri succes!;fully, enter the 

and modem practical training is 
;tmctio,n can only come through an 

'essively at a pace that is relevant to 

;~wting to "WORK". The instructors 
the students will be provided 

'!~eI1l11InC'e and develop "soft skills" 

lfl~i);Ji$ffil!l11d Occupations as 

it is 

otfU1~~ilujjt4, 2004. 



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

REVIEW DOCUMENTS nuu", 

As a prospective student, you are 
are also encouraged to rellie'wf 
an enrollment agr'eernerl!"," 

ADMISSION ."TllKt'f\ 

i ~, 
, : 
I-I, 

;i 

"The transf~ra.bmiW,oj 

you may '''WJ''LU 
the instiitutil)b tp' w!Jicl!Y 

~~~~'~~~i:,an~:swered by the 
.~ Oaks Drive, Suite 
t,~S!59;;roll Free: (888) 370

n;;~I~~!:;~~ agreement. You {J you prior to signing 

or its recognized equivalent (e.g., a 
of his or her abiity to benefit 

IIpllmmtlly enrolled in high school are 

by the US Department of 

work) that are applicable 

llefOl'e retaking a second 

'I~~~a;~~i:c~~an~~t mustIb to the 
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Credit Transfer: Students who expect to transf~j'I~Qll!'$lftJ 
institutions should confinn acceptance ofpf()gr,glJl.jj~ 

Prior Education Credit: Credit for prior edllcailtll),j 
policies of the institution Progressive Comp'"t~lr: 
documentation ofprevious education and,.,.~~""".' 
institutions, including military 
Students must complete a series 
amount of credit given will 
Learning reserves the 

Experiential Credit: 

and etr'ipICl¥e'ts, . 
currlbulum:Al1Y sUll~liJljn 

to dete,rmilnefiil) (\iJtrtt!l11 

GRADUATION 

An overall "f7(\·Vn.,,,,,..iI,,, 
graduate. A CeI1lfiOl,tl'<~~t'C 

~~]!~lJ,\lj\'lI$t'rivate and postsecondary 

iI''<'!!!~ig,$;!\ld¢ijllS. In keeping with the 
I!tJlr~~on(s) provide 

i~:~~~~:'from all prior 

i:.FILirrnOll11t Avenue 3'd Floor, Suite 8, 
to US Highway 80. The 

AOiml11lstralIVe Office is 400 square 
and Men and is handicap 

to the needs of Students 

~OCJUstyellrijllled Students. 

"<:;, ;;:-»,n:.-:::

the end Oftla~:~~fimdents 
complete th$l'il&1I ' 
bse,nc(~s from c 

the extensi@~\lrtbli, . 
the smdents'.~tltetl\l'!t~~$' 

http:ofpf()gr,glJl.jj


Grade Transcripts: Students will receive one 
transcripts are available for $1 0.00 each, pa:yat']E 
unpaid tuition and fees with the school. 

ADVISING 

I ; , I 

Students are advised regularly on aclldenJ,i¢i!;sUl 
goals at length. The school has a 
therefore, the faculty and DirecJm 

Students may make a' chlli1~eilltJ/t1~ 
has been signed. 

employer 
period. 

Absenteetslllf,s',itud,mtS maiM]),i 
documeniiltion fot th,)follo1IVr 
circUllislffiide: 

I i 

The Studenhhou!d 
iftheyare I,e!be,abse'tj,till~ 
to asce,rtalrrtft1l feas,oU 'fiji' 

with the ~l~:~O:l'~~~irffl
tultlanmlt'<llil~iltl!' 

suCh a 

J

~n!witllql~t charge. Additional 
';w~lthiel$$u~d to Students who have 

t1i~~'k$cll61'lStjb and vocational 
;§u\'ea,;h Student and, 

day after an enrollment agreement 
in the chosen program. This is not 

had training within course can select 
to afternoon classes. If this request is 

selected program. Veteran students 
VA Form 22-1 999(b). 

t~lecl,~~l upon a Student should a potential 
rde~'~~!tle beginning of the instructional 

l~~~~i~;tr~;l~an~~d~ewith appropriate
fll and other special 

a refund of 

tl~e,I;Qtal number of 

Required Study Ti'l'hei 
outside time ' 
responsible for reatdltlgl 
period of time. 

i 
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Class work not completed due to absence shall 
policy; however, makeup work shall not be 

Leave ofAbsence: Leave of absence, incIIU(jing;' 
training or call to temporary active duty, shall 
school days or 60 calendar days in any h,,.i1',p 
The school attendance records 
must be properly signed and 
individual Student file 
from leave, the Stu.deltlt'1Il 

STUDENTS lUt:~R1'W 

Student hllS~hj) rr!1Jitt1lIl'il! 
the first class ;fj)$:SJolljUJ 
withdraw trmtrtlli)Siel1Q 

pft)'Vislott JoGiit~lon tIt~ 
Pllrcelft or liill~ 
perioti en(;'Ompall8el;1.qy 
ofthe Stu<:leJII~'s.liJnrc)llin~nt, 
$Z50.00, .]e5S.any (lediul!lf[jjli 

