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As of December 1, 2015

Section 1 -
Background and Description of the Bureau and Regulated Profession

Provide a short explanation of the history and function of the Bureau. Describe the
occupations/profession that are licensed and/or regulated by the Bureau (Practice Acts vs.
Title Acts).

Beginning January 1, 1998, regulation of private postsecondary educational institutions was carried
out by the Bureau for Private Postsecondary and Vocational Education (BPPVE), within the
Department of Consumer Affairs. On June 30, 2007, following criticisms of inadequate student
protection and overly burdensome regulations, the Legislature and the Governor allowed the BPPVE
to sunset. Between July 1, 2007, and December 31, 2009, private postsecondary educational
institutions were unregulated.

Effective January 1, 2010, Assembly Bill 48 (Portantino, Chapter 310, Statutes of 2009) established
the California Private Postsecondary Education Act (Act) and created the Bureau for Private
Postsecondary Education (Bureau or BPPE) within the Department of Consumer Affairs (Department
or DCA) to provide oversight of private postsecondary educational institutions operating in California.
Specifically, the Act directs the Bureau to:

% Create a structure that provides an appropriate level of oversight, including approval of private
postsecondary educational institutions and programs;

% Establish minimum operating standards for California private postsecondary educational
institutions to ensure quality education for students;

% Provide students a meaningful opportunity to have their complaints resolved;

% Ensure that private postsecondary educational institutions offer accurate information to
prospective students on school and student performance, thereby promoting competition between
institutions that rewards educational quality and employment success;

% Ensure that all stakeholders have a voice and are heard in the operations of and rulemaking
process by the Bureau; and,

% Proactively combat unlicensed institutions.

However, the Bureau was reestablished at a particularly difficult time because of the financial

downturn and the subsequent State budget issues. While the Act went into effect on January 1, 2010,

the Budget Act for 2010-11 was not enacted until October 8, 2010. This delay in appropriation for
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staffing and funding the Bureau was further exacerbated by a hiring freeze. As applications for
licenses and complaints were submitted to the Bureau, there was only a skeleton staff to handle
them. Staffing issues are discussed further in Section 3- “Fiscal and Staff.”

Today the Bureau’s mission is to promote and protect the interests of students and consumers:

1) through the effective and efficient oversight of California’s private postsecondary educational
institutions, 2) through the promotion of competition that rewards educational quality and employment
outcomes, 3) through proactively combating unlicensed activity, and 4) by resolving student
complaints in a manner that benefits both the complaining student and future students.

The Bureau oversees and has statutory authority over private postsecondary educational institutions
operating with a physical presence in California except for those specifically exempted by the Act.
Nevertheless, exempt institutions may seek Bureau approval. If they seek approval and are approved
by the Bureau, they are then subject to the Bureau’s authority as any other non-exempt institution.
The Bureau exercises its oversight authority through its various divisions. The Licensing Unit
determines if an applicant has the capacity to meet the minimum operating standards. The
Compliance Unit works to ensure that institutions maintain the required minimum operating
standards. The Complaint investigations Unit works to resolve individual complaints against schools.
Further student protections are found in the Student Tuition Recovery Fund (STRF), which serves to
relieve or mitigate economic loss suffered by a student for various reasons, such as institutional or
programmatic closure.

1. Describe the make-up and functions of each of the Bureau’s committees (cf., Section 12,
Attachment B).

California Education Code Section 94880 establishes the Bureau’s Advisory Committee. It was
amended in 2014 and now has 14 members, to be appointed as follows:

e Three members, who shall have a demonstrated record of advocacy on behalf of
consumers, of which the Director of the Department of Consumer Affairs, the Senate
Committee on Rules, and the Speaker of the Assembly shall each appoint one member.

e Two members, who shall be current or past students of institutions, appointed by the
director.

e Three members, who shall be representatives of institutions, appointed by the director.

e Two members, which shall be employers that hire students, appointed by the director.

e One public member appointed by the Senate Committee on Rules.

e One public member appointed by the Speaker of the Assembly.

e Two nonvoting, ex officio members, one appointed by the chair of the policy committee of
the Assembly with jurisdiction over legislation relating to the Bureau or designee appointed
by the Speaker of the Assembly, and one appointed by the chair of the policy committee of

the Senate with jurisdiction over legislation relating to the bureau or designee appointed by
the Senate Committee on Rules.
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The advisory Committee is tasked with advising the Bureau on matters relating to the Private
Postsecondary Education Act and its administration, including reviewing the fee schedule,
licensing, and enforcement provisions of the Act.

The Bureau is also tasked with seeking input from the Advisory Committee regarding the

development of regulations for implementing the Act.

Table 1a. Attendance

Shawn Crawford, Institutional Representative, Chair

Date Appointed: February 10, 2010

Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting December 13, 2013 Sacramento Y
Advisory Committee Meeting August 12, 2014 Sacramento Y
Advisory Committee Meeting November 12, 2014 Sacramento Y
Advisory Committee Meeting February 18, 2015 Sacramento Y
Advisory Committee Meeting May 12, 2015 Sacramento Y
Advisory Committee Meeting August 19, 2015 Sacramento Y
Advisory Committee Meeting November 10, 2015 Sacramento Y
Margaret Reiter, Consumer Advocate, Vice Chair
Date Appointed: March 10, 2010
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting December 13, 2013 Sacramento Y
Advisory Committee Meeting August 12, 2014 Sacramento Y
Advisory Committee Meeting November 12, 2014 Sacramento Y
Advisory Committee Meeting February 18, 2015 Sacramento Y
Advisory Committee Meeting May 12, 2015 Sacramento Y
Advisory Committee Meeting August 19, 2015 Sacramento Y
Advisory Committee Meeting November 10, 2015 Sacramento Y
Diana Amaya, Public Member
Date Appointed: February 4, 2015
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting February 18, 2015 Sacramento Y
Advisory Committee Meeting May 12, 2015 Sacramento N
Advisory Committee Meeting August 19, 2015 Sacramento Y
Advisory Committee Meeting November 10, 2015 Sacramento Y
Tamika Butler, Public Member
Date Appointed: February 26, 2013
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting Sacramento Y

December 13, 2013
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Advisory Committee Meeting August 12, 2014 Sacramento Y
Advisory Committee Meeting November 12, 2014 Sacramento Y
Advisory Committee Meeting February 18, 2015 Sacramento Y
Advisory Committee Meeting May 12, 2015 Sacramento N
Advisory Committee Meeting August 19, 2015 Sacramento Y
Advisory Committee Meeting November 10, 2015 Sacramento Y
Mitchell Fuerst, Institutional Representative
Date Appointed: January 26, 2010
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting December 13, 2013 Sacramento Y
Advisory Committee Meeting August 12, 2014 Sacramento N
Advisory Committee Meeting November 12, 2014 Sacramento Y
Advisory Committee Meeting February 18, 2015 Sacramento N
Advisory Committee Meeting May 12, 2015 Sacramento N
Advisory Committee Meeting August 19, 2015 Sacramento Y
Advisory Committee Meeting November 10, 2015 Sacramento N
Sylton Hurdle, Employer Member
Date Appointed: February 18, 2015
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting May 12, 2015 Sacramento Y
Advisory Committee Meeting August 19, 2015 Sacramento Y
Advisory Committee Meeting November 10, 2015 Sacramento Y
Katherine Lee-Carey, Institutional Representative
Date Appointed: January 25, 2010
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting December 13, 2013 Sacramento Y
Advisory Committee Meeting August 12, 2014 Sacramento Y
Advisory Committee Meeting November 12, 2014 Sacramento Y
Advisory Committee Meeting February 18, 2015 Sacramento Y
Advisory Committee Meeting May 12, 2015 Sacramento N
Advisory Committee Meeting August 19, 2015 Sacramento Y
Advisory Committee Meeting November 10, 2015 Sacramento Y
Ken McEldowney, Consumer Advocate
Date Appointed: January 25, 2010
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting December 13, 2013 Sacramento N
Advisory Committee Meeting August 12, 2014 Sacramento Y
Advisory Committee Meeting November 12, 2014 Sacramento Y
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Advisory Committee Meeting February 18, 2015 Sacramento Y
Advisory Committee Meeting May 12, 2015 Sacramento Y
Advisory Committee Meeting August 19, 2015 Sacramento N
Advisory Committee Meeting November, 10, 2015 Sacramento Y

Assemblymember Jose Medina, Non-Voting, Ex Officio Member, Chair of the Assembly Committee on Higher Education

Date Appointed: February 4, 2015

Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting February 18, 2015 Sacramento v
Advisory Committee Meeting May 12, 2015 Sacramento :\(A étDuisei?nee: Laura
Advisory Committee Meeting August 19, 2015 Sacramento IT/I étDuis(;i?nee: Laura
Advisory Committee Meeting November 10, 2015 Sacramento I\\(Aéaisei)gnee: e

Maria Roberts De La Parra, Past Student of Institutions

Date Appointed: January 25, 2010

Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting December 13, 2013 Sacramento N
Advisory Committee Meeting August 12, 2014 Sacramento N
Advisory Committee Meeting November 12, 2014 Sacramento Y
Advisory Committee Meeting February 18, 2015 Sacramento Y
Advisory Committee Meeting May 12, 2015 Sacramento Y
Advisory Committee Meeting August 19, 2015 Sacramento Y
Advisory Committee Meeting November 10, 2015 Sacramento Y
Patrick Uetz, Consumer Advocate
Date Appointed: February 23, 2013
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting December 13, 2013 Sacramento Y
Advisory Committee Meeting August 12, 2014 Sacramento Y
Advisory Committee Meeting November 12, 2014 Sacramento Y
Advisory Committee Meeting February 18, 2015 Sacramento Y
Advisory Committee Meeting May 12, 2015 Sacramento Y
Advisory Committee Meeting August 19, 2015 Sacramento Y
Advisory Committee Meeting November 10, 2015 Sacramento N
David Wood, Past Student of Institutions
Date Appointed: February 18, 2015
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting May 12, 2015 Sacramento N
Advisory Committee Meeting August 19, 2015 Sacramento N
Advisory Committee Meeting November 10, 2015 Sacramento N
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Senator Jerry Hill, Non-Voting, Ex Officio Member, Chair of the Senate Committee on Business, Professions and Economic
Development

Date Appointed: June 17, 2015
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting August 19, 2015 Sacramento N
Advisory Committee Meeting November 10, 2015 Sacramento N
Maria R. Anguiano, Public Member — Removed (January 7, 2015)
May 8, 2013
Meeting Type Meeting Date Meeting Location Attended?
Advisory Committee Meeting December 13, 2013 Sacramento N
Advisory Committee Meeting August 12, 2014 Sacramento N
Advisory Committee Meeting November 12, 2014 Sacramento N
Table 1b. Advisory Committee Member Roster
Member Name Date Date Re- .Il?;tr?] Appointing (pjgl?c?or
(Include Vacancies) First Appointed appointed Expires Authority professional)*
Shawn Crawford, Institutional
Institutional Representative, Chair February 10, 2010 N/A N/A DCA Director Representative
Margaret Reiter, Senate Committee Consumer Advocate
Consumer Advocate, Vice Chair March 10, 2010 N/A N/A on Rules
Diana Amaya, Senate Committee Public
Public Member February 4, 2015 N/A N/A on Rules
Tamika Butler, Speaker of the Public
Public Member February 26, 2013 N/A N/A Assembly
Mitchel Fuerst, Institutional
Institutional Representative January 26, 2010 N/A N/A DCA Director Representative
Senator Jerry Hill Senate Committee Ex Officio
Non-voting Member June 17, 2015 N/A N/A on Rules
Sylton Hurdle,
Employer Member February 18, 2015 N/A N/A DCA Director Employer Member
Katherine Lee-Carey Institutional
Institutional Representative January 25, 2010 N/A N/A DCA Director Representative
Ken McEldowney, Consumer Advocate
Consumer Advocate January 25, 2010 N/A N/A DCA Director
Assemblymember Jose Medina Speaker of the Ex Officio
Non-voting Member February 4, 2015 N/A N/A Assembly
Marie Roberts De La Parra Past Student
Past Student of Institutions January 25, 2010 N/A N/A DCA Director
Patrick Uetz Speaker of the Consumer Advocate
Consumer Advocate February 26, 2013 N/A N/A Assembly
David Wood
Past Student of Institutions February 18, 2015 N/A N/A DCA Director Past Student
(Vacant) Employer Member Vacant N/A N/A DCA Director Employer Member

*Statute requires the Advisory Committee members to be drawn from the postsecondary education
community, and must include industry, student, and employer representation.

2. Inthe past four years, was the Bureau unable to hold any meetings due to lack of quorum?
If so, please describe. Why? When? How did it impact operations?
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The Bureau does not have a statutory requirement for a quorum expressed in the Act but the
Advisory Committee is subject to the Bagley-Keene Open Meeting Act, therefore a quorum is a
majority of its members. Because the Advisory Committee is advisory only, any lack of a quorum
did not impact the Bureau’s operations, and where there was less than a majority present, the
Advisory Committee met as a subcommittee.

3. Describe any major changes to the Bureau since the last Sunset Review, including:

Internal changes (i.e., reorganization, relocation, change in leadership, strategic
planning)

While the staff size continues to grow, the general overall Bureau organization has not
changed. The Bureau has not relocated, but has rearranged available space to accommodate
the growing staff size. The Bureau’s leadership has remained stable for the past two years.
The Bureau is in the early stages of developing a new strategic plan.

All legislation sponsored by the Bureau and affecting the Bureau since the last sunset

The Bureau does not sponsor legislation; however the following legislation has had an impact
on the Bureau and its activities.

o AB 509 (Perea, Chapter 558, Statutes of 2015) exempts all bona fide organizations,

associations, or councils that provide preapprenticeship programs on behalf of
apprenticeship programs that are approved by the Division of Apprenticeship
Standards from regulation by the Bureau of Private Postsecondary Education. In
order to be exempt, programs must meet certain requirements.

AB 721 (Medina, Chapter 632, Statutes of 2015) expands the data related to student
loans that public, private or independent postsecondary educational institutions,
except the community colleges, are required to disclose to the public, if requested.
Additionally, this bill requires institutions to inform students about all unused state
and federal financial assistance, such as unused federal student loan moneys that
may be available to the student.

AB 752 (Salas, Chapter 560, Statutes of 2015) requires the Bureau to review, by
July 1, 2016, the examinations for ability-to-benefit students prescribed by the United
States Department of Education. As part of this review, this bill requires the Bureau
to determine whether the examinations are appropriate for ability-to-benefit students
who possess limited English proficiency and approve an alternative examination if
the Bureau decides the examinations are inappropriate.

SB 81 (Committee on Budget and Fiscal Review, Chapter 22, Statutes of 2015)
includes numerous statutory changes intended to implement the Budget Act of 2015
related to postsecondary education. Among those changes is a provision that allows
the Bureau to enter into a contract with any independent institution of higher
education, as defined, to review and act on student complaints against the
institution.
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SB 410 (Beall, Chapter 258, Statutes of 2015) redefines “Graduates” as “On-time
graduates” for the purpose of the School Performance Fact Sheet (Fact Sheet).

AB 834 (Williams, Chapter 176, Statutes of 2014) created an alternate process for
American Bar Association accredited law schools to complete the Bureau’s School
Performance Fact Sheet.

AB 2099 (Frazier, Chapter 676, Statutes of 2014) stipulates new Title 38 veterans
funding eligibility standards for postsecondary institutions in California. All institutions
must provide license examination passage rates to students, and institutions that
offer degrees must have institutional and programmatic accreditation. In addition, all
postsecondary institutions, whether degree-granting or not, must be one of the
following in order to be Title 38 eligible: a public school, a not-for-profit school, have
approval to operate from the Bureau, or be regionally accredited.

SB 845 (Correa, Chapter 120, Statutes of 2014) requires the Board of Governors of
the California Community Colleges and Trustees of the California State University,
and requests the Regents of the University of California and governing bodies of
accredited private postsecondary educational institutions, to develop model
contracts to be used when negotiating with financial institutions to disburse student
financial aid awards and refunds.

SB 1247 (Lieu, Chapter 840, Statutes of 2014) amended the Act by doing the
following: 1) requiring Bureau approval in order for for-profit schools to be Title 38
veterans funding eligible; 2) requiring accreditation for degree-granting institutions;
3) mandating a number of legislative reports; 4) making substantive changes to the
makeup and function of the advisory committee; 5) changing statutory eligibility
requirements for the Student Tuition Recovery Fund (Fund); 6) mandating one
announced and one unannounced compliance inspection for institutions every five
years instead of two years; 7) establishing statutory criteria for prioritizing complaint
processing; 8) making numerous necessary technical and clarifying updates to the
Act; and 9) setting the sunset date of the Bureau at January 1, 2017.

e All regulation changes approved by the Bureau the last sunset review. Include the
status of each regulatory change approved by the Bureau.

o

In process: STRF Regulations: This package rewrites the STRF regulations to bring
them in compliance with provisions of SB 1247. This package adds program closure
and awards ordered by the Bureau, the court, or an arbiter as grounds for a claim.
Additionally, it provides that third party payer benefits can be part of a STRF claim
and includes a new system for refunds based on that benefit.

In process: Prioritization of Complaint Investigations and Compliance Inspections
Regulations: This package puts in place a priority system for investigating
complaints and scheduling compliance inspections which includes the factors added
to statute by SB 1247.

In process: Annual Reports and Performance Fact Sheets regulations: This package
made changes to the requirements for Annual Reports and Performance Fact
Sheets. Among the changes are a single deadline for both reports, definition of
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“gainful employment,” revising of other definition and terms to standardize the data,
additions of various categories to be reported including those necessary for setting
priorities for investigations and inspections. Most of the changes were required by
SB 1247.

o In process: Accreditation of Degree Granting Institutions Regulations: This package
will make permanent the regulations from the earlier emergency regulations. They
provide that all degree granting programs must be accredited and incorporates
deadlines for meeting the new requirement both for approved existing institutions
and for new programs and institutions.

o In effect as of January 30, 2015: Emergency Regulations: Accreditation of degree
granting institutions 2/1/2015. This package encompassed the emergency
regulations required for raising the minimum operating standards for all degree-
granting programs to be accredited. Currently this package is in effect as emergency
regulations as of 2/1/2015.

o In effect as of January 1, 2015: STRF Assessment change 12/4/2014: This package
changed the STRF assessment from $0.50 per $1000 to $0 per $1000, temporarily
suspending the collection of STRF beginning 1/1/2015. This was necessary as the
STRF fund had exceeded its statutory cap.

4. Describe any major studies conducted by the Bureau (cf. Section 12, Attachment C).

CPS HR Consulting conducted an independent review of Estimated Workload and Staffing
Recommendations. CPS also looked at ways to make the existing processes more efficient where
possible. Ultimately, this study resulted in three separate reports.

September 15, 2014
This was an interim report to provide the Bureau with a preliminary analysis based on the work

completed by CPS from May 2014 through August 2014.

February 13, 2015
This was an interim report to provide the Bureau with quantifiable information related to the

workload and staffing resources based on the “As Is” process configurations. This interim
report provided the first glimpse of CPS staffing recommendations for improvement for the
Licensing, Enforcement and Student Tuition Recovery Fund Units. This report was submitted
by the Director of the Department of Consumer Affairs pursuant to Education Code section
94949 on March 15, 2015.

July 17, 2015
This is the final CPS report based on their research and analysis of information they compiled

from May 2014 through July 2015.

Copies of each of these reports are included as Attachment C

5. List the status of all national associations to which the Bureau belongs.

The Bureau belongs to the National Association of State Administrators and Supervisors of
Private Schools (NASASPS)
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e Does the Bureau’s membership include voting privileges?
Yes, the Bureau has voting privileges with its membership in NASASPS.

e List committees, workshops, working groups, task forces, etc., on which Bureau
participates.

The Bureau Chief is a member of the Board of Directors for NASASPS.

e How many meetings did Bureau representative(s) attend? When and where?

The Bureau Chief attended the annual conference in Little Rock, AR in April 2014 and the
annual NASASPS Board meeting and annual conference in Savannah, GA in April 2015.

e If the Bureau is using a national exam, how is the Bureau involved in its development,
scoring, analysis, and administration?

The Bureau does not require an examination, national or otherwise, as it approves institutions,
not individuals.

Section 2 -

Performance Measures and Customer Satisfaction Surveys

6. Provide each quarterly and annual performance measure report for the Bureau as
published on the DCA website.

Quarterly and annual reports of Performance Measures provide stakeholders with the Bureau’s
progress in meeting its enforcement target goals. (See Section 12 Attachment E)

7. Provide results for each question in the Bureau’s customer satisfaction survey broken
down by fiscal year. Discuss the results of the customer satisfaction surveys.

The Bureau includes a postage-paid customer satisfaction survey with every complaint closure
letter. To date, the Bureau has not received any responses to the customer satisfaction survey.

Additionally, the Bureau conducts one additional survey with compliance inspections and is in the
process of developing a second survey to be completed by institutions after the completion of a
compliance inspection. The institutional survey will be done in order to determine the level of
customer service provided by the Bureau, the responsiveness of the analyst, the time it takes to
complete the compliance inspection and adhere to Bureau policies and procedures by Bureau
staff.

The Bureau distributed 2,158 surveys to students during compliance inspections during FY 2013-
14. The Bureau distributed 541 surveys to students during compliance inspections during FY
2014-15. Below are the questions and results of the student responses to the survey following a
compliance inspection.

Q1) Before enrolling, were you given accurate information about the educational program?

FY Yes No N/A No Response
2013-14 2022 93.7% 35 1.6% 88 4.1% 13 0.6%
2014-15 458 84.7% 51 9.4% 0 0 32 5.9%

Q2) Did you receive a current catalog before enrolling?
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FY Yes No N/A No Response
2013-14 1655 76.7% 201 9.3% 24 1.1% 278 12.9%
2014-15 493 91.1% 36 6.7% 0 0 12 2.2%

Q3) Did you receive a School Performance Fact Sheet before signing the enrollment agreement?

FY Yes No N/A No Response
2013-14 1666 77.2% 101 4.7% 337 15.6% 54 2.5%
2014-15 477 88.2% 0 8.9% 0 0 16 3.0%

Q4) Did you receive a copy of your signed enrollment agreement?

FY Yes No N/A No Response
2013-14 1364 63.2% 771 35.7% 19 0.9% 4 0.2%
2014-15 489 90.3% 36 6.6% 12 2.2% 4 0.74%

Q5) Were you promised or guaranteed employment upon graduation?

FY Yes No N/A No Response
2013-14 806 37.3% 1241 57.5% 75 3.5% 36 1.7%
2014-15 447 82.6% 54 10.0% 8 1.48% 32 5.9%

Q6) Before enrolling, were all tuition, fees and charges disclosed?

FY Yes No N/A No Response
2013-14 1648 76.4% 309 14.3% 59 2.7% 142 6.6%
2014-15 473 87.4% 40 7.4% 12 2.2% 16 3.0%

Q7) If you received financial aid, were all terms including loan repayment explained?

FY Yes No N/A No Response
2013-14 1054 | 48.8% 108 5.0% 963 44.6% 33 1.5%
2014-15 433 80% 52 9.6% 40 7.4% 16 3.0%

Q8) Did you receive a syllabus or course outline for each course?

FY Yes No N/A No Response
2013-14 1788 82.9% 175 8.1% 49 2.3% 146 6.8%
2014-15 488 90.2% 28 5.2% 5 0.9% 20 3.7%

Q9) Are instructors knowledgeable in the subject they teach?

FY Yes No N/A No Response
2013-14 2046 94.8% 34 1.6% 11 0.5% 67 3.1%
2014-15 521 96.3% 12 2.2% 4 0.7% 4 0.7%

Q10) Do instructors present class information and materials clearly?

FY Yes No N/A No Response
2013-14 1968 91.2% 60 2.8% 11 0.5% 119 5.5%
2014-15 525 97% 21 3.9% 0 0 0 0

Q11) Do instructors clearly answer your questions?

FY Yes No N/A No Response
2013-14 2040 94.5% 50 2.3% 20 0.9% 48 2.2%
2014-15 521 96.3% 30 5.5% 5 0.9% 0 0

Q12) Do instructors clearly explain the grading system?

FY Yes No N/A No Response
2013-14 1739 80.6% 159 7.4% 132 6.1% 128 5.9%
2014-15 506 93.5% 33 6.0% 7 1.3% 0 0

Q13) Is classroom equipment in good working order?

FY Yes No N/A No Response
2013-14 2022 93.7% 71 3.3% 24 1.1% 41 1.9%
2014-15 504 93.2% 32 5.9% 0 0 5 0.9%
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Q14) Does the school use current equipment?

FY Yes No N/A No Response
2013-14 2018 93.5% 69 3.2% 32 1.5% 39 1.8%
2014-15 485 89.6% 44 8.1% 8 1.5% 4 0.7%

Q15) Is there enough classroom equipment for the students?

FY Yes No N/A No Response
2013-14 2000 92.7% 108 5.0% 27 1.3% 23 1.1%
2014-15 481 88.9% 60 11.0% 0 0 0 0

Q16) Are library and other resources available to complete required assignments?

FY Yes No N/A No Response
2013-14 1742 80.7% 203 9.4% 194 9.0% 19 0.9%
2014-15 463 85.6% 32 5.9% 36 6.7% 10 1.8%

Q17) Are library and other resources available when needed?

FY Yes No N/A No Response
2013-14 1735 80.4% 194 9.0% 213 9.9% 16 0.7%
2014-15 441 81.5% 40 7.4% 58 10.7% 2 0.4%

Q18) Are you satisfied with your decision to attend this school?

FY Yes No N/A No Response
2013-14 2012 93.2% 43 2.0% 25 1.2% 78 3.6%
2014-15 513 94.8% 12 2.2% 15 2.8% 0 0

Q19) Would you recommend this school to others?

FY Yes No N/A No Response
2013-14 2085 96.6% 34 1.6% 19 0.9% 20 0.9%
2014-15 516 95.4% 0 0 25 4.6% 0 0

Section 3 -
Fiscal and Staff
Fiscal Issues

8. Describe the Bureau’s current reserve level, spending, and if a statutory reserve level
exists.

From 2010 to 2012, the fund balance reserve exceeded its six-month statutory cap (CEC section
94930(b)). During this time the Bureau was unable to become fully staffed and reverted a
significant amount of savings. This was caused by a hiring freeze that was in effect from February,
2011 until October, 2011, as well as difficulty in filling limited term positions. In 2013, legislation
(SB 71 Committee on Budget and Fiscal Review, Chapter 28, Statutes of 2013) suspended the
six-month statutory cap for a period of one year (in lieu of lowering or suspending fees). At the end
of FY 2014/15, the fund had a reserve of 7.5 months. However, the fund reserve has been falling
and the Bureau projects to have a fund reserve of 2.9 months at the end of FY 2015/16 as the
Bureau increases expenditures and adds more required staff.

9. Describe ifiwhen a deficit is projected to occur and if/when fee increase or reduction is
anticipated. Describe the fee changes (increases or decreases) anticipated by the Bureau.

Bureau reserves are falling as the Bureau staff size increases to meet its current needs. Based
on the current rate of expenditures and recent declining revenue, the Bureau’s fund will become
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insolvent in 2017-18. The Bureau is currently evaluating its declining revenue, which may be due
in part from recent schools closures.

The current fee structure has been in place since 2010 and has not been adjusted since that time.
Existing law authorizes the Bureau to adjust the fees if consistent with the intent of the Act. Given

the likelihood of the fund balance experiencing fiscal pressure in the coming years, the Advisory
Committee began analyzing the current fee structure at the August 2015 meeting. The Advisory
Committee also discussed the fee structure at its November 2015 meeting. While the Advisory
Committee has not made any formal recommendations to the Bureau at this time, several
members have expressed willingness to restructure the fee schedule in order to make the revenue
more equitable and reliable.

Table 2. Fund Condition

(Dollars in Thousands) FY 2011/12 | FY 2012/13 | FY 2013/14 | FY 2014/15 | FY 2015/16 201F6\/(17*
Beginning Balance $6,473 $8,350 $10,548 $11,462 $9,446 $3,730
Revenues and Transfers $10,696 $9,928 $9,863 $9,371 $9,476* $9,632
Total Revenue $10,696 $9,928 $9,863 $9,371 $9,476* $9,632
Budget Authority $7,295 $8,147 $9,507 $11,440 $15,192 $15,475
Expenditures $5,835 $7,731 $8,641 $11,387 $15,192* $15,475
Loans to General Fund -$3,000 $0 $0 $0 $0 $0
Accrued Interest, Loans to
General Fund TBD TBD TBD TBD TBD TBD
Loans Repaid From General
Fund $0 $0 $0 $0 $0 3,000
Fund Balance $8,334 $10,547 $11,462 $9,446 $3,730 $886
Months in Reserve 12.9 14.1 15.9 7.5 2.9 0.7

* Projected

10.Describe the history of general fund loans. When were the loans made? When have
payments been made to the Bureau? Has interest been paid? What is the remaining

balance?

A loan of $3.0 million was made from the Bureau to the General Fund in FY 2011/12. The loan is
still outstanding with no payments or interest paid thus far. The loan is projected to be repaid in FY

2016-17.

11.Describe the amounts and percentages of expenditures by program component. Use Table
3. Expenditures by Program Component to provide a breakdown of the expenditures by the
Bureau in each program area. Expenditures by each component (except for pro rata)
should be broken out by personnel expenditures and other expenditures.

For FY 2014/15, Enforcement, which includes both complaint investigations and compliance
inspections, accounted for 44.0% of the Bureau’s expenditures, Licensing, which also includes

Quiality of Education, was 22.5% of Bureau expenditures, Administration represented 13.7% of the
Bureau’s expenditures, and the DCA Pro Rata was 19.9% of the Bureau’s expenditures.
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Table 3. Expenditures by Program Component (list dollars in thousands)

FY 2011/12 FY 2012/13 FY 2013/14 FY 2014/15

Personnel Personnel Personnel Personnel

Services OE&E Services OE&E Services OE&E Services OE&E
Enforcement $2,094 $286 $2,471 $825 $2,081 $905 $3,370 $1,676
Examination 0 0 0 0 0 0 0 0
Licensing $589 $80 $1,036 $279 $1,927 $622 $1,988 $599
Administration * $981 $134 $1,036 $279 $1,079 $349 $1,210 $365
DCA Pro Rata 0 $1,498 0 $1,753 0 $1,683 0 $2,171
Diversion
(if applicable) 0 0 0 0 0 0 0 0
TOTALS $3,664 $1,998 $4,543 $3,136 $5,087 $3,559 $6,568 $4,811

*Administration includes costs for executive staff, bureau, administrative support, and fiscal services.

12.Describe license renewal cycles and history of fee changes in the last 10 years. Give the
fee authority (Business and Professions Code and California Code of Regulations citation)
for each fee charged by the Bureau.

Approvals are valid for five years if the applicant is applying for approval of an institution not
accredited. Approvals that are based on an institutional accreditation are coterminous with the
institution’s accreditation.

The Bureau’s fees have not changed since the fees were established in the Act. They are laid out
as follows in statute:

Article 17 of the California Private Postsecondary Education Act of 2009 (California Education
Code, Title 3, Division 10, Part 59, Chapter 8)

94930.

(a) All fees collected pursuant to this article, including any interest on those fees, shall be
deposited in the Private Postsecondary Education Administration Fund, and shall be available,
upon appropriation by the Legislature, for expenditure by the bureau for the administration of this
chapter.

(b) If the bureau determines by regulation that the adjustment of the fees established by this
article is consistent with the intent of this chapter, the bureau may adjust the fees. However, the
bureau shall not maintain a reserve balance in the Private Postsecondary Education
Administration Fund in an amount that is greater than the amount necessary to fund six months of
authorized operating expenses of the bureau in any fiscal year.

94930.5.

Subject to Section 94930, an institution shall remit to the bureau for deposit in the Private
Postsecondary Education Administration Fund the following fees, in accordance with the following
schedule:

(a) The following fees shall be remitted by an institution submitting an application for an approval
to operate, if applicable:

(1) Application fee for an approval to operate: five thousand dollars ($5,000).

(2) Application fee for the approval to operate a new branch of the institution: three thousand
dollars ($3,000).
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(3) Application fee for an approval to operate by means of accreditation: seven hundred fifty

dollars ($750).

(b) The following fees shall be remitted by an institution seeking a renewal of its approval to
operate, if applicable:
(1) Renewal fee for the main campus of the institution: three thousand five hundred dollars

($3,500).

(2) Renewal fee for a branch of the institution: three thousand dollars ($3,000).

(3) Renewal fee for an institution that is approved to operate by means of accreditation: five
hundred dollars ($500).
(c) The following fees shall apply to an institution seeking authorization of a substantive change to
its approval to operate, if applicable:
(1) Processing fee for authorization of a substantive change to an approval to operate: five
hundred dollars ($500).
(2) Processing fee in connection with a substantive change to an approval to operate by means of
accreditation: two hundred fifty dollars ($250).
(d) (1) In addition to any fees paid to the bureau pursuant to subdivisions (a) to (c), inclusive, each
institution that is approved to operate pursuant to this chapter shall remit both of the following:

(A) An annual institutional fee, in an amount equal to three-quarters of 1 percent of the institution’s
annual revenues derived from students in California, but not exceeding a total of twenty-five
thousand dollars ($25,000) annually.
(B) An annual branch fee of one thousand dollars ($1,000) for each branch or campus of the
institution operating in California.
(2) The amount of the annual fees pursuant to paragraph (1) shall be proportional to the bureau’s
cost of regulating the institution under this chapter.

Table 4. Fee Schedule and Revenue

(list revenue dollars in thousands)

FY

FY

FY

FY

0,
Fee Current Fee | Statutory | 541915 | 2012113 | 201314 | 2014/15 | 2 0f Total
Amount Limit Revenue
Revenue Revenue Revenue Revenue

New Institution $5,000 $5,000 $468 $428.5 $379.3 $320.3 3.4%
New Branch — Non
Accredited $3,000 $3,000 $153 $49 $56.3 $56 0.6%
New Branch — Accredited $750 $750 $75.3 $61 $70.6 $57.8 0.6%
Verification of Exemption $250 $250 $40.3 $45 $52.8 $41.8 0.4%
Change in Education
Objective $500 $500 $42.5 $44.8 $25.3 $25.3 0.3%
Minor Change $500 $500 $26.3 $31 $22 $19.8 0.2%
Change in Location $500 $500 $18.8 $19.8 $10.8 $16 0.2%
Change of Name $500 $500 $17.8 $8 $9.3 $7.5 0.1%
Change in Approval —
Accreditation $250 $250 $40 $61 $61.3 $59.5 0.7%
Change in Method $500 $500 $7 $10.3 $8 $9.3 0.1%
Renewal — Main Campus $3,500 $3,500 $752.8 $544.5 $231.6 $57.2 0.6%
Renewal — Branch $3,000 $3,000 $24 $15 $42 $0 0%
Renewal — Accredited $500 $500 $61.5 $71.8 $49.5 $31.7 0.3%
Annual Institution Fee up to $25,000 | up to $25,000 $8,531.1 $7,972.4 $8,115.8 $7,897.5 84.2%
Annual Branch Fee $1,000 $1,000 $27.2 $186 $388 $398 4.2%
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13.Describe Budget Change Proposals (BCPs) submitted by the Bureau in the past four fiscal years.

Table 5. Budget Change Proposals (BCPs)

Personnel Services OE&E
Fiscal Description of # Staff # Staff
BCP ID # Requested Approved $ $ $ $
vear Purpose of BCP (include (include Requested | Approved | Requested | Approved
classification) | classification)
1111-01L 13-14 AB 2296 Position 1.0 (AGPA) 1.0 (AGPA) $81,000 $81,000 $0 $0
8.0, 3.0-YR 8.0,3.0-YR
LT( Ed. Spec. LT (3.0 Ed.
1111-01 Staff Augmentation: and 5.0 | Spec. and 5.0
SFL 13-14 Licensing AGPA) AGPA) $725,000 | $725,000 $128,000 | $128,000
Staff Augmentation: | 11.0, 3-YR LT | 11.0, 3-YR LT
1111-08 14-15 Enforcement AGPA AGPA $986,000 | $986,000 $306,000 | $306,000
10.0 (6.0 10.0 (6.0
AGPA, 1.0 AGPA, 1.0
Staff Augmentation: SSA and 3.0 SSA and 3.0
Enforcement and | OT) + 17LTto | OT) + 17LT to $4.53 $4.53
1111-002 15-16 Licensing permanent permanent million million $217,000 | $217,000
1.0 SSA, 1.0 SSA,
(PFT), 6 (PFT), 6
AGPA (PFT), | AGPA (PFT),
1 AGPA (LT), | 1 AGPA (LT),
1Ed Spec 1Ed Spec $1.4
(PFT), 4 Ed (PFT), 4 Ed million $482,000
Spec (LT), | Spec (LT), | | $1.4 million | 15/16 and $482,000 15/16,
Info Sys Info Sys | 15/16 and $1.4 15/16, | $285,000
Analyst Analyst | $1.4 million million $285,000 16/17,
1111-012- Staff Augmentation to (PFT), I (PFT), I 16/17 and | 16/17 and | 16/17, and and
BCP-BR— Implement Attorney Attorney $944,000 | $944,000 $133,000 | $133,000
2015-GB | 2015-16 SB 1247 (PFT) (PFT) ongoing ongoing ongoing ongoing

Staffing Issues

14.Describe any Bureau staffing issues/challenges, i.e., vacancy rates, efforts to reclassify
positions, staff turnover, recruitment and retention efforts, succession planning.

The Bureau has had staffing challenges since it was reestablished in 2010. There was no

appropriation in AB 48, the legislation establishing the Bureau, the budget for FY 2010/11 was
historically late, not being signed until October, 2010 and the administration imposed a hiring
freeze and furloughs which resulted in hiring delays. This delay caused backlogs in most divisions
of the Bureau, which has required additional staff. The Bureau requested additional staffing in
fiscal years 2013/14 and 2014/15 and received limited term positions. The limited term positions

were difficult to fill as applicants are generally looking for full time permanent positions. The

Bureau experienced serial vacancies as individuals filling limited term positions would leave as
soon as they found a permanent position.

As the result of the audit conducted by the Bureau of State Audits in 2013/14 that found the

Bureau was not meeting its statutory mandate, the Bureau contracted with a consultant, CPS HR
Consulting, to review the Bureau’s work processes and ascertain the Bureau’s staffing needs.
The report from CPS made several recommendations, particularly in the area of staffing. As a

result, a BCP was submitted for FY 2015/16 and ongoing with the intention of bringing the
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Bureau’s staffing to an appropriate level to be able to work through the existing backlogs and
handle the ongoing workload.

15.Describe the Bureau’s staff development efforts and how much is spent annually on staff
development (cf., Section 12, Attachment D).

Each new employee is given a training plan created specifically for that employee and the position
the employee occupies. The training plan is to be completed, as practicable, by the end of the
employee’s probation period.

The Bureau conducts “all staff’ training at least one time per year. During the all staff training
every unit is assigned topics to present to the whole Bureau. The effort is key to having staff in all
units apply the statute and regulations consistently which can become difficult when there is
turnover.

The various units within the Bureau also hold specific training for staff. As an example, the
enforcement division has contracted with the Attorney General’s office for staff training in areas
such as complaint investigation and report writing. The Bureau also sends new enforcement staff
to Council on Licensure, Enforcement, and Regulation (CLEAR) training and DCA’s Enforcement
Academy. Enforcement and Licensing have contracted training for testifying as a witness. Each
unit is also responsible for ensuring any new information is passed along to staff or any updates to
training modules are presented to staff.

Additionally, Bureau staff attends Strategic Organization, Leadership, and Individual Development
(SOLID) training at DCA headquarters. This training ranges from general topics such as “Basic
Project Management” or “Excel 2010” to specific focus areas such as “Legislative Process” or
“Hiring and Onboarding New Employees.” Bureau staff has attended over 200 classes per fiscal
year the past two fiscal years.

The Bureau has spent approximately $14,000 on outside staff training and development with the
Attorney General and CLEAR.

Section 4 —

Licensing Program

16.What are the Bureau’s performance targets/expectations for its licensing~ program? Is the
Bureau meeting those expectations? If not, what is the Bureau doing to improve
performance?

The target performance expectation is to have complete and compliant applications reviewed and
approved within 30 days of receipt by the Bureau. However, the Bureau has a backlog of
applications which has existed from the re-establishment of the Bureau because of staffing issues.
Applications began being submitted in February of 2010; however, the FY 2010/11 budget wasn’t
passed until October 8, 2010. By the time staff was hired in November of 2010 a backlog of
approximately 1,100 applications existed. As of October 31, 2015, there are approximately, 140
applications pending assignment that are considered “backlog”; these are applications that have
been received but are not yet assigned to an analyst.

