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Certified Professional Coach (CPC)

Training Program

This ENROLLMENT AGREEMENT is between the Academy for Coach Training (the Academy) and the participant, as listed below:

	participant information

	Last Name
	First Name
	Middle Initial

	     
	     
	     

	Mailing Address
	City
	State
	Zip

	     
	     
	     
	     

	Day Phone 
	Evening Phone 
	Mobile Phone
	Email Address

	     
	     
	     
	     


	The Academy offers the following full certification training program for the tuition costs listed below:

	Course Name


	Student Contact Learning Hours (SCLHs) 
	Continuing Education Units
	Included Non-Refundable Registration Fee

	ESSENTIALS
	24
	2.4
	$100.00

	LIVING YOUR VISION(
	32
	3.2
	$100.00

	POWER
	17
	1.7
	$100.00

	DYNAMICS
	24
	2.4
	$100.00

	MASTERY 
	42
	4.2
	$100.00

	TOTAL SCLH
	139
	
	

	CERTIFIED PROFESSIONAL COACH PROGRAM TUITION 
	$8,499.00


Signatures are required on all forms; acceptable methods of submitting signed forms are: in person or via mail or fax.

Please refer to your separate Registration Form for course dates, payment method, and schedule and/or the Tuition Payment Plan you have selected. These documents are a part of the Enrollment Agreement by reference. 
Agreement Is Binding

This agreement will be binding only when it has been fully completed, signed and dated by the participant and an authorized representative of the Academy prior to the time instruction begins.

Changes in the Agreement

Any changes in the agreement shall not be binding on either the participant or the Academy unless changes have been acknowledged in writing by an authorized representative of the Academy and by the participant or the participant’s parent or guardian if participant is a minor.

Effective Date of Acceptance

I certify that (1) I have read and understand the enrollment agreement, the cancellation and refund policy, and the complaints procedure, and (2) I have received a copy of the Academy’s catalog or brochure and (3) I AM ENTITLED TO AN EXACT COPY OF THIS ENROLLMENT AGREEMENT, SCHOOL CATALOG, and ANY OTHER PAPERS I MAY SIGN.  I hereby agree to abide by the conditions set forth herein.  

International Coach Federation (ICF) May Request Records

I agree that my participant records may be released to the International Coach Federation or their representatives upon ICF's request.

REFUND POLICIES

Refund Before Entering Classes

1. A full refund of all money paid if the participant is not accepted by the Academy;

2. A full refund of all money paid if the participant withdraws not later than midnight on the fifth business day (excluding Sundays and holidays) after signing the contract or making an initial payment, provided that the participant has not commenced training

3. After five business days (excluding Sundays and holidays), the Academy will retain $100 of any registration fees paid.

Official Termination Date

The official date of termination of a participant shall be the last date of recorded attendance when withdrawal occurs in any of the following manners:

1. When the Academy receives notice of the participant’s intention to discontinue the training; 

2. When the participant is terminated for a violation of a published school policy which provides for termination;

3. When a participant, without notice to the institution, fails to attend 1/3 of the class hours in any given course.

Refund After Entering Classes
If training is terminated after entering classes, the participant is financially obligated to the Academy according to the following formulas or minimum charges:

1. If the participant terminates during the first week or 10 percent of contracted instructional time, whichever is less, the Academy may retain 10 percent of tuition plus $100 non-refundable registration fee paid;

2. If the participant terminates after the first week or 10 percent of contracted instructional time, whichever is less, but prior to completion of 25% of contracted instructional time, the Academy may retain 25 percent of tuition plus $100 non-refundable registration fee paid;

3. If the participant terminates after completion of 25 percent and up to and including 50 percent of contracted instructional time, the Academy may retain 50 percent of tuition plus $100 non-refundable registration fee paid;

4. If the participant terminates after completion of 50 percent of contracted instructional time, the Academy may retain the full tuition.