and 

Yournay wlll)draw fro!ll!ll~ 
rata rerIUIlCllt,.yO(lmIVe~or 

If any oortimulf 
lender, .hJ.A "~""; 

any remainirtg 

If the student has r~:~~~~dl 
paid from federalS 

r~::~=~:le:te (I) grading 

f;~ii:Qfjijl(hlle lessor of30 
da(loe}llable purposes. 

for leave of absence 
be placed in the 

""ULU~JJl fails to return 
cOIlsumnlal<:d within 30 days. 

of charges paid through attendance at 
Code§49909(a)(8)(B». You may 
in the (Student's Right To Cancel) 

J CHmu if you have completed 60 
Period is defined as the time 

'n~t1JJhtP" as they appear on the first page 
jOl(,Qjl'lI(lminil,tr~.tio.n fee not to exceed 

present Non-Program tuition 
payer) within 45 days of 
<u""v,,, considered earned 

~.~Iic:f:iJlld shall be sent:tQthe 
insllred the loan; Arty :> 

any stud~lfnlfijCitiI: 
,f"~"h~ benefits tii~e~d, l1Iid' 

I 



CONDITIONS OF DUlMlISS.<\.LITE,RMIIN,<\.'J: 

RE-ADMISSION 

An appeal and request for ,rel~ 
mitigating cin~ufinstlllMle~th 
not reoccur. Thel1Pl?'eal 
conditions to V~UI.",.,lll' 
of the PfQ,gr~i!)1, ~I'editI~ 

behaviot In the 
use ofpr~lty; f'lJ$il\)11f, 

1) 

3) 

4) 

5) 

Students 

Students ar~:;~A~~i;~~:~and COlnpllll.rt1lt 
average (OMI01F2,U 

satisfactory pro,gre:Sslrep'DrI, 

i!li,~fll~~~~"e personal conduct, 
~~i!tU~tD:QSe,!tnct for any other 

and state reasons for which it would 
Student will be notified of any 

are required to start at the beginning 
completed that course(s). 

'pralcti(~e the social rules governing 
It>nesty, un-professional demeanor, 

I·appar,el required in a business 
in the opinion of a school 

OlYi¥h~re.iliI" the training 

ud,e'i:tlf'$)I$j.irri",g ability nor 

th~Ilr~t'tll'\ltor's right to 



If the Student has not met the conditions, a 
probation. 

Notice ojStudent Academic Progress: Stuideillts; 
80% attendance shall be provided with 
attendance problems. Additionally, a corlsultatio 
problems surrounding the student's 
minimum standards as describe 
students benefits will be 

Appeal Process 0f,~qt~~~ 
determination, "U'U/"'n'li'!~l>l 

mitigating ci~~~~~:~::i~~;
within 10 days 
h is/her course work. H!)~~I'II 

--: ;--. 

must: 

I} 

2) 


\ll""~'1i 11thli) O.!r!tctor, and may result in 

Id~l;!(ji:tlt.average 000% and 
jftli~fr«i'"< academic and/or 

ttid\SOllSS the 
comply with the 

J~~thll:aj'Ji:lti~'the 30 day period 

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

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

Student will be placed on 
During this period the Student 

feedback from his/her 

and sets forth 
Stndents 

w~l)illl!f~:Ejlrelctor of the 

:th~'tr!alcMlemi<c recotils;,Af.ee of 
orre,;tiQU "lleIEltion, mnst be til.a:6e,in ': 

are impro~llfjy < .< 

http:recotils;,Af.ee


Any Student who is found to have sexually haJt~Sj!~~\~(~~·~T~la~!lt~.WliF(1~1~~:rrl~I!ltII~lil:lllne,jiately. 

CAMPUS CRIME 

As required by the State ofCalifornia, this 
campus. In the event ofa crime, an inc:idellt 
Incident forms are available from the l\tf!uI~li~tl 
immediately. In addition to the 
pertaining to sexual assault. 

person ftW<JNeid. ,,'I\<>.J<fjl 

Student COtlllllaliI!tl!'oTttt !'IIi 
satisfa(ltorlly, 
inv(\lve£l Tf'the !ltj(}Vlll:i~e: 
Directot oatctloltre;sohvdM 
Postsecol!dl\ty 

Stuoefit$ !\lay aiJt)tl.al a.g~tU!1 

1) 

2} 

Private 

lfbll~le committed on 
:l1fxna:ybe filed. 
l'~'irhl~should be reported 

Institution post policies 

Im,~di'itelly. Precautions will be 

be contacted. It is the policy ofthe 
well being of the victim. 

issue on an informal basis with the 
lmpla.int Procedure Summary and a 

issue is not resolved 
written statement ofthe issues 

with all parties involved. If 
contact the Bureau for Private 

HOUSING 


http:aiJt)tl.al


student in find housing. The institution's prc)g('~[l!I'ffi:t~,,~~td~(fitl 

ENGLISH AS A SECOND LANGUAGE 
Progressive Computer Learning does not offer 
understand and communicate in English. 

LIBRARY 
Progressive Computer LearrLilllfi 
library cards with local . 

em'JUts with other institutions. 

wli'b~1l:I fire and other emergency 

Should an emergency, 