' The term “license” in this document includes a license certificate or registration.
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In order to address the backlog, in late 2014, the Bureau began instituting significant internal
changes in policy and process. Early changes have resulted in a noticeable decline in the total
number of applications pending or under review, which has dropped from 1022 on June 30, 2014
to 576 as of October 31, 2015. In addition to the process changes, the Bureau, through the BCP
process, has been granted authority to hire additional staff. With these two changes the Bureau
currently estimates the backlog of licensing applications will be eliminated by July 1, 2018.

17.Describe any increase or decrease in the Bureau’s average time to process applications,
administer exams and/or issue licenses. Have pending applications grown at a rate that
exceeds completed applications? If so, what has been done by the Bureau to address
them? What are the performance barriers and what improvement plans are in place? What
has the Bureau done and what is the Bureau going to do to address any performance
issues, i.e., process efficiencies, regulations, BCP, legislation?

Average time to process applications is decreasing due to new procedures and increasing staff
knowledge. As is noted in the response to #16 above, the number of pending applications is
decreasing.

A couple of processes have been implemented that have assisted the Bureau in reducing the
number of applications in the backlog. The Bureau has begun offering workshops on “how to
complete an application for approval to operate.” The workshops review all required information
and inform applicants about the best ways to present information and the most common errors
seen in applications causing the applications to be delayed or denied. With the introduction of the
workshops, the Bureau implemented a policy to provide only one deficiency notice to license
applicants. Prior to the workshops and the new application procedure the Bureau provided up to
five deficiency letters in an attempt to get the application complete and compliant with the law.

Previously the Bureau struggled to maintain staff in the limited term positions in the Licensing Unit.
Stalff turnover is critical when you consider that, because of the complexity of the law, and the
variety of ways an institution may choose to operate, training of new staff is lengthy. It takes six
months in most cases to prepare an analyst to effectively review an application for approval to
operate an institution that is not accredited. It is expected that as staffing stabilizes because of the
conversion of limited term positions to permanent/full time positions that was granted through the
BCP process, the licensing backlog will continue to decrease.

18.How many licenses or registrations does the Bureau issue each year? How many renewals
does the Bureau issue each year?

The Bureau approves about 100 new institutions per year and approves about 120 renewals per
year. Additionally; the Bureau approves about 400 Applications for Substantial Change and
around 130 Verifications of Exemption per year.

Table 6. Total Number of Approved Institutions

FY 2011/12* | FY 2012/13 | FY 2013/14** | FY 2014/15
Main Location Active N/A 954 N/A 930
Active Referred to Specialist* N/A 153 N/A 133
. Active N/A 338 N/A 423
Branch Locations - —
Active Referred to Specialist* N/A 2 N/A 11
Satellite Locations Active N/A 512 N/A 555
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| Active Referred to Specialist* |

N/A |

1]

N/A | 3

* “Active Referred to Specialist” could mean that an institution has been flagged because the renewal came in late, but before the six
month cut off that would require a new school application or that there are outstanding enforcement issues with the institution.

** The Bureau utilizes a different database (S.A.I.L.) than the majority of DCA entities which use the Consumer Affairs System (CAS),
as such the Bureau does not have a date associated with the “Active” and “Active Referred to Specialist” fields that would show the

status of each year. Therefore, we can only show institution data as of this date.

Table 7. Application Status
FY FY FY FY FY
2011/12 | 2012/13 2013/14 2014/15 | 2015/16*
Approval to Operate a Non-Accredited Institution
Received 106 93 77 61 12
Approved 70 39 35 32 18
Denied 12 14 28 9
Closed 14 24 24 17
Under Review 56 53 135 114 115
Pending Review 15 28 70 75 39
Approval to Operate an Accredited Institution
Received 130 83 93 81 21
Approved 142 55 63 81 26
Denied 2 0 5 4
Closed 40 18 14 19 3
Under Review 41 55 27 19
Pending Review 0 2 0 0
Renewal of Approval to Operate a Non-Accredited Institution
Received 203 144 66 19 3
Approved 28 23 40 57 17
Denied 11 15 14 11
Closed 6 17 14 6
Under Review 79 16 165 88 107
Pending Review 88 128 165 151 101
Renewal of Approval to Operate an Accredited Institution
Received 98 134 100 64 16
Approved 36 95 77 70 21
Denied 0 2 1 1 2
Closed 32 26 13 10 1
Under Review 10 50 47 26 21
Pending Review 0 0 1 0 0
Application for Changes
Received 519 519 407 479 132
Approved 462 414 364 544 144
Denied 10 18 16 27 14
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Closed 36 57 66 73 24
Under Review 74 142 262 147 140
Pending Review 12 71 15 46 13
Verification of Exemption

Received 161 173 210 172 65
Approved 150 72 128 121 42
Denied 66 40 58 99 31
Closed 34 11 9 13 2

Under Review 22 12 56 39 19
Pending Review 0 92 49 0 2

*Through October 31, 2015

19.How does the Bureau verify information provided by the applicant?

The Bureau requires the applicant to provide documentation for each section of the application.
Additional documentation is requested from the applicant when necessary. An analysis of the
documents is performed to verify compliance with the minimum operating standards. In addition to
internet searches, analysts will conduct third party verification and/or meet with the applications
when there are questions regarding the validity of the information contained in the application.

a. What process does the Bureau use to check prior criminal history information, prior
disciplinary actions, or other unlawful acts of the applicant?

For all new applicants, the Bureau conducts a database review of all listed owners to
determine prior ownerships and disciplinary actions. All applications are reviewed to ensure
that the financial data was overseen by a Certified Public Account. Bureau staff conducts
additional research into the background of owners via Lexis Nexis if necessary. Owners must
also sign under penalty of perjury that they have no criminal record.

b. Does the Bureau fingerprint all applicants?

No, the Bureau does not fingerprint applicants. The Bureau approves applicants which can be
either a natural person or a business organization, irrespective of its form, per California
Education Code sections 94816 and 94855.

c. Have all current licensees been fingerprinted? If not, explain.

The Bureau approves applicants which can be either a natural person or a business
organization, irrespective of its form, per California Education Code sections 94816 and 94855.

d. Is there a national databank relating to disciplinary actions? Does the Bureau check the
national databank prior to issuing a license? Renewing a license?

There is no national databank relating to disciplinary actions for institutions. However, the
Bureau conducts a Web search to determine if the institution is/was operating in any other
state(s). If the institution is found to have operated, or is operating, in another state and there
are guestions about the validity of any information included with the application, the Bureau
may contact the other state(s) to determine if any actions were taken.

e. Does the Bureau require primary source documentation?
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Depending on the type of application and level of income of the applicant institution, the
Bureau requires applicants to provide either reviewed financial statements or audited financial
statements. Reviews and audits must be completed by a Certified Public Accountant. The
financial statements must show that the institution can meet minimum operating standards.

20.Describe the Bureau’s legal requirement and process for out-of-state and out-of-country
applicants to obtain licensure.

The Bureau only has jurisdiction over institutions with a physical presence in the State of
California. For institutions which maybe headquartered outside of California, there is a
requirement that they provide a California contact with their California location.

21.Describe the Bureau’s process, if any, for considering military education, training, and
experience for purposes of licensing or credentialing requirements, including college
credit equivalency.

There are no experience or education requirements for an institution to be approved. The Bureau
approves applicants which can be either a natural person or a business organization, irrespective
of its form, per California Education Code sections 94816 and 94855.

a.

Does the Bureau identify or track applicants who are veterans? If not, when does the
Bureau expect to be compliant with BPC § 114.5?

The Bureau has developed a form to comply with this statute.

. How many applicants offered military education, training or experience towards meeting

licensing or credentialing requirements, and how many applicants had such education,
training or experience accepted by the Bureau?

There are no experience or education requirements for an institution to be approved.

What regulatory changes has the Bureau made to bring it into conformance with BPC §
35?

There are no experience or education requirements for an institution to be approved.

. How many licensees has the Bureau waived fees or requirements for pursuant to BPC §

114.3, and what has the impact been on Bureau revenues?
The Bureau has not waived fees or requirements.
How many applications has the Bureau expedited pursuant to BPC § 115.5?

The Bureau has not expedited any applications.

22.Does the Bureau send No Longer Interested notifications to DOJ on a regular and ongoing
basis? Is this done electronically? Is there a backlog? If so, describe the extent and
efforts to address the backlog.

The Bureau does not fingerprint applicants; therefore “No Longer Interested Notifications” are not
necessary.

Examinations:

Not Applicable to the Bureau, as there is no examination for institutions to become approved.
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Table 8. Examination Data
California Examination (include multiple language) if any:
License Type N/A N/A N/A
Exam Title N/A N/A N/A
EY 2011/12 # of 1% Time Candidates N/A N/A N/A
Pass % N/A N/A N/A
# of 1% Time Candidates N/A N/A N/A
Pass % N/A N/A N/A
EY 2013/14 # of 1% Time Candidates N/A N/A N/A
Pass % N/A N/A N/A
EY 2014/15 # of 1% time Candidates N/A N/A N/A
Pass % N/A N/A N/A
Date of Last OA N/A N/A N/A
Name of OA Developer N/A N/A N/A
Target OA Date N/A N/A N/A
National Examination (include multiple language) if any:
License Type N/A N/A N/A
Exam Title N/A N/A N/A
EY 2011/12 # of 1% Time Candidates N/A N/A N/A
Pass % N/A N/A N/A
EY 2012/13 # of 1% Time Candidates N/A N/A N/A
Pass % N/A N/A N/A
EY 2013/14 # of 1% Time Candidates N/A N/A N/A
Pass % N/A N/A N/A
£V 2014/15 # of 1% time Candidates N/A N/A N/A
Pass % N/A N/A N/A
Date of Last OA N/A N/A N/A
Name of OA Developer N/A N/A N/A
Target OA Date N/A N/A N/A

23.Describe the examinations required for licensure. Is a national examination used? Is a
California specific examination required?

There is no examination for licensure of an institution.

24.What are pass rates for first time vs. retakes in the past 4 fiscal years? (Refer to Table 8:
Examination Data)

There is no examination for licensure of an institution.

25.1s the Bureau using computer based testing? If so, for which tests? Describe how it
works. Where is it available? How often are tests administered?

There is no examination for licensure of an institution.
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26.Are there existing statutes that hinder the efficient and effective processing of applications
and/or examinations? If so, please describe.

Within existing statutes which are specific to the Bureau, there are none which hinder the
processing of applications. There is no examination.

School approvals

27.Describe legal requirements regarding school approval. Who approves your schools?
What role does BPPE have in approving schools? How does the Bureau work with BPPE
in the school approval process?

This Bureau is the BPPE. The Bureau has oversight of all non-exempt, private postsecondary
institutions in California.

28.How many schools are approved by the Bureau? How often are approved schools
reviewed? Can the Bureau remove its approval of a school?

As of June 30, 2015, the Bureau has approved 2,076 institutional locations throughout California,
including 1063 main campus locations, 455 branch locations, and 558 satellite locations.

Institutional approvals are valid for five years if the institution is approved as a non-accredited
institution. With every renewal period an institution is required to submit an application for
reapproval which must be reviewed for compliance with the statute and regulations. Institutions
that are approved based upon their accreditation must submit an application for reapproval in
conjunction with their reaccreditation. Further, every institution is mandated to receive at
minimum one announced and one unannounced compliance inspection every five years.

If, after an investigation by the Bureau, the Bureau determines the institution is not operating in
compliance with the law, the Bureau may take disciplinary action against the institution which can
include an action to revoke the institution’s approval to operate.

29.What are the Bureau’s legal requirements regarding approval of international schools?

The Bureau requires a school operating in California to have a California contact and a physical
location in California.

Continuing Education/Competency Requirements

30.Describe the Bureau’s continuing education/competency requirements, if any. Describe
any changes made by the Bureau since the last review.

There is no continuing education requirement for institutions approved by the Bureau, thus items
30(a) through 30(i) are not applicable.
a. How does the Bureau verify CE or other competency requirements?

N/A

b. Does the Bureau conduct CE audits of licensees? Describe the Bureau’s policy on CE
audits.
N/A
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c. What are consequences for failing a CE audit?
N/A

d. How many CE audits were conducted in the past four fiscal years? How many fails?
What is the percentage of CE failure?

N/A
e. What is the Bureau’s course approval policy?
N/A

f. Who approves CE providers? Who approves CE courses? If the Bureau approves
them, what is the Bureau application review process?

N/A

g. How many applications for CE providers and CE courses were received? How many
were approved?

N/A
h. Does the Bureau audit CE providers? If so, describe the Bureau’s policy and process.
N/A

i. Describe the Bureau’s effort, if any, to review its CE policy for purpose of moving
toward performance based assessments of the licensee’s continuing competence.

N/A

Section 5 -
Enforcement Program

31.What are the Bureau’s performance targets/expectations for its enforcement program? Is
the Bureau meeting those expectations? If not, what is the Bureau doing to improve
performance?

The Bureau utilizes the performance targets and expectations established by the Department of
Consumer Affairs (DCA). The Consumer Protection Enforcement Initiative (CPEI) provides
performance measures and targets for the various aspects of the enforcement process. Although
the CPEI was initially established for the healing arts boards, the Bureau adopted this model and
has set goals to complete investigations that do not involve formal discipline within 180 days.

The Bureau’s average time to close a complaint has increased over the past four fiscal years. This
is mostly a result of management investing significant time in training staff which has led to more
thorough desk reviews and investigations.

The Bureau is utilizing the services of the DCA Complaint Resolution Program (CRP) to help
resolve complaints that are considered routine in nature and do not have a potential for student
harm.

Additionally, to achieve better results of desk reviews and investigations, all enforcement staff are

required to attend the DCA Enforcement Academy and the National Certification for Investigators
and Inspectors. In fiscal year 2014-15, the Bureau contracted with the Office of the Attorney
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32.

General to provide training specific to the investigation of complaints, how to write reports, and
witness testifying.

Explain trends in enforcement data and the Bureau’s efforts to address any increase in
volume, timeframes, ratio of closure to pending cases, or other challenges. What are the
performance barriers? What improvement plans are in place? What has the Bureau done
and what is the Bureau going to do to address these issues, i.e., process efficiencies,
regulations, BCP, legislation?

The Bureau has seen an increase in the number of complaints received since the last sunset
report. The Bureau attributes this, in part, to the increase in the number of compliance inspections
conducted by the Bureau as well as outreach events that the Bureau attends. The outreach the
Bureau conducts provides more exposure to individuals that did not know the Bureau existed.

The Bureau was provided 11 Limited Term (LT) positions in the 2014/15 fiscal year. The
recruitment of staff to fill these positions proved difficult, as often those with limited or no
experience in investigations applied for these LT positions in order to begin their state service
career. Retention of staff recruited for these positions proved difficult as staff left for permanent or
more secure positions. Management and staff invested a significant amount of time training these
individuals which took away from the processing and reviewing of complaints.

For the 2015/16 fiscal year, the Bureau submitted, and received approval for Budget Change
Proposal (BCP 1111-002) to make the 11 LT positions permanent and to obtain more staff to work
on the current backlog; as a result, the Bureau is currently in the process of advertising and filling
those additional positions.

Effective January 1, 2015, Senate Bill 1247 mandated guidelines for the prioritization of
complaints. California Education Code (CEC) 94941(e) states:

The bureau shall, in consultation with the advisory committee, adopt regulations to establish

categories of complaints or cases that are to be handled on a priority basis. The priority

complaints or cases shall include, but not be limited to, those alleging unlawful, unfair or

fraudulent business acts or practices, including unfair, deceptive, untrue, or misleading

statements, including all statements made or required to be made pursuant to the requirements of

this chapter, related to any of the following:

(1) Degrees, educational programs, or internships offered the appropriateness of available
equipment for a program, or the qualifications or experience of instructors.

(2) Job Placement, graduation, time to complete an educational program, or educational program
or graduation requirements.

(3) Loan eligibility, terms, whether the loan is federal or private, or default or forbearance rates.

(4) Passage rates on licensing or certification examinations or whether an institution’s degrees or
educational programs provide students with the necessary qualifications to take these exams
and qualify for professional licenses or certifications.

(5) Cost of an educational program, including fees and other nontuition charges.

(6) Affiliation with or endorsement by any government agency, or by any organization or agency
related to the Armed Forces, including, but not limited to, groups representing veterans.

(7) Terms of withdrawal and refunds from an institution.

(8) Payment of bonuses, commissions, or other incentives offered by an institution to its
employees or contractors.
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The Bureau is in the process of developing regulatory guidelines to implement these provisions.

As noted earlier, the Bureau also contracted with CPS HR Consulting to perform a business
process analysis. The Bureau has adopted these processes to make the work flow more

efficiently.

Table 9a. Enforcement Statistics

FY 2012/13 FY 2013/14 FY 2014/15 | FY 2015/16*
COMPLAINT
Intake (Use CAS Report El
Received 636 772 766 237
Closed 0 0 0 0
Referred to INV 636 772 766 499
Average Time to Close 0 0 0 0
Pending (close of FY) 0 0 0 0
Source of Complaint (Use CAS Report
Public Unavailable Unavailable | Unavailable | Unavailable
Licensee/Professional Groups Unavailable Unavailable | Unavailable | Unavailable
Governmental Agencies Unavailable Unavailable | Unavailable | Unavailable
Other Unavailable Unavailable | Unavailable | Unavailable
Conviction / Arrest (Use CAS Report El
CONV Received N/A N/A N/A N/A
CONV Closed N/A N/A N/A N/A
Average Time to Close N/A N/A N/A N/A
CONV Pending (close of FY) N/A N/A N/A N/A
LICENSE DENIAL  (Use CAS Reports EM 10 and 095)
License Applications Denied 83 109 85 33
SOls Filed 6 12 30 7
SOls Withdrawn 3 7 12 11
SOls Dismissed 0 0 12 0
SOls Declined 0 0 0 0
Average Days SOI 156 288 245 129
ACCUSATION (Use CAS Report EM 10)
Accusations Filed 1 0 4 3
Accusations Withdrawn 0 0 1 0
Accusations Dismissed 0 0 0 0
Accusations Declined 0 0 0 0
Average Days Accusations 337 0 1003 723
Pending (close of FY) 1 3 7 7
*Through October 31, 2015
Table 9b. Enforcement Statistics (continued)
| FY 201213 FY 2013/14 | FY 2014/15 | FY 2015/16*
DISCIPLINE
Disciplinary Actions (Use CAS Report E|
Proposed/Default Decisions 1 2 4 4
Stipulations 2 0 1 0
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Average Days to Complete 413 638 1103 892
AG Cases Initiated 22 29 42 28
AG Cases Pending (close of FY) 18 32 44 58
Disciplinary Outcomes (Use CAS Report
Revocation 1 1 3 4
Voluntary Surrender 1 0 2 0
Suspension 0 0 0 0
Probation with Suspension 0 0 0 0
Probation 0 0 0 0
Probationary License Issued 0 0 0 0
Other 1 1 0 0
PROBATION
New Probationers 0 0 0 0
Probations Successfully Completed 0 0 0 0
Probationers (close of FY) 0 0 0 0
Petitions to Revoke Probation 0 0 0 0
Probations Revoked 0 0 0 0
Probations Modified 0 0 0 0
Probations Extended 0 0 0 0
Probationers Subject to Drug Testing N/A N/A N/A N/A
Drug Tests Ordered N/A N/A N/A N/A
Positive Drug Tests N/A N/A N/A N/A
Petition for Reinstatement Granted N/A N/A N/A N/A
DIVERSION
New Participants N/A N/A N/A N/A
Successful Completions N/A N/A N/A N/A
Participants (close of FY) N/A N/A N/A N/A
Terminations N/A N/A N/A N/A
Terminations for Public Threat N/A N/A N/A N/A
Drug Tests Ordered N/A N/A N/A N/A
Positive Drug Tests N/A N/A N/A N/A
*Through October 31, 2015
Table 9c. Enforcement Statistics (continued)
| FY 2012/13 FY 2013/14 | FY 2014/15 | FY 2015/16*
INVESTIGATION
All Investigations (Use CAS Report EI
First Assigned 636 772 766 270
Closed 503 540 673 280
Average days to close 179 250 363 380
Pending (close of FY) 707 949 1050 1016
Desk Investigations (Use CAS Report EI
Closed 324 451 431 176
Average days to close 145 211 265 354
Pending (close of FY) 451 676 569 368
Non-Sworn Investigation (Use CAS Report E|
Closed 179 66 242 104
Average days to close 242 413 537 403
Pending (close of FY) 256 252 481 648
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Sworn Investigation
Closed (Use CAS Report E] 6 21 11 2
Average days to close 200 758 379 365
Pending (close of FY) 19 9 4 4
COMPLIANCE ACTION (Use CAS Report 096)
ISO & TRO Issued** 0 0 1 0
PC 23 Orders Requested 0 0 0 0
Other Suspension Orders 0 0 0 0
Public Letter of Reprimand 0 0 0 0
Cease & Desist/Warning 0 0 0 0
Referred for Diversion N/A N/A N/A N/A
Compel Examination N/A N/A N/A N/A
CITATION AND FINE (Use CAS Report EM 10 and 095)
Citations Issued 16 14 116 36
Average Days to Complete 191 822 396 479
Amount of Fines Assessed $459,208 $296,068 $748,005.00 $307,752
Reduced, Withdrawn, Dismissed 1 2 9 10
Amount Collected $12,255 $10,000 $45,251.00 $123,320
CRIMINAL ACTION
Referred for Criminal Prosecution 0 0 0 0
*Through October 31, 2015
**Emergency decisions
Table 10. Enforcement Aging
FY Cases Avere
FY 2011/12 | FY 2012/13 | FY 2013/14 | FY 2014/15 2015/16* Closed %
| Attorney General Cases (Average %)
Closed Within:
1 Year 1 0 0 0 8 9 359
2 Years 1 3 2 1 3) 12 509
3 Years 0 0 0 1 1 2 8.33
4 Years 0 0 0 0 0 0 0%
Over 4 Years 0 0 0 0 1 1 4.17
Total Cases Closed 2 3 2 2 15 24 100
| Investigations (Average %)
Closed Within:
90 Days 266 223 191 223 95 998 39.82
180 Days 135 100 100 108 50 493 19.6’
1 Year 77 95 96 103 39 410 16.3¢
2 Years 31 78 110 107 37 363 14.4¢
3 Years 1 7 34 86 30 158 6.3¢
Over 3 Years 0 0 9 46 29 84 3.35
Total Cases Closed 510 503 540 673 280 2506 100

*Through October 31, 2015

last review.

Disciplinary Cases:
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FY 2011/12 -9

FY 2012/13 - 20
FY 2013/14 - 26
FY 2014/15 — 42

There has been a 110% increase since the last review (2012-13), but a 366% increase from FY
2011-12 to FY 2014-15.

34.How are cases prioritized? What is the Bureau’s compliant prioritization policy? Is it
different from DCA’s Complaint Prioritization Guidelines for Health Care Agencies (August
31, 2009)? If so, explain why.

In 2014 the Bureau began drafting prioritization guidelines that were directly related to data
available from the institutions and the trends that the Bureau identified in complaints and
compliance inspections. However, with the passage of SB 1247 the Bureau was provided specific
prioritization guidelines and a mandate to promulgate regulations in order to implement the
guidelines. The Bureau has consulted with the Advisory Committee and is in the process of
promulgating the regulations regarding prioritization. Prior to this the Bureau was using DCA’s
Complaint Prioritization Guidelines for Health Care Agencies.

While regulations are being promulgated, the Bureau has established a prioritization methodology
that incorporates the Consumer Protection Enforcement Initiative and the statute to determine a
risk assessment score for the complaints. The risk assessment score for complaints is based on
the following criteria:

e Allegations of complaint
Population of surrounding community (where institution is located)
Number of open/closed complaints
Age of complaint
Institution status (active, expired, unapproved)

The risk score is then used to categorize the complaint. Complaints categories include:

e Urgent
e High
e Routine

The categories are used to prioritize the complaints. Urgent priority complaints are assigned to
field investigators. High priority complaints are assigned to desk analysts and the routine
complaints are assigned to the DCA Complaint Resolution Program and/or desk analysts.

35.Are there mandatory reporting requirements? For example, requiring local officials or
organizations, or other professionals to report violations, or for civil courts to report to the
Bureau actions taken against a licensee. Are there problems with the Bureau receiving the
required reports? If so, what could be done to correct the problems?

There is no mandated reporting in the Act.

36.Does the Bureau operate with a statute of limitations? If so, please describe and provide
citation. If so, how many cases have been lost due to statute of limitations? If not, what is
the Bureau’s policy on statute of limitations?
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The Act does not contain a statute of limitations or deadline for the Bureau to file an enforcement
or disciplinary action. The Bureau’s policy is to conduct thorough investigations and take
disciplinary action as necessary to protect students.

For student claims under the former law, according to California Education Code (CEC) section
94809.5:

Notwithstanding any other provision of law:

(a) For any claims that a student had based on a violation of the Private Postsecondary and
Vocational Education Reform Act of 1989 on or before June 30, 2007, the period of time from
June 30, 2007, to December 31, 2009, inclusive, shall be excluded in determining the deadline
or the statute of limitation for filing any claim with the bureau or a lawsuit based on any claim.

(b) All claims described in subdivision (a), except claims to the Student Tuition Recovery Fund,
including those contained in a lawsuit or other legal action, shall be determined or adjudicated
based on the law that was in effect when the violations or events took place, even though
those provisions have become inoperative, been repealed, or otherwise expired.

For student claims to the Student Tuition Recovery Fund, CCR, title 5, section 76200(b) provides:

The application must be fully completed and received by the Bureau, with supporting documents
that include, but need not be limited to, the enrollment agreement, promissory notes, if any, and
any receipts, within two years from the date of the closure notice explaining the student’s rights
under STRF, whether provided by the institution or the Bureau, or a maximum of four years if the
student receive no closure notice.

37.Describe the Bureau’s efforts to address unlicensed activity and the underground
economy.

The Bureau has established a team of staff that is responsible for researching unlicensed
institutions in California. In addition, field investigators and compliance inspectors when in the field
are cognizant of reporting possible unlicensed institutions observed.

Since the current Bureau was established in 2010, twenty-three citations have been issued for
unlicensed activity.

FY 2010/11 -0
FY 2011/12 -2
FY 2012/13 -9
FY 2013/14 -6
FY 2014/15 -6

Cite and Fine

38.Discuss the extent to which the Bureau has used its cite and fine authority. Discuss any
changes from last review and describe the last time regulations were updated and any
changes that were made. Has the Bureau increased its maximum fines to the $5,000
statutory limit?

The Bureau utilizes its cite and fine authority to address violations of the law that do not warrant
formal disciplinary action. Fine amounts range from $50 to $5,000 except for unlicensed activity
where a fine can be up to $50,000.
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The Bureau has four classes of citation:

“Class A” violation shall not be less than $2,501 or more than $5,000. A Class A violation is one
that the Bureau, in its discretion, determined to be more serious in nature, deserving the maximum
fine. A Class A violation may, in the Bureau’s discretion, be issued to an institution that has
committed one or more prior, separate Class B violations.

“Class B” violation shall not be less than $1,001 or more than $2,500. A Class B violation is one
that the Bureau has, in its discretion, determined to be less serious in nature and may include, but
is not limited to, a violation that could have resulted in student harm. Typically some degree of
mitigation will exist. A Class B violation may be issued to an institution that has committed one or
more prior, separate Class C violations.

“Class C” violation shall not be less than $501 or more than $1,000. A Class C violation is one that
the Bureau has, in its discretion, determined to be a minor or technical violation, which may be
directly or potentially detrimental to students or potentially impacts their education.

“Class D” violation shall not be less than $50 or more than $500. A Class D violation is one that
the Bureau has, in its discretion, determined to be a minor or technical violation, which is neither
directly or potentially detrimental to students nor potentially impacts their education.

39.How is cite and fine used? What types of violations are the basis for citation and fine?

Cite and Fine is used for cases where a violation of the law occurred and formal discipline is not
warranted. See response above for examples.

40.How many informal office conferences, Disciplinary Review Committees reviews and/or
Administrative Procedure Act appeals of a citation or fine in the last 4 fiscal years?

Over the past four fiscal years, the Bureau has held forty-one (41) informal office conferences,
sixty-six (66) citations were appealed and twenty-one (21) administrative hearings were
requested.

41.What are the 5 most common violations for which citations are issued?

The five most common violations for which citations are issued:

1- CEC section 94910 Failure to meet minimum requirements for the School Performance Fact
Sheet.

2- CEC section 94909 Failure to meet minimum requirements for the School Catalog.

3- CEC section 94911 Failure to meet minimum requirements for the Enrollment Agreement.

4- CEC section 94886 Approval to operate required

5- 5 CCR section 76130(b) Failure to collect and/or submit Student Tuition Recovery Fund
assessments.

42.What is average fine pre- and post- appeal?
The average fine amount pre-appeal is $27,368.91 and post-appeal is $12,018.26.

43.Describe the Bureau’s use of Franchise Tax Board intercepts to collect outstanding fines.
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When a fine is levied against an institution, it is provided 30 days to respond or pay. If payment is
not received within the specified time, three demand letters are sent to the institution/owner in 30
day increments. If payment is not received after the third demand letter, the Bureau works with
DCA Accounts Receivable office to establish a Franchise Tax Board (FTB) account number and
have the information submitted to FTB for collection. The FTB intercepts tax refunds and/or lottery
winnings and forwards those funds to the Bureau. The account remains open until the fees are
collected in full.

Cost Recovery and Restitution

44.Describe the Bureau’s efforts to obtain cost recovery. Discuss any changes from the last
review.

Cost recovery is requested for all accusations. Business and Professions Code section 125.3
provides cost recovery authority to boards/bureaus within the DCA. The Bureau refers disciplinary
cases to the Attorney General’s (AG) Office for the filing of an accusation. All Bureau accusations
have the possibility of an order for cost recovery. An administrative law judge (ALJ) makes a
proposed decision whether or not to grant the cost recovery. The amount of the cost recovery
requested/ordered is based upon a certification of hours provided by the investigator.

45.How many and how much is ordered by the Bureau for revocations, surrenders and
probationers? How much do you believe is uncollectable? Explain.

The Bureau has ordered $299,413.19 in cost recovery. To date, the Bureau has recovered
$10,000 in cost recovery (Table 11). The Bureau is unable to recover the costs due to the final
orders stating that the costs are due when/if the school/owner(s) apply for an approval to operate
from the Bureau or any of its successors; the vast majority do not apply.

46.Are there cases for which the Bureau does not seek cost recovery? Why?

The Bureau seeks cost recovery whenever possible.

47.Describe the Bureau’s use of Franchise Tax Board intercepts to collect cost recovery.

The process works the same as that used for citations. See above Item 43.

48.Describe the Bureau’s efforts to obtain restitution for individual consumers, any formal or
informal Bureau restitution policy, and the types of restitution that the Bureau attempts to
collect, i.e., monetary, services, etc. Describe the situation in which the Bureau may seek
restitution from the licensee to a harmed consumer.

The Bureau may seek restitution for an individual or groups of students through the administrative
process, that is, when the Bureau is taking an administrative action against an institution or,
issuing a citation, the Bureau may include restitution as part of the order. This is usually done
when the Bureau has determined that harm has been done by an institution operating without
approval or offering programs without approval. In those cases, the Bureau has sought a refund of
all monies paid by the student to the institution.

The Bureau has a Student Tuition Recovery Fund that is used to relieve or mitigate economic loss
suffered by a student while enrolled in an educational program at an institution that is not exempt
from Bureau oversight, who at the time of enroliment, was a California resident or was enrolled in
a California residency program, prepaid tuition and suffered an economic loss.
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Table 11. Cost Recovery (list dollars

FY 2011/12 FY 2012/13 FY 2013/14 FY 2014/15 | FY 2015/16*
Total Enforcement Expenditures $2,380 $3,296 $2,986 $5,046 $7,112
Potential Cases for Recovery ** 1 4 2 3 0
Cases Recovery Ordered 1 4 2 3 0
Amount of Cost Recovery Ordered $50,000 $71,653.42 | $139,266.88 | $38,492.89 0
Amount Collected 0 0 $10,000 0 0

*Through October 31, 2015

** “Potential Cases for Recovery” are those cases in which disciplinary action has been taken based on
violation of the license practice act.

Table 12. Restitution (list dollars i

FY 2011/12 FY 2012/13 FY 2013/14 FY 2014/15 | FY 2015/16*
Amount Ordered 0 $2,116,180.00 0 0 0
Amount Collected 0 0 0 0 0

Section 6 —
Public Information Policies

49.How does the Bureau use the internet to keep the public informed of Bureau activities?
Does the Bureau post Bureau meeting materials online? When are they posted? How long
do they remain on the Bureau’s website? When are draft meeting minutes posted online?
When does the Bureau post final meeting minutes? How long do meeting minutes remain
available online?

The Bureau maintains a website and social media presence, including Facebook and Twitter,
along with utilizing E-blasts, emails regarding events affecting the Bureau and the industry. The
Bureau posts meeting materials online at least ten days before an Advisory Committee Meeting.
These postings remain on the website indefinitely. Furthermore, draft meeting minutes are posted
with the meeting materials for the following meeting and the final minutes for a meeting are
generally posted within a month of the meeting in which the minutes were approved by the
committee. These minutes also remain posted indefinitely.

50.Does the Bureau webcast its meetings? What is the Bureau’s plan to webcast future
Bureau and committee meetings? How long to webcast meetings remain available online?

The Bureau has webcast every Advisory Committee meeting since 2012 and every Task Force
meeting. It is intended that that all future meetings will likewise be webcast whenever possible.
Webcasts of the meetings will remain online indefinitely.

51.Does the Bureau establish an annual meeting calendar, and post it on the Bureau’s web
site?
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The Bureau establishes an annual meeting calendar in January of each year for the quarterly
Advisory Committee Meetings. The schedule is posted on the Bureau’s web site.

52.1s the Bureau’s complaint disclosure policy consistent with DCA’s Recommended
Minimum Standards for Consumer Complaint Disclosure? Does the Bureau post
accusations and disciplinary actions consistent with DCA’s Web Site Posting of
Accusations and Disciplinary Actions (May 21, 2010)?

The Bureau’s complaint disclosure policy is consistent with the DCA’s Recommended Minimum
Standards for Consumer Complaint Disclosure. The Bureau posts accusations and disciplinary
actions consistent with the DCA’s Web Site Posting of Accusations and Disciplinary Actions.

53.What information does the Bureau provide to the public regarding its licensees (i.e.,
education completed, awards, certificates, certification, specialty areas, disciplinary action,
etc.)?

The Bureau’s website contains a directory of approved institutions which includes the programs
the institution is approved to offer along with the institution’s contact information. The website also
has Annual Reports, School Catalogs and Performance Fact Sheets, along with Compliance
Inspections, including results of the inspection, and disciplinary actions. Since October 2015 the
Bureau has been posting on its website those schools that were denied approval to operate.

54.What methods are used by the Bureau to provide consumer outreach and education?

The Bureau uses its website and outreach calendar along with Facebook, Twitter, and E-mail
blasts to keep the public informed of ongoing and upcoming events. The Bureau also attends
events such as college fairs along with the California Student Aid Commission, which informs
students of the Bureau and the resources available to them from the Bureau. Additionally, the
Bureau provides workshops, including a licensing workshop and a compliance workshop, to help
educate institutions and increase compliance.

When institutions close precipitously the Bureau sends staff to the institution or, if that is not
possible, finds a nearby location in order to meet with students impacted by the closure and inform
them of their rights as students and information on the Student Tuition Recovery Fund. The
Bureau also provides information on closed school loan discharges when applicable.

Section 7 —
Online Practice Issues

55.Discuss the prevalence of online practice and whether there are issues with unlicensed
activity. How does the Bureau regulate online practice? Does the Bureau have any plans
to regulate internet business practices or believe there is a heed to do so?

The Bureau reviews distance education programs being offered by institutions with a physical
presence in California for compliance with operating standards in conjunction with application
processing and compliance inspections. The Bureau also reviews institutional websites for
compliance with statute and regulation.
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Section 8 —

Workforce Development and Job Creation

56.What actions has the Bureau taken in terms of workforce development?

The Bureau works with the Employment Development Department’s Workforce Investment Board
(WIA Board) to provide the information the WIA Board needs to determine compliance with its
regulations. Further, the Bureau has been working with the Department of Industrial Relations to
determine appropriate oversight of pre-apprenticeship programs.

57.Describe any assessment the Bureau has conducted on the impact of licensing delays.

The Bureau understands that having a backlog of applications for approval to operate creates
delays in schools opening. The Bureau received additional staffing in fiscal year 15/16 and
ongoing in order to address the backlog that was caused by the Bureau’s inability to hire when it
was created.

58.Describe the Bureau’s efforts to work with schools to inform potential licensees of the
licensing requirements and licensing process.

In 2014 the Bureau introduced “Application Workshops.” The workshops provide instruction on
how to complete the “Application for Approval to Operate an Institution Not Accredited” and staff
from the licensing unit provides instruction on how to best present material for Bureau review.
Further, the workshops make Bureau staff available to applicants to address any questions they
have.

59.Provide any workforce development data collected by the Bureau, such as:

a. Workforce shortages: The Bureau has formed a Task Force to review institutions that provide
instruction in writing computer code and other high technology fields. Information on the
Innovative Subject Matters Task Force is posted on the Bureau’s website.

b. Successful training programs: The Bureau publishes the annual reports of the schools
showing program outcomes including completion and placement rates.

Section 9 —
Current Issues

60.What is the status of the Bureau’s implementation of the Uniform Standards for Substance
Abusing Licensees?

Uniform Standards for Substance Abusing Licensees does not apply to the Bureau as the Bureau
licenses applicants which can be either a natural person or a business organization, irrespective
of its form, per California Education Code sections 94816 and 94855.

61.What is the status of the Bureau’s implementation of the Consumer Protection
Enforcement Initiative (CPEI) regulations?

The Bureau sends monthly reports to the Department regarding its enforcement timelines. As
discussed earlier, these are included as Attachment E
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62.Describe how the Bureau is participating in development of BreEZe and any other
secondary IT issues affecting the Bureau.

The Bureau is in Release 1l of BreEZe. However, Release Il schedule has been changed and is
currently To Be Announced. Other IT issues are discussed in more detail below in Section 10,
Issue 2) “Outdated technology systems and the implementation of BreEZe.”

Section 10 -

Bureau Action and Response to Prior Sunset Issues

Include the following:
1. Background information concerning the issue as it pertains to the Bureau.

2. Short discussion of recommendations made by the Committees/Joint Committee during prior
sunset review.

3. What action the Bureau took in response to the recommendation or findings made under prior
sunset review.

4. Any recommendations the Bureau has for dealing with the issue, if appropriate.

There were 26 issues raised during the prior sunset review. Many of the issues were addressed in
SB 1247 which extended the Bureau’s sunset for two years. Some have not been addressed.

Prior Issue #1: Current Staffing and Allocation of Resources are Inadequate

Staff Recommendation: The Bureau should advise the Committees what steps it is taking to ensure
that licensing backlogs are reduced and enforcement timelines are improved. The Bureau should also
identify what additional staffing and resources are necessary to deal with these delays.

The Bureau informed the committee that a workforce study was underway and the results of the
workforce study would be evaluated and implemented. In February, 2015, CPS HR Consulting
Services issued the second of three reports. The second report recommended the Bureau convert
limited term positions to permanent full time positions and add additional staff to address the backlog
and ongoing workload. This position authority was intended to address ongoing workload and backlog
reduction. The report also provided recommendations for process improvements. Those
recommendations included creation of an “annual reports unit” that would be devoted to reviewing the
documentation that is submitted with the annual report. The work done by this unit could be utilized
by all units within the Bureau. The report recommended complaint prioritization, continuing the
streamlining of the compliance inspection process (already in process) and eliminating or reducing
the number of deficiency letters for licensing applications (already implemented).

As a result of the study, the Bureau moved forward with a Spring Finance Letter and ultimately
received authority to convert 17 limited term positions to full time/permanent positions, add an
additional 10 positions permanent/full time and additional funding for overtime, permanent/intermittent
positions and temporary help.

In anticipation of approval of the request, the Bureau began the process to create the positions, draft
the duty statements, acquire space for the additional staff, order the additional equipment necessary
and develop training plans. As soon as possible after the required approvals, the positions were
advertised and as of October 31, 2015, the positions have been filled. Sixteen of the seventeen
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positions converted from Limited Term to Permanent are filled with the final position in the process of
being filled.

