Catalog/Brochure Checklist
CHAPTER 28C.10.050, 060, and 110 RCW; WAC 490-105-040 and 130

Name of School:                                                                                      

Catalog year, Volume Number, and Date of Publication:      

	The catalog/brochure must contain the following.  If any of the following items do not appear in the body of the catalog, a reference to other specific documents where the required information appears must be in the catalog.
	Catalog Page #

	Organizations that accredit the school or its programs (if applicable):
	

	The following statement on either the first or last printed page or inside the front or back cover:

The school is licensed under Chapter 28C.10.  Inquiries or complaints regarding this or any other private career school may be made to the Workforce Training and Education Coordinating Board, 128 10th Avenue SW, Olympia, Washington  98504-3105 ((360)753-5662)
	

	Academic calendar including hours of operation, holidays, enrollment periods, and beginning and ending dates of terms:
	

	Names of owners w/ 10% or more equity ownership and officers including governing body, and administration:
	

	Names, addresses, and telephone numbers of the school’s administrative offices and all auxiliary facilities:
	

	Names and qualifications of faculty (see WAC 490-105-040(6) for minimum qualifications):
	

	Description of facilities and equipment used for training, the maximum or usual class size, and the average student/teacher ratio:
	

	Ability to benefit policy/admissions standards (see WAC 490-105-140):
	

	Standards of progress including grading system, minimum grades considered satisfactory, conditions for interruption for unsatisfactory grades, probationary period, conditions for re-entrance for students dismissed for unsatisfactory progress:
	

	 The method used to report student grades: 
	

	Procedures students must follow to request copies of their academic transcripts:
	

	The length of time student records are maintained and the procedures students must follow to request copies:
	

	School’s policy relative to tardiness, absences, makeup work, and interruptions for unsatisfactory attendance:
	

	School’s policy regarding student conduct, including cause for dismissal and conditions for readmission:
	

	Total cost of training including tuition, fees, deposits, and other charges necessary for a student to complete the program:
	

	Financial Aid, if any:
	

	Placement assistance, if any:
	

	Refund policy in compliance with WAC 490-105-130:
	

	Program description including program objective, number of clock or credit hours of instruction, method of instruction, if instruction is calculated in credit hours, the catalog must contain a statement describing the contact hour conversion formula applied by the school (see WAC 490-105-040(4)(m):
	

	The scope and sequence of the courses required to complete the programs of study:
	

	A statement indicating the educational credential awarded upon completion of program:
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