the right to call a physician 

l1es!pplnsilbility of the Student 

PrIvate 
l1nderstatrd&

I I 






b. The student may not be eligible for 
other government assistance until the 

Payment Procedures: Ifthe Student has a 10W',Of, 

qualiry. Students interested should contactEa 

be referred to the Private Industry C~·,~~~•.W~Jir~il 
regarding assistance. 

Schedule payments may 
schedule payment optJo~lg;ij~ 

Books and S",,,p~je$:: 

separatel ~~:~:dl:~~':]subject t( 

Tuition, Fel!S, 
sorne casles the ,soh001 \\ill 
ellrolltnentis grt!nfed,Adi 
responsiblHty. 

Students 
thall 
'the 

books, 

the 
thenght to 

For 

REFUND

~!jillfi~]rlli.j~fler institution or 

:g~~~~l1a~;vailable those who 
,; who qualiry will 

detl~rmina:tion made 

~r:sillgllfC'Dut'ses there are no 

lchlde:d in the total program cost; but is a 
as paper, pens, etc. Book prices are 

~J<tbooJ(s if applicable, i.e, pre-paid. In 
place in the event pre

••'UUlllH a written letter of payment 

• u,lnvterm - 8mos 

in less 
charge. 

date 
if 

i I 


i ! 

! I 

I 


. 

\ I 


I 



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

REFUND 

Ifthe Enrollment Agreement is carli!ll9.1~ 
or administration fee not to 
within 45 days after the 

would receive 

on the 


Hypothetlmi Refund 
for non'r~trdabl. 
hours 

., ' , refund th"ehl\l~gej'orlh,ee'lUIW!i1l 

1. 

2. 

1. 
2. 

! I 

"TIle State of(:;alU'01111a: 
losses suffefed strideJ\fs, 
schools regi)!aWd 1\1f',W"jit 

You mayb~elig!bJe1
tuitiol1, paid the, 

STRF assf'ssmetit, and 

I. 

other charges does not 
:u;'charges that the length of 

less a registration 
ttOl~l'iltijrined in good condition, 

student's behalf. The student 

and no drop has been "equesled, 

pays the full tuition of $2,000, $100 
withdraws after completing 100 

be $1,500 based upon the above 
hislher withdrawal, the School shall 

re(i,.,i:<l"J;ll\.)illllt$TRF,Il'!Se;ssrr,ent, ifeither 



2. 	 The school's failure to pay refunds or for license fees or any 

, . other purpose, or to provide equipment within 180 days 
• ! 	 before the closure ofthe school. 

3. 	 The school's failure to payor 
 student loan program 
as required by law or to payor 
 in excess of 
tuition and other costs. 


4. 	 There was a material before the school 
determined by the 

5. 
 against the institution for 
a 


Progressive Computer and is not operating as a debtor in 
possession,Qorhas .. _, ..~". tirecedling five years that resulted in 
reorganizatiOn under Ch~ll~t \J.C'.V. Sec 101 et seq.). 

jr.\ii~.pey fees should they lose the case. 

HOLIDAYS 
New Year's Day , 
MLK, It. Bltthday 
Lincoln'!lBoirthday 
Presidoot<;'Day 
Malcolm X 
"Memorial baY 
Independence Day 
Lahot Day 

Veterlfi1'sDaY 

thanksgiving 
Christmas Bleak 

FACULty 

I i 


, 

1 ' 

ElaineLa'vlfi1, 2~; ";,,.:lilaiJle La'van -l'tiSiroctor 
, 

! 

I ;;;~~qlle B. Cuevas -1nstnlcto( 

',--

I
1

m"nlT.'T> TO O:tn~RA'f:E~ 

Progressive Compute,rt~al:tt 1""'Ij'ii,~A 94531f,~s1Jlmled . 
and operated bvEkdm,t,t\\I uid~ce,c@ttoJ,aild 
responsibility. of Ili~;&n!i\lll'I~~~e.. 





Tuition $6,800. 

.-: 

- 1-' 

The Word Processing Specialist prc.gtI!Il'r;li'.ll 
Clerk, Secretary, Data Entry 
Assistant. Sound !unldaluelltal 

preparation. The WUII.'" 

study is presented to 
office environmen1s. 
using MS.Word 
software.. J.,r>litrlolilniriP' 

TyiOl TYPING I 
TYZ61 TYPINGJI· 
TY301 TYl'INO.m. 
TY40t T~GIV 
M201 ORAL COlVIMIJNI! 
01'101 
OP201 
OPsdl 
pelOI 
PC201 
WP10I 
WP20! 
SS1O! 
PPIO] 
DPIO] 
DP201 
DP30] 
DP40] 
PRIOI JOB 

TOTAL 


"l1h~.itlt!lMI!~klill~,ij~tWpj!41 Pre.cessor, General Office 
)fa:ry,l!llld)Vledical Administrative 
~fr'!ad'lngfand office procedures are 

and medical document 
;on-th(~-Job. An extensive business case 
relate to the use of computers in many 
as well as, basic and advanced features 

basics of spreadsheets and presentation 
.stuldel~t will learn beginning job search 

presentation skills, the application 

dt"l~~~%assignments, projects, Video, 

Computer Literacy, 
Deluxe. General 

'f¢'t[CLASS USE ONLY). 