Prior Issue #2: Outdated Technology Systems and the Implementation of BreEZe

Staff Recommendation: The Bureau should provide an update of anticipated timelines, existing
impediments and the current status of utilizing BreEZe, as well as any intermediate efforts underway
intended to improve the Bureau's information collection and tracking systems.

As the committees are aware, there has been and continues to be much discussion surrounding the
BreEZe data system being developed by the DCA. The Bureau was scheduled to be in Release Il of
BreEZe.

The Bureau is working with a vendor to develop the requirement specifications and business flow
documentation for an upgrade to the current system for institutional submission and bureau
processing of the institutional Annual Report. The first planning phases and requirements gatherings
are in process as of October, 31 2015 and the Bureau will be able to move to the next step in
implementing the changes. The Bureau remains optimistic in the ability to get the changes made
timely, and we continue to work toward an implementation date of December, 2016. Therefore, these
intermediate efforts are intended to improve the Bureau’s information and tracking systems by
allowing the Bureau to automate the way it collects and utilizes institutional data which will integrate
into the prioritization of compliance inspections and complaint investigations as required by SB 1247.

Prior Issue #3: Underutilized Advisory Committee

Staff Recommendation: The Bureau may consider consulting Advisory Committee members more
frequently and provide additional opportunities for Advisory Committee meetings to better include
public dialogue to assist the Bureau in its work enforcing the Act and also as a means of solving
some of the operational problems the Bureau

currently faces.

The Advisory Committee has met quarterly since November, 2014 with meeting dates set a year in
advance. The Advisory Committee has provided input on every regulation package that the Bureau
has brought forward with informed discussion on key points. Further, the Advisory Committee has
been provided the Bureau’s procedures for review and comment. The August, 2015 and November,
2015 meetings included the mandated discussion of the fee schedule.

Prior Issue #4: Insufficient Spending Authority

Staff Recommendation: The Bureau should be granted additional spending authority to improve
operations and increase efficiency through the hiring of appropriate staff, the ability to conduct regular
staff trainings, the purchase of an enhanced data tracking system and other tools necessary for the
Bureau to meet its consumer protection mandate, as well as provide quality regulation of private
postsecondary educational

institutions. The Committees may also wish to change the mechanism by which fees are reduced,
when necessary, and delete the provision authorizing BPPE staff to decrease

fees if it determines that the cost of regulation of an institution is less than the cost of fees.
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SB 1247 eliminated the alternative annual fee calculation and provided authorization for two
additional staff and staff training. As a result of the mandates in SB 1247, the Bureau was able to
submit and have approved two BCPs for 2015-16 and ongoing. The increased spending authority will
allow for the hiring of 20 additional permanent full time staff, conversion of 17 existing limited term
positions to permanent full time, one limited term position and additional resources upon approval
from the Department of Finance for overtime, temporary help and permanent intermittent staff to
address the Bureau’s licensing and enforcement backlogs.

Moving forward, the Bureau feels there is sufficient spending authority to eliminate the backlogs and
address the normal workload.

Prior Issue #5: Unaccredited Degree Granting Programs

Staff Recommendation: . The Committees may wish to amend the Act to increase the quality of
educational programs in California by requiring institutions offering a degree to be accredited in order
to obtain BPPE approval to operate. The Committees may wish

to provide a phase-in period for this requirement to allow unaccredited degree programs

time to meet the accreditation requirement. The Committees may also wish to require that currently
unaccredited degree granting programs either change their program to

offer certificates or update the Bureau as to their plan for obtaining accreditation. The

Committees may also wish to require new institutions applying to the Bureau as an unaccredited
degree granting program to provide a similar plan for accreditation with their initial application for
approval.

With the provision in SB 1247 that all degree granting institutions be accredited by July 1, 2020, the
Bureau has commenced the process of reviewing plans for accreditation that have been submitted by
degree granting institutions and forming visiting committees in order to review institutional progress
toward accreditation. During July 2015, the Bureau issued orders for automatic suspension of
approvals to operate to eleven institutions that failed to provide the Bureau their plan for achieving
accreditation by July 1, 2015. As of August 1, 2015 there are approximately 107 institutions that are
unaccredited and offering degrees. Those institutions have submitted a plan to achieve accreditation
by July 1, 2020. The Bureau is currently in the process of training staff to organize site visits to verify
progress toward accreditation.

Prior Issue #6: Oversight by BPPE of Distance Learning

Staff Recommendation: The Committees may wish to examine the issue of reciprocity .

agreements further prior to authorizing the Bureau to enter into agreements. While SARA is the most
frequently discussed option for reciprocity in distance education regulation, there may be other
options and avenues in the future. The Committees may wish to establish standards for the
reciprocity agreements BPPE enters into, if any, and basic protections that must be in place prior to
California entering into an agreement.

This issue was not addressed in prior legislation but legislation has been introduced to allow
California to participate in SARA; however the bill failed to pass out of the Senate Committee on
Education by the required deadline. At present approximately 27 states have joined SARA, but others
have plans to join at some point in the future.

Page 38 of 46



Prior Issue #7: Exemption of Regionally Accredited Schools

Staff Recommendation: Students are best protected by a single system for regulation of private
postsecondary institutions in California. A pathway exists currently for exempt institutions to maintain
Title 1V eligibility by voluntarily coming under the Bureau's jurisdiction. The Committees may wish to
establish criteria other than the type of or lack of accreditation for the Bureau to focus its efforts. The
Bureau should update the Committees on the number of regionally accredited institutions that have
submitted applications or been granted licensure by the Bureau. The Bureau should explain to the
Committees any challenges that could arise if some schools are only subject to some provisions of
the Act while others were subject to all provisions.

The Bureau response at the time was that there had been approximately ten non-WASC regionally
accredited institutions that had submitted applications for approval to operate with the Bureau. As a
result of the United States Department of Education requirements for state authorization and the
requirement that was put in to place by SB 1247 that all institutions receiving funding for their veteran
students must be approved by the Bureau, that number has grown to approximately 22 WASC and
non-WASC accredited institutions that have applied for approval to operate with the Bureau.

Prior Issue #8: Transferability and the Requirement for Certain Types of Accreditation by DCA
Entities

Staff Recommendation: The Committees may wish to create uniformity for the accreditation of
educational institutions attended by potential licensees of DCA boards. The Committees may also
wish to establish a task force comprised of board representatives, students, faculty, higher education
experts and representatives from accrediting agencies to provide advice on the issues of appropriate
accreditation and options for transferability from certain institutions like those regulated by the Bureau
to other segments of higher education in California. The Committees may wish to clarify required
disclosures to students related to transferability to ensure that they are provided in easily
understandable language and may wish to require that schools provide information about the
institutions with which they have articulation agreements.

This issue was not addressed in SB 1247 and the Bureau has no oversight of accreditation standards
for other DCA Boards and Bureaus or transferability of educational credits.

Prior Issue #9: Relationship of the Bureau to Other Licensing Entities

Staff Recommendation: The Bureau should describe the current MOUs it has with other entities and
the MOUs it is currently working to establish. The Committees may wish to better understand the role
of, and efforts by DCA to promote educational quality in workforce training programs approved,
recognized or required by DCA boards for licensure. The Committees may wish to ensure that the
Bureau establish partnerships and working relationships with DCA boards, but should be cautious
about replacing Bureau responsibilities entirely by formally transferring school evaluation to licensing
entities, as suggested in the BSA report. The Committees may wish to strengthen the Act to ensure
that students are receiving training that allows them to become licensed when the intention of their
enroliment is licensure.

The Bureau has MOUs with three other licensing entities within the Department: the Board of
Registered Nursing, the Board of Barbering and Cosmetology, and the Board of Vocational Nursing
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and Psychiatric Technicians. Presently the Bureau is working on an MOU with the California State
Approving Authority for Veteran Education (CSAAVE).

ISSUE #10: Massage Therapy Schools

Staff Recommendation: The Committees may wish to amend the Private Postsecondary Education
Act to clarify that the BPPE shall take into consideration either the approval or disapproval of a
massage therapy school by the CAMTC and both entities should enter into a more formal MOU to
delineate the role each entity has in approving massage therapy schools.

SB 1247 did not address this issue; however, the Bureau meets and discusses common issues with
the California Massage Therapy Council.

ISSUE #11: English Language Training Programs

Staff Recommendation: It does not appear necessary to make statutory changes to ensure that
ELTPs are qualified for exemptions from the Act and that their specific programs are defined to
ensure that exemption. The Bureau should update the Committees on its continued outreach and
communication with ELTPs solely offering ESL programs, subject to the requirements established by
SEVP, and advise the Committees under what circumstances changes to the Act related to these
institutions are necessary.

The Bureau agreed that clarification in the Act may not be necessary; the matter could be resolved
through regulation. Since the prior report, the Advisory Committee has discussed the possibility of
amending regulations to provide certain English Language Schools (ESL) exemption from the law.
However, the regulations mandated by statute have taken priority. Regulations regarding ESL
schools may be promulgated sometime during 2016.

ISSUE #12: Flight Schools

Staff Recommendation: The Committees may wish to amend the Act to ensure that flight schools
exempt from the act are prohibited from collecting more than $2500 in prepayment from students,
clarifying current law so a flight school actually charging

$2500 or more up front is not able to be granted an exemption simply on the technicality that they do
not require prepayment.

The Bureau supported such a proposal at the time and has implemented the changes made in
SB 1247.

ISSUE #13: Coding Academies

Staff Recommendation: The Committees may wish to evaluate whether students attending
bootcamps should receive certain disclosures prior to enrollment and whether reporting of student
outcomes are appropriate. The Committees may wish to consider whether it is appropriate to regulate
bootcamps in the same manner and subject to the same provisions of the Act as other private training
programs. The Committees may wish to allow for temporary approval of bootcamps under the Act or
temporarily exempt bootcamps from the Act for one year (provided that bootcamps meet strict refund
requirements) , and revisit the issue of appropriate state regulation, working collectively with
stakeholders like the Bureau, bootcamp owners and operators, former students, employers, state
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agencies and higher education experts. The Committees may also wish to evaluate what steps the
state and Bureau can take to generally promote the growth of high quality programs intended to train
for jobs in the ever-growing high tech field.

SB 1247 mandated that the Bureau form a Task Force for high technology training schools. The Task
Force was organized in early 2015, and the composition was announced at the February 18, 2015
Advisory Committee meeting. The Task Force has been meeting regularly and is on target to meet
the deadlines for submission of the required report to the Advisory Committee by January 1, 2016.

ISSUE #14: Transitional Provisions

Staff Recommendation: The Committees may wish to eliminate the de-facto approval for institutions
that began operating during the sunset period to ensure that schools not approved by the Bureau are
not open for business.

SB 1247 eliminated the de-facto approval to operate for institutions that commenced operation during
the sunset period.

ISSUE #15: Licensing Enhancements

Staff Recommendation: The Committees may wish to consider amending the Act to create pathways
for a streamlined licensing process when identified and available, ensuring that program integrity and
student information are not negatively impacted.

This was not addressed in SB 1247.
ISSUE #16: Compliance Inspections

Staff Recommendation: There is already precedent for certain criteria such as cohort default rate,
restrictions on accreditation and high program cost without a demonstration of aptitude prior to
enrollment to be likely indicators of an institution's ability to comply

with the Act. The Committees may wish to delineate certain criteria in statute that could assist the
Bureau in prioritizing its inspections of institutions. The Bureau may also wish to consult its Advisory
Committee on the criteria it can use to identify institutions that may require more immediate attention
and those that may not need to-be inspected right away. The Committees may also wish to decrease
the number of mandatory inspections to reflect a more workable number given the challenges the
Bureau faces with staffing, workload and training, or eliminate a statutory timeframe altogether. The
Committees may also wish to grant the Bureau flexibility in determining when to conduct announced
and unannounced inspections based on an evaluation of any possible criteria used to prioritize the
licensees that are inspected. The Committees may wish to require the Bureau to work with
accrediting agencies to consolidate oversight visits to institutions.

SB 1247 changed the amount of time the Bureau had to conduct compliance inspections from two
years to five years. Further, prioritization criteria were outlined with a mandate to promulgate
regulations in order to implement them. The regulations were discussed at the February 2015
Advisory Committee meeting and are presently going through the approval process. However, the
Bureau has implemented prioritization metrics as a matter of policy where possible.
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ISSUE #17: Unlicensed Activity

Staff Recommendation: The Committees may wish to require the Bureau to establish a proactive
program to identify unlicensed institutions, as recommended by BSA. The Committees may also wish
to ensure that the Bureau takes proper action against unlicensed institutions, as recommended by
BSA, by sanctioning these entities and tracking information related to enforcement. The Committees
may also wish to amend the Act to allow the Bureau to post application denials on the Web site to
make consumers aware in the event that an institution is operating without a license and has been
denied by the Bureau. Given the significant consumer harm potential involved in

operating an unlicensed school, the Committees may also wish to create stronger penalties for
institutions operating without approval.

SB 1247 requires the Bureau to post on its website denials that have exhausted the appeals process
or not been appealed. The Bureau is in the process of posting all prior denials on the website. The
Bureau had previously implemented processes for unlicensed activity.

ISSUE #18: Enforcement Improvements

Staff Recommendation: The Committees may wish to clarify the Act to create consistent statutory
language that ensures that approvals to operate are issued to institution owners and all disciplinary
and enforcement actions are taken against institution owners. The Committees may also wish to
review the due process implications of requiring an institution that has been denied a renewal to
cease operations while an appeal is pending and working its way through the system toward a
hearing. The Committees may wish to require the Bureau to have an investigative unit focused
completely on deceptive marketing practices, given the severe nature of these violations and Bureau
financial resources that could be dedicated to creating a unit staffed by experienced, trained
investigators. The Committees may wish to allow the Bureau to whether an institution must close,
depending on the seriousness of the violation and may wish to direct the Bureau to use the
Emergency Decision pathway when students are at risk of harm.

SB 1247 clarified that approvals are issued to “applicants,” who are persons (i.e., individuals or
business organizations). This clarifies that disciplinary actions are taken against the person approved
to operate the institution.

SB 1247 also clarified that persons approved to operate the institution that are denied their renewal to
operate may continue to operate throughout the Administrative Procedure Process if the institution
has appealed the denial. The Bureau does, however, require the institution to provide disclosures to
current and prospective students that the institution has been denied its renewal to operate and may
close if they are not successful with their appeal.

ISSUE #19: Complaints

Staff Recommendation: The Committees may wish to ensure that the Bureau acquires additional,
experienced investigative staffing in the appropriate classifications to effectively process complaints.
The Committees may wish to ensure that Bureau staff receive more training in areas, as noted by
BSA, like evidence-gathering techniques and knowledge about when they have sufficient evidence to
advance or close complaints. The Committees may wish to amend the Act to outline a complaints
process for the Bureau to follow, including criteria for determining the order in which complaints
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are addressed as well as the necessary documentation, information and resources that will assist in
reviewing complaints, among other items.

SB 1247 mandated training for Bureau staff by the California Attorney General’s office. To date, the
Bureau has worked in conjunction with the Office of the Attorney General and conducted training for
staff in the areas of evidence gathering, courtroom testifying and report writing. The Bureau is also
working on additional training for understanding the statute and regulations and sufficiency of
evidence. Further, SB 1247 provided prioritization guidelines that the Bureau is working to implement
by promulgating regulations.

ISSUE #20: School Closures and STRF

Staff Recommendation: The Bureau should update the Committees on its efforts .

related to school closures and students impacted by school closures. The Bureau

should continue to improve its administration of STRF and dedicate staff to ensuring that monies are
properly collected, claims are swiftly processed and payouts are made in a timely fashion. The
Bureau should update the Committees on its current efforts related to third-party payers and advise
the Committees as to any statutory changes that could enhance STRF. The Committees may wish to
expand the uses of STRF and evaluate the timelines under which students have to file a claim.

SB 1247 expanded the scope of STRF to include students that attended unapproved institutions.
SB 1247 mandated regulations which were discussed at the Advisory Committee meeting held in
November 2014 and February 2015. The regulations are currently going through the approval
process. These proposed regulations provide that third party payer benefits can be part of a STRF
claim and includes a new system for refunds based on that benefit

During 2015 the Bureau experienced the largest school closure to date. Corinthian Colleges, which
included Everest and WyoTech, institutions regulated by the Bureau, and Heald College, which was
not regulated by the Bureau, announced abruptly on April 26, 2015 that they were closing their doors
as of April 27, 2015. This closure impacted eleven Everest and two WyoTech campuses and their
4,000+ students that were enrolled at the time of the school closure. Additionally, Heald College
enrolled 7,000+ students. The Bureau responded to this closure by deploying 26 staff members to the
Everest and WyoTech locations in order to meet with students, provide them information on their
rights under the Student Tuition Recovery Fund and to answer any questions they may have
regarding the fund. Bureau staff also provided the telephone numbers for the Bureau in the event the
student had any further questions. Overall, Bureau staff met with approximately 3,200 (80%) of the
Everest and WyoTech students enrolled at the time of the school closure and has since responded to
over 9,000 telephone calls and e-mail requests for additional information or transcripts. The Bureau
has received over 280 applications for relief under the Student Tuition Recovery Fund and continues
to accept and process applications as they are received.

ISSUE #21: Veterans Educational Benefits Oversight

Staff Recommendation: The Committees may wish to require that any school in California receiving
benefits administered by the VA and/or DOD must be approved by the Bureau and subject to the Act.
The Committees may wish to specify that institutions accepting benefits administered by the VA
and/or DOD provide students their associated money for living expenses and other costs within the
timeframe established under federal law.
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SB 1247 mandated that institutions may not claim an exemption from the law and still receive
veteran’s education benefits unless they were “independent institutions” or met the terms of a very
specific exemption under the law. The Bureau sent letters to all institutions that it could determine
were exempt from Bureau oversight and receiving veteran education benefits to notify them of this
change

ISSUE #22: Disclosures, Data, Student Outcomes, and Measuring Student Performance

Staff Recommendation: The Committees may wish to authorize institutions receiving Title 1V financial
aid to report IPEDS data and data required under the Gainful Employment regulation to the Bureau
on the School Performance Fact Sheet. The Committees may wish to require the Bureau to enter into
an MOU with the Employment Development Department to gain access to the type of wage data
available on Salary Surfer and as a means of verifying information reported by institutions. The
Committees may also wish to require additional disclosures be made to potential students and
reported to the Bureau such as information about any legal or administrative actions brought against
an institution. The Committee may wish to enhance, simplify or substitute disclosures only in the
event that students still receive the maximum amount of information to assist in making informed
decisions about enroliment.

SB 1247 mandated additional information be collected from institutions in conjunction with the
Performance Fact Sheet and Annual Report. The Bureau is currently promulgating regulations to
implement the changes that were made. In addition to the mandated regulatory changes, SB 1247
required the Bureau to perform a study on various disclosures in order to determine if there is a better
way to disclose information and avoid duplication. The Bureau has opted to look for an individual or
organization outside of the Bureau to conduct the study into disclosures and to that end requested
bids for completion of the work. The Bids closed on September 15, 2015 and it is the hope of the
Bureau that work on this important disclosure document commences as soon as possible after the bid
process closes.

ISSUE #23: Law School Disclosures

Staff Recommendation: The Committee may wish to amend the Act to authorize a law school
accredited by the ABA, and owned by an institution operating under the Bureau, to satisfy the current
disclosure requirements of the Fact Sheet by instead doing the following: complying with ABA
disclosure requirements; reporting to the National Association for Law Placement; and making
completion, Bar passage, placement, and salary and wage data available to prospective students
prior to enroliment through the application process administered by the Law School Admission
Council. The Committees may wish to ensure that any specific information required on the Fact
Sheet that may help students make informed decisions is also disclosed by a law school under the
Bureau's authority.

AB 834 Williams (Chapter 176, Section 2, Statutes of 2014) effected this change. The bill was
effective on January 1, 2015, and the Bureau is implementing this bill.

ISSUE #24: Private Right of Action

Staff Recommendation: The Committees should not amend the Act to include a Private Right of
Action. It does not appear as if a Private Right of Action would be in the best interest of students in
regulating private postsecondary institutions. Instead, the necessary improvements to provide for a
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more robust regulatory structure and coordination more fully with the AGs office in pursuing legal
action against schools which violate the Act should be an immediate priority. The Committees should
also ensure that the DAGs most familiar with consumer protection in California are assigned cases
referred by the Bureau.

No changes were made in statute in the area of private right of action.

ISSUE #25: Technical Changes May Improve Effectiveness of the Act and BPPE Background:
Identified instances where technical clarification may be necessary:
e References in the Act to School Performance Fact Sheet but to Fact Sheet in the
Bureau's regulations.
e Obsolete references to CPEC throughout the Act.
e Obsolete references to BPPVE throughout the Business and Professions Code.

Staff Recommendation: The Committees may wish to amend the Act to include technical
clarifications.

The Bureau believes these technical changes were made.

ISSUE #26: Should the BPPE be Continued?

Staff Recommendation: The Committees should seriously consider reconstituting the Bureau as an
independent board comprised of members from the following categories: students who are or have
attended schools regulated under the Act; individuals with a record of advocacy on behalf of
consumers; representatives of private postsecondary education institutions; employers that hire
institution graduates and; members of the public. Strong consideration should be made to include
current Advisory Committee members as members of an independent board.

While changes were made to the composition of the Advisory Committee, the Bureau remains a
Bureau under the Department. The Bureau appreciates the continued support of the Committees.

Section 11 —

New Issues

This is the opportunity for the Bureau to inform the Committees of solutions to issues identified by the
Bureau and by the Committees. Provide a short discussion of each of the outstanding issues, and
the Bureau’s recommendation for action that could be taken by the Bureau, by DCA or by the

Legislature to resolve these issues (i.e., policy direction, budget changes, legislative changes) for
each of the following:

1. Issues that were raised under prior Sunset Review that have not been addressed.

The only outstanding issue the Bureau has identified is regarding the State Authorization
Reciprocity Agreement (SARA). As noted earlier, legislation has been introduced to allow
California to participate in SARA; however the bill failed to pass out of the Senate Committee
on Education by the required deadline. If a bill to establish a pathway for participation in SARA
was introduced, the Bureau would provide technical assistance.

2. New issues that are identified by the Bureau in this report.
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The Bureau has raised the fiscal challenges that its fund is experiencing. The Advisory Group
has begun discussing the current fee schedule and will likely make its recommendation(s) to
the Bureau in early 2016.

New issues not previously discussed in this report.

Currently, the Bureau is mandated to perform two compliance inspections of every approved
institution within the five-year approval period. In the course of a compliance inspection, the
inspector may find a number of violations that would indicate a larger investigation of the institution is
necessary. Under current law, the Bureau cannot use the compliance inspection results as the
investigation. Instead, an investigator must visit the institution a second time and confirm the violations
discovered during the compliance inspection and gather evidence on that visit for use in the
investigation. This is problematic for a couple of reasons. First, the Bureau is duplicating the effort,
which is a waste of resources. Second, an institution may become aware of certain violations during the
course of the compliance inspection and make an effort to hide those violations in any subsequent visit
by an investigator conducting an investigation. Eliminating this cumbersome requirement would provide
better consumer protection because the limited resources of the Bureau would be better utilized, and
investigators could potentially spend less time gathering evidence and more time processing the
existing evidence, allowing them to process and complete more investigations in a shorter amount of
time. These investigators respond to both outside consumer complaints as well as Bureau generated
complaints, so efficiency in processing complaints is critical.

New issues raised by the Committees.
The Bureau is not aware of any new issues raised by the Committees at this time.

Section 12 -
Attachments

Please provide the following attachments:

A.
B.

Bureau’s administrative manual.

Current organizational chart showing relationship of committees to the Bureau and
membership of each committee (cf., Section 1, Question 1).

C. Major studies, if any (cf., Section 1, Question 4).

D. Year-end organization charts for last four fiscal years. Each chart should include number of

staff by classifications assigned to each major program area (licensing, enforcement,
administration, etc.) (cf., Section 3, Question 15).

Performance measure report as published on DCA website.
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Overview of the Bureau

The Bureau for Private Postsecondary Education came into
existence on January 1, 2010, following the passage of
Assemble Bill 48, known as the California Private
Postsecondary Education Act of 2004 (California Education
Code, Title 3, Division 10, Part 59, Chapter 8).

Bureau Mission Statement

The Bureau exists to promote and protect the interests of
students and consumers: (i) through the effective and
efficient oversight of California’s private postsecondary
educational institutions, (i) through the promotion and
competition that rewards educational quality and
employment outcomes, (iii) through proactively combating
unlicensed activity, and (iv) by resoiving student complaints -
in a manner that benefits both the complaining student and
future students.

About This Manual

This manual outlines the existing policies and procedures
that guide Bureau staff in completing their duties in an
effective, efficient and consistent manner.
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Title: Supersedes: Procedure #:
Posting to Facebook and | 2013-0001 2013-0001
Twitter Procedures February 18, 2013

”A;iproved By.
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Issue Date:
March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure information posted to Facebook and Twitter are in accordance with
Department of Consumer Affairs (DCA) policy and State requirements. To insure that
information posted to Facebook and Twitter is appropriate and accurate.

Purpose: This procedure outlines the process for posting to the Bureau's Facebook
and Twitter accounts.

Definitions:
Outreach analyst - The Bureau analyst charged with the responsibility of ensuring the
web site is up-to-date and accurate at all times.

Preapproved postings — ltems that have previously been approved for posting to
Facebook and/or Twitter and have been approved for future posting without re-approval.

Productivity Benchmarks: The total time spent by the Outreach analyst on this task
will vary greatly depending on the number of posts each month. A typical post will take
no more than a total of 30 minutes.

Procedures for Posting to Facebook or Twitter:

1. All requests to post to Facebook or Twitter shail be approved by the Chief of the unit
responsible for the information.

2. Staff shall submit their request via email to their supervisor for approval. If
approved, the supervisor shall forward the request to the Chief for final approval.
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3. if approved, the Chief will forward the request to the Administration Unit, Qutreach
analyst.

4,

If the request is general in nature and requires posting on a regular basis, the
Outreach analyst will request preapproval from the Administration Unit manager
so that approval is not required each time the information needs to be posted.

The Outreach analyst will review the request and if he/she has any concerns,
comments, or questions, will work with the requestor to resolve.

The Outreach analyst will ensure the request is written in the appropriate
manner, i.e., includes # where applicable.

The Qutreach analyst shall submit the documentation regarding the change(s) to
the Administration Unit manager for approval.

Upon approval, the Outreach analyst will post the information to Facebook and/or
Twitter.

If the post is marked urgent, the Outreach analyst will ensure the post is up
immediately following approval.

10. The Outreach analyst will notify the requestor that the request information has

been posted to Facebook and/or Twitter.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Student Tuition Recovery | 2013-0033 2014-0033
Fund Assessment May 3, 2013

Reporting Form

Procedures

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately

Issue Date: Approved By:

Ui Lmecy

March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: The Student Tuition Recovery Fund (STRF) is funded by a mandatory fee
imposed by the State in accordance with the California Education Code. Qualified
California students are subject to a STRF fee and subsequently may be eligible for a
reimbursement through STRF should their school close prior to their graduation.

Purpose: The STRF fund exists to relieve or mitigate economic losses suffered by a
qualifying student in a qualifying educational program in accordance with California
Education Code §94837.

Definitions: N/A

Productivity Benchmarks: The Bureau fiscal analyst may spend up to a total of two
days (16 hours) per quarter researching, making telephone calls and reviewing STRF
Assessment Reporting Forms received from private postsecondary schools.

Procedures for Processing the STRF Assessment Reporting Form:

1. STRF Assessment Reporting Forms (Form/STRF-7/10) are submitted by each
school on a quarterly basis. The completed forms are received in the mail and
provided to the fiscal analyst for processing.

2. The fiscal analyst shall review each form received for completeness and accuracy.

3. The fiscal analyst shall ensure that lines A through F have been completed. A blank
line is not acceptable in place of a zero. The form must be signed and dated.

saaaee———— T
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If the form has a deficiency, the fiscal analyst shall work with the school in an
attempt to correct the deficiency at the lowest possible level.

Deficiencies are corrected as follows:

fncorrect calculation(s) — contact the school and identify the error. Explain the
correct way to calculate the information. Instruct them to correct the error and
resubmit their form. Refer them to California Code of Regulations (CCR) §76130
for the applicable citation regarding assessment submissions.

Blank(s) instead of zero(s) - contact the school and identify the error. Explain the
correct way to calculate the information. Instruct them to correct the error and
resubmit their form. Refer them to CCR §76130 for the applicable citation
regarding assessment submissions.

Signature and/or date omitted — contact the school and identify the error. Instruct
them to sign, date, and resubmit their form. Refer them to CCR §76130(c) (7) for
the applicable citation regarding assessment submissions.

Line A and B do not match — this can only happen in the rare instance that
students are enrolled in distance education and are not considered California
residents OR student charges are paid 100% by a third party. If line A and B do
not match, then the school shall be contacted to ensure they have correctly
entered the information. If the form was submitted in error, then instruct them to
correct the error and resubmit their form. Refer them to CCR §76130 for the
applicable citation regarding assessment submissions.

After three or more unsuccessful attempts to coach schools on the correct
submission of information, the school may be referred to the Enforcement Unit
for appropriate action.

Completed STRF Assessment Reporting Forms are filed in numeric order by the
school code with the most recent form on top. The filing cabinet utilized for these
forms is in the Administration Unit.

o .
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Student Tuition Recovery | 2013-0034 2013-0034
Fund Procedures October 28, 2014

Procedure Owner: Effective: Pages: 10
Administration Unit Immediately

Issue Date: Approved By:

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

March 12, 2015

Policy: The Student Tuition Recovery Fund (STRF) is funded by a mandatory fee
imposed by the State. Students who are California residents, or enrolled in a residency
program, are subject to the fee and subsequently may be eligible to make a claim for
tuition recovery from STRF should their school cease operations prior to their
graduation.

Purpose: This procedure outlines the steps for processing a STRF claim from
inception to completion within 90 days in accordance with the goal established by the
Bureau for Private Postsecondary Education (Bureau)

Definitions:
SAIL — Acronym standing for Schools Automated Information Link. SAIL is the Bureau'’s
database that contains information on California private postsecondary schools.

Eligible student — A student must attend a qualifying school. A qualifying school is
either licensed by the Bureau or exempt from licensure because the school is regionally
accredited.

California resident — A student is considered a resident if they execute their enrollment
agreement with residing in the State of California.

Residency program — A student is enrolled in an educational program and some portion
of their instructions occurs in the physical presence of the instructor in the same
location.

Prepaid tuition — Evidence of tuition prepaid by the student.

- . .. . . ]
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Assessment — The STRF fee submitted to the Bureau by the school on behalf of the
student.

Economic loss — Proof that the student suffered an economic loss due to their sbhool
closing prior to receiving the education they contracted and paid for.

Productivity Benchmarks: Upon receipt of a complete STRF claim, processing and
issuing reimbursement shall take no more than 90 days.

Procedures for Processing a STRF Claim:

1. The STRF claim is received from the student. A copy of the claim form can be

found following this path: st

2. The Office Technician responsible for opening the mail will date stamp the claim
form and compile the received documents and secure with a binder clip.

3. The Office Technician will iog into SAIL to determine if this is a new claim based on
the social security number of the claimant. [f the claim has previously been logged
into SAIL, the Office Technician will pull the existing STRF file. The Office
Technician will provide all of the documents to the STRF analyst.

4. If this is a new claim, the Office Technician will enter the new claim into the SAIL
database. To do so, he/she will need to identify the school code by conducting a
search by entering the school’'s name in the search line on the main SAIL screen.
The school code is then entered on the claim form in the “Office Use Only” box at
the top right corner of the application.

5. Log into SAIL and click on “STRF” located on the left side of the screen towards
the bottom of the blue box. :

6. Click on “Add a New Claim” located in the center of the screen.

7. Filtin the box with the school code, date received (use the date stamped on the
application), the STRF analyst assigned the claim, the first and last name of the
claimant, claimant's social security number, name of the program enrolled, and
then click “Submit” button. If the student did not list a social security number, 999-
99-9999 may be used. An individual tax identification number may also be used
instead of a social security number; however it will have to be entered in the same
format as a social security number. Click “Submit.”

8. The screen now in front of you wilt be used throughout the processing of the
student’s claim. Type in all of the student's contact information.

9. Type in the claim amount the student is requesting.

- ___ _ . .
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10.

11.

12.

18.

14.

0 €™«

Click on “Save Work” tab at the bottom of the screen.

Click on the “File —” on the menu bar.

Place the STRF claim in a green file folder and create a label containing the claim
number, student’s last name, first name, middle initial, date received, and name of
the school. Place the label on the tab at the top of the file.

The Office Technician will then deliver the entire file to the STRF analyst. The
process to this point shall be completed the same day the STRF claim is received.

Within two working days, the STRF analyst will conduct an initial review to ensure
the claim form is completed correctly and all of the necessary documents are
included. The initial review will be to determine:

e  The application contains a signature.
e  Receipts for tuition and equipment are included.
e  Enrolliment Agreement is included.
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¢  Loan information including payments made and a statement from the loan
company regarding the current status of the loan.

»  Credit card statements indicating credits and debits related to payments
made.

¢  Proof of training documents (cosmetology schoois only).

15. If the application is complete, skip to #22 below.

16. If the application is incomplete an initial acknowledgement letter is sent to the
student to inform him/her their claim has been received; however it is missing
pertinent information. The letter itemizes the information needed. To generate the
letter go to the SAIL main screen and click “STRF” located on the left side of the
screen towards the bottom of the blue box.

17. On the far left side of the screen put the STRF claim number in the box labeled

“Box #1” and click “Go.”

o Click the tab at the far right bottom of the screen labeled “Additional
Information.”

» A box will pop up that lists the documents that must be submitted to validate the
claim. Click the items that are missing from the claim.
Click “Save.”
Return to the STRF screen that contains the student's information and click the
tab labeled “Report Center” at the bottom of the page.

» On the left side of the screen click the “Acknowledgement Letter” and then click
“Acknowledgement Letter — Additional Information Request.”
Click “Print” to generate the letter.

o Place a copy of the letter in the green file folder.
This letter shall be mailed to the student within five working days of receiving
the claim.

18. Return to the SAIL screen that contains the student’'s STRF information. In the
drop down box at the top left of the screen choose “Waiting for Response.”

19. Place the entire green file folder in the lateral file cabinet in the STRF area. It shall
be placed in the drawer labeled “Waiting for Documents” and filed by STRF claim
number. '

20. On or about the first and 15™ working day of each month the STRF analyst shall
review the claims in the “Waiting for Documents” drawer and if it has been 15 days
since the letter requesting information/document was sent, he/she will prepare and
mail a second request letter. The STRF analyst shall also attempt to reach the
student by telephone and e-mail to make every effort to ensure they are receiving
the information. A copy of the second request letter is placed in the green file
folder. If after another 15 days there has been no response from the student, the
STRF will make a final attempt to contact the student by phone and e-mail. If
unsuccessful, the STRF claim will be considered abandon and closed. Proceed to
#63 below.

o .
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21.

22.

23.

24.

25.

26.

27.

Upon receipt of the additional information, the STRF analyst will compile the
documents into the file folder. Proceed to #24 below.

If the application is complete and contains all of the necessary documents an initial
acknowledgement ietter is sent to the student to inform him/her their claim has
been receive and is under review. To generate the letter go to the SAIL main
screen and click “STRF” located on the left side of the screen towards the bottom
of the blue box.

On the far left side of this screen put the STRF claim number in the box labeled
“Box #1” and click “Go.”

At the bottom of this screen click the tab labeled “Report Center.”

On the left side of the screen click the box labeled “Acknowledgement Letter.”
Click “Print” to generate the lstter.

Place a copy of the letter in the green file folder.

This letter shall be mailed to the student within five working days of receiving
the claim or additional documents missing from a previously submitted claim.

a & & & @

Upon the claim being deemed complete i.e., all of the required documents have
been received, the claim will be assigned to a STRF analyst by the STRF lead
analyst.

Using the STRF claim number, the STRF analyst will go to the STRF claim in SAIL
and put his/fher name in the box labeled “Bureau Assigned Staff” located at the top
of the screen. '

Within two working days of being assigned a claim, the STRF analyst will complete

an initial analysis to determine if the claim is eligible for reimbursement. The STRF

analyst will access the file in SAIL, and determine the following:

¢  Was the school a qualifying school at the time the student attended? If yes:

¢ Is the school closed? If yes:

¢ s the claim submission date two years or less from the school closure date
for students that were notified of the closure OR four year if the student was
not notified: If yes:

» s the school closed? If yes:

If No to any of the above, the student is not eligible to file a STRF claim, proceed to
#63 below.

The STRF analyst shall determine if the student suffered an economic loss due to

the any of following:

a. Closure of the school.

b. The school's failure to pay refunds or charges on behalf of a student to a third
party for fees, equipment, or other qualifying commitments.

¢. The school's failure to pay or reimburse loan proceeds under a federally
guaranteed student loan program.

M
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d. A significant decline in the quality of education within 30 days prior to the
school's closure CR if the Bureau determines that the decline results in the
school to meet minimum operating or academic standards.

e. The student's inability to collect on a judgment entered against the school.

tf any of the circumstances in “a” through “e” above have occurred, then the STRF
analyst shall immediately begin processing the claim.

28. On this same screen, using the drop down box at the top left, the STRF analyst will
change the “Current Claim Status”™ to “Active.”

29. The STRF analyst will organize the active STRF file folder in the following manner
for ease and efficiency of processing. Create tabs to separate the documents in
the file folder. There will be eight tabs:

Summary Sheet

Application

Refund Calculation Sheet

Eligibility Checklist

Enroliment Agreement

Transcripts and Attendance Information

Loan Documents

Miscellaneous

XN RWN =

30. The STRF analyst will then complete an Eligibility Checklist. The Eligibility
Checklist can be accessed by following this path:
il ' . Print the completed
Eligibility Checklist and place it under Tab #4. Conduct another check to ensure all
pertinent information is accurately entered into SAIL, the application is complete,
and the required documents attached.

31. All loan information must be entered SAIL. Enter the STRF claim number to
access the student’s claim information page. At the bottom of the page click the
‘Add a Student Loan” tab.

32. Enter the loan details and click “Submit.”

33. Upon completion of the eligibility verification and research, the STRF analyst will
begin the process of calculating the refund amount. The amount of reimbursement
will be the total amount paid in institutional charges minus what has been
discharged by the school or loan company, reversed by the bank, or refunded by
the school. Institution charges include, but are not limited to tuition, books, ab
fees, and mandatory equipment. Institution charges do not include such items as,
but not limited to, gas, food, babysitting, general school supplies, and equipment
not deemed mandatory.

34. The STRF analyst will then determine if the any or all of the total tuition was paid
by a third party payer.

S ke ———
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35. If the lender will not discharge an eligible student's loan, STRF may pay the total
amount owed including interest. The STRF analyst shall contact the lender to
attempt to negotiate a discharge. The STRF analyst must be in possession of
Page 4 of the STRF application authorizing the lender to speak to a Bureau
representative. Loan companies are often precluded from discussing their client's
financial information with a third party, so failure to negotiate a discharge timely
shall not hold up the processing of the claim. If after 30 days no progress had
been made in negotiation with the lender, the claim shall be moved forward.

36. During discussions with the lender, the STRF analyst shall determine payoff
amounts for 60 days, 90 days, and 120 days out; and attempt to settle with the
loan company for a lesser amount.

37. The STRF analyst shall determine the value of the education received by the
student in order to caiculate an amount that the student is eligible to receive from
STRF. The value of an education is determined as follows:

» A student who has graduated with a valid diploma and is able to sit for a State
licensure examination (if any) has received the value of his/her education and is
not eligible for STRF reimbursement.

* Astudent in attendance at a school that closes without him/her being able to
complete the program may be eligible for STRF reimbursement.

« A student who has graduated but deemed ineligible by a regulatory authority to
sit for a State licensure examination may be eligible for STRF reimbursement.

e Credits that were transferred from the closed school to a new school are
generally not reimbursable. To calculate the worth of a credit the STRF analyst
will calculate the dollar value per clock hour or credit. This amount will be
deducted from any STRF reimbursement because the student benefited from

-some of the education received at the closed school.

» A student is not required to participate in a teach-out and is not required to
have the credits or hours that would have transferred to another school
deducted from any STRF reimbursement.

38. Once itis determined that a student is eligible for reimbursement from STRF the
STRF analyst must complete a Refund Calculation Worksheet. The Refund
Calcu[atlon Worksheet can be accessed by followmg thls path g T .