~~~~J'r.8'70 LASER 

I 

http:prc.gtI!Il'r;li'.ll
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i 
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WORD PROCESSING I 

The Word Processing I 
Processor, Aclmi.nis:trattY'~" 
Support ClerIc. S(ltlll,dc1:t 
will learn diff\)teJlt 
addition the~uden 
Word so:f;'twa:re, 

TYIOI 


TY201 


perot 

WP101 

WPZOI 

$$101 

PP101 

DPIOI 

DP401 

TOTAL 

Tuition $4,500. 

rurlistriil:ive Assistant, or Clerical 
are stressed. The student 

document preparation. In 
and advanced features using MS
and presentation software. 

ttPj'ec1:s, video, quizzes, and final 

)orurdinlg Course, Computer 
are provided by school for 



I 

1 i 

'-i " 

\ . 

Computer Applications 
The Computer Applications program 

Developer, Desktop Publishers, and Ct1ln~ 


in keyboarding, and office pr('ce(lu,\'(~s 


reinforce the knowledge rAA!~~~. 


provide an experience 

is presented to sinlU]:altl. 

level financial recortllke 

of financial data, 


include MSr.ProntIPalre. 

Guide, f llilil't . .Tl1h1" I'll",,,,,, 
ONLY). 

Course.Length 

CODE, 

TY10l 
lY2QI 
WB2tll 
13'1',202 
WEla! . 
BCl1l1 
PClOt . 
PCtOI 
WPIOI 
WP201 
SSIOI 
SS201 
PPIO! 
PP201 
DBIOI 
DB201 
DPIOI 
CGDlOl 
PRIOI JOB 
TOTAL 

Tuition $9,000.25 

ltlil.l:iOIl course will 
<""",Of> will 

tt~irless case study 
master entry

in the electronic processing 
course will introduce all the 

know to start designing your own 
for the web, manage graphics, 
student will learn basic 

Suite software, which 
lyboardirlg techniques. 