A — mima: Calculate the

refund as follows

a. Enter all payments to the institution plus any other items claimed by the
student in the column titled “Institutional Charge.” Fill in the columns to the
right with the pertinent information to the charge, i.e., date, amount, etc.

b. Enter all items that are not refundable in the column titled “Non-refundable
Charge.” Non-refundable items are STRF fees, registration fees, and items
submitied by the student that are considered non-institutional charges (see
#33 above). Fill in the columns to the right with the pertinent information to the
non-refundable charge, i.e., amount date, etc.

st
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39.

40.

41.

42.

43,

44.

45.

46.

47.

48.

490,

50.

The Refund Calculation Worksheet shall be placed under Tab #3 in the green file
folder.

All non-refundable items claimed by the student must be entered in SAIL. Go to
SAIL and enter the STRF claim number to access the student’s claim information
page. At the far left click “Disallowed ltems.” Enter each disallowed item and the
amount in the appropriate boxes.

Return to the student’s claim information in SAIL. At the far left “STRF Claim
Totals” and enter the loan final amounts from negotiations and discussions with the
lender (if applicable). Ensure that the student refund total in SAIL matches the
total from the Refund Calculation Worksheet.

The STRF analyst shall complete a Summary. The Summary can be accessed by
following this path:

‘ i i . The Summary shall be placed
under Tab #1 in the green file folder.

The STRF analyst shall review the entire claim one more time to ensure everything
is contained in the file and in proper order.

Return to the student’s claim information in SAIL. In the drop down box at the top
left of the screen choose “Second Review Complete.”

At the bottom of this SAIL screen click on the tab labeled “Print STRF Claim.”
Attach the copy to the inside front of the STRF file folder.

Stamp the outside of the folder with the “Date Processed” stamp and enter the
current date and initials of the STRF analyst.

Submit the completed claim to the Administration Unit manager for review and
approval. The manager shall complete his/her review within three working days.

Upon return of the claim to the STRF analyst, he/she will submit the
approved/denied claims to the Office Technician for processing. To process
denied claims skip to #63 below.

Upon receipt of at least six approved claims (a State Controller requirement) the
Office Technician will create a cover letter to the State Controller's Office (SCO) for
each check to be issued. The letter will be for the Deputy Bureau Chief's
signature. The cover letter template can be found by foliowing this path:

“Create a Special Handling Form.” The Special Handling Form can be found by

following this path g S SRR

For each check requested, enter:

e ]
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92.

53.

54.

55.

 56.

57.

58.

59.

B60.

81.

62.

STRF Claim number

Number of checks(s)

Student’s social security number
School name

Check amount

The form will automatically calculate the total at the bottom of the page.

Create a letter to the student advising them that their claim has been approved and
the amount they can expect to receive. Prepare this letter for the Deputy Bureau
Chief's signature. The template for this letter can fund by following this path:

Gather the STREF files ready to be paid. Paper clip the letter to the State Controller
(#48 above) and letter to the student (#51 above) on the top of each STRF file.
Bundle the files together and place the Special Handling Form (#49 above) on top.
Give to the Deputy Bureau Chief for signature.

Upon receipt of the documents from #52, the Office Technician will prepare the
documents for mailing.

Make a copy of the student approval letter. Place the copy in the student's STRF
file folder. Mail the original to the student.

Make two copies of the SCO letter. The original and one copy are attached to the
Special Handling Form for submission to the Department of Consumer Affairs
DCA), Accounting Office. Forward the documents to DCA.

Place the second copy of the SCO letter in the student's STRF file folder.

Place the entire STRF file in lateral file cabinet in the STRF area. It shall be placed
in the drawer labeled “Pending SCO.”

Upon receipt of the checks from SCO, make a copy of each check and place the
copy in the student's STRF file folder.

Prepare a certified mail card for each check to be mailed. Place the certified mail
receipt in the student's STRF file folder.

Create a letter for the Deputy Bureau Chief’s signature to accompany the letter to
the student. The letter can be accessed by following this path: <R
Mail the letter and check by certified mail to the student (or lender if applicable).

Return to the student’s claim information in SAIL. In the drop down box at the top
teft of the screen choose “Closed.”

e e ]
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83.

64.
65.

66.

67.

68.

69.

70.

71.

72.

If a claim is denied, deemed ineligible or abandon (the student fails to respond to
requests for documents) the STRF analyst shall complete a Summary. The

Summary can be accessed by following this path GG,

Place the completed Summary in the student's STRF file folder.
The STRF analyst will need to update SAIL.

All items claimed by the student must be entered in SAIL. Go to SAIL and enter
the STRF claim number to access the student’s claim information page. At the far
left click “Disallowed ltems.” Enter all of the items the student requested be
reimbursed and the amounts. The amount in this section should equal the amount
entered as in the “Claim Amount Detail.”

Verify the balance shows as $0. If not, an adjustment is needed in either the
‘Disallowed ltems” or “Claim Amount Detail.”

On this same SAIL screen go to the drop down box at the top left of the screen
choose either “Denied” or “|neligible” or “Unable to Contact” depending on the
case.

At the bottom of the screen select the tab that says “Print STRF Claim.” Attach the
copy of the claim to the inside front cover of the student's STRF file.

Stamp the outside of the folder “DENIED” or “Ineligible” or Unable to Contact’
stamp the outside of the folder. Also, stamp with the “Date Processed” stamp and
initial and date the file folder.

Prepare a letter for the Deputy Bureau Chief's signature to the student informing
them of the denial of their claim. The template for the letter can be found by

following this path R

Place the completed file in the main STRF file area.

On or about the first and 15" working day of each month, the lead STRF analyst
will print an Active STRF Claims report. He/she will monitor on an ongoing basis
the status of each pending claim. If a pending claim has not had any activity from
one report to the next (approximately 15 days) the lead STRF analyst will foliow up
with the analyst assigned the claim to ensure the claim continues on track for a 90
day completion.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Office Supply Ordering 2013-0059 2013-0059
and Maintenance February 26, 2013

Procedures

Procedure Owner: Effective: Pages: 4
Administration Unit Immediately

Issue Date: Approved By:

dyon Lons

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

March 10, 2015

Policy: To ensure that all Bureau for Private Postsecondary Education (Bureau) office
supplies are ordered and maintained in accordance with Department of Consumer
Affairs’ (DCA) policy and State mandated requirements.

Purpose: This procedure outlines the office supply ordering and maintenance process.

Definitions:
Cal-Card — A State issued credit card intended for routine purchases such as office
supplies.

Purchase Requisition — The document requesting approval of the DCA Purchasing Unit
to order certain items.

Productivity Benchmarks: The process for placing office supply orders and
maintaining the office supply inventory will take approximately 24 hours per month. [f
an inordinate amount of research time is necessary to locate an item or an extraordinary
monthly order is necessary due to an unanticipated project, the amount of time spent
could increase on a case-by-case basis.

Office Supply Ordering and Maintenance Procedures:

1. Supply ordering and maintenance are the responsibility of the Administrative Unit
Office Technician.
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2. Aninitial allotment of supplies will be provided to a new employee by the
Administrative Unit Office Technician as part of the initial hiring procedures. The
list of supplies each new employee will receive are as follows:

1 trash can

1 recycle bin

1 “IN" basket

1 small dry erase board for outside of cubicle
2 rolls invisible tape

1 tape dispenser

1 box of staples

1 stapler

1 staple remover

1 box small paper clips

1 box large paper clips

1 box each binder clips small/medium/large
1 paper clip dispenser

1 glue stick

1 or 2 each Post-Notes: 1.5x2 3x3 3x5 4x6
2 packages Post-it Flags in red, blue, and yellow or other 3 color combination
1 letter size writing pad

1 steno pad

2 black pens

2 blue pens

1 red pen

2 mechanical pencils

2 regular #2 pencils

Highlighters, assorted colors

1 correction tape

1 pair of scissors

1 ruler, 12"

1 mouse pad

1 sheet of panel wall clips

50 panel fabric T-pins

3 monitor wipes

1 badge holder w/accessories

3. When an employee identifies a need for supplies, he/she shall complete a Supply
Request Form. The form can be accessed as follows!

L
<nenitessheimemeimee.  Upon completion the requestor forwards the form

to his/her manager for approval and submission to the Administration Unit for
processing.

4. The manager will review the request and if deemed appropriate, will forward it to
the Administration Unit Office Technician.

L. . T Y
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5. The Administration Unit Office Technician will proceed to fill the request with
supplies from Bureau inventory, or ensure an order is processed for the requested
supplies if unavailable through the Bureau’s inventory.

6. Upon completing the request, the Administration Unit Office Technician will place
the completed Supply Request Form in the appropriate binder by fiscal year
located at his/her desk. Binders shall be retained for three fiscal years.

7. Office supplies can be purchased using the State-issued Cal-Card or through a
Purchase Requisition following the State and Department purchasing policies and
guidelines. Cal-Cards are assigned to the Office Technician and his/her back-up
for the purpose of purchasing office supplies.

8.  All Bureau office supplies are located in the secure supply room. Access can only
be granted through a manager. Rank and file staff shall be accompanied by a
manager when accessing the supply room.

9. An office supply inventory will be performed quarterly in January, April, July, and
October. An inventory count sheet can be accessed by following: innssiiae
B e T

10. Upon completing of the quarterly inventory, the Administration Unit Office
Technician will place the completed count sheet in the appropriate binder by fiscal
year located at his/her desk. Binders shall be retained for three fiscal years.

11. Section managers removing standard office supplies from the secure room will
itemize on a Supply Room Out-Take Form those items removed from inventory.
The manager shall include on the form the date, unit, their name, and their
signature, and then turn it into the Administration Unit Office Technician. The
Supply Room Out-Take Forms can be obtained from the Administration Unit Office
Technician or there is a supply located in the secure supply room in a clearly
marked folder.

12. The Administration Unit Office Technician shall maintain the Supply Request
Forms in the appropriate binder by fiscal year located at his/her desk. Binders
shall be maintained for the current fiscal year.

13. The purchase of office supplies or minor office equipment that are not part of the
pre-approved general or section specific inventories will require a justification and
approval from a Chief prior to purchase.

14. Approved special request office supply orders for projects or critical due date tasks
will be placed as needed with the approval of the applicable Unit Chief.

15. A general office supply order will be placed at least once per month. The
completed purchase order shall be maintained in a binder at the Office
Technician’s desk awaiting the receipt of the order. Upon receipt of an office
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supply order, the Administration Unit Office Technician shall be responsible for
determining if the order is received correctly and completely. Once the order is
received, the purchase order shall be compared to the packing slip AND the items
received. [f there are any discrepancies, the Office Technician shall research the
problem and consult the Administration Unit Manager for direction on how to
proceed. The purchase order, invoice and packing slip shall be maintained in by
fiscal year for three fiscal years. |

. ___ ________ ___ . __ __ _____ . . .
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Front Counter Protocol 2013-0062 2013-0062
Procedures October 24, 2012

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately

Issue Date: Approved By:

(\/’k J{)ém =dj7ﬁ"u‘—’4{,>
March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure guests to the Bureau for Private Postsecondary (Bureau) are
provided excellent customer service and that the responsibilities assigned to the front
counter Office Technician are completed effectively and efficiently and in accordance
with Department of Consumer Affairs (DCA) policy and State mandated requirements.

Purpose: This procedure guides the Office Technician on the appropriate protocol for
assisting visitors at the front counter.

Definitions: N/A

Productivity Benchmarks: The Office Technician responsible for assisting visitors to
the front counter shall be available at all times between 8:00 a.m. and 5:00 p.m.,
Monday through Friday, excluding State holidays.

Procedures for Greeting Visitors to the Bureau at the Front Counter:

1. An Office Technician is assigned to assist visitors to the front counter.

2. As first point of contact when greeting visitors to the Bureau, the Office Technician’s
demeanor will leave a lasting impression on the visitor. In concert with the
expectations of the California public as well as the DCA Strategic Plan, the Office
Technician shall maintain a professional, respectful and helpful demeanor at all
times.

3. Although the Bureau does not maintain a dress code, in accordance with the
Bureau'’s Staff Expectations & Office Guidelines, the Office Technician shall wear

m
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attire appropriate for the responsibility of greeting visitors in a professional office
setting. The Office Technician shall present a neat, clean, and professional
appearance at all times.

4. The front counter shall be kept neat and tidy at all times.

5. Visitors to the front counter shall not be permitted to enter the office unless they
have a scheduled appointment with a Bureau employee.

6. The Office Technician shall direct the visitor to have a seat in the lobby area and
then he/she shall notify the Bureau staff person that their guest has arrived for their
appointment. The Bureau staff person will then escort the visitor to the meeting site.
Only if directed by an analyst or manager should the Office Technician allow the
visitor into the office

7. The visitor shall not be left unattended at any time.

8. If a visitor comes to the front counter that does not have an appointment, but wishes
to see a Bureau staff person, the Office Technician shall ascertain their name and
the nature of their business and then ask them to have a seat in the lobby area. The
Office Technician shall calt the appropriate analyst/manager to assist the visitor.

9. To ensure professional and customer service oriented service, Bureau staff shall
notify the receptionist of expected visitors such as interviewees or meeting
participants. For employee safety and confidentiality, all visitors to the suite shall be
escorted by a Bureau employee at all times.

L . . T
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Safeguarding Money 2013-0063 2013-0063
Procedures June 23, 2014
Procedure Owner: Effective: Pages: 2
Administration Unit July 15, 2013
Issue Date: Approved By:
March 25, 2015 /Om gy d)
Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that money received through the mail is handled in accordance with
the State Administrative Manual and Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the Bureau’s fiduciary responsibility to safeguard the
State's money.

Definitions:
Safeguarding money — Measures taken to mitigate or prevent fiscal losses.

Productivity Benchmarks: See Procedure # 2013-0064, Mail Processing. The
benchmark for this procedure is encompassed within the mail processing benchmark.

Safequarding Money Procedures:

1. Checks received through the mail are to be processed each day according to
Procedure # 2013-064, Mail Processing Procedures.

2. Individuals coming to the front counter wishing to pay fees shall be referred to the
DCA Cashiering Unit, 1625 North Market Street, Sacramento.

3. At the beginning of each workday the cashiering basket shall be retrieved from the
locked cabinet by the Administration Unit manager or his/her designee and
provided to the Office Technician responsible for cashiering.

4. Anytime the Office Technician is away from his/her desk, all checks and
documents related to cashiering shall be locked in a secure cabinet at his/her
desk.

- ____________________
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5. Atthe end of the workday the Office Technician shall personally deliver the
cashiering basket to the Administration Unit manager or his/her designee. The
manager or designee shall secure the basket in the locked cabinet .

6. All unprocessed checks, cashiering logs, and other fiscal documents shall be
contained in the basket. The locked cabinet shall be within a secure room with
limited access. A list of managers having access to the locked cabinet and secure

room is located on the cum———— S i

Room Access.

e .. _ ____ .. ________ . ]}
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Mail Processing 2013-0064 2013-0064
Procedures July 15, 2013

Procedure Owner: Effective: Pages: 6
Administration Unit Immediately

Issue Date: Approved By:

/. ﬁgmcd)

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

March 10, 2015

Policy: The Administration Unit is responsible for processing all incoming mail received
from various governmental and private carriers in accordance with the State
Administrative Manual and Department of Consumer Affairs’ (DCA) policy.

Purpose: This procedure will educate staff on how incoming mail shall be received,
sorted and delivered to the intended recipient.

Definitions: N/A

Productivity Benchmarks: The time spent performing this task will vary depending on
volume of mail received each day. Variables include such things as final filing dates for
recruitments, annual fee deadlines, etc. On average, an Office Technician fully trained
in processing Bureau for Private Postsecondary Education (Bureau) mail is expected to
spend one to two hours per day performing this task.

Procedures for Processing the Daily Mail:

An Office Technician assigned to the Administration Unit shall be responsible for
processing all Bureau mail. Incoming mail shall be processed as follows:
1. Open all mail not marked “Personal” or “Confidential” and date stamp the contents.

2. If applicable, ensure mail has a school code.

3. Retain and attach envelopes for enforcement, licensing and annual fees related
mail.
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4. If a check is received from a school paying a Student Tuition Recovery Fund
(STRF)/Annual Fee, ensure the school does not have an expired approval.
¢ If the school has an expired approval, provide the envelope and contents to the
Administration Unit manager or designee.
o If the school does not have an expired approval the check shall be processed in
accordance with the established Cashiering Checks procedure (Procedure #
2013-0065).

5. Mail and checks received late in the day that cannot be processed that same day,
shall be placed in the secure supply room cabinet and retrieved for processing the
following business day in accordance with the Safeguarding Checks Received Via
Mail procedure (Procedure # 2013-0063).

6. Licensing applications shall be processed as follows:

If an application is received with the correct fee enclosed, proceed as follows:

a. Review the front page of the application to determine if correct fees were
received.

b. Review the front of the check for accuracy and completeness in accordance with
the Guidelines on Use of the Date Guaranteed, Amount Guaranteed, and
Signature Guaranteed Stamp (Guidelines) (Exhibit A).

c. Ifthe check is not in compliance with the Guidelines, process the application and
check in accordance with step 7 below.

d. ALL CHECKS MUST BE DRAWN ON A US BANK OR BE IN US FUNDS/US
DOLLARS. If not, deliver to the Administration Unit manager.

e. Immediately endorse the back of the check with the “171 Endorsement” stamp
(Exhibit B).

f. Print a copy of the Check Distribution Log. The Check Distribution Log can be
found by accessing the following path: s ———————————

g. Record the check on the Check Distribution Log

h. After the recording process is completed, make a copy of the Check Distribution
Log for Bureau files.

i. Make a copy of the front page of the application.

j- Make a copy of the check.

k. Attach each check to the copy of the corresponding copy of the front page of the
application.

I.  Place the original Check Distribution Log on top of the applications and checks
as assembled in step j above. Ensure that the applications/checks are in the
same order in which they are listed on the log.

m. Place the documents assembled in step k above in the money bag and lock the
bag.

n. Place the locked bag in the designated secure location for pick up by the DCA
cashiering courier service.

0. Upon pick up, have the courier initial and complete the Money Bag Control Log
located in the binder at the mail station.

. _ ]
Administration Unit, Mail Processing (last updated 03/10/15) Page 2



p. Place the original application and a copy of the check(s) in the Licensing Section
mail bin.

If an application is received with a check that is not in the correct amount proceed as
follows:
a. Print a copy of the Return Check Log found by accessing the following path:

b. Fill in the information !or each check received that day that was not in the correct

amount.

c. Make a copy of the return check log for Bureau files.

d. Place the original log on top of the applications and checks in the order they are
documented on the log and give to the fiscal analyst for processing.

e. The fiscal analyst will conduct further research with Licensing Section staff to
determine if the fee should be cashiered and the application processed or the
package returned.

f. If the fiscal analyst determines the fee is to be cashiered, the application package
will be returned to the Office Technician for appropriate processing.

g. If the fiscal analyst determines the fee is to be returned, he/she will prepare a
“Return Payment Notice” and return the entire package to the Office Technician.
The Office Technician will prepare the documents for return to the sender and
update the Returned Check L.og accordingly. '

h. The original copy of the updated Return Check Log will replace the copy in the
Bureau file.

If an application is received without a check, but a check should have been included,
proceed as follows:

a. Stamp the right corner of the application as “No Fee Enclosed.”

b. Forward the application to the Licensing Unit.

If a check is received without an application, proceed as follows:

a. Record the check on the Return Check Log.

b. Follow the same procedures as outlined above. The fiscal analyst will prepare a
“‘Return Payment Notice” and return the check to the sender.

7. Billing notices shall be processed as follows:

If a check is received in the correct amount, send the original billing and check to
the DCA Cashiering Unit following the same steps described above.

If a check is not received, proceed as follows:

Stamp “No Fee Enclosed” at the top of the billing.

No copies of the billing are necessary.

The billing is not logged.

If the billing is for STRF, place the original billing in the money bag along with
the checks for deposit.

If the billing is for an Annual Fee, forward the billing to the fiscal analyst for data
entry in SAIL.

cpoow

o

L D O
Administration Unit, Mail Processing (last updated 03/10/15) Page 3



If a billing notice is received with a check that is not in the correct amount, forward
the billing notice and check to the fiscal analyst for further follow-up.
8. General correspondence shall be processed as follows:

a. Date stamp the documents on the front in an area that does not interfere with
the contents of the correspondence.

b. If an envelope is returned to the Bureau due to being undeliverable as
addressed, date stamp the envelope. Open the envelope and distribute as
follows:

+ Licensing related — Place in the licensing mail bin located in the main
reception area for pick-up by licensing staff.

» STRF related — Deliver to the STRF claims analyst.

» Billing related — Deliver to the fiscal analyst

s Enforcement related — Place in the Enforcement Section’s mail basket
located on the counter in the mail station.

» Other mail — Deliver to the Administrative Unit lead analyst.

c. Distribute correspondence as follows:

» Licensing related — Place in the mail bin located in the main reception area
for pick-up by licensing staff.

» Enforcement related — Place in the Enforcement Section’s mail basket
located on the counter in the mail station.

« Addressed to a manager - Delivered to the respective Bureau manager.
Administrative related — Deliver the respective technician or analyst.
Recipient cannot be determined — Deliver to the Administrative Unit lead
analyst.

e Junk mail - Place in the recycle bins or regular trash as appropriate.

d. Distribute mail identified as “"Personal” and/or “Confidential” as follows:

e DO NOT OPEN.

e Date stamp the envelope and distribute to the intended recipient.

e. Distribute cashiered documents as follows:

» Mail received from the DCA cashiering courier is to be stamped using the
round date stamp “Received from Cashiering.”

e Transaction Reports and related documents are to be delivered to the fiscal
analyst. :

» Applications and billings are distributed to the addressee or appropriate
recipient. .

b .|
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EXHIBIT A

Guidelines on Use of the
Date Guaranteed, Amount Guaranteed, and Signature
Guaranteed Stamp

Review all checks received to ensure they have been properly endorsed and executed
as follows:

¢ The check has a current date.
v If blank, use the “Date Guarantee” stamp.

e The Bureau for Private Postsecondary Education is listed on the “Pay to the
Order of” line.
v" If blank, use the “Bureau for Private Postsecondary Education” stamp.

¢ The numerical amount matches the written amount.
v" If blank, use the “Amount Guarantee” stamp.
v" Only one amount can be stamped “Amount Guaranteed”. If both amounts
are missing, the check must be returned.

s The written amount matches the numerical amount.
v If blank, use the “Amount Guarantee” stamp.
v" Only one amount can be stamped “Amount Guaranteed”. If both amounts
are missing, the check must be returned.

s The check is signed.
v If blank, use the “Signature Guarantee” stamp.

» The check is drawn on a United States bank and is in United States
funds/dollars.

L e o]
Administration Unit, Mail Processing (fast updated 03/10/15) Page 5






EXHIBIT B

I ENDORSEMENT STAMP EXEMPLAR:

PAY TO THE ORDER OF
888 BANK OF AMERICAgmw
FOR DEPOSIT ONLY
ACCOUNT W
CAL STATE TREASURER
DEPARTMENT OF CONSUMER AFFAIRS
ABSENCE OF PRIOR ENDORSEMENT GUARANTEED

e ]
Administration Unit, Mail Processing (last updated 03/10/15) Page 6



Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Revenue Refund 2013-0066 2013-0066
Procedures July 16, 2013

Procedure Owner: Effective: Pages: 4
Administration Unit July 16, 2013

Issue Date: Approved By:

(Qﬁ lozm ﬁm&{

March 26, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that refunds due a school are processed in accordance with the
State Administrative Manual and Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the process for issuing refunds.

Definitions:
Revenue — Money received in the course of conducting business.

Refund — Money returned to a payer usually resulting from an overpayment.

SAIL — an acronym for Schools Automated Information Link. SAIL is a data base that
stores information on private postsecondary schools operating in California.

Productivity Benchmarks: Each refund processed shall take 15 to 30 minutes to
process.

Procedures for Issuing a Refund:

1.  Gather all of the relevant documentation regarding the refund.
2. The Bureau fiscal analyst shall log into SAIL.

3. Enter the school’s code in the box titled “School Code” at the top of the screen and
click on “Go.”

4. Click on the “Revenue Tracking” tab located towards the bottom right of the
screen. Determine the invoice that is associated with the refund and notate the
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transaction number. The transaction number can be located in the second to last
column titled “Trans No.”

5. Return to the Main Menu and click on “Revenue Tracking” found on the left side of
the screen, fifth item down in the flue box.

6. Insert the transaction number in the box at the top left of the screen titled “Enter
Transaction #” and click “Go.”

7. Go to the top of the page and click “Revenue Tools” (reference Table 1). In the
drop down box select “Print Revenue Request.”

Table 1:

[BackTotlar | Semt? | aowmcese | Mt Commns’ || ‘it e Tonsacte’ | etTromacts st |
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8. Retrieve the printed document.

9. In Section 1 of the form check the applicable box for the reason for the refund and
enter the pertinent details.

10. In Section 2 of the form enter the amount of the refund.

11. In Section 3 of the form verify the preprinted address is the address the school
wishes the refund to be sent. If not, enter the alternate recipient’s address.

12. In Section 4 of the form the Bureau fiscal analyst shall sign and date the form.

13. The form and supporting documentation shall be submitted to the Administration
Unit manager for approval. The manager shall sign and date the form in Section 5.
Upon approval, the manager shall return the package to the Bureau fiscal analyst.

14. The Bureau fiscal analyst shall log into SAIL.

“
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19.

16.

1.

18.

19

20.

Enter the school's code in the box titled “School Code” at the top of the screen and
click on “Go.”

At the top of the school’s information page click on “Add/View Comments” then
click “Add Comment” in the box that pops up. (Table 2).

Schools’

ceneral Information

I e
it - Schools/Institution -
e = ) Comment History
| =1 wieti Aces
| Al
¥ View Comment
Contsctitc | Ownersng . | Cosesmn | Apestierfrocess sty OR iy
Approval | Regisvations | Reigous Exenplon | Other Exenptions | Programs | &
For the Below School Code
A past and preser 2
School Code: {NRNNNND ~ Cose
| T —
= 7 emp Expration Uate anly wakd f the Zpproval SIS & T EMDOTAry Approval
. A =l i 2o BB
7 start .\;) = » F 0 :w;l 5 25 T Geia) :5‘

SAIL will automatically add the refund request information generated from the
Revenue Request Form; however, the Bureau fiscal analyst shall add an additional
comment indicating the reason for the refund.

The Bureau fiscal analyst shall record the refund on the current year's Refund
Tracking Sheet. This form can be accessed by following this path: esRRRRRRRE
Gk Next click BRREReimdsdrekingdie

Choose the folder titled Refunds Tracking FY for the current fiscal year and enter
the relevant information®. Print two copies and then save and exit the
spreadsheet.

Make a copy of the Revenue Tracking-Refund Request form created in numbers
six through 12 above.

Assemble two separate packets as follows:
a. The original Revenue Tracking-Refund Request form attached to the
spreadsheet.
b. The copy of the Revenue Tracking-Refund Request form attached to a copy
of the spreadsheet. Also attach copies of any supporting documentation.

m
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21.

22.

23.

24.

25.

*

(12

Forward package “a” to the DCA Cashiering Unit for processing.

File package “b" in the Bureau's fiscal analyst'’s file drawer.

Upon completion of the transaction, the DCA Cashiering Unit will return the
Revenue Tracking-Refund Request form. The form will indicate that the
transaction has been processed and the date processed.

Upon receipt of the completed Revenue Tracking-Refund Request from the
Cashiering Unit, update the spreadsheet to indicated the date the refund was
processed. Make a copy of the spreadsheet.

Attach the updated copy of the spreadsheet and the completed Revenue Tracking-
Refund Request to the package filed in number 21 above.

If more than one refund is being processed, up to 12 refunds may be added to
the same spreadsheet.

. .. ... ]
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Public Records Act 2013-0067 2013-0067
Request Procedures July 19, 2013

Procedure Owner: Effective: Pages: 3
Administration Unit Immediately

Issue Date: Approved By:

March 10, 2015 &l oo ué,zm,f,ﬁ)

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that all Public Records Act (PRA) requests received by the Bureau
for Private Postsecondary Education (Bureau) are processed in accordance with the
PRA as defined in Government Code §6250 and Department of Consumer Affairs
(DCA) Guidelines. DCA Guidelines can be accessed at:

Purpose: This procedure outlines the process for handling PRA requests.

Definitions:

Public records - any writing owned, used or maintained by DCA in the conduct of its
official business. Writings include information recorded or stored on paper, computers,
email, or audio or visual tapes.

Public Records Act — Any member of the public can request to view or have copies
made of public documents maintained by DCA. This is in accordance with the Public
Records Act.

Productivity Benchmarks: Depending on the accessibility and volume of documents
requested, a request may take from two hours to three days (24 hours) to complete.

Procedures for Processing Public Record Act Requests:

1. Requests for inspection or copying of public records may be made verbally or in
writing. If the request is made verbally, staff shall ask the requestor to put it in
writing, but if he/she refuses the PRA analyst shall confirm the request with the
requestor in writing.

2. Upon receipt of a written PRA, the document shall be date stamped.

“
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3. The request shall immediately be logged on the PRA Request Log. The log can be
accessed at: e R E DM snSmel BB R TR e,
SHUREERE O b s somsy

4. The PRA analyst shall immmediately assess the request to determine the estimated
length of time the request will take and prioritize his/her workload accordingly.
Because PRA requests are time sensitive, they are a top priority.

5. Determine if the information being requested is available. If so, determine if it can
be released. For example, certain enforcement information, by law, cannot be
released. Review the documents for personal information that cannot be released,
i.e., social security numbers, telephone numbers, home addresses, financial
information, etc. Such information shall be redacted using a thick black marker.

6. A PRA request must be responded to within 10 days of receipt. If possible, the
requested documents will be provided to the requestor within the 10 day timeframe.
If that is not possible, a request for additional information, a request for applicable
fees, or denial of the PRA request will be sent within the 10 day timeframe. If the
PRA analyst does not feel he/she can meet the 10 day response requirement, then
he/she shall immediately inform the Administration Unit manager and ask for
direction.

7. If an unusual circumstance exists that makes it impossible for the Bureau to provide
the request within 10 days, the PRA analyst shall ask the Administration Unit
manager for approval to extend the response time. The response time can be
extended up to 14 calendar days. If approved, the PRA analyst will notify the
requestor of the need for additional time. The PRA analyst will inform the requestor
when they can expect to receive the requested documents.

8. The Bureau may refuse to disclose any records that are exempt from disclosure. If
the PRA analyst is unsure if a document is exempt from disclosure, he/she shall
send the DCA PRA attorney an email explaining the request and ask for an opinion.

9. If the request contains documents stored in an electronic format, the Bureau must
release the information in compliance with Government Code §6253.9. Refer to
DCA PRA Guidelines, page 3, #5.

10.The Bureau may provide the documents to the requestor for a fee authorized by
Business and Professions Code §161. Unless the request is especially voluminous
(resulting in a fee greater than $25.00), a fee typically isn’t charged. If it is
determined that a fee will be charged, the PRA analyst will immediately send the
requestor a letter itemizing the fee.

11.Upon submission of the fee, the PRA analyst will immediately process the request.
If the fee is not received within 30 calendar days, the request can be marked closed
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and filed with the completed PRA requests. The PRA log shall be updated to reflect
that the request was closed without action due to nonpayment of fees.

12.When the PRA analyst has completed the request, he/she will attach a cover letter
to the request and send it to the requestor. The letter shalt identify the specific
request and the information being provided. The letter shall be signed by the PRA
analyst and include contact information in case the requestor has any questions. A
copy of the letter will be maintained in the PRA request file. The PRA Log shall be
updated to reflect that the request has been completed.

13.1f a PRA request is received from the media, e.g., newspaper, TV station, magazine,
etc., the request shall be forwarded to the DCA Public Affairs Office. The Public
Affairs Office will provide further direction on responding to the request. Under no
circumstance should the PRA analyst respond to a media entity.

e ]
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Information Practices Act | 2013-0068 2013-0068
Request Procedures July 17, 2013

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately

Issue Date: Approved By:
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Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

March 10, 2015

Policy: To ensure that all Information Practices Act (IPA) requests received by the
Bureau for Private Postsecondary Education (Bureau) are processed in accordance
with the IPA as defined in Civil Code §1798.

Purpose: This procedure outlines the process for handling IPA requests.

Definitions:

Public Information Act — the law that regulates the collection and use of personal
information by state government agencies. The law also details the rights of individuals
pertaining to his/her personal information.

Productivity Benchmarks: Depending on the accessibility and volume of documents
requested, a request may take from two hours to three days (24 hours) to complete.

Procedures for Processing Public Information Act Requests:

1. Requests for inspection or copying of personal records by the individual the
information pertains to may be made verbally or in writing. If the request is made
verbally, staff shall ask the requestor to put it in writing, but if he/she refuses the IPA
analyst shall confirm the request with the requestor in writing.

2. Upon receipt of a written IPA, the document shall be date stamped.

3. The request shall immediately be logged on the IPA Request Log. The log can be
accessed atM
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4. The IPA analyst shall immediately assess the request to determine the estimated
length of time the request will take and prioritize hisfher workload accordingly.
Although the law does not put a timeframe on responses to IPA requests, they are to
be treated as a top priority and responded to within 10 working days. If the IPA
analyst does not feel he/she can meet the 10 day response requirement, then
hefshe shall immediately inform the Administration Unit manager and ask for
direction. :

5. Determine if the information being requested is available. If so, determine if it can
be released. Carefully review the documents for information that cannot be released
(personal information of others, enforcement information, etc.). Such information
shall be redacted using a thick black marker. If the IPA analyst has a doubt about
what information can be disclosed, verify with the Bureau Chief, Deputy Bureau
Chief, Chief, or Legal Office.

6. The Bureau may provide the documents to the requestor for a fee authorized by
Business and Professions Code §161. Unless the request is especially voluminous
(resulting in a fee greater than $25.00), a fee typically isn’'t charged. If it is
determined that a fee will be charged, the IPA analyst will immediately send the
requestor a letter itemizing the fee.

7. Upon submission of the fee, the IPA analyst will immediately process the request. If
the fee is not received within 30 calendar days, the request can be marked closed
and filed with the completed IPA requests. The IPA log shall be updated to reflect
that the request was closed without action due to nonpayment of fees.

8. When the IPA analyst has completed the request, he/she will attach a cover letter to
the request and send it to the requestor. The letter shall identify the specific request
and the information being provided. The letter shall be signed by the IPA analyst
and include contact information in case the requestor has any questions. A copy of
the letter will be maintained in the IPA request file. The IPA Log shall be updated to
reflect that the request has been completed.

e . __
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Procedures for Receiving | 2013-0068 2013-0068

a Subpoena July 17, 2013

Procedure Owner: Effective: Pages: 3
Administration Unit Immediately

Issue Date: Approved By:
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March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure subpoenas served on and accepted by Bureau for Private
Postsecondary Education (Bureau) staff are in accordance with the law.

Purpose: This procedure outlines the process for accepting subpoenas.

Definitions:
Subpoena - a document requiring a witness to appear and testify at a deposition,
hearing, or trial. A subpoena can also be used to request business records.

Server — a person hired to lawfully deliver a subpoena. The Server typically has no
knowledge of or interest in the subpoena.

Productivity Benchmarks: The acceptance of a subpoena will take from three to five
minutes. The processing of a subpoena for documents may take from two hours to
three days (24 hours) depending on the accessibility and volume of documents
requested.

Procedures for Receiving a Subpoena:

1. Subpoenas can be delivered by mail, fax, or personal service. Typically, a Server
will deliver a subpoena to the Bureau. The analyst assigned to receive subpoenas
shall be summoned to the front office to accept the subpoena.

2. The analyst will inspect the subpoena to determine if it being correctly served. If in
doubt, the analyst will request the assistance of the Administration Unit manager.

= ___________________________ - - ]
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3. The Bureau for Private Postsecondary Education shall appear on the first page of
the subpoena. If the subpoena does not cite the Bureau as the intended recipient,
DO NOT ACCEPT THE SUBPOENA.

4.  If the subpoena is address to another Bureau employee, the analyst may not
accept the subpoena. The analyst shall summon the employee to the front office
to accept the subpoena on their own behalf. If the employee is not available, then
his’her manager may sign for the subpoena (if the subpoena is work related). If
neither is available, the Server shall be so informed and instructed to return at a
later date. ‘

5. When accepting a subpoena, the analyst will be asked to sign an affidavit of
services. The affidavit of services indicates that the signer accepted the subpoena
(if served by a Server) or assumed responsibility for the subpoena (if faxed or
mailed).

6. If the subpoena is served by a Server, it must accompanied by a $15.00 check
made payable to the Bureau.

7. On the upper right hand corner of the subpoena, in pencil, note how the subpoena
was served (personally served, faxed, mailed, etc.), the date, time, and initials of
the person accepting the subpoena.

8. The request
accessed at: §

hall immediately be logged on the Subpoena Log. The log can be

9. Scan the subpoena and forward it to the Bureau attorney in the DCA Legal Office.
10. Review the subpoena and determine what is being requested.

11. If the Bureau is being subpoenaed to testify, determine the appropriate unit within
the Bureau and make a copy of the subpoena and provide the original to the
appropriate Chief for further action.

12. Note the action taken on the copy and file in the Administration Unit files.

13. If the subpoena is for documents, the analyst shall immediately assess the request
to determine the estimated length of time the request will take and prioritize his/her
workload accordingly. Subpoenas are time sensitive, and therefore a a top priority.

14. Review the information being requested and determine if it can be released. If
necessary, consult with the appropriate Chief or the Bureau attorney to determine
if the requested documents are being appropriately subpoenaed.

15. If appropriately subpoenaed, determine the cost to reproduce the information in
accordance with Business and Professions Code §161. The analyst will
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immediately send the requestor a letter itemizing the fee. The fee will include the
cost per page (includes time spent copying and redacting information), estimated
cost for staff time (hourly rate), and shipping charges.

16. The letter will be sent to the attorney making the request. This may be completed
by the Bureau attorney or analyst, depending on the complexity of the request.

17.  Upon submission of the fee, the analyst will immediately process the request. If
the fee is not received within 30 calendar days, the request can be marked closed
and filed with the completed subpoena requests. The Subpoena Log shall be
updated to reflect that the subpoena was closed without action due to nonpayment
of fees.

18. Determine if the information being requested is available. If so, determine if it can
be released. For example, certain enforcement information, by law, cannot be
released. Review the documents for personal information that cannot be released
..e., social security numbers, telephone numbers, home addresses, financial
information, etc. Such information shall be redacted using a thick black marker.

19. When the analyst has completed the request, he/she will attach a cover letter to
the request and send it to the requestor. The letter shall identify the specific
request and the information being provided. The letter shall be signed by the
analyst and include contact information in case the requestor has any questions. A
copy of the letter will be maintained in the subpoena file. The Subpoena Log shall
be updated to reflect that the request has been completed.

20. If the subpoena requires the testimony of Bureau staff, a fee will be determined by
the Bureau attorney and provided to the requestor.

L o]
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Answering Incoming Calls | 2013-0073 2013-0073
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Procedure Owner: Effective: Pages: 5
Administration Unit Immediately

Issue Date: Approved By:
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Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that all incoming telephone calls are answered in accordance with
Department of Consumer Affairs (DCA) policy (OHR 11-01) and State mandated
requirements.

Purpose: This procedure outlines the process for answering, screening and
transferring calls coming in on the main telephone line and the 800 line.

Definitions:
Polycom Nortel Phone System — The high-quality, voice over telephone systems utilized
by DCA.

Business Services Liaison - The Bureau analyst responsible for interacting with DCA'’s
Business Services Office staff on all business services matters.

Business Services Office — The office within DCA charged with oversight of critical
business functions. Such functions include space planning and facilities
leasing/management, contracts, purchasing, records management, Cal Card program,
centralized mail services, and digital print services.

Hunt group — A method of distributing phone calls from a single telephone number to a
group of several phone lines.

Public Affairs Office — The office within DCA charged with responding to media
inquiries; creating and executing marketing plans for the Department's various
initiatives; and developing consumer education and media campaigns.

]
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Executive Office — The office that houses the DCA directorate.

Consumer Information Center Call Center — The office within DCA staffed with phone
agents that provide assistance to consumers and licensees in English and Spanish, and
in more than 177 languages with the assistance of Language Line Solutions.

Productivity Benchmarks: The amount of time spent actually answering incoming
calls can vary greatly for many reasons; however the Office Technician (Receptionist)
responsible for answering the Bureau for Private Postsecondary Education (Bureau)
main telephone line and 800 number must be available to answer calls at all times
between 8:00 a.m. and 5:00 p.m., Monday through Friday, excluding State holidays.

Procedures for Answering Incoming Calls:

1. The Bureau uses the Polycom Nortel Phone System. A user guide that provides the
basic instructions on the features of the system can be accessed at
The Business Services
Liaison is responsible for interacting with the DCA Business Services Office for all
telephone related issues.

2. On the job training on use of the telephone system will be provided as part of each
new employee’s orientation program.

3. Should an employee be transferred to another section within the Bureau, or be
assigned another cubicle within the Bureau, the telephone set will accompany the
employee to their new location.

4. All calls coming into the Bureau on the main telephone line (directly or transferred)
and the 800 line are to be answered by the receptionist.

5. The Bureau'’s pubilic telephone number is (916) 431-6959 and the toll free number is
- (888) 370-7589.

6. The Bureau has an automated voice system. Callers have the option of pressing
any one of the following numbers when contacting the Bureau:
1 — For general information.
2 — To obtain student transcript or student records information.
3 — To file a complaint orto speak with someone in the Enforcement Section.
4 —To check the status of an application or for questions regarding the application
process.
5 — To obtain information on the Student Tuition Recovery Fund or closed schools.
0 —To reach an operator.

7. During the times that the Bureau is not open for business, there is an afterhours
greeting that informs that caller that the Bureau is closed and instructs them to call
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back during regular business hours of Monday through Friday, from 8:00 a.m. until
5:00 p.m. excluding holidays. The afterhours greeting also gives the caller the
option of leaving a message.

8. The receptionist shall answer the telephone within three rings. If by the forth ring the
phone has not been answered, the designated back-up to the receptionist shall
answer the phone.

9. All staff in the Administration Unit are included in the main line telephone hunt group.
Therefore, if an incoming call has not been answered within five rings, then an
available staff member shall independently take the initiative to answer the call.

10. When answering incoming calls, a professional, business greeting should be used.
The receptionist shall answer the telephone with the appropriate greeting for the
time of day, i.e, good morning/afternoon/evening. The receptionist will identify to the
caller that they have reached the Bureau for Private Postsecondary Education as
well as identify themselves. For example, the receptionist may say “Good morning,
Bureau for Private Postsecondary Education, this is Jane Doe, how may | assist
you?”

11.1f the caller identifies a specific individual they would like to speak with, the
receptionist shall transfer the call to that individual. Unless the caller indicates they
would like to speak with one of the Chiefs, the receptionist does not need to stay on
the line to announce the caller to the intended recipient.

12.1f the caller indicates that they would like to speak with a Chief, the receptionist will
ask the caller to identify themself, their place of business, and what the call is
regarding. The receptionist will then place the caller on hold and contact the Chief to
determine if the Chief would like to take the call.

13. Callers indicating that they would like to speak with someone from a pérticular unit
(licensing, enforcement, etc.) shall be transferred to the designated Office
Technician in the respective unit.

14.1n order to provide excellent and efficient customer service, all staff within the
Administration Unit shall be prepared to provide general information and answer
general guestions such as, but not limited to:
» Where to find information on the Bureau website?

General application form questions. |

Education verification/requests for transcripts.

The process for filing a complaint.

Educational institution approval status.

» Information that can be provided by research in the statute and regulations.

» Information that is available on the Bureau website.

[ ] L] L ] .

15.If an employee is going to be out of the office, an appropriate “out of office” message
shall be recorded as the alternate greeting for period of planned absences of one

e _____.__..__.__._____|
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day or more. The name, telephone number, or e-mail address of an alternate
employee shall be provided as a contact for urgent issues or questions. The period
of absence shall be noted in the message.

16.The receptionist or back-up is responsible for clearing voicemail messages left on
the general Bureau voicemail system. Voicemail messages retrieved after 3:00
p.m. may be responded to the following work day. Voicemail messages retrieved
prior to 3:00 p.m. shall be responded to the same work day. If the customer’s phone
goes to voicemail, an appropriate message indicating the name and telephone
number of the employee trying to reach them will suffice as responding to their
original message.

17.The Bureau often receives calls from legislators or legislative staff contacting the
Bureau on behalf of their constituents, for clarification on statute or regulations, or
other official business.

Calls received, or messages left, by legislators are a high priority. Calls from
legislators shall be transferred or referred to a manager for response. The call shall
be pre-announced. If the manager is not available, personal service shall be
provided, such as ascertaining the nature of the call, a return telephone number
(confirm the telephone number by repeating back) and informing the legislator that a
manager will return the call. If the requested individual, or manager has an
extended response time, then the legislator shall be contacted and provided an
update. Every follow-up effort shall be made to assist the legislator the same day
the call is received. '

Calls received, or messages left, by legislative staff are also high priority. Most calls
received by legislative staff members can be researched and responded to by an
analyst or technician; however the call may also be referred to a manager. Every
effort shall be made to assist the legislative staffer the same day the call is received.
The respective manager of the unit that the question was regarding shall be made
aware of the call and the response provided via an e-mail message.

18. Calls from the media are to be referred to the DCA Public Affairs Office, (916) 574-
8170, for a departmental response in accordance with DCA Media Relation Policy,
OPA 06-01. Bureau staff shall not attempt to answer any calls received from the
media. The name of the caller, the media firm, a contact number, and the nature of
the call shall also be provided via an email to the manager of the unit within the
Bureau that the call was regarding.

19. Calls from the DCA Executive Office are high priority. Every effort shall be made to
immediately assist the caller. Most often, they are trying to reach a member of the
Bureau’s Bureau Executive Management team. If the specific manager is not
available, the receptionist shall offer to transfer caller to another Chief that is
available.

- . ________ ___ . . ]
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20.The Bureau does not have any designated bilingual positions. Therefore, callers

21.

that do not speak English will need to be handled in one of two ways: through the
DCA Consumer Information Center Call Center (CIC), or a three-way conference call -
with Language Line Services (an independent contractor).

Obtain the caller's name, call back number and ascertain the language spoken.
Contact a CIC manager or supervisor to see if a bilingual designated employee can
contact the caller and provide assistance.

The CIC manages the Department’s subscription to Language Line Services. Over-
the-phone interpreters can provide translation services in 170 different languages.
Each Bureau employee that performs receptionist duties shall enter into a Language
Line Services User Agreement. The Bureau’s Business Services Liaison
coordinates this function with the CIC Language Line Services Coordinator. Once
the receptionist is established as a user of the service, he/she assigned a unique
access code, When needing to utilize the service, the receptionist shall:

Press the Conference soit key

Dial: 1-800-874-9426

Provide the Agency ID Number to the operator: s

Provide the unique access code

State the language requested

When the translator comes on the line, obtain the translators 1D number and
briefly explain the situation

* Press the Conference key to connect ali three parties

¢ Hang up the phone when assistance has been provided and call ended.

Bureau employees with a current bilingual certification may voluntarily provide
assistance.

L __ ]
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Alyson Cooney, Deputy Bureau Chief

Bureau for Private Postsecondary Education

Policy: To ensure that Bureau for Private Postsecondary Education (Bureau)
conference rooms are reserved in an efficient and convenient fashion.

Purpose: This procedure outlines the process for reserving the three conference
rooms within the Bureau so that everyone has equal access.

Definitions:
MS Outlook email — The Microsoft email service utilized by the Department of
Consumer Affairs.

Productivity Benchmarks: N/A

Procedures for Scheduling a Conference Room:

1. The Bureau has three conference rooms available for in-house meetings. To ensure
room availability, employees should use the MS Outlook email meeting scheduler to
reserve the large conference room. The two small conference rooms may be
reserved utilizing a manual scheduling method.

2. When not scheduled for meeting purposes, the conference rooms may be used for
employee breaks. Employees shall ensure that the room is left tidy and free from
spills and crumbs. The table should be wiped clean after food items have been
removed. No personal articles or food items are to be left in the room.

3. To schedule the large conference room for a meeting, the user will need to add the
conference room to their calendar (see #14 below to schedule one of the two smaller

m
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conference rooms). To do so, go to your email. Click on “Calendar” on the far left
towards the bottom of the screen.

4. Left click on the “Open Calendar” icon.
5. Click on “From Room List” from the drop down menu.
6. In the search line type DCA-BPPE. Double click on DCA-BPPE- Capitol Oaks-

Conference Room 404 and then click on “ok.” This conference room is now
permanently added to your “Rooms.”
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7. Click anywhere on the row for the BPPE Conference Room.

8. Select a date from your calendar for the meeting by clicking on the proposed date on
the calendar at the top left of your screen.

9. Select a time for the meeting by clicking on the desired time on the desired meeting
day.

10.Click on New Meeting and then select “New Meeting with All" from the drop down
menu.
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11.Complete and send the meeting request.

12. The room will be reserved for the date and time period requested.

13.0ne of the small conference rooms is located in Suite 400 and the other in Suite
450. Each can accommodate approximately 6 attendees.

14.Each of the smaller conference rooms has a calendar to write in reservations. The
calendar for the conference room in Suite 400 is on the wall inside of the room. The
calendar for the conference room in Suite 450 is located on the wall just outside of

the conference room. To reserve, write your name, beginning time of your meeting,
and ending time of your meeting on the calendar.
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Policy: To ensure Bureau for Private Postsecondary Education (Bureau) staff utilizes the
email system appropriately and efficiently to ensure maximal performance.

Purpose: This procedure outlines the process for setting up an email account, sending
emails, and receiving emails.

Definitions:
Hardware — The physical parts or components of a computer such as the monitor, mouse,
and keyboard.

Software — The machine-readable instructions that directs a computer's processor to perform
specific operations such as SAIL, Microsoft Windows and iTunes.

Productivity Benchmarks: N/A

Email Protocols and Procedures:

The Bureau Office of Information Services (OIS) liaison is responsible for communicating
the Bureau's email needs to OIS.

The Bureau Office Technicians are responsible for responding to routine emails and
routing the more complex emails received on the Bureau’s main email to the appropriate
recipient. For example, the Licensing Unit Office Technician(s) are responsible for
responding to or forwarding emails received on the general Licensing Unit email.

Emails received on the Bureau’s main email will be opened each day by one of the
Administration Office Technicians who will respond to general inquiry emails. If additional
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response is necessary, depending on the nature of the email request, they will then
forward the email to the appropriate recipient.

4.  Inquiry emails shall be responded to within 24 hours of original receipt. If research is
required that will delay the response, then the Bureau staff person shall respond to the
sender that their email has been received and is being looked in to. The staff person shall
also inform the sender when he/she can expect a reply. If the staff person is unable to
reply as anticipated then he/she shall follow up with the sender indicating the delay and
revised response time.

5. The DCA uses Microsoft Outlook 2010. A quick reference guide is saved in the shared
drive and employees are encouraged to independently take the initiative to review the

reference material. To access the guide go to iSRRI
SRR R e e R s

6. A SOLID training course is also available to learn the basic features/functions of Outlook
2010. Information on courses offered by SOLID can be accessed on the DCA Intranet at

7. The Bureau has six main email address:

The Bureau’s main email address

The Licensing Section email address

The Enforcement Section email address

BT The BPPE Annual Fee email address
e —— The BPPE Annual Report email address

The BPPE STRF/Closed School email
address

8. Each Bureau employee is assigned a DCA email address to be used for business related
purposes. The standard configuration of the email address is:

RS RRERER Ra,

9. Each Bureau employee has the capability to remotely access their Bureau email account
through their personal Internet provider using the following web address:

A R R R A 500

10. Upon typing in the above address, the following screen will appear:

A B R B T e T e T T sty s AT oo
Administration Unit, Email (last updated 01/28/15) Page 2



; icrosoft Exehange - Outlook Web Access - Windows Internel Explorer provided by DCA OIS = e 15
R T T T 2L

5. Favortes | i3 & Free Hotmail

B - | rSMcrosoft Office 5uke 20101T... | 8 Meresaft Exchenge - Ouk... X B 6O - reme seye Toke @ °

d to Merosoft Exchangs

o=t Corperasion. 37 mohes reerved

11. You will select either shared computer (library, coffee shop, etc.) or private computer
(your home).

12. Type in DCA/ followed by your Bureau credential. For example, Jane Smith would type
in DCA/BPJSMIT.

13. Type in your personal password. The password you created to access the department
computer system.

14. If a Bureau employee expects to be absent from the office for one full day or more, then
he/she shall enable an “Out of Office” message. The name, telephone number, or email
address of an alternate employee shall be provided as a contact for urgent issues or
questions. The out of office message shall also inform the reader the dates of absence.

15.To enable an “Out of Office” message click on the “File” tab on the Outlook ribbon.

16.Click on “Automatic Replies.”
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17. Click on “Send Automatic Replies.”
18. Create your unique message to be sent to anyone contacting you by email.
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Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure Cal-Card purchases are in accordance with Department of
Consumer Affairs (DCA) policy and State mandated requirements.

Purpose: This procedure outlines the process for placing orders using a State issued
Cal-Card.

Definitions:
Cal-Card — A State issued credit card intended for routine purchases such as office
supplies.

Productivity Benchmarks: The time spent ordering goods and reconciling the monthly
Cal-Card statement will vary greatly depending on purchases during the month;
however, during an average month the Office Technician will spend approximately 26
hours performing Cal-Card related duties.

e e o s Y
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Procedures for Using the Cal-Card:

1.

When there is a need to order items not offered by the company approved to provide
office supplies to State Departments, then quotes must be obtained in order to
purchase these items from another vendor. Items such as ink and toner fall into this
category. To place such an order, the following is required:
a. Obtain email addresses of small business vendors (Express, River City Office
Supplies, Burkett's, etc.).
b. Request a quote from the small business vendors through email. Provide them
the appropriate item number(s) or item descriptions and the quantity.
e Orders of $4,999 or less require two quotes.
e Orders for $5,000 to $25,000 require three quotes.

Once the required number of quotes has been obtained, contact the lowest priced
vendor and place the order.

The following documents shall be completed or obtained from the vendor, if
applicable:
a. Post-Consumer Content Form - downloadable at

R e S B A Y T T R TV S P R N P
Payee Data Record — downloadable at [+,
S R A AT P P R S S S PN B A o

c. Seller's Permit
d. SB/DVBE Certification print-out
e. CCC-307 Certification Form — downloadable at

&

f. State Bidder Instructions, Non-IT General Provisions, IT General Provisions, and
DVBE program Requirement Proof Documentation
g. Purchase Order
h. Statewide Mandatory Contract Off-Ramp Justification Memo
i. Bidder Declaration — downloadable at e o
Y
j. DARFUR Certification — downloadable at

N ORISR 20 B Rl t

Fill out a Bid Quote Worksheet for each bid received. The Bid Quote Worksheet is
downloadable at

When the order arrives, retrieve the corresponding documents from the pending
office supply order file and check off the items received on the Purchase Order.
Make note of any items that are backordered and follow up if the items are not
received within the stated timeframe. Compile all of the paperwork regarding the
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order and place it in the pending Cal-Card file located on the Administration Unit
Office Technician’s desk.

6. Deliver the specially requested items to the intended recipient and stock the
remaining items in the supply room on the appropriate shelf.

7. Atthe end of each month the Bureau will receive a US Bank statement for each Cal-
Card holder. Upon receipt of the statement, the user will reconcile the statement
with the invoices from the pending Cal-Card file. If the statement accurately reflects
purchases, then proceed as follows:

a. Fill out a Transaction Information Form in order that the purchases appear on the
statement. The Transaction Information Form is downloadable at:

b. Attach the original monthly US Bank statement that contains the cardholder’s
original signature and the approver's original signature and all of the original
receipts.

o Compile the receipts in the order they appear on the statement.
» Receipts smaller than 872X11 must be taped (DO NOT STAPLE) to an
872X11 sheet of paper.

This first set (Set 1) of documents is the official set that will be submitted to the State

Controller’s Office.

8. Assemble three additional sets as follows:
a. Set 2 - A copy of the signed US Bank monthly statement, a copy of the
Transaction Information Form, and a copy of the original receipts. This set of
documents is for submission to the DCA Accounting Office.

b. Set #3 & #4 — All of the above, plus copies of:

Exemptions

Postconsumer-Content Certification (awarding vendor only)
Payee Data Record (awarding vendor only)

Seller’s Permit Verification Print-out (awarding vendor only)
SB/DVBE Certification Print-out (for all vendors)

Cost Comparison/Conflict of Interest

State Bidder's Instructions and associated documents (for all vendors)
Signed and dated Purchase Order

Statewide Mandatory Contract Off-Ramp Justification Memo
Bidder Declaration (awarding vendor only)

DARFUR (awarding vendor only)

Cal-Card Checklist — downloadable at

9. One of these sets of documents is for submission to the DCA Business Services
Office (BSO). One of these sets of documents is retained by the Bureau.

® @ e © o © © e o © o o
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10.Set #1, set #2, and set #3 shall be submitted to DCA, Business Services Office, by
the 30" of each month. Failure to submit the required documents to BSO by the 30
of the month may lead to the Bureau’s Cal-Card delegation heing rescinded.

11.Place set #4 in the Cal-Card binder located at the Administration Unit Office
Technician’'s desk.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
School Closure 1013-0078 2013-0078
Procedures July 19, 2013

Procedure Owner: Effective: Pages: 5 1©
Administration Unit Immediately

Issue Date:

Approved By:

March 10, 2015 Alyson Cooney, Deputy Bureau Chief

Bureau for Private Postsecondary Education

Policy: The closed school analyst is responsible for ensuring that Bureau approved private
postsecondary schools that close, do so in accordance with California statutes and Bureau
regulations.

Purpose: By ensuring private postsecondary schools that close, do so appropriately to
ensure protection of California students and consumers.

Definitions: N/A

Productivity Benchmarks: The full-time analyst responsible for this function spends 100%
of his/her time dealing with issues related to closing and closed schools.

Procedures for Closing a School:

1. The Bureau for Private Postsecondary Education receives notice of school closures by
a variety of methods, such as, but not limited to:
» Verbal or written notice from the school’'s owner or administrator.

* Verbal or written notice from students.

» Verbal or written notice from the United States Department of Education.
» Verbal or written notice from an Accreditation Agency.

* Verbal or written notice from a financial institution.

* Undeliverable mail being returned.

* Bureau site visit or audit.

* Written or verbal notice from another school.

« Contact by the media.

* Bureau staff inadvertently comes across information.

» Written or verbal notice from another consumer agency.

m
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2. Upon receipt of the above information, the Closed School Analyst shall immediately
notify the Bureau Chief, Deputy Bureau Chief, Enforcement Chief, Licensing Chief and
Administration Manager by email.

3. Conduct a comprehensive research of the school’s historical information, including, but
not limited to the following:

* Review information contained in SAIL.

+ Consult with the Complaint Unit for open complaints / or check SAIL for any open
complaints (look at Enforcement tab). If there are openfunresolved current
complaints advice the Complaint Unit manager of school’s closure or pending
closure.

» If SAIL indicates that a compliance inspection is scheduled, ensure the Compliance
Unit manager is advised of school's closure or pending closure.

+ Check the Revenue Tracking tab in SAIL for STRF and Annual Fees to determine if
school is current on Annual Fees and STRF Assessment Fees (reason: BPPE

needs to ascertain if the school is current on STRF Assessment forms/payments).

4. If owner has abruptly closed the school and the analyst cannot reach anyone at the
school, request the school’s file from Bureau file room in order to find the owner’s cell
phone number and home address.

6. Locate current contact information for the school’s owner. If unable to acquire current
contact information, try obtaining it from one of the following:
+ Check the school’s file for owner information; seek a cell phone number and a

home address. ,

+ Search the internet for school information using search engines such as Google,
LinkedIn, etc.

« Contact the Secretary of State to request corporate or limited partnership records,

R

» Contact local or State authorities that authorize business licenses.

+ If applicable, contact other DCA boards or bureaus for licensing information.

+ Contact accreditation agencies.

+ Contact the United States Department of Education.

* Public bankruptcy information.

(See Closed School Resources Checklist) which can be located on the G drive. The
path is: G:\BPPE\BPPE STUDENT TUITION RECOVERY FUND\z_Susan Hertle\Resources
Checklist

6. Contact school’'s owner to:
+ Confirm the school’s closure or pending closure.
* Request how many students will be affected by the school’s closure.
» Verify if the affected entities, main, branch(es), satellite(s), etc.

e e o — . _____|
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7.

8.

Advise the school of proper closure procedures according to the State law and
Bureau regulations. Advise where they can obtain a copy of the laws and
regulations. Provide copy of the 7 Steps to a Successful School Closure.
Request a roster of current students.

Advise School of student transcript regulations.

Obtain Custodian of Record information and update SAIL as soon as possible.
Advise the school and/or the students of their options: teach-out or transfers to
other schools if either has been chosen as a solution by the school for the students.
Advise the school to provide a copy of “Students Rights and Options” to the
currently enrolled students.

Copy of Letter to student pertaining to rights and information on school’s closing
is to be included in Closed School Form.

Mail out the School Closure Letter with School Closure Plan Form (Send Certified

mail and regular mail).

Log date mailed in mailing log
Start a “Task Manager” in Microsoft Outlook to track all events regarding the

school closure (e.g.: date closed school letter was sent, date certified mail card
was received by BPPE, dates and times of all conversations and emails with
owner or representative of the school and set a follow up date for receipt of the
completed Closed School Plan form and all supporting documentation
necessary to properly close the school.

Start Closed School File to track closing process, correspondence and notes.
Attach copy of “Quick View” detail school report from SAIL (staple on the left

side of red folder).

Place copy of Closure Letter in Closed School file, with certified mail receipts.
Place all information pertaining to closure in the Closed School file.
Request from the school a complete Student List to include all students in

attendance at time of closure, and within the past 60 days.

The student list should include the following information:

Student's name

Student's address

Student’s phone number

Student's social security number (not always necessary)

Student's status (i.e. current, dropped, withdrawn)

Course of instruction (including start date and completion date)

List of students participating in Federal Financial Aid

List should note if any refunds were provided to the students. If so, what
was the refund amount.?

Te e o0 TR

Notate SAIL to reflect closure.

L i . ... VTR
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* |nclude in Comments notes in SAIL the reason for the closure

=  Date of Closure

» Update SAIL Notes to include the information provided on returned, completed
closure form, such as: Custodian of Information. Under the Custodian tab in

SAIL, update the Custodian of Records information.

*  Update new contact information for the school
*  Any information pertinent to school’s closure add to SAIL notes.
» | og schools closure information in CLOSED SCHOOLS log on G drive

9. Atbeginning of each month, generate a previous months closing report from
CLOSED SCHOOLS data base on the G drive and send to the Enforcement
Department, Compliance Department and Licensing Department,

10.  Closed School Folders- these items should be kept in each closed school folder:

1. School Closure Checklist, completed by analyst

Closed School completed form

Closure Letter to School Owner

Copy of closure letter to Students (from school)

Proof of mailing

Correspondence from Students, School owners, Custodian of Records, etc.

When completed Closed School Form is received back to BPPE, check for
completeness of form. (if incomplete, contact owner for additional
information needed)

8. Work with STRF Unit to aid students in applying for STRF and contacting

the DOE.
9. Notify Enforcement if the school does not comply to BPPE’s Laws and

Regulations for School Closure Procedures.
10. Al investigative information (website printings, Secretary of State’s findings,

etc.)

R

BPPE'’s laws and regs regarding proper closure procedures:

Artticle 15. Orderly Institutional Closure and Teach-outs

94926. Procedures Priar to Closing, Teach-Outs

At least 30 days prior fo closing, the institution shall notify the bureau in writing of its intention to
close. The notice shall be accompanied by a closure plan, which shall include, but not necessarily
be limited to, alf of the folfowing:

(a) A plan for providing teach-outs of educational programs, including any agreements with any
other postsecondary educational institutions to provide teach-outs.

(b} If no teach-out plan is contemplated, or for students who do not wish to participate in a teach-out,
arrangements for making refunds within 45 days from the date of closure, or for institutions that
participate in federal student financial aid programs arrangements for making refunds and returning
federal student financial aid program funds.

{c) If the institution is a participant in federal student financial aid programs, it shafl provide students
information concerning these programs and institutional closures.

o S
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(d) A plan for the disposition of student records.

94927. Institution in Default

An institution shall be considered in default of the enrofiment agreement when an educational
program is discontinued or canceled or the institution closes prior to completion of the educational
program. When an institution is in default, student institutional charges may be refunded on a pro
rata basis if the bureau determines that the school has made provision for students enrolled at the
time of defaulf to complete a comparable educational program at another institution at no additional
charge to the students beyond the amount of the total charges in the original enroliment agreement.
If the institution does not make that provision, a total refund of all institutional charges shall be made
to students.

NOTE:

The Closed School is responsible for storing and maintaining their own Student records. The Bureau
will accept the reasonability of Custodian of Records only under special circumstances.

94827.5. Provision of Records to Bureau Prior to Closing

{a} Prior to closing, an institution shall provide the bureau with the following:

(1} Pertinent student records, including transcripts, as determined by the bureau, pursuant to
regulations adopted by the bureau.

(2) If the institution is an accredited institution, a plan for the retention of records and transcripts,
approved by the institution's accrediting agency, that provides information as to how a student may
obtain a transcript or any other information about the student's coursework and degrees completed.
(b} Subdivision (a) applies to all private postsecondary institutions, including institutions that are
otherwise exempt from this chapter pursuant to Article 4 (commencing with Section 94874).

94900. Required Student Records

(a) An institution shall maintain records of the name, address, e-mail address, and telephone
number of each student who is enrofled in an educational program in that institution.

(b} An institution shall maintain, for each student granted a degree or certificate by that institution,
permanent records of all of the following:

(1) The degree or certificate granted and the date on which that degree or certificate was granted.
(2} The courses and units on which the certificate or degree was based.

(3) The grades earned by the student in each of those courses

71930. Maintenance of Records.

(a) An institution shalf maintain alf records required by the Act and this chapter. The records shall be
maintained in this state.

(b)(1) In addition to permanently retaining a transcript as required by section 94900(b) of the Code,
the institution shall maintain for a period of 5 years the pertinent student records described in
Section 71920 from the student's date of completion or withdrawal.

m
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DENIAL OF APPLICATION vs. CLOSED INSTITUTION

Policy: How to properly handle the Appeals process when a school is issued a Denial for
Approval to Operate.

Purpose: To allow schools who have been issued a Denial to operate during the Appeal
Process.

BPPE Licensing Unit issues schools Denial Letters when their Approval Application is not
approved. Licensing Unit will provide the Closed School Unit with a copy of the Denial
Letter. The school has up to 60 days from the date of the denial letter to file for an Appeal.
If the school does file an appeal within the 80 day timeframe, they are allowed to operate
during the appeal process.

If the school does not file an appeal, they are to cease operating.
Definitions:

Productivity Benchmarks: Schools are granted a 60 day timeframe from the date of the
Denial Letter to file for an Appeal with the BPPE.

The Appeal process can take up to 18 months for a final determination.
When a school’s status is granted “DENIED “ or “TERM DENIED”, do not change the

school's status in SAIL to “CLOSED”. SAIL should always reflect the true and accurate
status of what has transpired with the school’s renewal process.

Schools have the opportunity to appeal their denial. The Ciosed School Unit does not
contact the institutions that have been denied a renewal until after the 60-day appeal
timeline has passed and the school has not requested an appeal.

Procedures:

Section A

1. Closed School Analyst will receive a copy of the Denial Closed School Analyst
Letter. On the upper right hand corner of the denial letter,
write the date which is 60 days out from the date of the
letter. (*Please refer to Laura Metune's email dated
3/M8/2013, below).

Effective immediately, until further notice, the Closed School Unit
should not call institutions that have been denied a renewal
application until after the 60-day appeal timeline has passed and the
institution has not requested an appeal.

If an institution denied an initial application for approval asks the
Closed School Unit questions regarding their ability to operate during
appeal of the denial, please refer the call to the
Enforcement/Discipline AGPA.

L o]
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For your reference: Unless exempt as outlined in Article 4 of the Act
{commencing with CEC §94887) or in compliance with the transition
provisions contained in Article 2 of the Act (commencing with CEC
§94802), an institution is prohibited from operating without Bureau
approval (CEC §94886). Pursuant to CEC §94891, the renewal of an
approval to operate is only issued after the institution has
demonstrated continued capacity to meet the minimum operating
standards. Pursuant to 5 CCR §71475(ii) and 5 CCR §71480(g) an
institution’s prior approval to operate continues only until the Bureau
has taken action on a renewal application. The appeal process is
contained in 5 CCR §71400.5 and Government Code §11500
(Administrative Procedures Act).

Please see your manager if you have any questions.

Thanks, Team!

2. Open Task Manager in Microsoft Qutlook. Generate a
new task. Type in the name of the school. In
comments, type “Denial Letter mailed xx/xx/xxxx.
Application #2xxxx. Has school filed an appeal?”
Set the follow up/reminder date for 61 days.

Closed School Analyst

3. The reminder alert will pop up on the 61% day on
Outlook. Via email, confirm with the BPPE Discipline
AGPA whether or not the school has filed an appeal. If
school has filed for an appeal, print the Discipline
AGPA’s email response. Staple it on top of the denial
letter.

Closed School Analyst

4. 3-hole punch the email response and the denial letter,
place the letter and email alphabetically in the binder
marked “Appeals”.

Closed School Analyst

5. Reset the Task Manager for 11 months from the
current date (from today’s date). At the 11 month
reminder, check SAIL to determine if the Denial stands
or if the school was provided an Approval to Operate.
Checking SAIL will include looking at comments in SAIL
- specifically looking for comments inserted by the
AGPA Discipline Unit. Also check the approval status
and the application status in SAIL.

Closed School Analyst

6. If no new comments are inserted regarding the
decision on the appeal, re-set the Task Manager
Reminder date out another 4 to 6 months. Repeat the
same steps at 4 to 6 months if a decision is still not
determined. (The Appeal process can take anywhere

Closed School Analyst
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from 11 months to 18 months).

Section B

1. If the school did not file for an Appeal, and the Closed School
Analyst has waited the allotted 60 days, a Closed School Letter
along with the Schoo! Closure Plan Form shall be mailed via
U.S. Post Office, Certified Mail, to the owner of the school, as
well as sending the closed school packet via email if a viable
email address is available.

Closed School Analyst

2. The Closed School Letter and the Schoo! Closure Plan Form can
be lacated in the “G” Drive. The path is: ANGGGCRG_GEE
\Closed
School Letters Mailed. The path to the School Closure Plan
Form:
(use the Jan. 2014 updated form).

Closed School Analyst
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EXPIRED APPROVALS PROCEDURES

Licensing Unit will prepare the “Expired Approval Closed School Referral” sheet (yellow)
and submit to the Closed School Unit.

1. Determine if a Renewal to Operate Application or a New Application has been received
by checking SAIL “Applications” tab.

» |f application has not been received, review the Enforcement tab, looking for Violation
Confirmed - Notice of Violation notation or Violation Confirmed - Citation and Fine
notation. Review Notes / Comments in SAIL for any Enforcement activity. Check
BPPE’s website under the Enforcement Tab, Disciplinary Actions, looking for any
Citations and/or Accusations against the school. If any of these items are found,
stop! do not proceed without contacting a supervisor.

= |f there are no Citations and/or Accusations and nothing pending in the Enforcement
Section, continue as follows:

2. Review the section on the yellow Expired Approval Closed School Referral sheet, “Check
for fee payments” — Licensing will provide notes if the school's STRF Assessment Reporting
fees and Annual Fees payments are delinquent, infrequent or current. This provides an
indication if the school is still operating or may have closed without notifying the Bureau.

3. Make contact with the school’'s owner via a phone call.

= Provide school owner with information that their approval to operate has expired.
Provide the following law from California Code of Regulations - Title 5. California
Code of Regulations Division 7.5. related to applying for re-approval;

Article 6. Renewals. 71475. Renewal of an Approval to Operate for a Non-Accredited
Institution; Cancellation of an Approval to Operate.

(i) An approval to operate that has expired may be renewed at any time within 6 months
after its expiration on filing of an application for renewal and, as a condition precedent to
renewal, payment of all accrued and unpaid renewal fees, late payment penalty fees
prescribed in subdivision (e) of this section, and any other fees that would have been due in
order to renew timely. After an approval to operate has expired for more than 6 months, the
approval is automatically cancelled and the institution must submit a complete application
pursuant to section 71100, meet all current requirements, and pay all fees that would have
been due in order to timely renew, in order to apply for approval.

» Provide information to the school that all outstanding STRF Assessment Report Form
fees and all outstanding Annual Fees will also need to be brought current in order to
qualify for renewal.

e ]
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If unable to contact school:
(1) Research Internet for school information such as:
1. Internet search/Google search
2. Corporation or LLC information/Secretary of State
3. Business license
4. Other State Licensing Boards and Bureaus as:
a. Board of Barbering and Cosmetology (contact: Christine Jones)
b. Board of Nursing
c. California Department of Health
Bankruptcies
Department of Education
Accreditation Agencies
Telephone listings

@ N o

(2) Obtain School’s file from Licensing Section of File Room

Mail out School Closure Letter with Closure Form by certified mail to school and

to owner’s address |

Log date etc. in mailing log

Start Closed School File (red) to track correspondence and notes.

Start “Task” reminder in Qutlook — set follow-up date (use the 6 month renewal
period as the follow up date), for receipt of any information regarding the
school, specifically receipt of the new or renewal approval to operate application.

Attach copy of “Quick View” detail school report from SAIL.

Attach copy of Closure Letter in Closed School file, with certified mail receipts.

Place all information pertaining to closure in the (red) Closed School file.

Any pertinent information to school's expired approval and/or the closure, and/or the
new/renewal application(s), add to SAIL notes.

If determined that the school is operating without bureau approval beyond the 6
month renewal period, complete Enforcement Referral.

L ..
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Bureau Security 2013-0069 2013-0069
Procedures July 19, 2013

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately

Issue Date: Approved By:

Qﬁjom Ldﬂmé‘xa)

March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that the Bureau for Private Postsecondary Education (Bureau)
workplace is a safe and secure environment.

Purpose: This procedure outlines the process for maintaining Bureau security.
Definitions: N/A
Productivity Benchmarks: N/A

Bureau Access Security Procedures:

1. Full access to Bureau offices is restricted to Bureau personnel.

2. Only individuals authorized to conduct official business or individuals known to an
employee shall be permitted to enter the office. Such individuals shall be escorted
by a Bureau employee at all times.

3. Until permission is granted for visitors to enter the office, visitors shall remain in the
reception area outside of the office.

4. Friends and family members visiting the Bureau shall remain in the reception area
until the employee they are visiting comes and escorts them. Friends and family
members shall not be left unattended inside the office at any time.

5. The Bureau has three secure areas not readily accessible to employees. For
access to these areas, see a manager. These areas are:
e File Room

o e e s S e
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+ Equipment Room
o Supply Room

8. The Bureau has internal access to several outdoor patios. For employee safety, no
one is permitted to access the patio areas. The patio doors shall remain locked at
all times.

7. The Bureau alarm system is activated between 6:00 a.m. and 7:30 p.m. Monday
through Friday. On weekends and State holidays the system is activated all day.
Special permission must be granted by a Chief for an employee to access the suite
prior to 7:00 a.m. and after 6:00 p.m. If the alarm is set off, the alarm company will
first attempt to contact the Deputy Bureau Chief. If he/she cannot be reached then
the alarm company will immediately contact the California Highway Patrol (CHP).
The CHP has jurisdiction over all state property and empioyees.

8. Bureau employees have each been assigned a card key for access to the Bureau’s
office suites. Card keys are the property of the alarm company. For security
purposes, all employees shall present their card key to the card reader every time
they enter the suite.

9. Employees must immediately notify the Administration Unit manager if they lose or

misplace their card key. A replacement fee of $4.50 is charged by the alarm
company and is the responsibility of the employee.

e e ...
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
OIS Service Request 2013-0080 2013-0080
(Problem) July 19, 2013

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately

Issue Date: Approved By:
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March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure Bureau for Private Postsecondary (Bureau) information technologies
needs are submitted to the Department of Consumer Affairs (DCA) Office of Information
Services (OIS) in accordance with DCA policy and procedure.

Purpose: This procedure outlines the process for submitting an OIS service request when a
Bureau manager reports a problem or service needed.

Definitions:
Hardware — The physical parts or components of a computer such as the monitor, mouse,
and keyboard.

Software — The machine-readable instructions that directs a computer's processor to perform
specific operations such as SAIL, Microsoft Windows and iTunes.

Productivity Benchmarks: The process for placing a service request will vary depending on

the number of reported problems or requests; however, each individual request submission
will take approximately 10 minutes to complete.

OIS Service Request (Problem) Procedures:

1. Upon experiencing a computer hardware or software problem or an identified need, the
user shall notify his/her immediate supervisor of the problem/request

2. Upon notification of the problem/request, the supervisor shall send an email to the Bureau
Information Technology (Liaison) with a cc to the Administration Manager. The email
shall contain a detailed description of the problem/request, the name of the employee, the
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IP address of the computer, employee’s phone number and the employee’s cubicle
number.

3. Upon receipt of an email regarding a hardware or software problem, the Liaison shall log
the request on the Tracking Log. The Tracking Log is located as follows: (s
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4. The Bureau OIS Liaison shall submit an email service request to the DCA OIS at
i ; requesting the applicable services. The email service
request shall include a detailed description of the problem/request, the name of the
employee, the IP address of the computer, employee’s phone number and the employee'’s
cubicle number.

5. Upon receipt of the service request, OIS will provide the Liaison with a service request
number. The Liaison shall record the service request number on the tracking log.

6. The DCA OIS will provide periodic updates on the status of the service request. Updates
shall be recorded on the Tracking Log.

7. If the Liaison has not been contacted by OIS indicating that they are working on the
problem/request within 24 hours if a work stoppage, or 48 hours if a not work stoppage,
then the Liaison shall contact OIS for a status. The Liaison shall continue following up at
regular intervals until resolved/completed.

8. Upon resolution/completion of the service request, OIS will notify the Liaison. The Liaison
shall notify the appropriate manager and user that the problem/request has been
resolved/completed and confirm that they are satisfied with the outcome.

9. The line item on the Tracking Log can then be updated and shaded to indicate
completion.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Procedure for Generating | 2013-0081 2013-0081

a new Annual Fee Invoice | July 19, 2013

Procedure Owner: Effective: Pages: 3
Administration Unit July 19, 2013

Issue Date: Approved By:

A i ﬁm@a)

April 30, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that fees are invoiced and collected in accordance with Bureau for
Private Postsecondary Education (Bureau) laws and regulations, State Administrative
Manual procedures and Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the process for generating an annual fee invoice.
Definitions:

Schools Automated Information Link (SAIL) — The data base that stores information on
private postsecondary schools operating in California.

Productivity Benchmarks: Generating a new invoice will take five to 10 minutes per
invoice.

Procedures for Generating a New Annual Fee Invoice:

1. If after generating the Annual Fee invoices it is discovered that an invoice didn’t
generate, or is incorrect, a new invoice must be generated.

2. To generate a new invoice the Bureau fiscal analyst will log into SAIL.

3. Click on “Revenue Tracking” towards the bottom of the blue box on the left side of
the screen.

4. Click on “Add a Service Invoice” in the middle of the screen.

5. Input the school code. See Table 1.
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6. Input the fee type. The annual fee type is {lllNGSNE:_Sce Table 1.

7. Click on “Submit.” See Table 1.

Table: 1
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8. A new invoice is created.

9. Fillin the “Due Date.”

10. Fill in the “First Delinquent Date.”

11.  Fill in the “Annual Fee Information Month.”

12. Fiil in the “Annual Fee Information Year.”

13. Click on “Save Work.”

14. Return to the main SAIL screen.

15. Insert the school code in the box at the top left and click on “Go.”
16. Click on the “Revenue Tracking” tab. See Table 2.

17. Find the invoice number. See Table 2.

m
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See #16

18. Click on the down arrow next to the invoice number to print the invoice.

m
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Procedures for None 2013-0082
Purchasing

Procedure Owner: Effective: Pages: 3
Administration Unit

Issue Date: Approved By:

July 19, 2013 Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that all Bureau purchasing is done within the State mandated
requirements.

Purpose: This procedure outlines the purchasing process.
Definitions:

SB — Small Business

DVBE - Disable Veterans Business Enterprise

PO — Purchase Order

BSO - Business Service Office

The Governor Created the Small Business/Disable Veterans Business Enterprise
(SB/DVBE) program to assist SB/DVBE vendors by giving them first consideration in
procurement and contract opportunities. The SB/DVBE Certification is required when
doing Business with a certified SB/DVBE vendor.