AssignmentslProjects, 

DDC Publisher, DDC 
The Employment 

1noQFOI (CLASS USE 

CLOCK 

HOUR 


30 
30 
30 

http:9,000.25


!

Tuition $5,175 

 I 

The Computer Applications It+:pJ!!l~llJ.e11t skills as a, 
Data Entry Operator, ali!ll~.:RI~coJrd Keeping 

1 i 
Clerk, Computer Su!)poi1i llli1i~ntllJs in keyboarding, 
and office prC)Cel:lureSi:\le'.' reinforce the 
knowledge course will provide an 

business case study is presented 
the student willieam basic 

S-()ffice Suite software, which 

video, Instructional 

 

i 

! -: 

quizzes, and 

:Boola! 
and Cofi)'puter 

EqulpmMtused:l 
LASER PIUN:rE~S, 

Course Length 
hours. A Days: 4hcHllS 

Certificate 5:30 p.m.) 

'tY1Ol 

CLOCK 
HOURS 

30 

30 i , 
pelOl 

, i 
PC20I· 

WP1Ql 

WP201 

30 

SSlOl 

S8201 1.75 

I 
 PPIOl 1.25 
I


1-: 

\ 

\ 

I 

PP201 

TOTAL 

\,
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TY101 TYPING I 
Electronic keyboarding is introduced 
alpha/numeric keyboarding skills on 
placed on learning the keyboard 
foster speed and accuracy. 

TY201 TYPING II 
Drill typing is designedltq:\:'t1iJ'1 
will build greater ke)llJ()11'rfif,~·IIt:··. 
the <tlJ.l'''<tU'"U", char!lClier~. 

This class 'l!f<l1t1d~1l1Jl.$tfiJ.llti,,~ 
copynt 

OP201 OF1~IC1El'I~(it 

in writing, eurlm!~, 
how to analyz¢ <inH "¥,~~,, 

There is a speciflo ~,etij,f:pjr& 

IrjJ[)n;l.te'~loping efficient 
Emphasis is 

~ti!~tI~i~!prost testing, 

¥!tidelYtsfur practice material that 
to provide selective practice on 

keys, while others help 
a selection of words that 

to key straight alpha/numeric 
at 30 word per minute 

\llllnellt preparation, text editing, 

I 
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OP301 PROOFREADING I 
Develop competent proofreading skills, 
word usage. 

PClO1 INTRO TO COMPUTERS 
This course will cover hardware, soJ'tw,are 
basic terminology. Students 
perform basic file maJnageilli~nt: 

class for Jhilsewhn 

work. 

SS201 
MS 
course 

ideal 

tVOJ.u:wllt devices, and 
of software, 

based on the following: group 
cursor shapes, rename or 

erase diskettes, search for help on 
and using wallpaper feature 

will learn to create, store aJld 
appointments, and 

this course study. The 
features of Outlook. We 

!till~ting page 

: I 

II 
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DP201 DOCUMENT PREP. 
This hands-on laboratory course provides 
preparing and formatting financial doc:umLelll~~i 
memorandums, proposals, reports, sp,·ea,isb,e.!S1[$;i 
terminology used in finance companies. 

DP301 DOCUMENT PREP. 
This hands-on laboratory cours~i 

preparing actualle,gga~~I~!~a;;=r~l
documents and 2) CI 
bylaws, certificate ofh'lcotJl!'9'1 
for discovery lind 
firms. 
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~'I1tllt~\l1~.·~~ed:ural skills by 
~WS, Inelrge letters, 
li!\ll1t.!h'lll'iIJUS finance 

~r:~~:~ skills byl!:I areas: 1) client 
~iil1s·&itr!JStS. warranty deed, 

petition for discovery, order 
used in law offices and law 

pnlctil~e procedural skills by 
The documents include operative 

reports, utilization review 
reports and more. 

sampll~s that would be 
+.~ll~,", newsletters, memos, 

etc., and reports. 
SUlt'"'J:lJIU the 

~iincllude: self 

J~'!l!{j;i.¥eJy involved 
hx)Un;e end, 
i).i.j;lude the 
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