Productivity Benchmarks: The overall process for purchasing and can take
approximately 4 hours. The process involves selecting products, obtaining quotes from
vendors, completing the required forms and providing the necessary supporting
documentation.

Procedures for purchasing:

1. Determine the goods or products Bureau needs.

2. Requests for quotes based on the following procurement methods.

e e e e e e
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+ For Office Supplies, first go through the DGS mandatory contract (#1-10-
75-55) vendor such as National Office Solutions.

e For Office Supplies that we cannot find through the mandatory office
supply catalog, get 2 quotes from SB/DVBE vendors. Email Kevin Aria

Weeaseiislmesassgsis) for a list of SB/DVBE vendors.

» ForIT Equipment (printers etc.), go through the DGS mandatory
contracts (various) vendors. If you have questions, please contact Fredy
Lemus « NN o DCA/BSO office for guidance. T
purchased required OIS approval.

e For Toner (New), go through the DGS mandatory contracts (#1-10-74-
60A) vendor such as deisiems Sbmivmee Qifagginmiusie

e For Toner (Re-manufactured), go through the DGS mandatory contracts
(#1-10-75-60A) vendor such as guSwmemisdiet, Inc. DBA Technology
Integration Group (TIG).

¢ For Toner (New or Remanufactured not found in the mandatory
contracts), get 2 quotes from a SB/DVBE vendors. In addition, the
Bureau must have an exemption from the mandatory vendors stating they
do not have or carry the specific toner we need. Emaiisiansimmimioe

Hamanintwwemsasyens for list of SB/DVBE vendors.

» For paper, if the purchase is a minimum of 40 cases (1 pallet), go through
the DGS mandatory contract (#1-09-75-41B) vendor il

e For paper, if the purchase is not to exceed 39 cases, then go through the
DGS mandatory contract (Heidassbeid) vendormm

3. Submit the completed Purchase Request Package (BSO-47) todia@for
processing. Please note that only supplies and paper purchase less than 40
cases can be purchase using Cal-Card. As for the rest of the acquisitions, they
must be procured through completing the iismbsséorm.

4. Fill out the Purchase Request Log — to track all requisitions (when sent to BSO,
what analyst it was assigned to, REQ number, etc) Gl RRD

shibiibtliE S
5. BSO will complete PO/Contracts and submits to the vendors for processing. -

6. BSO will provide BPPE with a copy of the PO with property tags.

7. BPPE received goods or products from vendors.

b ____ " "
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8. Once the goods or products are received, BPPE returns the stock received
certificate back the BSO.

Figure 1 below is a summary of the different procurement methods discussed in #2.

Type Method | YVendors | Mandator | Approval | Acauisition
Y State Reauired Method
Contracts
Office Supplies | Mandatory National Office | 1-10-75-55 Acquisition Request
Contract Solutions BSO-47 or CAL-Card
Office Supplies | 2 quotes from | Email Kevin Aria Acquisition Request
{not in SB/DVBE for listing of BSO-47 or CAL-Card
mandatory vendors SB/DVBE
office supply kevin.aria@dca.
catalog) ca.gov
IT—Equipment | Mandatory Contact Fredy Various OIS (Send IT Acquisition Request
{printers, etc.) | Contracts Lemus from Justification form | BSO-47 only
DCA/BSO office and Requisition
for guidance BS03045
Fredy.lemus@d together to 0I5)
ca.ca.gov
Toner {New) Mandatory Midtown 1-11-75-60B Acquisition Request
Contract Stationers BSO-47 only
Office Products
Toner Mandatory PC Specialist, 1-10-75-60A Acquisition Request
(remanufactur | Contract inc. DBA BSO-47 only
ed) Technology
Integration
Group (TG}
Toner {newor | 2 quotes from | Email Kevin Aria Written Acquisition Request
remanufacture | SB/DVBE - for listing of exemptions from | BSO-47
dnotfoundin | musthavean | SB/DVBE mandatory
the mandatory | exemption kevin.aria@dca. contract State
contracts) from the ca.gov Contract
mandatory Administrators
vendors {see each
stating they contract for the
do not have or specific contact
carry the person or call
specific toner BSO
you want
Paper Mandatory Stay Safe Supply | 1-09-75-41B Minimum of 40 Acquisition Request
Contract cases (1 Pallet) BSQ-47
Paper Mandatory National Office | 1-10-75-55 Not too exceed Acquisition Request
Contract Solutions 39 cases B50-47 or CAL-Card
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Procedures for 2013-0083 2013-0083

Generating an Annual Fee | July 19, 2013 '
Invoice for a New School

Procedure Owner: Effective: Pages: 6 7]
Administration Unit July 19, 2013
Issue Date: Approved By:

April 30, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that annual fees are invoiced and collected in accordance with
Bureau for Private Postsecondary Education laws and regulations, State Administrative
Manual procedures and Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the procedures for collecting annual fees from a
newly approved private postsecondary education school.

Definitions:
Schools Automated Information Link (SAIL) — The data base that stores information on
private postsecondary schools operating in California.

Productivity Benchmarks: Generating a new invoice will take from five to 10 minutes.

Procedures for Generating Annual Fee Invoice for newly approved school:

Pursuant to the California Code of Regulation section 74006 (a) An institution's annual
fee is due within 30 days of the date on which the institution originally receives its
approval to operate and each year thereafter on the anniversary of the date of the
original approval.

The procedure is divided into two categories, Full Approval and Accredited Institution
Approval.

Schools with Full Approval:

- |
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1. Within 30 days of the school received it's approval to operate, the Bureau will
generate annual fee invoice and set up the school for future annual fee billing. The
Bureau fiscal analyst shall log into SAIL.

2. Click on “Revenue Tracking” towards the bottom of the blue box on the left side of
the screen.

3. Click on “Revenue Report Center” in the middle of the screen.

4.  Refer to the middle column titled “Management Reports.” Click on “Institutions
Newly Approved (By Date).

5.  Enter the range of dates (generally the first to the last day of a month).
6. Click on “Print Report.”
7. Retrieve the report from the printer.

8.  The computer screen will revert back to the “Revenue Tracking Report Center
Screen.”

9. Click on “Close” to return to the “Revenue Tracking” screen.

10. Click on “School Information” in the blue box at the left of the screen.

11. Enter the school code in the box at the top left of the screen and click “Go.”
12. Verify the school status is appropriate to generate an annual fee invoice. See

Table 1. Note: a school status of “Active-94905” refers to regional accreditation
and as such are exempt from paying annual fees invoice.

Table: 1 — )
School status should indicate “Active”

w
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13. Click on “Return to Main.” See_ Table 1.

=lo] x]

14. Click on “Revenue Tracking” towards the bottom of the blue box on the left side of

the screen.
15.  Click on “Add Service Invoice” found in the middle of the page.

16. Enter the school code in the box titled “School Code.” See Table 2.

17.  Go to the drop down box titled “Fee Type (Description)” and choose “Annual

94930.5¢(2.d.A) Inst.” See Table 2.

18. Click “Submit.” See Table 2.
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19.

20.

21.

22.

23.

24.
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Fill in the following information:

a. Due Date (1% day of the following month).

b. Delinquent Date (30 days from the due date).

c. Annual Fee Information (select the month the school was approved).

Click on “Save Work.”
Go to “Print Invoices” and click on “Print this AF Bill (Newly Approved).”
Process the invoice in accordance with procedure #2013-0087.

In order for this new school’s annual fee invoice to generate automatically in
future years, the school must be added in SAIL.

Go to the Revenue Tracking Screen. Click on the word “Revenue Tracking” at the
top left hand corner. There will be a Revenue Tracking —Set AF Billing Month
dialog box appearing on the screen. In the dialog box, please enter the school
code and also select the appropriate annual fee month. Once that is done, click
on the “Save Billing Month” icon to save the annual fee month.

T e e L R e S e S e S A ST T
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¢  Revenue Tracking - Main

File - AnnualReports Application Processing - Cest of Authorization - Enforcement  Revenue Tracking  School Information  STRF  Tithe38  Help

SAIL... NET

Schools Automated Information Link
P Revenue Tracking RCVCHUC' Trﬂc’(iﬂg Main Sjte

1. Enter Transaction

The Revenue Tracking Site welcomes Jessica Liu to the system.

5614 or L

Exan 6 L
2. Enter Invoice #:

Add Revenue Batch' £,

single Click To Close Rgvenue Batch' 4,
Perform Action! - - .
Add Revenue Transaction’ £,
Add Service Invoice' £y,
P School Information Revenue Qﬁpﬂl‘t (Center 1 <
P Enforcement/Complaint
P Application Processing
P Annual Report
» S.T.R.F. There is no current Revenue "Batch® open.
P COAFS / Agent Permits =
B S.A.JL. Net Main Site R R S T Ly
Enter School Code Hme:I——_

AF Billing Month: ] vi .

25.  Once the future annual fee month is set up, the process for setting up a new
school for annual fee is completed.

Schools with Accredited Institution Approval:

Schools with Accredited approval usually do not show up on the Newly Approved
School List Report generated using the above method. To find the newly approved
schools with Accredited Institution approval, please follow the below steps:

1. Go to the Application Processing screen.

e e e R s
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¢ Applications Processing - Main Site
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2. Click on Application Report Center.
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3. Go to “Completed Applications” on the lower left hand corner.

. ]
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4. Click on Non-Degree/Vocational Unit group by App Type. This will generate the
completed applications for Non-Degree/Vocational Unit.

5. Also Click on Degree Granting Unit group by App Type. This will generate the
completed applications for Degree Granting Unit.

6. Once the reports are printed. They are organized by Analyst Names. Look at all
completed application types that are label under: “Approval to Operate an
Accredited Institution”. Please note that not all applications approved under this
category are newly approved schools. Look for the ones that are newly approved
in SAIL.

7. Once the a newly approved schools are identified using this method, then follow
the above procedures under Full Approval schools # 8-24 to create annual fee
invoice and add future annual fee month in SAIL.

8. Mailed the newly approved annual fee invoices to schools (identified under both
approval types) and keep copies for the Bureau.

9. Lastly give a copy of the newly approved schools lists of both types (Full
Approval and Accredited Institution Approval) to the Enforcement Chief.

T e S e R L e T 2 S S N Sy S S T T Sy
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Procedures for Posting 2013-0084
Dishonored Checks in 2013-0084
SAIL July 19, 2013
Procedure Owner: Effective: Pages: 2
Administration Unit Immediately
Issue Date: Approved By:
) ]
March 25, 2015 Q@ pon g g,tj?
(
Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that checks that have been dishonored by a school’s bank and
returned to the Bureau for Private Postsecondary Education (Bureau) unpaid are posted
in SAIL so that accounting processes are consistent with the State Administrative
Manual and Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the process for posting returned checks to the
schools revenue information in SAIL.

Definitions:

Dishonored check — A check that the payer’s bank will not honor. Dishonored checks
are most often due to insufficient funds in the payer’'s account or the account has been
closed.

Bureau accounting liaison — The Bureau staff person responsible for all accounting
related transactions and processes.

SAIL — An acronym for Schools Automated Information Link. SAIL is a data base that
stores information on private postsecondary schools operating in California.

Productivity Benchmarks: Posting a returned check to the SAIL database will take the
Bureau accounting liaison 5 minutes per check received.

Procedures for Posting a Dishonored Check to SAIL:

1. When a check is returned to the Bureau by the bank as unpaid, the Bureau
accounting liaison shall immediately post the returned check to the school’s
revenue tracking file in SAIL.

R P R S A T e A P AP S SN S
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2. The Bureau accounting liaison shall log into SAIL.

3. Enter the school’s code in the box titled “School Code” at the top of the screen and
click on “Go.”

4. Click on the “Revenue Tracking” tab located towards the bottom right of the
screen. Determine the invoice that is associated with the returned check and
notate the transaction number. The transaction number can be located in the
second to last column titled “Trans No.”

9. Return to the Main Menu and click on “Revenue Tracking” found on the left side of
the screen, fifth item down in the blue box.

6. Insert the transaction number in the box at the top left of the screen titled “Enter
Transaction #" and click “Go.”

7. On the Detail for Transaction screen (Table 1):

e Click on the box titled “Dishonored.”
e Enter the date the check was dishonored in the box titled “Date Check

Dishonored.” This date can be obtained on the notice generated by the DCA
Accounting Office that was attached to the returned check.
8. Click on the tab at the bottom of the screen titled “Save Work.”

Table 1:

Detail For Transaction #188408 (All Access) : e e e

Fie -~ Revenus Tonk

A I Revenue Tracking
: S. .I. 5 Transaction Detail
st :[7 Legacy [—-‘— = E——_ = | Date Check Receive
.T!"lnll:IIDrl | _ Ledger+ Batch & | P .
. ek = ek oopedin
Check Logged By: [Mar Kyan W Check [ Cash

Chock From: (¢ Bxateg Scheel ( Omer  Schoot CoocQED

|
% ™

Make Payasie To; Bureau For Private Postsecondary Education [BPPE)
Amount AIGCated i he 305 Fuag
mmunwrﬁtg |

Transaction Balanced - 1 Invoice(s) for $301.71
Revenus Sarvice Invoices For Transaction 3182408
hama

See Step 7

|
|
|
I
|
|
|
|
I

‘BackTodain' | ‘Savework® | TeportCenter’ | ‘Addniew Comments' | Add Mew Transaction’ | Primt Transachion Detair
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Dishonored Check 2013-0085 2013-0085
Processing Procedures July 19, 2013

Procedure Owner: Effective: Pages: 3
Administration Unit July 19, 2013

Issue Date: Approved By:

Wpor Lomey

March 25, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that checks returned to the Bureau for Private Postsecondary
Education (Bureau) by a school's bank unpaid are processed in accordance with
the State Administrative Manual and Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the process for collecting funds owed the Bureau,
but payment was rejected by the school’s financial institution.

Definitions:
SAIL — an acronym for Schools Automated Information Link. SAIL is a data base that
stores information on private postsecondary schools operating in California.

Productivity Benchmarks: Because this procedure can spread over a 90-day or longer
period, it is not possible to accurately assess a productivity benchmark; however, each
letter should take ten to 15 minutes to process. If the debt rolls over into the the debt
collection process the time spent on collection efforts will be anywhere from two hours
to eight hours before the collection effort is abandon.

Dishonored Check Processing Procedures:

1. All dishonored checks shall be processed in accordance with Procedure #2013-
0084.

2.  When the DCA Cashiering Unit receives notice of a returned check, the cashier
assigned to the Bureau shall immediately take action to collect the funds.

B L P R T eI T e e S e S
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10.

1.

12,

13.

14.

15.

The Bureau fiscal analyst shall immediately determine if the school has a pending
application. If so, the Licensing Unit must be alerted to the dishonored check so
that approval of the application does not occur until the debt is settled.

The DCA cashier shall send the first collection letter to the payer. The letter can

be accessed by following this path ™SRRG
Rt o 2 AT AT PR A LA d e e naciac )

Choose the applicable letter format and personalize it for the situation. Send the
letter to the school and place a copy of the letter in suspense for a 30-day follow
up. Send a copy of the letter to the Bureau fiscal analyst for Bureau records.

If after 30 days the school has not responded, a second letter is sent to the school.

The letter can be accessed by following this path:emmmmimmeiii @i
ARt Chaaimbiotions.

Choose the applicable letter format and personalize it for the situation. Send the
letter to the school and place a copy of the letter in suspense for a 30-day follow
up. Send a copy of the letter to the Bureau fiscal analyst for Bureau records.

If after 30 days the school has not responded, a third letter is sent to the school.

The letter can be accessed by following this path G —————— -
R - SV .

Choose the applicable letter format and personalize it for the situation. Send the
letter to the school and place a copy of the letter in suspense for a 30-day follow
up. Send a copy of the letter to the Bureau fiscal analyst for Bureau records.

If after 30 days the school still has not settled the account, action shall be taken.

If the school has an Employer identification Number (EIN) on file with the Bureau,
DCA will attempt to collect the debt through the California Franchise Tax Board
(FTB). The Cashiering Unit will forward the documentation to the DCA Accounts
Receivable-Revenue Unit for referral to FTB.

If the school does not have an EIN, the Bureau will attempt to collect on the debt
in-house.

Throughout the collection process, the Bureau fiscal analyst shall document in
SAIL the current status of the collection efforts. To do so, the Bureau fiscal analyst
shall log into SAIL. :

Enter the school’'s code in the box titled “School Code” at the top of the screen and
click on “Go.”

At the top of the school’s information page click on “Add/View Comments” then
click “Add Comment” in the box that pops up. (Table 1).

e . ]
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16. The Bureau fiscal analyst shall update the comment box and then click “Close.”
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Procedures for Clearing 2013-0086 2013-0086
an Annual Fee Billed in July 19, 2013

Error

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately

Issue Date: Approved By:

Qﬁ/om \éﬁmlﬂ)

March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that billing errors are efficiently and appropriately handled. To
ensure that billing errors are processed in accordance with the State Administrative
manual and Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the process for clearing an annual fee charge that
was billed in error.

Definitions:
SAIL — acronym standing for Schools Automated Information Link. SAIL is the Bureau’s
database that contains information on California private postsecondary schools.

Productivity Benchmarks: Clearing an annual fee billed in error will take 15 minutes to
process.

Clearing Annual Fees Billed in Error Procedures:

1. Annual fee billing errors most typically occur when an exempt school is inadvertently
bill an annual fee. The California Private Postsecondary Act of 2009 does not
require schools that meet the criteria for exemption from licensure by the Bureau to
submit an annual fee.

2. If a school claiming to be exempt contacts the Bureau and indicates that they were
inadvertently billed an annual fee, the issue shall be researched and appropriate
action taken.
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3. To determine if a school is exempt, log onto SAIL and under the “Schools
Information” enter the school's code in the appropriate box to access their school
information.

4. At the top of the screen to the left is a box that indicates “School Status.” If the box
indicates that the school is “Exempt,” then the school should not have been billed for
an annual fee and correction is necessary.

5. Staying on this same SAIL page, click on the Revenue Tracking tab towards the
bottom of the screen. This will bring up the invoice and payment history for the
school.

6. In the column title “Invoice #” locate the invoice billed in error. Click on the arrow
next to the invoice number and the invoice will print.

7. Return to the main SAIL screen. On the left side of the screen click on “Revenue
Tracking.”

8. Once on the Revenue Tracking screen, enter the invoice number in box #2.
9. On the far right of the screen check the box labeled “Bill in Error.”
10.Click on the “Save Work” tab at the bottom of the screen.

11.Click on the “Add/View Comments” tab at the bottom of the screen. Notate here that
the school is accredited and billed in error. Click on “Add Comment” to complete.

12. Print the Invoice Detail.

13.File the Invoice Detail by invoice number in the Billed in Error binder.

e . T
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Procedures for 2013-0087 2013-0087
Generating Annual Fee July 19, 2013

Invoices

Procedure Owner: Effective: Pages: 2
Administration Unit July 19, 2013

Issue Date: Approved By:

W oo ﬁm/

April 21, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that annual fees are invoiced and collected in accordance with
Bureau for Private Postsecondary Education laws and regulations, State Administrative
Manual procedures and Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the procedures for collecting annual fees from
private postsecondary education schools.

Definitions:
Schools Automated Information Link (SAIL) — The data base that stores information on
private postsecondary schools operating in California.

Productivity Benchmarks: The overall process will take approximately one week each
quarter from beginning to end although Bureau staff will not be working on the project
for much of that time. The Bureau fiscal analyst will spend approximately two hours
each quarter coordinating the invoice process.

Procedures for Generating STRF Invoices:

1. Each year, during the anniversary month of a school’s initial approval to operate,
the school is required to pay an annual fee. The annual fee is calculated at three-
quarters of one percent of the school's annual revenues, but not to exceed
$25,000.00 annually. Additionally, a school shall submit $1,000.00 for each branch
it is approved to operate if applicable.

2. Payment is due on the 1% day of the month that the school received its original
approval to operate.
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3. Payments received after the 30" calendar day from the due date are subject to a
25% penalty fee. Payments received after the 90" calendar day from the due date
are subject to a 35% penalty fee. :

4. Before an annual fee is sent to the DCA Cashiering Unit for processing, it shall be
reviewed by the fiscal analyst to ensure that the school completed the invoice
properly and submitted the correct amount.

5. The school shall insert their fiscal month/year beginning and ending on the lines
titled “Fiscal Year Begin” and “Fiscal Year End.” This shall consist of 12
consecutive months. The fiscal year ending month shall not be after the annual
‘fee month. For example, if & school’s anniversary month/year is July 2015, then
the fiscal year ending month shall be before July 1, 2015. If any of the following
occur, the payment shall be returned to the school for correction:

¢ The fiscal year section is left blank.
+ The fiscal year is incorrectly notated.
o The fiscal year is shorter or longer than one year.

6. The school shall insert their annual gross revenue for the reporting year from their
financial statement on the line titled “Annual Gross Revenue.” This figure cannot
be estimation, but shall be the actual annual gross revenue.

7. The annual gross revenue is multiplied by .0075 and the amount is inserted on the
line titled “Institution Total".

8. If the school has one or more branch locations, then the total number of branch
locations is inserted on the fine titled “Number of Branch Locations.” The number
of branch locations is multiplied by $1,000.00 and the resulting amount is inserted
on the line titled “Branch Total.” If the school does not have any branch locations,
then this section is left blank. If the school inadvertently pays for branch locations,
but does not have any branches, then the payment shall be returned for correction.

9.  The number of branch locations can be found in SAIL. The fiscal analyst will log
into SAIL. Enter the school code in the box titled “Enter School Code” at the top
left. Click on “Go.”

10. Click on the tab titled “Branches and Satellites.” See Table 1 below.
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11.

12.

13.

14.

15

Table 1:

4 General School Information For School Code #4302631

Repon Center Add/Vew Comments Save Work! Add Schood item & A Glance
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s

@l ® mov

The amount on the line titled “Institution Total” is added to the amount (if any) on
the line titled “Branch Total” and entered on the line titled “TOTAL AMOUNT DUE.”

=

Verify all of the calculations are correct.

If the school added a penalty fee it shall be calculated by multiplying the
percentage (either 25% or 35%, whichever is applicable) by the sum of the
Institution Total and Branch Total (Institution Total + Branch Total X .25 = Penalty
Due). If the school failed to submit the requisite penalty or calculated the penalty
incorrectly, a delinquent notice shall be generated. A sample delinquent notice can

be accessed by following this path: GuEEEEEEREREG-
SRR G eieeminasis ek ; _

Upon completion of the invoice review, the payments shall be provided to the
Bureau Office Technician responsible for preparing checks for submission to the
DCA Cashiering Unit.

The Office Technician will prepare the checks for submission to the DCA
Cashiering Unit in accordance with Procedure # 2013-0064, Mail Processing
Procedures.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Revenue Transfer 2013-0088 2013-0088
Procedures July 19, 2013

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately

Issue Date: Approved By:

/- ﬁwﬁ)

March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that revenue transfers are processed in accordance with the State
Administrative manual and Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the process for transferring funds.

Definitions:
Revenue transfer — an internal process to move funds from one account to another.

SAIL — acronym standing for Schools Automated Information Link. SAIL is the Bureau'’s
database that contains information on California private postsecondary schools.

Productivity Benchmarks: A revenue transfer will take 30 minutes to one hour to
process.

Revenue Refund Procedures:

1. Gather all of the necessary documents to support the transfer.
e Download the Revenue Transfer Request form by following or clicking on this
link: . : :
e Print a copy of the SAIL payment history report. Go to SAIL, click on the
Revenue Tracking tab. To the left of the revenue table is a button labeled
“Print Revenue History,” click on this button.
e Collect any other applicable information to support the revenue transfer.

2. Complete the Revenue Transfer Request as follows:
a. From: Enter Bureau for Private Postsecondary Education.
b. Date: Enter the date the form is prepared.

__________________________ ]
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¢. Contact Person’s Information: Enter the name, telephone number, and
email address of the person completing the revenue transfer form.

d. Transfer From:. Enter the index, PCA, account number, suffix, and amount
you want to transfer from.

e. Transfer To. Enter the index, PCA, account number, suffix, and amount
you want to transfer to.

f. Reason for Transfer: Provide an explanation to justify the request.
Specify the name of the school, transaction number, and invoice number
that the transfer affects.

g. RC Number: Enter the number from the Report of Collection (RC) that the
funds were cashiered.

h. Deposit Date: Enter the deposit date listed on the RC.

i. Signature of Authorized Person: Submit the completed form and
accompanying documents to the Administration Unit manager for
approval.

3. Upon approval of the request, make two copies.

4. Submit the original Revenue Transfer Request and one additional copy to the DCA
Accounts Receivabie/Revenue Unit.

5. Place the remaining copy in the pending file until the completed Revenue Transfer
Request is returned from DCA. ‘

6. When the completed document is returned from DCA, it can be filed. If a completed
copy is not received within 30 days, follow up with DCA.

b . ]
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Dishonored Check 2013-0089 2013-0089
Reimbursement July 19, 2013

Procedures

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately

Issue Date: Approved By:

March 25, 2015 (Q[é

!(),Q'ﬂ _é/?ﬂflz. ﬁ)

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that reimbursement for checks that have been dishonored by a
school’s bank and returned to the Bureau for Private Postsecondary Education (Bureau)
unpaid are processed in accordance with the State Administrative Manual and
Department of Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the process for preparing the reimbursement funds
for cashiering to ensure the funds are linked with the appropriate fund.

Definitions:

Dishonored check — A check that the payer’'s bank will not honor. Dishonored checks
are most often due to insufficient funds in the payer's account or the account has been
closed.

Bureau accounting liaison — The Bureau staff person responsible for all accounting
related transactions and processes.

SAIL — An acronym for Schools Automated Information Link. SAIL is a data base that
stores information on private postsecondary schools operating in California.

Productivity Benchmarks: Processing a returned check fee will take the Bureau
accounting liaison 10 minutes per fee received.

Procedures to Process a Dishonored Check Reimbursement:

1. Atthe time a check is returned to the Bureau by the bank as unpaid, the Bureau
accounting liaison will post the information in SAIL in accordance with Procedure
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#2013-0084. In addition to the original amount of the check, a processing/penalty
fee will be charged to the schoo! for the dishonored check.

2. Upon receipt of the processing/penalty fee from the school, the Bureau accounting

liaison shall stamp the payment with a transaction number, then post to SAIL. The
transaction number is issued by the Bureau's accounting liaison.

3. To post, go to SAIL and click on “Revenue Tracking” found on the left side of the
screen, fifth item down in the blue box.

4. Click on “Add Revenue Transaction” found center screen, third item down and
enter the transaction number.

5. Enter the payer and the payment information.

6. Click “Link an Existing Invoice.”

7. Click on the applicable invoice pertaining to the dishonored check.

8. Click “Yes" in the pop up box to open up the detailed screen.

9. Fill in the amount of the payment.

10. Click on “Save” and exit from SAIL.

11. As a double check to ensure the dishonored check has been correctly cleared,

once again go to SAIL and click on “Revenue Tracking” found on the left side of
the screen, fifth item down in the blue box.

12. Then enter the transaction number from step #2 above issued by the Bureau's
accounting liaison, and click on “Go”.

13. If the transaction has been correctly cleared, the screen will indicate the following:
* The box titled “Dishonored Check” is marked.
+ The date the check was dishonored is populated.
» The screen indicates “Cleared by Transaction #XXX, 0 Invoices(s) for $0.00
Dishonored**Dishonored.”

e T
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Procedure to Return a 2013-0090 2013-0090
Check to Sender July 19, 2013

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately

Issue Date: Approved By:

/- é)ku,ﬁ)

March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that checks submitted in error or received erroneously are returned
to the sender in accordance with the State Administrative Manual and Department of
Consumer Affairs (DCA) policy.

Purpose: This procedure outlines the process for returning checks to the sender.
Definitions:

Productivity Benchmarks: Returning a check to the sender will take15 minutes per
check.

Procedures to Return a Check to the Sender:

1. Checks are often received from schools that are unable to be cashiered for various
reasons. The most common reasons necessitating a check to be returned are:
¢ A check was submitted indicating that it was for STRF fees, but the
invoice was not included.

e A check was submitted for STRF fees; however the fees were incorrectly
calculated.

o A fee was not required.
¢ A duplicate payment received.

2. Review the checks received in the mail each day to determine which, if any, need to
be returned to the sender.

3. Retrieve the binder labeled Returned Check Log from the desk of the fiscal analyst.
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4. Complete a Returned Payment Notice (Form 99J-370) as depicted on the sample
below. A supply of this form is maintained in the binder and can be reordered from
the DCA Business Service Office.

{ Esww STATE OF CALIFORNIA Na 220688
Cakiomea | )
i RETURNED PAYMENT NOTICE Insert the date here
Consumer —_—
Affairs Date
We are returning your remitiance for the following reasons: [nsert the reason for the returned check here

Insert the particulars regading the check below.

Business Check []

Remiftance attached-

Personal check [] Money order []

[ _i Other . _ _ _
-Dated Amount §

Insert the name and address of the school here,

l N Agency Insert DCA, BPPE here.

- By Insert your name here

FORM 923-370 (REV 2/01)
S — g it bt N — — - - - e

5. Draft a letter to the school explaining the reason for returning the check. The letter
template can be accessed by following this path oo ssaTEE——
: NNt el

6. Complete a U.S. Postal Service Certified Mail post card and receipt. These can be
obtained from the mail station in the Administration Unit.

7. Make a photo copy of the check and the letter.

8. Attach the letter to the white copy of the Returned Payment Notice and the original
check. Mail all three documents to the school by Certified Mail.

9. Accessing the Returned Check Log maintained in the binder, record the following:
e The date the check was received.

The name of the school that submitted the check.

The amount of the check.

The check number.

The initials of the Bureau staff person processing the returned check.

The date the check was returned.

10.Assemble the copy of the letter, yellow and pink copy of the Returned Payment
Notice, and certified mail receipt and place them in the binder.

11.Within a few days the U.S. Postal Service return receipt will arrive in the mail.
Attach the receipt to the appropriate documentation in the binder.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
None 2013-0094
Procedures for Travel

Procedure Owner: Effective: Pages: 2
Administration Unit Immediately
Issue Date: Approved By:

September 3, 2013
Joanne Wenzel, Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that all State DCA travel adheres to the DCA State guidelines and
make sure BPPE has proper documentation and posting of funds.

Purpose: The purpose of this procedure is to outline the DCA Travel guidelines and
ensure that BPPE processes are followed consistently and accurately.

Definitions:

CalATERS Global Account — CalATERS Global is a web-based application that allows
State employees and non-State employees to process travel advances and expense
reimbursements online.

Caltravelstore — The Statewide Travel Program provides the most economical rates
available through the use of contracted travel-related services for airfare, car rentals,
travel, and fuel payment system. It is the only authorized Travel Management Service
Provider for all State of California Government Travel.

Productivity Benchmarks: The time a staff traveler spends on planning the trip and
making recommendation to his/her manager varies depending on the reason for travel.
The time a staff traveler spends on booking airfare, car rentals and hotels on the
Caltravelstore can take up to 2 hours. As for the time a staff travel spends on requesting
travel advance and expense reimbursement on CalATERS can take up to 45 minutes.

Procedures for Travel:

1. Prior to any travel the staff traveler needs to recommend to a manager his/her
travel plans including dates, times and estimate of costs.
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2. Once approval is obtained from the manager, the staff traveler scheduled the
travel with the school. Then make all travel arrangements such as airfare, car
rental and hotel through the Cal Travel store a
Contact the Bureau’s Travel Liaison for User ID and temporary Password.

3. The prior to travel, the staff traveler can request for a travel advance cover the
cost or wait until after the trip to file an expense reimbursement.

4. Travel advances and reimbursements are both requested through the CalATERS
Global system. Therefore, all staff travelers should have a CalATERS Globall
account set up with the travel unit.

5. To establish a CalATERS Global account the staff traveler completes a
CalATERS Global Training Request form available on the DCA intranet
and scan e-mail it to the

e e R AR R R R RS L e
Travel Unit ajsnmissnaslllmmmle to request a CalATERS Global User ID.

6. With the CalATERS Global ID, the staff traveler signs on to the CalATERS
Global system through the following website

7. Please note that on the DCA intranet, under the Travel/CalATERS tab it has a lot
of useful information regarding travel and the required forms.

A s S W G B T D S S S BT B S R s e

8. Upon 3-5 business days of returning from a trip, the staff traveler should go on to
the CalATERS Global system to clear their travel advance or file for expense
reimbursement.

9. Print the transmittal sheets and attached original receipts. Then route then entire
package to the approver for signature.

10. Make 2 copies of the signed transmittal sheets and receipts. One copy is
submitted to the fiscal analyst for review and the one for the staff traveler to
keep.

11. Once the Fiscal Analyst has reviewed transmittal sheets and receipts, the Office
Technician will then file the entire package in the Bureau’s travel binder.

e T . S STy
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Employment Application 2014-0001 2014-0001
Processing Procedures July 1, 2014

Procedure Owner: Effective: Pages: 4
Administration Unit Immediately

Issue Date: Approved By:

/. ﬂmﬁ)

March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: Bureau for Private Postsecondary Education (Bureau) support staff assigned
the task of opening incoming mail, are responsible for ensuring that Employment
Applications (STD 678) and accompanying documentations submitted in response to
vacant position recruitment efforts are processed in accordance with Department of
Consumer Affairs’ (DCA) policy and procedure and State of California Law.

Purpose: Opening, collating and logging incoming employment applications and
attachments in an organized and systematic manner will ensure that the Bureau is in
compliance with applicable policy, laws and rules. Should there be an appeal to the
hiring process; the Bureau will have the necessary documentation to defend its position
upon request by the DCA Office of Human Resources or the California Department of
Human Resources.

Definitions:
Employment application — The standard form used by all State of California
departments to solicit interest in vacant positions and examinations.

VPOS - The recruitment document resulting from an advertisement placed on the
California Department of Human Resources’ data base announcing an available
position.

Office of Human Resources — The office within the DCA charged with ensuring Bureau
employees’ personnel and human resources needs are administered in accordance with
policy, laws and rules.

Certification list — The official “list” that indicates eligibility on an employment list for the
classification being recruited.
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Bureau Human Resources Liaison — The Bureau analyst responsible for interacting with
the DCA human resources staff on all human resources matters pertaining to Bureau
employees.

Productivity Benchmarks: Although the total time spent each month may vary
depending on the overall number of vacancies the Bureau experiences in a given
month, once fully trained on this task, support staff should spend no more than 30
minutes per day (11 to 12 hours per month) opening applications received via United
States mail and interoffice mail, organizing the documents, and logging the applications
on to a standardized spreadsheet.

Procedures for Processing Incoming Employment Applications:

1. Using an expandable folder, create a file for each vacant position that the Bureau is
accepting applications.

2. Collect the Employment Applications (STD 678) and attachments received in the
mail.

3. Organize the applications into groups by position being advertised.

4. Within each group, complete the following:
a) Remove any unneeded/unnecessary documents submitted by the applicant. See
Attachment A.
b) Organize the documents in the prescribed order. See Attachment A.
¢) Arrange the applications in alphabetical order.
d) On your computer, locate the standardized spreadsheet by following this path:

e) Save the spreadsheet in the appropriate folder by following this path gt
e .  Click on the current fiscal
year. Click on the appropriate Unit. Save the spreadsheet using the position
number.

f) For each application received, insert the name of the applicant and the day the
application was date stamped. The name should be last name, first name. The
names are to be organized on the spreadsheet in alphabetical order.

5. Within approximately one week after the final filing date of the VPOS, the DCA
Office of Human Resources will forward a copy of the examination certification list
and the applications of those that responded interested in the position. If these
documents are not received within one week, contact the DCA Office of Human
Resources, Examination Unit, to inquire the status.

6. Upon receipt of these additional applications, follow the steps in number four above.

7. Approximately one week after the final filing date, the folder containing all of the
applications shall then be turned over to the hiring manager.

m
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8. Should any additional applications come in, the application, along with the envelope,
shall immediately be given to the hiring manager.

9. Occasionally, a hiring manager may request to see the applications prior to the final
filing date. It is permissible for the manager to “borrow” the folder containing the
applications under the condition that the entire folder is returned prior to the end of
the day or sooner. The hiring manager may make copies of any applications, but
may not remove any applications from the folder. If the hiring manager is requesting
an exception to this procedure, then he/she shall be directed to the Deputy Bureau
Chief to seek approval.
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Administration Unit, Employment Application Processing (last updated 03/15/15) Page 3



ATTACHMENT A

Applications (STD 678) and accompanying documents received for vacant positions

shall be collated in the foilowing order:

Application

Resume

References

Statement of Qualifications
Diploma(s)/transcripts

Exam results ‘

Cover letter

Letter(s) of reference/recommendation

. Probation Reports/Performance Evaluations
10. Training certificates

11. Any additional documents not mentioned above.

CONDIOAGN =

12.Envelope (only keep if the date stamp is after the final filing date)
Note: the above documents may or may not be included within an applicant's

application package.

The following documents, if included with an application package, shall be removed anc

appropriately (recycled, discarded, shred, etc.) disposed of;
Envelopes (only keep if received after the final filing date).
Ethnicity Questionnaire
Instruction page from the application
Employment History pages that the applicant left blank
Copy of the VPOS/job announcement
Blank sheets of paper
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Closing Recruitment and 2014-0002 2014-0002
Hiring Files Procedures May 15, 2014

Procedure Owner: Effective: Pages: 3
Administration Unit Immediately

Issue Date: Approved By:

Upor Lome

March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: The Administration Unit is responsible for ensuring that recruitment and hiring
documents are compiled and retained in accordance with Department of Consumer
Affairs’ (DCA) policy and State of California Law.

Purpose: Collecting, organizing and logging all of the pertinent recruitment and hiring
documents for each recruitment effort will ensure that the Bureau for Private
Postsecondary Education (Bureau) is in compliance with applicable policy, laws and
rules. Should there be an appeal to the hiring process; the Bureau will have the
necessary documentation to defend its position upon request by the DCA Office of
Human Resources or the California Department of Human Resources.

Definitions:

Bureau Human Resources Liaison — The Bureau analyst responsible for interacting with
the DCA human resources staff on all human resources matters pertaining to Bureau
employees.

VPOS - The recruitment document resulting from an advertisement placed on the
California Department of Human Resources’ data base announcing an available
position.

Certification — The official documentation that indicates eligibility on an employment list
for the classification being recruited.

Productivity Benchmarks: Although the total time spent may vary depending on the
overall number of vacancies the Bureau experiences in a given month, once fully
trained on this task, the Bureau Human Resources Liaison (Liaison) should spend no
more than one hour collecting, organizing and documenting a single closed recruitment
file.
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Procedures for Closing a Recruitment/Hiring File:

1. Within ten business days of the completion of the hiring process, the hiring manager
shall submit all recruitment and hiring documents to the Liaison for processing and
final disposition.

2. The Liaison shall compile the following documents, in this order, into an expandable
file folder:

a. Cover sheet, placing a check mark in the space next to the included documents
and if applicable, an explanation why any pertinent documents are not included.

The cover sheet can be found using the following path: deiim it ——
‘iR s e,

b. Completed Request for Personnel Action form (HR-01). It is not necessary to
include the attachments.

c. VPOS.
d. Certification information received from DCA Selection Services.

e. The Screening Criteria created by the hiring manager. Although formats may

vary, ensure the document contains a minimum of the following:

i Classification.

i Candidate listing.

il Date application was received.

iv Screening categories that include rating scores.

v Screening criteria that explains how those that were invited for an interview
were selected, for example, “Interview candidates with a final score of seven
(7) or above and have a background in social media and outreach.”
If the document submitted by the manager does not meet the criteria above,
return the document to the manager along with this procedure memo for
correction.

f. Compile all of the applications (do not include the applications from the
candidates that were interviewed, they will be addressed in Step 2h below)
received into one batch.

i Ensure that all of the unnecessary documents submitted by the applicant
have been removed from the applications. Such items include, but are not
limited to, blank sheets of paper, ethnicity questionnaires, unused experience
pages, copies of the VPOS, and envelopes. Envelopes should ONLY be
saved if the application is date stamped AFTER the final filing date and the
candidate was disqualified from interview due to the late application.
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i Ensure that the applications have been alphabetized.

g. Interview Schedule that includes the names of those selected for an interview
and the date and time of their interview.

h. Applications of interviewees using the same process as Step 2f above. Also
attach the signed Release of Personnel/Attendance Information form (HR-49),
interview notes of the panel, reference check responses, personnel file review
results, other documentation submitted by the candidates at the time of his/her
interview (letters of reference, writing samples, etc.), and any other documents
pertinent to the selection process.

i. Interview questions and evaluation criteria used to assess each candidate.
j- Notice of Appointment (HR-03).

3. Label the expandable file folder with the fiscal year, classification, position number
and Request for Personnel Action number. The label should read and appear as
follows:

FY XX/XX
Classification Title
644-XXK-XXXK-XXX
RPA # 644-XXX

¥

4. File the entire recruitment folder(s) by fiscal year, then alphabetically by
classification, in the designated file cabinet.

5. These files must remain locked at all times as the applications contain confidential
applicant information. In addition, interview questions are confidential because they
are often reused, so in order to keep them as confidential as possible to ensure a
competitive process, they shall remain in a locked cabinet.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Position Control 2014-0003 2014-0003
Procedures May 15, 2014

Procedure Owner: Effective: Pages: 3
Administration Unit Immediately

Issue Date: Approved By:

Wpirn Lame)

March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that Bureau for Private Postsecondary Education (Bureau) position
years (an authorized and funded position) are reconciled with the State Controller's
report each month.

Purpose: To ensure that personnel transactions have been correctly keyed as well as
safeguard positions from being abolished in accordance with Government Code Section
12439.

Definitions:
Position Year — A position that is authorized and fully funded in the Governor’s budget.
A position year is commonly referred to as a PY.

Personnel Transaction — The process of electronically keying employee and/or position
information into the State Controller’'s Office automated system.

Government Code Section 12439 — The law requiring the State Controller to abolish
positions that are vacant six consecutive pay periods.

Bureau Personnel Liaison — The Bureau analyst responsible for interacting with the
Department of Consumer Affairs’ (DCA) personnel staff on all personnel matters
pertaining to Bureau employees and positions.

Management Information Report System (MIRS) — A monthly report from the State
Controller's Office that identifies each PY assigned to the Bureau and its current status.

DCA Budget Analyst — A DCA staff person within DCA Fiscal Operations responsible for
budget issues related to the Bureau.

- ________________________________________________________________ |
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Office of Human Resources — The office within DCA charged with ensuring the human
resources needs of Bureau employees are administered in accordance with policy, laws
and rules.

Position Control Analyst — A DCA staff person in the DCA Office of Human Resources
responsible for issues related to PYs.

Classification and Pay Analyst — A DCA staff person in the DCA Office of Human
Resources responsible for classification issues related to the Bureau.

Productivity Benchmarks: Once fully trained on this task, the Bureau Personnel
Liaison (Liaison) should spend no more than two hours per month on the reconciliation
of Position Years (PYs). On occasion, it may take an additional three to five hours
depending on the severity of any discrepancies. In addition, the addition of new PYs or
deletion of expiring PYs may require an additional one to two hours annually.

Procedures for Monthly Reconciliation of Positions:

During the first week of each month, the Liaison will receive a MIRS Report from the
DCA Office of Human Resources MIRS Coordinator. The MIRS Report lists all Bureau
PYs and associated information. The Bureau Personnel Liaison shall reconcile the
current Bureau organization chart with the MIRS Report within five working days of
receipt of the report. |

To reconcile:

1. Print the current organization chart. Cross off all of the positions that are not PYs
i.e., 907 blanket positions, 999 blanket positions, new positions, etc. Count the
positions remaining on the organization chart. The number of remaining positions
should match the number of authorized positions, which currently stands at 76. The
DCA Budget Analyst assigned fo the Bureau can confirm the current number of
authorized positions at any time.

2. If the number of positions remaining on the organization chart does not equal the
current PY count, further research must be conducted to determine where the
discrepancy originated. Once determined, take appropriate steps to correct the
discrepancy. If applicable, correct the master organization chart located on the
shared drive.

3. Utilizing the MIRS Report received from DCA Office of Human Resources, match
each position on the report to the corresponding position on the organization chart.
Merely placing a check mark next to each position number on the organization chart
and another check mark on the corresponding position number on the MIRS Report
is sufficient.
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4. Continue this process until you have worked your way through the entire MIRS
Report. Highlight any discrepancies on the raw data report as you go, but don't stop
to research them. Discrepancies may resolve themselves as you work your way
through the process.

5. Highlight any positions on the organization chart that do not have a checkmark next
to the position number.

6. All of the highlighted position numbers on both documents are discrepancies and
need to be researched and corrected. You wilt find that most of the discrepancies
are the result of changes we have sent forward to the DCA Office of Human
Resources and they have not vet keyed the personnel transaction. These are not
true discrepancies unless they remain a discrepancy through two cycles of this
process. If that happens, it is possible that the DCA Office of Human Resources has
not keyed the transaction correctly or not keyed it at all. As you work your way
through both documents, make notes on the documents that may later be helpful in
reconciling the discrepancies.

7. Consult the previous month's MIRS Report reconciliation documents to see the
status of the position the previous month. Sometimes the previous report will hold a
clue (here’s where your notes may prove useful) to why there is a discrepancy this
month. Previous reports can be located in a binder on the Liaison's desk titled
“Position Control.”

8. Any discrepancies that cannot be explained and corrected from our end need to be
immediately brought to the attention of the DCA Classification and Pay Analyst.
Together the Liaison and DCA Classification and Pay Analyst must determine the
discrepancy and correct it.

9. Upon reconciliation of the MIRS Report, the Liaison shall review the column on the
report titled “MONTHS VACANT.” In order to avoid losing positions to Government
Code 12439, no positions in this column shall show being vacant six or more
months. If there is a position that appears to be nearing, at, or past six months,
immediately consult the DCA Classification and Pay Analyst for assistance. There
are exceptions to the “six month vacancy rule,” but only the Classification and Pay
Analyst can determine with certainty if the vacancy is exempt from Government
Code 12439.

- ___________________________________ . ]
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Title: Supersedes: Procedure #:
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Revision Date: Approved By:
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March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that Bureau for Private Postsecondary Education (Bureau)
employees are provide the information, tools and resources pertaining to their
employment status and necessary for successful performance in their new position.

Purpose: To guide the Bureau Human Resources Liaison as he/she goes through the
hiring process with new employees, ensuring that every new employee is provided
accurate and consistent information in a timely manner.

Definitions:

Bureau Human Resources Liaison (Liaison) — The Bureau analyst responsible for
interacting with the Department of Consumer Affairs’ (DCA) Human Resources staff on
all human resources/personnel matters pertaining to Bureau employees.

Office of Human Resources — The office within the DCAs charged with ensuring Bureau
employees’ personnel and human resources needs are administered in accordance with
policy, laws and rules.

Personnel Services Specialist — A staff person in the DCA Office of Human Resources
assigned to process all Bureau employees’ personnel documents.

Productivity Benchmarks: The time spent performing this task will vary depending on
the number of new employees appointed each month. Each new employee orientation
will take from one to two hours to complete. In addition, the Liaison is responsible for
assembling an ample supply of new employee information packets. This can be done
on a quarterly basis and will take approximately four hours.

Procedures for Conducting a New Employee Orientation:

]
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1. New Bureau employees shall be directed to report to his/her immediate
supervisor on his/her first day. Prior to the new employee’s first day, the Liaison
will provide the new employee’s supervisor with a current duty statement and an
Essential Functions Health Questionnaire, STD 910. The Liaison will instruct the
supervisor to review the duty statement with the employee and then have them
complete the STD 910. The supervisor shall return both documents to the
Liaison for processing.

2. Following a brief introduction and orientation by the supervisor, the new
employee shall be introduced and turned over to the Liaison in order to complete
the critical and time sensitive personnel documents.

3. In a quiet and confidential room, the Liaison will provide the new employee with a
folder containing the required informational and personnel documents related to
their employment. The Liaison will review all of the documents with the new
employee, explaining their purpose. These documents should be completed
during this orientation; but no later than within two working days.

4. The Liaison shall retain a copy of the documents from Part 2 of the 17 or 17A
and forward the originals to the DCA Office of Human Resources assigned DCA
Personnel Services Specialist.

3. Also included within the folder are three additional forms (Annual Leave — Sick
Leave/Vacation Election, HR-38; Verification of Hiring Relatives, HR-04; and
Military Service Declaration, STD 912). These three documents must be
completed and submitted within five working days. It is advisable that the new
employee complete these three documents during orientation if possible. If
completed during the orientation, then retain a copy and forward the originals to
the DCA Personnel Services Specialist along with the forms from Part 2 of the
HR 17 or HR 17A.

8. Advise the new employee to review the policies listed in their handbook on line
and then print, complete, and return the acknowledgements only (there is no
need to print the policies as they can be accessed at any time on line) to the
Liaison within five working days. A listing of these policies can be found on page
7 and 8 of the handbook.

7. Upon completion of the personnel forms, the Liaison shall accompany the new
employee back to their supervisor.

8. The Liaison shall create a Bureau personnel file for the new employee. A copy of
the collected documents shall be placed in the file. The originals of these
documents shall be delivered to assigned DCA Personnel Services Specialist
within two working days of the employee’s start date.

9. If the new employee has not turned in their final paperwork on or about the third
working day after their start date, the Liaison shall contact the new employee to
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see how he/she is coming along completing the required documents and ask if
he/she needs any assistance. Remind him/her of the required due dates.

10.Upon receipt of the remaining documents from the employee, the Liaison shalll
place a copy in the Bureau personnel file and prepare the originals for
submission to the assigned DCA Personnel Services Specialist,

11.By the end of the new employees fifth working day, the Liaison shall have
completed Part 1, Part 2, Part 3, Part 4, Part 5, and Part 6 of the HR-17 or HR-
17A.

12.By the end of the new employee'’s fifth working day, the Liaison will meet with the
new employee’s supervisor and review Part 7 and Part 8 to ensure completion of
the items.

13.1f the new employee is supervisory, the Liaison, in conjunction with the Deputy
Bureau Chief, will complete Part 9 and Part 10 of the HR 17 or HR 17A.

14.The Liaison and the new employee’s supervisor will meet with the new employee
in a quiet and confidential place and review the HR 17 or HR-17A.

15. Both the new employee and the supervisor shall sign and date the HR-17 or HR-
17A.

16. The Liaison will retain a copy of the HR-17 or HR-17A in the employee’s Bureau
personnel file and then send the completed form along with the remaining
documents to the DCA Office of Human Resources.

17.The Liaison is responsible for ensuring an adequate supply of new employee
folders and booklets are on hand at all times. New employee orientation

information and documents are located at UREGGEGGEGEGGEGNGNERA——

o
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Title: Supersedes: Procedure #:
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March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure updates to the Bureau’s web site are in accordance with Department
of Consumer Affairs (DCA) policy and State requirements. To insure that information
contained on the Bureau web site is accurate and current.

Purpose: This procedure outlines the process for requesting changes to the Bureau's
web site.

Definitions:
DCA Internet Team — The staff of the DCA Office of Information Services (OIS) charged
with the responsibility of maintain the DCA web site.

Outreach analyst — The Bureau analyst charged with the responsibility for ensuring the
web site is up-to-date and accurate at all times.

Productivity Benchmarks: The time spent by the Outreach analyst on this task will
vary greatly depending on the complexity of the request. A simple change will take no
more than a total of 30 minutes, where a complicated change may take up to two days
(16 hours) to research and implement.

Procedures for Requesting Changes to the Bureau’s Web Site:

1. All requests for additions, deletions, updates, or changes to the Bureau’s web site
shall be approved by the Chief of the unit responsible for the information.
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2. Staff shall submit their request via email to their supervisor for approval. If
approved, the supervisor shall forward the request to the Chief for final approval.

3. If approved, the Chief will forward the request to the Administration Unit, Outreach
analyst. The request shall contain:

a. A brief description of the change(s) being requested.

b. Proposed language shall be in red with current language struck out where
applicable.

¢. Date the change needs to be made (allow at least 10 working days).

d. Web address where the change is to be made.

e. Any attachment(s) to be uploaded (if applicable).

4. The Outreach analyst will review the request and if he/she has any concerns,
comments, or questions, will work with the requestor to resolve.

5. The Outreach analyst shall submit the documentation regarding the change(s) to
the Administration Unit manager for approval.

6. Upon approval, the Outreach analyst will email the approved change to the DCA
internet Team for implementation.

7. The DCA Internet Team will notify the Outreach analyst when the request has
been completed.

8. The Outreach analyst will ensure the request has been properly posted to the
web site and then notify the requestor that the request has been implemented.

.. 3
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:

FasTrak Procedures 2014-0006 2014-0006
October 28, 2014

Procedure Owner: Effective: Pages: 3

Administration Unit Immediately

Issue Date: Approved By:
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March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that all Bureau for Private Postsecondary Education (Bureau)
employees using FasTrak, are using it in accordance with FasTrak and State mandated
requirements.

Purpose: This procedure outlines the FasTrak process.

Definitions:
FasTrak — An electronic toll collection system that allows drivers to electronically pay
tolls on California's bridges and toll roads without stopping.

Transponder — A device attached to the inside front window of a vehicle that
electronically bills the user when using a toll road or bridge so that the vehicle does not
have to stop at the tool booth.

Productivity Benchmarks: The process for checking out a FasTrak transponder will
take the user approximately five minutes.

The process for replenishing the transponder will take approximately 15 minutes on an
as needed basis.

The process for auditing the monthly FasTrak statement will take 15 to 30 minutes each
month depending on the accuracy of the statement.
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Procedures When Using FasTrak:

1. The Administration Unit manager (manager) is responsible for maintaining the
FasTrak transponders and the record keeping associated with FasTrak usage.

2. The manager will provide the Bureau user with the FasTrak
Disclaimer/Acknowledgement form (copy attached).

3. The user will complete and sign the acknowledgement document. The
acknowledgement document describes the unauthorized use, permitted use, and
violations.

4. The manager will verify the information on the form is complete.

5. . The manager will note on the FasTrak Check In/Out Log the user's name, check
out date, FasTrak transponder number, and have the employee sign the log.

6. The manager will provide the FasTrak transponder to the user.

7. Upon return to the office, the user will immediately return the FasTrak transponder
to the manager.

8. The manager will verify the correct FasTrak transponder is being turned in and
note the check in date on the log.

9. The FasTrak transponder will be immediately secured in a locked cabinet.

10. Each month the manager will receive a FasTrak statement in the mail. The
manager will review the statement and compare the charges to the Bureau’s
FasTrak Check In/Out Log to ensure the charges are accurate. If accurate, the
statement is filed in the FasTrak file maintained in the manager’s desk.

11. If the statement is not accurate, the manager will contact FasTrak Customer
Service Department to dispute the charge.

12.  When a FasTrak transponder reaches a remaining balance of $25.00, the manager
must initiate increasing the balance. The manager will complete a Department of
Consumer Affairs’ (DCA) Requisition (99J-27) and submit it to the DCA Accounting
Office to request a revolving fund check. The check should be made payable to
Bay Area Toll Authority and sent to 475 The Embarcadero, San Francisco, CA
94111. Each time the transponder is replenished, it should be in the amount of
$150.00 and charged to Index 6801, PCA 30500.
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FasTrak Disclaimer/Acknowledgment

Terms of Use

The following are the Terms of Use that govern use of the FasTrak. By using the
FasTrak, you expressly agree to be bound by these terms and to follow these terms and
all applicable laws and regulations governing these terms. Bureau for Private
Postsecondary Education (BPPE) reserves the right to change these terms at any time.
If you violate these terms, BPPE may terminate your use of the FasTrak and/or take
appropriate disciplinary action against you.

. Unauthorized Use

lllegal and/or unauthorized use of this FasTrak, including, but not limited to,
unauthorized ticket sales, unauthorized linking to the Site, or unauthorized use of
automated devise, is forbidden and will be investigated and appropriate action will be
taken.

. Violation of Terms

You understand and agree that at FasTrak’s discretion, they may without prior notice,
terminate your access, cancel your ticket(s) or exercise any other remedy available; if
FasTrak believes that your conduct violates or is inconsistent with these terms.

. Permitted Use

You agree that you are only authorized to use this FasTrak transponder for BPPE use.

Employee’s Signature | Date

Employee’s Printed Name Transponder #

e
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Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: The Administration Office Assistant (OA) is responsible for the Bureau for
Private Postsecondary Education (Bureau) file room maintenance as well as retrieval
and return of all files.

Purpose: To ensure all files are accounted for and to ensure Bureau staff has access
to information contained in the school file.

Definitions:
MS Outlook email — The Micro Soft email service utilized by the Department of
Consumer Affairs.

Productivity Benchmarks: The OA will spend seven hours per day completing tasks
related to file room organization and maintenance.

Procedures for File Room Operations and Maintenance:

1. Bureau employees in need of a file shall send a file request through MS Outlook e-
mail to the OA.

2. Once the request is received the OA will retrieve and deliver the file within one-hour
of receipt of request.

3. An out card shall be used for every file leaving the file room. The out card shall
indicate the name of the file, requestor and date removed from the file room.
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4. If the file cannot be located, the requestor will receive a response stating the file is
either checked out or file cannot be found.

5. The OA will then send out a Bureau-wide request attempting to locate the file.
6. If the file is located it will be immediately delivered to the requestor.

7. If the file is still unable to be located, the OA will report the missing file to the
manager of the Administration Unit. A

8. Allfiles shall be placed in the file return basket located at the OA’s desk.

9. In the event that the OA is out of the office, Bureau employees shall seek approval
from the manager of the Administration Unit before attempting to personally retrieve
the file.

10.If permission is granted, upon retrieval of the file, an out card shall be used and an
email sent to the OA, with a cc to the Administration Manager, indicating the file
retrieved.

T
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Title: Supersedes: Procedure #:
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Administration Unit Immediately ~
Issue Date: Approved By:
Y /
(f/ti/’zjozﬂﬂ ‘_é)zmzéjp
April 20, 2015 ¢
Alyson Cooney, Deputy Bureau Chief
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Policy: The Student Tuition Recovery Fund (STRF) is funded by a mandatory fee
imposed by the State in accordance with the California Education Code. Qualified
California students are subject to a STRF fee and subsequently may be eligible for a
reimbursement through STRF should their school close prior to their graduation.

Purpose: The STRF fund exists to relieve or mitigate economic losses suffered by a
qualifying student in a qualifying educational program in accordance with California
Education Code §94837.

Definitions:
SAIL — The data base that stores information on private postsecondary schools
operating in California.

Productivity Benchmarks: The Bureau fiscal analyst may spend up to a total of two
days (16 hours) per quarter reconciling STRF Assessment Reporting Forms received
from private postsecondary schools without a payment included.

Procedures for Processing the STRF Assessment Reporting Form:

1. STRF Assessment Reporting Forms (Form/STRF-7/10) are submitted by each
school on a quarterly basis. The completed forms are received in the mail and
provided to the fiscal analyst for processing.
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2. The fiscal analyst shall separate out the forms received that do not include a
payment and sort them into three categories: schools reporting zero students,
schools using STRF credits, and schools failing to submit a payment.

3. The first batch to be processed is the schools reporting zero students.

4. The fiscal analyst will log into SAIL.

5. Enter the Invoice number in the box titled “invoice Number” at the top left of the
screen and click “Go.”

6. The screen in Table 1 below will appear. Insert the zeros as demonstrated below.

Table 1:

evenue fracking - Detail For Invoice #900299861 (All Access)

Revenue Tracking
Invoice Demlv )

R ——— N invoice D-«‘
Invoice # W— Fee Tym

4 = 2 Invoice Created By:
55 ( Fee Descnpt»on.] ioAnne Alen
B gifife: | | CALSTARS Accoun BPPVE Funﬂ:ﬁ p iated 113
.. . | Account mus"'——_' Account pcﬁ Information
Amount Allocated To This Fee Tynugiguil Associated Transaction #: A
Amount Refunded From This |nvoi~—— Application # ] | Ck Reca:

Check For: School Hame and Address From Current SAIL Profile: . Trans Amount:

€ MNew Schoal #0f nvoices Allocated:
School Code: :

@ Exiating School ~‘— I—“——‘_‘—‘ | Amount. of Inveices:

€ Other Amount of Refunos:

BALANCE * BALANCE
First Notice Sent:  Second Notice Sent: Intent to Revoke Sent:

Delinquency Notice Tracking: | [

Student Tuition Recovery Fund Assessment information Reason For Inactive Status:

Annual Fee Informati “if Applicable”
o -.vF::p;c:m- tion Apee Total Students (A):[0
-
Honth: | 2| STRF Students (B);[0
veugND T o cxfom e :
Year: | ultion Charged (C): }S0. “Billed In Error' - Further
goan

Form Type:(" 04C 05 13 Tution PAD (D)[S0.00 T the Canceled AR binder,

Dishonored Check Clearance Info Did you have students...? STRF Assessment (E }Isﬁ) 00
Current Transaction CLEARS Transaction® ¢ Yes T Mo STRF From 2002 (F), FullPartil REFUND of Transaction &

STRF Credits Used:|
“Only available f Fee Description'is ‘CLEAR' AckuerCulcaiaion 9840

Back ToMain' ' | ‘SaveWork | ‘ReporiCenter' | ‘AddView Comments’ !

“Fee Descripton’is REFUND

= & 9o @ oW ] OB e
7. Click on “Save Work” at the bottom left of the screen.

8. The second batch to be processed is the schools utilizing credits instead of cash
payment.

9. Enter the invoice number in the box titled “Invoice Number” at the top left of the
screen and click “Go.”

10.The screen in Table 2 below will appear. Insert the information as demonstrated
below.
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11.The total students reported from line A of the STRF Assessment Form is inserted
into Line A on the SAIL screen.

12.The total STRF students reported from line B of the STRF Assessmetn Form is
inserted into line B on the SAIL screen.

13. The total tuition charged from line C of the STRF Assessment Form is inserted into
line B on the SAIL screen.

14. The total tuition paid from line D of the STRF Assessment Form is inserted into line
D on the SAIL screen.

15.The total STRF Assessment from line E of the STRF Assessment Form is inserted
into line E of the SAIL screen.

16. The total STRF Assessment from line E of the STRF Assessment Form is also
inserted into the box titled “STRF Credits Used” on the SAIL screen.

Table 2:

Revenue Tracking - Detail For Invoice 2900268765 (All Access)

Revenue Tracking

invoice & MIMIMRSRED e Tyoc/{ D~

| s e
| ’ i pe—
| CALSTARS Account JQEEBRIRED  5pVE Func: IR | Associsied Transaction
| AWMW Account PCAQGmmn. ]
Amount Aliocated To This ‘Fee Type':]som Associated Transaction # | ‘ Batch#
Amount Refunded From This invoice:[50.00 Appiication | | ctRect
Check For: School Name and Address From Current SAIL Profile: | Trans Amount:
(R oo Ak
vy School Code: B O o [ ity
@ Exising Schodl - | | Amountof voices
€ Other - - || Amount of Refunds:
—— e 5 =

First Notice Sent: _ Second liofice Sent intent o Revoke Sent:

Delinquency Notice Tracking: [ [ See #11
Student Tuition Recovery Fund ssment inf
“if Appicable* s
ee #12
A ot ]
Month: ¥
gy

i FomTypel W6 5C 13 Tulion PAD( it L 0
S T See #13
Dishonored Check Clearance nfo | Did you have students...? b i gmatio
Curtent Transacion CLEARS Transacton# ¢ Yes C Mo : Rt REFUIENS
See #14

See #15

“Only available f ‘Fee Description'is CLEAR

See #16

=~ @50 @ " hoE

17.Click on “Save Work” at the bottom left of the screen.
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18.The third batch to be processed is that owed a STRF fee, but failed to include
payment with their STRF Assessment Form.

19. The fiscal analyst will generate a letter to the school indicating that a STRF fee is
required with their STRF Assessment Form and return the form to the school for
payment. The letter can be accessed by following this path; extllllums
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Policy: The Student Tuition Recovery Fund (STRF) is funded by a mandatory fee
imposed by the State in accordance with the California Education Code. Qualified
California students are subject to a STRF fee and subsequently may be eligible for a
reimbursement through STRF should their school close prior to their graduation.

Purpose: The STRF fund exists to relieve or mitigate economic losses suffered by a
qualifying student in a qualifying educational program in accordance with California
Education Code §94837.

Definitions:
SAIL - The data base that stores information on private postsecondary schools
operating in California.

Productivity Benchmarks: The total time spent completing this task can vary
depending on the number of schools delinquent in a particular quarter. The Bureau
STRF analyst may spend up to five days (40 hours) per quarter researching and
preparing delinquency notices as well as completing enforcement referrals for schools
that do not comply. Bureau support staff may spend one day (8 hours) per quarter
preparing the notices for mailing.

Procedures for STRF Delinquent Fee Notices:

1. Adelinquent notice shall be sent to schools that do not submitting timely STRF
payments.

2. By the 30" calendar day following the due date of a STRF billing invoice, the STRF
analyst will request a Schools Automated Information Link (SAIL) report from the
Office of Information Services (OIS) SAIL liaison. This report identifies all of the
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schools that have not submitted timely STRF fees. The report contains the school
name (main location), school code, address, and the STRF non-payment
information.

3. Upon receipt of the report, schools that have reported zero students will need to be
manually filtered from the report. The SAIL system is unable to distinguish schools
that reported a zero student population from the non-payment schools. Filtering
these schools from the report requires manually reviewing each school’'s STRF
information under the Revenue Tracking tab in SAIL. Those schools that reported
a zero population are crossed off of the report and no further action need be taken
with them.

4. The delinquent letter template is updated to reflect the current date and any

corrections/changes made. The letter template can be accessed by following this
path: h-—-

5. The delinquent STRF invoices are printed. To print an invoice, access the school
information in SAIL. Click on the Revenue Tracking tab. Scroll down to the table
at the bottom of the page. Click on the number of the delinquent invoice, then click
on the down arrow beside the invoice number to print the invoice.

6. A mail merge is conducted to import the school specific information from the SAIL
report to the delinquency letter.

7. The letter is folded so that the school name and address will appear in a #10
window envelope. Also included is a copy of the delinquent STRF invoice.

8. Schools that do not respond within 30 days of the date of the letter will be referred
to the Enforcement Unit for appropriate action.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
STRF Overpayment 2014-0012 2014-0012
Notice Procedures October 29, 2014

Procedure Owner: Effective: Pages: 2
Administration Unit October 29, 2014

Issue Date: Approved By:

{%’1 on »é’/‘zm-éﬁ>

March 25, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that State fiscal resources that are inadvertently paid in error are
retrieved and returned to Bureau for Private Postsecondary Education’s (Bureau) fund
in accordance with the State Administrative Manual and Department of Consumer
Affairs (DCA) policy.

Purpose: This procedure outlines the Bureau'’s fiduciary responsibility to collect STRF
payments that were dispersed in error.

Definitions: N/A
Productivity Benchmarks: The initial attempt (first letter) to collect the overpayment
will take the Bureau fiscal analyst 30 minutes to one hour to research and prepare the

documents. Each additional attempt will take 10 minutes to complete.

Procedures to Collect STRF Overpayments:

1. If the Bureau inadvertently overpays a STRF claim, the STRF analyst shall
immediately initiate the process to collect a repayment from the student that
received the overpayment.

2. Aletter is generated to the student explaining the overpayment and requesting
repayment. The letter template can be accessed by following this path:

Customize the letter to reflect the specifics of this overpayment. Attach a copy of
the original STRF claim. Make a copy for Bureau records and send the original
letter (with a copy of the STRF claim attached) to the DCA Accounting Office. The
Accounting Office will send the notice to the student.
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3. Place a copy of the letter in suspense for a 30-day follow-up.

4. If after 30 days the student has not responded, a second letter is sent to the
student. The letter can be accessed by following this patheemaE SRt
W ieteisenguigiins.  Customize the letter to
reflect the specifics of this overpayment. Attach a copy of the original STRF claim.
Make a copy for Bureau records and send the original (with a copy of the STRF
claim attached) to the DCA Accounting Office. The Accounting Office will send the
2" notice to the student.

5. Place a copy of the letter in suspense for a 30-day follow-up.

6. If after 30 days the student has not responded, a final letter is sent to the student.
The letter can be accessed by following this path: @
JEEsadin,, C UStOMize the letter to reflect the
specifics of this overpayment. Attach a copy of the original STRF claim. Make a
copy for Bureau records and send the letter (with a copy of the STRF claim
attached) to the DCA Accounting Office. The Accounting Office will send the final
notice to the student.

7. Place a copy of the letter in suspense for a 30-day follow-up.
8. If after 30 days the student still has not settled the account, action shall be taken.
9. The Bureau fiscal analyst will compile copies of all of the documentation collected

and forward it to the DCA Accounting Office. The DCA Accounting Office will
attempt to collect the debt through the California Franchise Tax Board.

- ]
Administration Unit, STRF Overpayment Notice Procedures (last updated 03/25/15) Page 3



RTATE Or GAvIFDRNIA
DAPARTMENT OF CONBUMER APFANS

Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Procedures for 2014-0013 2014-0013
Processing STRF October 30, 2014

Invoices

Procedure Owner: Effective: Pages: 2
Administration Unit July 15, 2013

Issue Date:

March 25, 2015

Approved By:

gﬂ oN \é)lml«ﬁ)

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that Student Tuition Recovery Fund (STRF) fees collected in
accordance with Bureau for Private Postsecondary Education (Bureau) laws and
regulations, State Administrative Manual procedures and Department of Consumer

Affairs (DCA) policy.

Purpose: This procedure outlines the procedures for processing quarterly STRF fees.

Definitions:

Qualifying institution — A Bureau approved private postsecondary school.

Productivity Benchmarks: The overall process will take approximately one week each
quarter from beginning to end although Bureau staff will not be working on the project
for much of that time. The Bureau fiscal analyst will spend approximately two hours
each quarter coordinating the invoice process.

Procedures for Processing STREF Invoices:

1. STRF invoices are generated and mailed each quarter. To order the quarterly
STRF notices, the Bureau fiscal analyst sends a request to the DCA Office of
Information Services, SAIL coordinator.

2. The schedule for STRF invoices is as follows:

STRF Quarters Months STRF Invoice Run Date
1% Quarter January, February, and March April 1
2" Quarter April, May, and June July 1
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3 Quarter July, August, and September October 1

4" Quarter | October, November and December January 1

3. The SAIL coordinator will generate the invoices and print them. STRF invoices
shall be printed on blue paper.

4. Upon completion of the printing, the SAIL coordinator will contact the Bureau to
arrange for pick up or delivery of the completed invoices.

5. The Bureau fiscal analyst shall request from the SAIL coordinator a count of the
invoices printed so that preparations can begin for getting the appropriate number
of supplies ready for the mailing.

6. Each STRF invoice shall be mailed with an Instruction Sheet. The Instruction

Sheet can be accessed by following this path: JEEEERSEERE -
MESShiERRuNEShRinsmsionmiunsstsiinise  Print one copy of the STRF

Instruction sheet.

7. The DCA Business Services Unit will reproduce the Instruction Sheets and collate
them with the invoices. They will fold, stuff and mail the invoices. In order to
initiate this service, the Bureau fiscal analyst shall complete a DCA Reproduction
Request. The Reproduction Request can be accessed by following this path:

8. Complete the Reproduction Request. Place the invoices, one copy of the
Instruction Sheet, and an ample supply of window envelops in the box. Attach the
Reproduction Request to the top of the box and place at the Bureau mail station for
pick up by the DCA courier.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
OIS Service Request (New | New 2015-0001
Employee) Procedures

Procedure Owner: Effective: | Pages: 2
Administration Unit Immediately

Issue Date: Approved By:

Ao _d)ma)

March 10, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure Bureau for Private Postsecondary (Bureau) information technologies
needs are submitted to the Department of Consumer Affairs (DCA) Office of Information
Services (OIS) in accordance with DCA policy and procedure.

Purpose: This procedure outlines the process for submitting an OIS service request in
anticipation of a new employee.

Definitions:

Bureau OIS Liaison — The Bureau analyst responsible for interacting with the DCA Office of
Information Services staff on all information technology matters pertaining to Bureau
employees and information technology equipment.

Hardware — The physical parts or components of a computer such as the monitor, mouse,
and keyboard.

Software — The machine-readable instructions that directs a computer's processor to perform
specific operations such as SAIL, Microsoft Windows and iTunes.

Productivity Benchmarks: The process for placing a service request will vary depending on
the number of new employees hired during a month; however, each individual request
submission will take approximately 10 minutes to complete.

OIS Service Request (New Employee) Procedures:

1. Upon the acceptance of an employment offer made to a prospective employee, the hiring
manager shall notify the Bureau OIS Liaison (Liaison) of the impending start date and the
specific information technology needs by completing and submitting a New Employee
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Account Set Up form. The form is located as follows: Gt

2. Upon receipt of the form from the hiring manager, the Liaison shall log the request on the
Tracking Log. The Tracking Log is located as follows ikt

3. The Liaison shall submit an email service request to OIS aipisssmsesensthessumwm

requesting the applicable computer hardware and software services needed. The service
request shall include a detailed description of computer needs of the new employee.

4. Upon receipt of the service request, OIS will provide the Liaison with a service request
number.

9. The Liaison shall record the service request number on the tracking log.

6. If after three to five working days the Liaison has not received an installation date from
OIS, then the Liaison shall contact OIS to inquire the status.

7. If the installation of the computer has not been completed within 10 working days, the
Liaison shall notify the Administration Manager for further direction.

8. Upon completion of the service request, OIS will notify the Liaison. The Liaison shall
notify the appropriate manager and user that the request has been completed and confirm
that they are satisfied with the outcome.

9. The line item on the Tracking Log can then be updated and shaded to indicate
completion. Do not indicate the service request as completed until the entire request has
been fulfilled.

L
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Pay Warrant and Advice New 2015-0002
Notice Distribution
Procedures
Procedure Owner: Effective: Pages: 2
Administration Unit | Immediately
Issue Date: Approved By:
@Z/Z jozﬂﬂ _Q’Z/‘Y\Aﬁ)
March 10, 2015 Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure Bureau for Private Postsecondary Education (Bureau) employees
receive their pay warrant or direct deposit advice notice in a secure manner in order to
safeguard against documents being inadvertently provided to the wrong employee or
person.

Purpose: This procedure outlines the process for distributing employee pay warrants
and direct deposit advice notices on payday.

Definitions: _
Pay warrant — The check issued by the State Controller’s Office to an employee for
hours worked during a pay period.

Advice Notice — The receipt issued by the State Controller’'s Office to an employee
who's pay warrant was deposited into their bank utilizing direct deposit.

Productivity Benchmarks: The process for distributing pay warrants and advice
notices will take the Office Assistant two hours per month to complete.

Pay Warrant and Advice Notice Distribution Procedures:

1. On payday the Department of Consumer Affairs will deliver the pay warrants and
advice notices for every Bureau employee in the daily money bag.

2. The Bureau receptionist signs for the money bags.
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3. The Bureau receptionist will give the pay warrants and advice notices to the
Administration manager.

4. The Administration manager will provide the pay warrants and advice notices along
with a current employee roster to the Office Assistant.

5. The Office Assistant will deliver the pay warrants and advice notices to the intended
recipients.

6. Upon delivering each document to the intended recipient, the Office Assistant will
have the recipient initial receipt on the employee roster.

7. Once all of the pay warrants and advice notices are delivered and signed for by
those employees in the office, the Office Assistant will deliver any remaining pay
warrants and advice notices and the employee roster to the Administration manager.

8. The Administration manager will ensure that the pay warrants and advice notices for
employees whose home is their headquarters are sent via overnight mail to them.
They shall be mailed on pay day.

9. The Administration manager will ensure any remaining pay warrants and advice
notices are delivered and signed for by the intended recipient.

10. Until the remaining pay warrants and advice notices can be delivered, they will be
secured in the locked cabinet in the supply room.

11.The ihitialed employee roster is to be placed in the monthly timesheet/LAB folder in
the Human Resources liaison’s cubicle.

.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
New Employee Training New 2015-0003
Plan Procedures

Procedure Owner: Effective: Pages: 3
Administration Unit Immediately

Issue Date: Approved By:

y
March 25, 2015 éjlé/oém \ézmzﬁ)

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that new Bureau for Private Postsecondary Education (Bureau)
employees are appropriately trained in accordance with the applicable Memorandum Of
Understanding, State laws and regulations, and Department of Consumer Affairs (DCA)
policy.

Purpose: To ensure employees are given all the tools and resources to reasonably
expect successful performance.

Definitions:
Training Plan — A tool used by managers and employees to document training needed
and completed.

Productivity Benchmarks: Depending on the complexity of the position, the hiring
manager will spend approximately two hours developing a training plan for a
subordinate employee and then approximately two to four additional hours per month
meeting with the employee to review and sign off on accomplishments.

Procedures for Establishing a Training Plan for New Employees:

1. Upon appointment of an employee to a position they have not previously held (new
hire, transfer, promotion, etc.) the hiring manager shall develop a training plan. A
sample training plan can be accessed by following this path: essRRE

2. The Training Plan (see Table 1 below) shall be customized for each employee so
that all job required and job related classroom training, as well as on-the-job-
training, is identified for completion.

S
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3. The hiring manager can identify available training by a number of methods such
as, but not limited to:

e Access the DCA SOLID Leadership Academy on-line calendar to determine
internal training opportunities. The calendar can be found on the DCA intranet
or by following this path ehiississitemsssmmmissisisettmiccadammmie

o Identify Bureau workshop opportunities by accessing the workshop calendar on
the Bureau’s website.

o Identify State training opportunities by accessing other websites such as CPS,
HR Consulting; California Department of Human Resources (CalHR);
Department of General Services; and the Office of the Attorney General.

e Schedule on-the-job/shadow training with tenured Bureau employees.

The training opportunity details are identified in column one of the Training Plan.

4.  Once a comprehensive list of training opportunities is identified, the hiring manager
must then develop an action plan to ensure the employee understands the purpose
of the training and the desired outcome. The action plan is addressed in column
two of the Training Plan.

5. The desired outcome/goal is identified in column three of the Training Plan.

6. The due date is listed in column four of the Training Plan. This date is typically the
last day of the employee’s probationary period; however, the manager may identify
an alternate date if desired or necessary. For example, if a particular class is only
offered one time and it is imperative that the employee attend on that day, then the
date of the class can be entered in this column.

7.  As the employee completes each training milestone, he/she shall place the date of
completion in the box in column five.

8. As the employee completes each training milestone, he/she shall place his/her
initials in the box in column six.

9. The original training plan is provided to the employee during his/her new employee
orientation on the first day of employment. The hiring manager will explain the
purpose of the Training Plan and go over the specific training exceptions and
outcomes with the employee.

10. The original Training Plan is provided to the employee. A copy is provided to the
Bureau personnel liaison for inclusion in the employee’s file. The supervisor shall
also maintain a copy for the supervisory file.

11. The manager shall regularly review the Training Plan and completed action items
with the employee. Upon the manager’s determination that the employee has
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successfully completed the item, the manager shall then place his/her initials in the
box in column nine.

12.  During the first third of an employee’s probationary period (or first two to three
months if the new employee is not on probation), the manager shall meet weekly
with the new employee to answer questions, assess training and development,
make changes to the training plan, reinforce expectations, and provide feed-back.

13. Itis during these meetings that the manager will review the completed training
milestone and initial the Training Plan. The manager shall also have the employee

date and initial the manager’s copy of the Training Plan

14. At the point the employee is progressing at the expected level of competency, the
manager may prolong the time between meetings with the employee, however, the
manager shall meet with the employee at least two times per month, solely for the
purpose of discussing training, through the remainder of the probationary period.

15. Upon completion of the Training Plan, a copy of the finalized document shall be
provided to the Bureau’s personnel liaison for inclusion in the employee’s file.

Table 1:
#3 iiive #4 above #5 above #6 above #7 above #8 above #11 above
Due Date | Completion | Employee’s Manager’s
Training Action Goal Date Initial Upon Initial Upon
Opportunity Completion Completion
SOLID- Attend this To
Welcome to | training. Upon understand
DCA | your return to and
the office, draft familiarize
a one page you with the
White Paper BPPE/DCA
describing what | relationship.
you learned and
how you will use
it in your
position.
SOLID- Attend this To
Legislative training. Upon understand
Process your return to and
the office, draft | familiarize
a one page you on the
White Paper Legislative
describing what | Process

you learned and
how you will use
it in your

w
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Non-Sworn Enforcement | New 2015-0008
Identification

Procedure Owner: Effective: Pages: 3
Administration Unit Immediately

Issue Date: Approved By:

March 6, 2015 é%ijozm ‘dﬁmbﬁ)

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: The Department of Consumer Affairs (DCA), Division of Investigation (DOI), is
charged with the responsibility of ensuring the appropriate use of identification
credentials (credential) and State of California emblems (emblem) in accordance with
Penal Code § 538d, Business and Professions (B&P) Code §147 and 155.

Purpose: To ensure non-sworn enforcement identification and emblems are issued
and surrendered in accordance with DCA policy.

Definitions:
Credential - A personalized photo identification card that identifies the holder as a non-
sworn DCA employee.

Emblem — A circular State of California badge which identifies the holder as an
enforcement representative of DCA.

Productivity Benchmarks: Enforcement managers and supervisors spend up to ten
minutes each month sending emails to the Administration Unit requesting credentials
and emblems. Upon receipt of the credential(s) and emblem(s), managers and
supervisors will spend an additional 10 minutes reviewing DCA policy with employee(s).

The Administration Unit will spend up to one hour each month processing requests,
maintaining the spreadsheet, and handling miscellaneous issues pertaining to
credentials and emblems.
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Procedures for Issuing and Surrendering Credentials and Emblems:

1.

10.

Employees who have inspection, compliance, investigation, or other field
enforcement responsibilities may be issued an identification credential and emblem
to represent their enforcement authority to the public.

The Administration Unit manager is responsible for securely maintaining the same
number of wallets and emblems as there are appropriate enforcement positions
assigned to the Bureau. Unassigned emblems and wallets shall be secured in a
locked cabinet at all times.

Each emblem shall be affixed with a State Property Tag and the number recorded
on a spreadsheet maintained by the Administration Unit manager.

Upon an employee’s appointment to an appropriate enforcement position, the
Enforcement Chief will request that a wallet containing an identification credential
and emblem be issued to the employee.

The Enforcement Chief will submit the request via email to the Administration Unit
manager. The request shall include the employee’s name and Civil Service
Classification (not working title).

Upon receipt, the Administration Unit manager shall complete a Non-Sworn
Identification Credential Request (PDE14-012). The request shall include a full
resolution current photo taken using the Bureau’s digital camera and submitted
along with the PDE14-012 on a flash drive or emailed to the DCA Office of
Publications.

Upon receipt of the identification credential from the DCA Office of Publications,
the Administration Unit manager shall retrieve a wallet and emblem from the
locked cabinet and insert the identification picture in the wallet.

The spreadsheet shall be updated to show the State Property Tag number of the
credential being assigned to a particular employee.

The employee receiving the credential and emblem shall be provided DCA Policy
DOl 13-01, Field Enforcement Identification Credentials and Equipment for Non-
Sworn Employees. The employee shall immediately read the policy and submit
the attached acknowledgement which will be maintained in the employee’s Official
Personnel File and the Bureau supervisory file.

Upon completion of item nine above the employee will be issued a wallet
containing their identification card and emblem.
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11.  Upon reassignment or separation of an employee that possess a credential and
emblem the Enforcement Chief (or designee) shall collect the wallet, identification
card and emblem from the employee and immediately surrender them to the
Administration Unit manager to secure in the locked cabinet.

12. The Administration Unit manager shall ensure the appropriate emblem was
surrendered and update the spreadsheet to reflect that the emblem was returned
to inventory.

13. Lost, stolen, missing or damaged credentials and/or emblems shall be immediately
reported to the Administration Unit manager.
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Bureau for Private Postsecondary Education Procedure

Title: Supersedes: Procedure #:
Inventory Procedures New 2015-0013
Procedure Owner: Effective: Pages: 4
Administration Unit Immediately

Issue Date: Approved By:

Apor Lomey

April 22, 2015

Alyson Cooney, Deputy Bureau Chief
Bureau for Private Postsecondary Education

Policy: To ensure that all Bureau for Private Postsecondary Education (Bureau)
property inventory is accounted for and documented in accordance with the State
Administrative Manual (SAM) and Department of Consumer Affairs (DCA) policy and
procedure.

Purpose: This procedure describes the processes for conducting inventory to
safeguard against loss, theft, and misuse of State property and the procedure for
reporting missing, broken and obsolete property inventory.

Definitions:
Inventory — An itemized list of property and items belonging to an entity.

Productivity Benchmarks: Completion of the annual inventory will take the
Administration Unit Staff Services Analyst (SSA) and the Administration Unit Staff
Services Manager (SSM) no more than two days to conduct the physical inventory of
Bureau assets and prepare the appropriate documentation to close out the preceding
fiscal year’s inventory. Throughout the year, the Administration Unit Associate
Governmental Program Analyst (AGPA) and SSA will access and update the Inventory
Record Log each time an asset is procured or moved within the Bureau. The total
amount of time spent will vary depending on employee movement and procurement, but
is not expected to take more than 8 hours on a monthly basis.
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Procedures for Conducting and Maintaining Inventory:

1. An itemized listing of all Bureaus for Private Postsecondary Education (Bureau)
property can be located by following this path: «Sssisisdkesssiass then click on the
desired fiscal year.

2. The Property Inventory Log shall be secured as a “read only” document. Only the
Deputy Bureau Chief, SSM, AGPA, and SSA shall have “write” access.

3. In accordance with SAM 8652, the Bureau is responsible for developing and carrying
out an inventory plan to include inventory taking, internal control of inventory, and
report and approval of inventory adjustments.

4. In accordance with SAM 8650, all property owned by the Bureau are considered
State assets and therefore shall be maintained in an inventory system that records
the date acquired, property description, property identification number and the State
property tag number.

5. Imrhediately upon receipt of new property, the Office Technician shall assign a
property tag number to the item(s) and record the property tag number on the
Property Transaction Form (AISD-034) in the requisition file.

6. In accordance with SAM 8651, property tags shall be placed in plain sight. To the
extent possible, all property tags shall be placed on the assets’ front, left-hand
corner.

7. The Office Technician shall immediately scan and email the Property Transaction
Form (AISD-034) to the Associate Governmental Program Analyst (AGPA)
responsible for Business Services duties. The SSM and DCA Business Services
Office shall be cc’'d on the email.

8. The AGPA shall access the Property Inventory Log (from #1) above and enter the
newly acquired item(s) on the log.

9. Upon assigning a newly acquired item to a staff member the Property Inventory Log
shall be updated by the SSA.

10.When a staff person leaves the Bureau, the SSA shall document the Property
Inventory Log as “Unassigned” for each item that was assigned to the separating
employee. This shall be completed no more than three working days following the
separation of the employee.

11.Whenever inventoried property is moved or transferred to another staff person the
SSA shall consult the Property Inventory Log to determine if an update is necessary.
If needed the SSA shall immediately update the Property Inventory Log.
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12.Items surveyed throughout the year shall not be removed from the Property
Inventory Log at the time they are surveyed. Simply enter “To be surveyed” in the
last column.

13.The SSA shall not delete any items from the Property Inventory Log at any time.
Only the Deputy Bureau Chief or SSM are authorized to delete information from the
Property Inventory Log. The AGPA may add new property to the Property Inventory
Log. The SSA may update information pertaining to property, but shall not delete
property. ‘

14.Each June 1% a comprehensive inventory shall be conducted. The SSM will print out
a copy of the current Property Inventory Log to use as a worksheet and the SSM or
his/her designee and the SSA will conduct the annual inventory. Inventory shall be
completed by two people working as a team.

15. Together the inventory team will conduct a systematic search for each item listed on
the Property Inventory Log. An item that is located as indicated on the worksheet
shall be initialed by both team members in the left margin of the Property Inventory
Log to indicate the asset is in the Bureau inventory as listed on the Property
Inventory Log.

16.Property assigned to field staff shall be inventoried. One member of the inventory
team shall send an email to each field staff requesting a picture of the item that
includes the affixed property tag for each item assigned to that person. Upon receipt
of the pictures, they shall be attached to the appropriate Property Inventory Log
sheet.

17.Should an item not be correctly listed on the Property Inventory Log, the inventory
team will notate the correct information on the worksheet and both team members
will place their initials in the left margin of the Property Inventory Log in the left
margin.

18.1f an item listed on the worksheet is not easily located, then the inventory team shall
conduct a thorough search of the Bureau to attempt to locate the item. Once
located, the correct information shall be notated on the worksheet and initialed by
both members of the inventory team in the left margin of the Property Inventory Log.

19.Upon completion of #14, #15, #16, and #17 above, every item on the Property
Inventory Log should be either accounted for or notated as being surveyed. If this is
not the case, then the missing property shall be documented in accordance with
SAM 8652.

20.To account for missing property the SSA shall certify by email to the SSM that the
inventory team has made every effort to locate the item(s), but have been
unsuccessful. In the email, the SSA shall list a description of each missing item, the
last known location of the item, who it was last assigned, and a description of the
efforts extended to locate the item(s).
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21. Utilizing the information provided, the SSA shall complete a Property Inventory
Listing Adjustment (STD 157). This form can be accessed by following this path:

ekiibibieeittaiiahisesmeniisniwissssmmessset= This form shall be submitted to the

Deputy Bureau Chief for approval no later than June 15 each year.

22.Property determined to be lost, stolen, or destroyed, shall be reported on a Property
Survey Report (STD 152). This form can be accessed by following this path:

” T - The SSM shall complete this
report and submit it to the Deputy Bureau Chief for approval no later than June 15
each year.

23.The Deputy Bureau Chief shall investigate all of the reported items listed on the STD
157 and STD 152. In accordance with SAM 20080, if the losses are the result of
actual or suspected fraud, theft, or other irregularities the Deputy Bureau Chief shalll
report the incident(s) involving the loss of state asset(s) to the appropriate oversight
authority.

24.Upon completion of the annual inventory process the SSA and SSM (or his/her
designee) shall place their signature and the current date at the bottom of the
Property Inventory Log sheet used to conduct inventory.

'25.The completed package is submitted to the Deputy Bureau Chief for review and final
approval by June 25". The completed package shall include, but not be limited to,
the worksheet, STD 157, STD 152, email certification for missing items, misc. notes,
and a copy of the Property Tag Log.

26. Utilizing the worksheet, the SSM shall update the working copy of the Property
Inventory Log. The SSM shall access the Property Inventory Log and save it in the
same format but using then new fiscal year.

27.The items that have been surveyed can now be deleted from the Property Inventory
Log by the SSM and any approved changes or edits can be corrected.

28.1n accordance with SAM 8652 the signed and dated copy of the Property Inventory
Log and all of the supporting documents shall be retained for audit purposes for five
years.

29.The Bureau’s annual inventory process shall be completed by no later than June
30" each year.

m
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Title: Supersedes: Procedure #:
Addition of a Separate July 3, 2013 2013-0002
Branch Application

Procedure Owner: Effective: Page:
Licensing Unit Immediately 1of6

Issue Date: Approved By:

September 10, 2015 / / wn&) _

ALYSON COONEY, Deputy Bareau Chief
Bureau for Private Postsecondary Education

Policy: To review all applications in a timely and consistent manner adhering to the laws and
codes related to a particular application from a Private Postsecondary institution.

Purpose: Describes the tasks associated with processing the Add A Branch application and
how that application should be handled and reviewed.

Definitions:

Institution — A private postsecondary education school seeking approval/re-approval from the
Bureau for Private Postsecondary Education.

Guide on Deficiency Letters and Denial Letters — A guide to identify where deficiency and denial
letters are located, types and reasons for denials, application organization and supporting '
documentation.

Productivity Benchmarks: Approximately 2 hours of staff time to complete the initial
review. Received response to deficiency letters shall be reviewed within 2 weeks to ensure that
a compliant application is approved within 30 days as required by statute.

Procedures:
Task Who is
Responsible
1. Verification of Correct Application Submitted SSA/AGPA

X3

A5

If the school is an approved non-accredited institution, an Application
for Addition of Separate Branch must be submitted with the $3,000.00
non-refundable application fee.

If the school is approved by means of accreditation an Application for
Addition of Separate Branch must be submitted with the $250.00 non-

o,
0’0
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refundable application fee.

% If the school is not an approved institution (by any means), the
institution may not add a branch, the appropriate application for
approval to operate must be submitted

2. Routine Verification Audits SSA/AGPA
Current Valid Approval
o Inthe “Schools’ General Information” screen, click on the “Approval”
tab to check the school’s expiration date. An application for the
addition of a branch will not be approved for an institution with an
expired approval.
= If institution’s approval to operate has expired, notify institution
that an application for renewal must be submitted (if eligible,
refer to “Renewal Notification Process section of procedures).
= An application for the addition of a branch will not be approved
for an institution with an expired approval.
Pending Complaints

o Inthe “Schools’ Information” screen in SAIL, click on “Enforcement”.

o Open and closed complaints will be displayed; if the “Date Closed” field
is empty, the complaint is open.

o If the institution has open complaints, contact the assigned analyst in
the Enforcement Unit by email to find out if the complaint is such that
there is justification for the Licensing Unit to delay issuing an approval
until the complaint is resolved. “Are there any violations that Licensing
should be aware of prior to granting an approval?”

Revenue Tracking
o Check for past due STRF assessments or Annual Fees
® In the “School’s General Information" screen enter the school
code and press “Go”
= (Click on “Revenue Tracking”
= If annual fees or STRF assessments are outstanding from 2010
to present, prepare written correspondence advising the
institution of the outstanding fees and include copies of
applicable invoices. To print invoices click on the “Invoice #”
field, next to the invoice that is outstanding. This will prompt
the invoice to print.
Pending Applications
o Check SAIL for other pending applications for the institution
®= |n the “School’s General Information” screen, click on the
“applications” tab.
= Scroll down to determine if there are pending applications;
check the “App Status” field. If applications are pending, this
field will read “Receipt letter sent” or “Pending”.
®  Pull pending application(s) and review if not already assigned to
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an analyst.

. Application Review

The application must be an original, not a reproduction (sometimes

schools reproduce the application, changing the formatting, etc.).

Confirm that the correct application fee has been submitted; the

application fee is listed on the first page of the application.

The application must have original signature(s); photocopied signatures

are not acceptable.

Each section of the application must be filled out completely, and

accompanied by the applicable attachments as indicated on the

application. Use the “Add a Branch” application review checklist to
complete the application review.
If the application is incomplete, prepare a deficiency letter as follows:
® In the G drive, follow this path: ists——————————
Y G S RS S A e S SRS R B,
= Using the template, modify as applicable to the institution’s
specific deficiencies. Save a copy of the letter in your directory,
using the “save as” feature, so as to maintain the integrity of
the template letter.

= Mail the deficiency letter with the original signature to the
institution; maintain a copy with the application packet.

® The institution is given one opportunities to correct identified
deficiencies. If the application does not demonstrate
compliance after the deficiency letter has been forwarded,
consult with the licensing manager and discuss possibility of
issuing a denial.

SSA/AGPA

. Update Access/Forward to Licensing Manager for Approval
Prepare memorandum to Licensing Manager with recommended
action.

® In the G drive, follow this path: Bliintsttatiatmaimaaines
i VIO bt s—— '

Update SAIL
= Enter the “Application Number” in the application query section
of SAIL.

®  Press add comment.

= Type: Application forwarded to Manager for Approval or Denial
and the date.

= Submit complete package to Licensing Manager for review.

e After the application is returned by the Licensing Manager Go
back into the comments and type: Returned from Manager and
enter the date.

e If licensing manager determines additional information is
required, prepare deficiency letter (refer to “Application

SSA/AGPA
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Review” section). Update SAIL (refer to “Updating SAIL”
section).

5. Notification to Institution
o If application is approved prepare approval letter
® |n the G drive, follow this path siiiitesssmtismminanse
O ——

= Using the template, change the information in the highlighted
fields to reflect information specific to the institution.
* Forward to licensing manager for signature.
o If application is denied prepare denial letter.

® |n the G drive, follow this patiemimEis————————————
| gusm—

= Using the template, modify the denial letter according to the
deficiencies or denial reason specific to the institution.

= Forward letter to Licensing Manager.

= The Licensing Manager will review the letter for accuracy and
then forward to the Licensing Chief for signature.

®  When denial letter is returned with signature of Licensing Chief,
forward then entire file to the Denial Liaison.

SSA/AGPA

6. Updating the Applications Processing Database in SAIL
In the “Applications Processing” screen, enter the application number
and click on “Go”. Verify the following:

* The institution code should be linked to the application; you can
confirm this by making sure the “Institution Code” field is
completed in the application detail screen

= Confirm that the address for the proposed branch campus has
been correctly entered into SAIL; the address should be
identical to that listed on the application.

o Click on the “Application Specific Information” filed located in the
bottom right corner of the screen
= Enter the “Site Approval Effective Date”
= Click on “Save Work” field located in the bottom left hand
corner of the screen
o Click on “General Information” to return to “Application Detail” screen
o Inthe “Current Status” field, select “Approved” from the drop-down
menu.
o Click on “Status Date” field. A pop-up box will appear asking if you
would like to approve. Click “OK”.
o A pop-up box with the school code will appear; click on “OK”
O A pop-up box will appear asking if you would like to go to the Branch.
Click “OK”.

O

SSA/AGPA

7. If an approved institution adds a branch within 5 miles of a main or
branch campus, or if the branch location is being added during the

SSA/AGPA
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processing of an initial application for approval to operate, an “Add a
Branch” application is not required. Perform the following steps to
update the SAIL database:

o In SAIL click on the “Applications Processing” field.

o Click on “Enter New Application”.

= Enter the date in the “Date Received” field.

= |n the “Application Type” field, select “Degree” from the drop-
down menu.

* |In the “Application Category” field, select “Add a Branch”.

* In the “Staff Assignment” field, select assigned staff member’s
name from the drop-down menu.

= |n the “Institution Code” field, enter the school code for the
main campus location.

= Enter the name of the school in the “School Name” field.

= Enter the branch location address in the “Physical Address”
field.

* |n the “Ledger” field, enter the six digit number that is stamped
onto the application.

= Enter the date in the “Date Received” field; this is located in the
top right corner of the application. Then click on “Submit New
Application”.

o A pop-up box will appear displaying the application number, click “OK”.

Enter address and other info as needed.

o Click on “Application Specific Information” field in located in bottom
right hand corner of screen and enter the “Site Approval Effective
Date”.

o Click on “Save Work” located in the bottom left corner of the screen.

o Click on “General Information” to return to “Application Detail” screen.

o Inthe ‘Current Status’ field, select ‘Approved’ from the drop-down
menu.

o Click on “Status Date” field. A pop-up box will appear asking if you
would like to approve. Click “OK”.

o A pop-up box with the school code will appear; click on “OK”.

O

A pop-up box will appear asking if you would like to go to the Branch. Click
”OK".

8. Print Approved Programs and Locations
o In SAIL click on the “Report Center” tab
® Look under the “Official Bureau Documents” section
= Click on “Official Approved/Registered Programs List” box
= Click “Print”
= Using the method above, print the “Approved Branch/Satellite
Location List” if applicable.

SSA/AGPA
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Notification to Institution (perform ONE of the following)

9. Prepare approval letter

o Inthe G drive, follow this path: BRitmestmkmmmi————

B i S

o Using the template, change the information in the highlighted fields to
reflect information specific to the institution.

o Forward to licensing manager for signature.

o Make a copy of the signed approval letter and the
Approved/Registered Programs List (and the Approved Branch/Satellite
Location List if applicable).

o Mail letter with original signature and Approved/Registered Programs
List to school’s mailing address.

o Place a photocopy of the approval letter and a copy of the
Approved/Registered Programs List in the school’s file.

O Proceed to “Completed Application” section.

SSA/AGPA

10. Prepare denial letter

o Inthe Gdrive, follow this path: GhhsassssssNY
R :
o Using the template, modify the denial letter according to the
deficiencies or denial reason specific to the institution.
o Forward letter to Licensing Manager.
o When denial letter is returned with the Bureau Chief’s signature,
forward the entire file to the Denial Liason.

Note: For institutions with concurrent approval from the Bureau of Barbering
and Cosmetology (BBC), BPPE approval or denial letter must be forwarded to
Christine Jones at BBC by email (Christine.Jones@dca.ca.gov), and a cc to the
Licensing Manager is required. You may forward an unsigned version of the
approval letter; it is not necessary to scan the document with the licensing
manager’s signature.

SSA/AGPA

11. Updating the Applications Processing Database in SAIL
o Inthe “Applications Processing” screen, enter the application number
and click on “Go”.
o Inthe “Current Status” field, select “Approved”, or “Denied” from the
drop-down menu.
o Click on “Save Work”.
o Click on “Save and Exit”.

SSA/AGPA

12. File Completed Application
o Place application in institution’s permanent file.
®  Refer to “File Organization” section for instructions.

SSA/AGPA
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Title: Supersedes: Procedure #:
30-Day Application Review July 3, 2013 2013-0003
Procedure Owner: Effective: Page:
Licensing Unit Immediately 1of2
Issue Date: Approved By: )
September 10, 2015 % fﬂ\,CﬁU‘YV-b

ALYSON COONEY, Deputy Bureau Chief

Bureau for Private Postsecondary Education

Policy: To review all applications in a timely and consistent manner adhering to the laws and
codes related to a particular application from a Private Postsecondary institution.

Purpose: Describes the tasks associated with processing the 30-day application review and
how that application should be handled and reviewed. The purpose of the 30-day application
review is to determine if the application is accompanied by all of the required supplemental
documentation. Support staff will perform a brief review to determine if the institution has
included the applicable attachments with the application. An in-depth application review will
subsequently be performed by an analyst.

Definitions:

Institution — A private postsecondary education school seeking approval/re-approval from the
Bureau for Private Postsecondary Education.

Guide on Deficiency Letters and Denial Letters — A guide to identify where deficiency and denial
letters are located, types and reasons for denials, application organization and supporting

documentation

Productivity Benchmarks: Approximately 1 hour of staff time to complete the intake

process per application.

Procedures:

Task Who is
Responsible

1. Open the Review Checklist oT

. seseremutes

e Follow this path to locate the checklist: Ryt ———————
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e Choose the applicable application type and open document.

Enter the name of the institution, application number and your name (name
of reviewer).

2. Document Review

e Pull the oldest application from the shelf at the Office Technician’s
desk.

® Using the customized checklist, review the application documents and
indicate whether or not the required attachments are included with
the application.

oT

3. Perform one of the following:

e |[f all required documents/attachments are not included, indicate by
completing the “Documents Incomplete” section. Print checklist on
canary yellow paper and proceed as follows:

oT

4. prepare Notification Letter for Identified Missing Documentation

e Follow this path to locate the documen kit
P T——

e Using the template letter:

o Change the date, mailing address, application type and
application number.

o Specify the identified missing documentation according to the
checklist that you prepared.

o Make a copy of the letter; one copy is mailed to the school,
and the other is attached to the checklist and placed in the
application packet. It is not necessary to sign the letter.

o File the application in the application section on the pending
applications shelf by application type and in numerical order.

e If all required documents/attachments are included, indicate by
completing the “All documents received” section by inserting the date.
Print the checklist on canary yellow paper, attach to application
packet.

e Prepare and mail “Receipt Letter”

o In the “Application Detail” screen, click on “Print Receipt
Letter”. Make a copy; forward one to the school and maintain
the other with the application packet.

o File application on pending applications shelf (by application
type and in numerical order)

oT
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Title: Supersedes: Procedure #:
Application Entry March 7, 2013 2013-0004
Procedure Owner: Effective: Page:
Licensing Unit Immediately 1of3

Issue Date: Approved By:

September 10, 2015 QW /
N C

ALYSON COONEY, Deputy Byreau Chief
Bureau for Private Postsecondary Education

Policy: To review all applications in a timely and consistent manner adhering to the laws and
codes related to a particular application from a Private Postsecondary institution.

Purpose: Describes the tasks associated with entering applications and how they should differ
depending on whether there is an existing school code or not.

Definitions: Institution — A private postsecondary education school seeking approval/re-
approval from the Bureau for Private Postsecondary Education.

Productivity Benchmarks: Approximately 30 minutes of staff time to complete the
application entry.

Procedures:
Application Entry for School’s with School Codes Who is
Responsible
1. In SAIL click on “Applications Processing” oT

e C(Click on “Enter a New Application”
o Enter application type (always use Application Type “Degree”).
o Choose the appropriate application category from the drop-
down menu.
o Choose analyst’s name from staff assignment drop-down menu.
If application is not being assigned to an analyst, choose staff
assighment as “Central Records”.
o Enter school code (for the main location) in the institution code
box.
o Enter the school name and address.
Click on “Submit new application”.
o An application number will be assigned, write this number in

e}




Bureau for Private Postsecondary Education Procedure

the upper right hand section of the application in the
designated area.

2. The application details screen will appear oT

o Enter the school name, address, and the contact person’s name
and telephone number as they appear on the application. Pay
careful attention, the institution’s physical address and mailing
address may differ.

o Print a receipt letter, make a copy before mailing.

o Stamp “COPY” on the Bureau’s copy of the receipt letter and
attach to the back of the application.

3. The cashiering office will forward a copy of application page 1 with oT
revenue tracking information (ledger number, payment amount and
date payment was received).

o In the Application’s Processing screen, in the “Revenue
Tracking” box, enter the transaction/ledger # (the six digit
number stamped onto the application by the cashiering office).

o Enter the check number, date payment received and payment
amount.

o If the application has been assigned to an analyst, give the copy
of the application page to the analyst.

o If the application has not yet been assigned, place the
application page with the application (on the application shelf).

Application Entry for School’s without School Codes

Make sure to check each application to verify whether or not an institution has | OT
an existing school code. If a school code does not exist, proceed as follows:

1. In SAIL click on “Applications Processing” oT
Click on “Enter a New Application”
o Enter application type (always use Application Type “Degree”).
o Choose the appropriate application category from the drop-
down menu.
o Choose analyst’s name from staff assignment drop-down menu.
If application is not being assigned to an analyst, choose staff
assignment as “Central Records”.
o Enter the institution name and address.
Click on “Submit new application”.
o An application number will be assigned, write this number in
the upper right hand section of the application in the
designated area

O

2. The application details screen will appear oT
o Enter the school name, address, and the contact person’s name
and telephone number as they appear on the application. Pay
careful attention, the institution’s physical address and mailing
address may differ.
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o Print a receipt letter, make a copy before mailing.

o Stamp “COPY” on the Bureau’s copy of the receipt letter and
attach to the back of the application. '

3. The Cashiering office will forward a copy of application page 1 with oT
revenue tracking information (ledger number, payment amount and
date payment was received).

o In the “Applications Processing” screen, in the “Revenue
Tracking” box, enter the transaction/ledger # (the six digit
number stamped onto the application by the cashiering office).

o Enter the check number, date payment received and payment
amount.
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Title: Supersedes: Procedure#:
Initial Application Intake March 7, 2013 2013-0005
Procedure Owner: Effective: Page:
Licensing Unit Immediately 1of4

Issue Date: Approved By:
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ALYSON COONEY, Deputy Burg@au Chief
Bureau for Private Postsecondary Education

Policy: To review all applications in a timely and consistent manner adhering to the laws and

codes related to a particular application from a Private Postsecondary institution.

Purpose: Describes the tasks associated with the Initial Application Intake process and how

that application should be handled and reviewed.

Definitions: (Define key words discussed in the procedure — see example below.)

Institution — A private postsecondary education school seeking approval/re-approval from the

Bureau for Private Postsecondary Education.

Productivity Benchmark: Approximately 30 Minutes of staff time to complete the intake

review.
Procedures:
Task Who is
Responsible
1. Verify the amount of applications received within the application oT
packet; there are instances in which multiple applications are
submitted at once.
2. Verify that all applications are date stamped. If there is no date stamp | OT
on the application, stamp the front page of the document with the
date.
3. Verify that a photocopy of the check(s) for the application fee should is | OT

included with the application(s). If no photocopied check is included,
the application may have a stamp from the Administrative Unit
indicating that no fees were received.
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4. If no fees were received, return the application to the institution with a | OT
‘no fees received’ notification letter.

e In the G drive follow this path: S ————— - ———
ibieieaiesiweishiisiimibiniaamipsiticas.

e,

e Using the template, change the information in the highlighted
fields to reflect information specific to the institution.

e Save a copy of the letter in your directory, using the “save as”
feature, so as to maintain the integrity of the template letter.

e Mail the deficiency letter to the institution, maintaining a copy
for the school’s file

5. If the original check is included with the application, return the check oT
and application to the Office Technician (or other designated individual
in the Administrative unit). The Administrative staff will give you a
photocopy of the check. The Administrative staff will forward the
check and a copy of the first page of the application to central
cashiering for processing.

6. Verify that the correct application type has been submitted. An oT
application for renewal cannot be submitted if the institution’s
approval to operate has been expired for more than six months. If the
institution is not approved by means of accreditation they cannot
submit a Renewal by accreditation.

a. If the institution submitted a Renewal Application for a Non-
Accredited Institution and the full approval has been expired for
more than 6 months:

o In the G drive follow this path: BaaamESE—_tn i
s i e wn et s e sasaa— RV
B e e———
e iy

o Using the template, change the information in the
highlighted fields to reflect information specific to the
institution.

o Save a copy of the letter in your directory, using the
“save as” feature, so as to maintain the integrity of the
template letter.

o Obtain the Licensing Manager’s signature, mail the
deficiency letter to the institution, send copies to all
cc’s, and maintain a copy for the school’s file.

o If the institution has a full approval and submitted a Renewal
Application for an Accredited Institution and the approval has
been expired for more than 6 months:

o Inthe G drive follow this path: Gt
ATl T
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T T ——

o Using the template, change the information in the
highlighted fields to reflect information specific to the
institution.

o Save a copy of the letter in your directory, using the
“save as” feature, so as to maintain the integrity of the
template letter.

o Obtain the Licensing Manager’s signature, mail the
deficiency letter to the institution, send copies to all
cc’s, and maintain a copy for the school’s file.

o If the institution has a full approval and submitted a Renewal
Application for an Accredited Institution and the approval has
been expired for less than 6 months:

o In the G drive follow this path: GaSs—G—E——
Biiiaueiimalsiabeli eadinmsimineiiiind
R T N A R A S SR P S AR

P — -

o Using the template, change the information in the
highlighted fields to reflect information specific to the
institution.

o Save a copy of the letter in your directory, using the
“save as” feature, so as to maintain the integrity of the
template letter.

o Obtain the Licensing Manager’s signature, mail the deficiency
letter to the institution, send copies to all cc’s, and maintain a
copy for the school’s file.

7. Check SAIL to see if the applicant (institution) has or previously oT
obtained Bureau approval. If the institution has a school code, enter
the application into SAIL with the correct institution code.

8. Check SAIL for current analyst assignment to other applications oT
submitted by the institution. Dependent upon the application type,
assign to the analyst currently processing other applications for the
institution. (See Application Types Processed by Analysts section of
procedures below)

9. Check SAIL to confirm the application is signed by the current owner(s) | OT
of record. If the ownership is a corporation an additional check of the
Secretary of State website is required to confirm the corporation is still
in good standing. Print this confirmation and attach to the application.
If not, include this section in the 30 day letter. (See 30-day letter
procedures)

10. For all Renewal and Substantive Change Applications, check the oT
Bureau’s website to confirm the institution has submitted the most
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recent Annual Reports. If not, include this information in the 30 day
letter. (See 30-day letter procedures)

Application Types Processed by Analysts

AGPA

Approval to Operate an Institution Non-Accredited
Approval to Operate an Accredited Institution

Renewal of Approval to Operate (accredited and non-accredited)
Addition of a Separate Branch

Change of Name

Change of Location

Change of Business Organization/Control/Ownership
Change in Method of Instructional Delivery

Change of Educational Objectives (preliminary review only)
Verification of Exempt Status

SSA

Approval to Operate an Accredited Institution

Renewal of Approval to Operate (accredited and non-accredited)
Addition of a Separate Branch

Change of Name

Change of Location

Change of Business Organization/Control/Ownership

Change in Method of Instructional Delivery

Change of Educational Objectives (preliminary review only)

(SSA’s may process Approval to Operate Non-Accredited Institution or Verification of Exempt
Status applications dependent on level of review required)
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Title: Supersedes: Procedure #:

March 7, 2015 2013-0006
Change in Method of

Instructional Delivery

Application

Procedure Owner: Effective: Page:
Licensing Unit Immediately 1of6
Issue Date: Approved By:

September 10, 2015 (%M \@“ﬂf‘

ALYSON COONEY, Deputy Byreau Chief
Bureau for Private Postsecondary Education

Policy: To review all applications in a timely and consistent manner adhering to the laws and
codes related to a particular application from a Private Postsecondary institution.

Purpose: Describes the tasks associated with processing the Significant Change in Method of
Instructional Delivery Application and how that application should be handled and reviewed.

Definitions:

Institution — A private postsecondary education school seeking approval/re-approval from the
Bureau for Private Postsecondary Education.

Guide on Deficiency Letters and Denial Letters — A guide to identify where deficiency and denial
letters are located, types and reasons for denials, application organization and supporting
documentation

Productivity Benchmarks: Approximately 8 hours of staff time to complete the initial
review. Received response to deficiency letters shall be reviewed within 2 weeks to ensure that
a compliant application is approved within 30 days as required by statute.

Procedures:
Task Who is Responsible
1. Routine Verification Audits SSA/AGPA/ED Spec

Current Valid Approval
o In the “Schools’ General Information” screen, click on
the “Approval” tab to check the school’s expiration
date. An application for change in method of
instructional delivery will not be approved for an
institution with an expired approval.
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o If institution’s approval to operate has expired, notify
institution that an application for renewal must be
submitted (if eligible, refer to “Renewal Notification
Process section).

= |f the approval to operate expired within six
months of the approval expiration date, the
school may submit a renewal application; call
or forward written correspondence to inform
school of the expired approval status.

® If more than six months have passed since the
institution’s approval to operate has expired,
the institution must submit a new application
(renewal is not an option). Call or forward
written correspondence to inform school of the
expired approval status.

2. Pending Complaints
o Inthe “Schools’ General Information” screen in SAIL,

click on “Enforcement”

o Open and closed complaints will be displayed; if the
“Date Closed” field is empty, the complaint is open.

O If the institution has open complaints, contact the
assigned analyst in the Enforcement Unit by email to
find out if the complaint is such that there is
justification for the Licensing Unit to delay issuing an
approval until the complaint is resolved. “Are there any
violations that Licensing should be aware of prior to
granting an approval?”

SSA/AGPA/Ed Spec

3. Revenue Tracking
o Check for past due STRF assessments or Annual Fees.

= |n the “School’s General Information” screen
click on “Revenue Tracking”.

If any of the above noted fees are outstanding from 2010 to
present, prepare written correspondence advising the
institution of the outstanding fees and include copies of
applicable invoices. To print invoices click on the “Invoice #”
field next to the invoice that is outstanding. This will prompt
the invoice to print.

SSA/AGPA/Ed Spec

4. Pending Applications
o Check SAIL for other pending applications for the

SSA/AGPA/Ed Spec
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institution.
® |n the ‘School’s General Information’ screen,
click on the “Applications” tab.
= Scroll down to determine if there are pending
applications; check the “App Status” field. If
applications are pending, this field will read
“Receipt letter sent” or “Pending”.

® |f a pending application is unassigned, pull the
application and review concurrently.

5. Application Review

The application must be an original, not a reproduttion
(sometimes schools reproduce the application, changing the
formatting, etc.).

Confirm that the correct application fee has been submitted;
the application fee is listed on the first page of the application.
The application must have original signatures; photocopied
signatures are not acceptable.

Each section of the application must be filled out completely,
and accompanied by the applicable attachments as indicted
on the application. Use the “Significant Change in Method of
Instructional Delivery” application review checklist to
complete the application review.

If the application is incomplete, prepare a deficiency letter as
follows:

o In the G drive, follow this path: Gtk
)

R s e e
Frp T —— i

o Using the template, modify as applicable to the
institution’s specific deficiencies. Save a copy of the
letter in your directory, using the “save as” feature, so
as to maintain the integrity of the template letter.

o Mail the deficiency letter with the original signature to
the institution; maintain a copy with the application
packet.

® The institution is given one opportunity to correct identified

deficiencies. If the application does not demonstrate

SSA/AGPA/Ed Spec
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compliance after the deficiency letter has been forwarded,
consult with licensing manager and discuss possibility of
issuing a denial.

6. Update SAIL/Forward to Licensing Manager for Approval
e Prepare memorandum to Licensing Manager with
recommended action.
o Inthe Gdrive, follow this path:

S AR PSS T
; vivainiit P— . i
e Update SAIL
o Enter the “Application Number” in the application
query section of SAIL.
o Press add comment.
o Type : Application forwarded to Manager for
Approval or Denial and the date.
o Submit complete package to Licensing Manager for
review.
e After the application is returned by the Licensing
Manager Go back into the comments and type:
Returned from Manager and enter the date.

e |f licensing manager determines additional information
is required, prepare deficiency letter (refer to
“Application Review” section). Update SAIL (refer to
“Updating SAIL” section).

7. Notification to Institution (perform one of the following)
Prepare approval letter

e In the Gdrive, follow this path: Rtk
S S ans
- . .
| analoal i "

e Using the template, change the information in the
highlighted fields to reflect information specific to the
institution.

e Forward to licensing manager for signature.

Prepare denial letter
e Inthe Gdrive, follow this path : ShmEse G A
e

e Using the template, modify the denial letter according to the
deficiencies or denial reason specific to the institution.
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e Forward letter to Licensing Manager. The Licensing Manager
will review for accuracy and then forward to the Licensing
Chief for signature.

e When the denial letter is returned with the Licensing Chief’s
signature, forward the entire file to the Denial Liaison.

Note: For institutions with concurrent approval from the Bureau of
Barbering and Cosmetology (BBC), BPPE approval or denial letter
must be forwarded to Christine Jones at BBC by email
(Christine.Jones@dca.ca.gov), and a cc to the Licensing Manager is
required. You may forward an unsigned version of the approval
letter; it is not necessary to scan the document with the licensing
manager’s signature.

8. Entering the Significant Change in Method of Instructional
Delivery in SAIL (for approved applications)
e Inthe “School’s Information” screen, enter the school code
and click on “Go”.
Click on the “Programs” tab.
e Click on the right hand corner in the “Program Title” box.
o Click on the “Residential/Traditional Setting box or the
Distance Learning box to indicate the applicable type
of instruction now offered by the institution.

Click on “Save Work”.

9. Print Approved Programs and Locations
e In SAIL click on the “Report Center” tab.
o Look under the “Official Bureau Documents” section.
o Click on “Official Approved/Registered Programs List”
box
o Click “Print”.

Using the method above, print the “Approved Branch/Satellite
Location List” if applicable.

10. Mail Approval Letter
e Make a copy of the approval letter and the
Approved/Registered Programs List (and the Approved
Branch/Satellite Location List if applicable).
e Mail letter with original signature and Approved/Registered
Programs List to school’s mailing address.

Place a photocopy of the approval letter and a copy of the
Approved/Registered Programs List in the school’s file.

11. Updating the Applications Processing Database in SAIL
e In the “Applications Processing” screen, enter the
application number and click on “Go”.
e In the “Current Status” field, select “Approved” or
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“Denied” from the drop-down menu.

e Click on “Save Work”.

e “Status Modification” Box will appear; read and click
‘OK’. '

Click on “Save and Exit”.

12. File Completed Application
e Place application in institution’s permanent file

Refer to “File Organization” section for instructions
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Issue Date: Approved By:
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Policy: To review all applications in a timely and consistent manner adhering to the laws and
codes related to a particular application from a Private Postsecondary institution.

Purpose: Describes the tasks associated with processing the Application for Approval to

Operate for a non-accredited Institution and how that application should be handled and
reviewed.

Definitions:

Institution — A private postsecondary education school seeking approval/re-approval from the
Bureau for Private Postsecondary Education.

Guide on Deficiency Letters and Denial Letters — A guide to identify where deficiency and denial
letters are located, types and reasons for denials, application organization and supporting
documentation.

Productivity Benchmark: Approximately 24 hours of staff time to complete the initial review.
Received response to deficiency letters shall be reviewed within 2 weeks to ensure that a
compliant application is approved within 30 days as required by statute.

Procedures:

Task Who is
‘Responsible

1. Routine Verification Audits
Current Valid Approval SSA/AGPA/
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o Inthe “Schools’ General Information” screen, click on the
“Approval” tab to check the school’s expiration date.

o Ifinstitution’s approval to operate has expired over 6 months
and a Renewal application has not been submitted, the full
approval application is required.

Check SAIL to determine if institution’s approval to operate is valid
o In SAIL, click on the “Schools Information” tab

o Enter the institution’s school code
o The screen that is displayed will include the institution’s
approval expiration date; check the date for validity of approval

= |f the approval to operate expired within six months of the
approval expiration date, the school may submit a renewal
application; call or forward written correspondence to
inform school of the expired approval status.

Pending Complaints

o Inthe “School’s General Information” screen in SAIL, click on
“Enforceme<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>