5. All refunds will be paid within thirty calendar days of the participant’s official termination date. Refund calculations for a class termination will be based on the following tuition values for each course: Living Your Vision® $1,980; Essentials $1,460; Power $1,049, Dynamics $1,460; Mastery $2,550. The non-refundable registration fee will be retained as part of any refund calculation.
Discontinued Programs:

If the school discontinues instruction in any program after participants enter training, including circumstances where the school changes its location, participants must be notified in writing of such events and are entitled to a pro-rata refund of all tuition and fees paid unless comparable training is arranged for by the school and agreed upon, in writing, by the participant.  A written request for such a refund must be made within 90 days from the date the program was discontinued or relocated and the refund must be paid within 30 days after receipt of such a request. 

Change of Class Date
If a participant reschedules the date of a registered class after midnight of the fifth business day after signing the contract or making an initial payment, the Academy will retain the original administration fee and charge a new registration fee for the new class date.

Cancellation Of Classes
The Academy reserves the right to cancel a starting class if the number of participants enrolling is deemed insufficient.  The Academy will consider such cancellation a rejection and the participant is entitled to either 1) reschedule the class without paying an additional registration fee; or 2) receive a full refund of all money paid. 

Participant Absence 

Participants must complete and satisfy all requirements of each of our courses prior to advancing to the next course in our certificate program. We understand that, at times, participants need to have exceptions to this academic standard of course completion. If the need for an exception arises during your pursuit of your coaching certificate, you must contact the Academy office to complete a Class Change Request Form. Upon completing this form, it will be reviewed and considered; the Academy reserves the right to accept or not accept any course change requests. An Academy representative will contact you regarding your course change request.

Courses will be considered incomplete if the participant has missed 2 hours or more in any given course. If this situation occurs without prior notice, the participant will need to retake the course before advancing to the next course. Depending on course availability, the participant will be able to re-enroll and retake the course. The participant will pay a $100.00 administrative fee, which must be paid at least 72 hours prior to the attending the course.

Termination By The Academy

All participants must comply with all Academy policies, rules and expectations. Any participant who does not adhere to these Admissions Policies and Procedures will be subject to possible termination from the ACT program. In addition, any participant who does not maintain satisfactory progress, violates safety regulations, interferes with other participants’ work, is boisterous, vulgar or obscene, under the influence of alcohol or drugs, or does not make timely tuition payments is subject to immediate termination. Re-admission will be determined after conference between participant and Academy representative.

Failure to Pass Exams
Passing grade for the oral exam is 7.0 and 70% for the written exam.  If you do not pass either exam, you are invited to take the exam again at your expense.  The cost to re-take the oral exam is $400.00 and $250.00 to re-take the written exam.  Passing grade for all courses is minimum 70%. 

Time Limit for Certification Completion

Participants will have a maximum of 2 years to complete the courses for certification including completion of the oral and written exam.  The official starting date for the two-year time frame is the first day of the Essentials course or Living Your Vision® course, whichever is earlier. 

Notification of Grades for Oral and Written Exams

After all oral exams are complete, participants will be notified by email whether they passed or failed the oral exam. Participants will receive their oral exam rating, their graded written exam, and Certified Professional Coach certificate four to six weeks after the official receipt date deadline for the written exam. 

Transcripts and Records

Transcripts are available upon graduation with written request; the first transcript is provided free of charge and additional transcripts will be provided for a fee of $25.00 per transcript.  No copies of written records are provided. 

Complaints Procedure

This school is licensed under Chapter 28C.10 RCW.  Inquiries or complaints regarding this or any other private vocational school may be made to the Workforce Training and Education Coordinating Board, 128 10th Avenue SW, PO Box 43105, Olympia, Washington 98504-3105 (360-753-5673).

Enrollment Process

You will be enrolled in courses once the Academy receives the following forms and the following procedures are complete:

· Participant Application Form
· Admissions Policies and Procedures
· Registration Form 
· Enrollment Agreement Packet (Enrollment Checklist, Enrollment Agreement, Confidential Participant Information Form)
· Payment in full for tuition
· Success Planning Orientation by phone with the Academy’s Director of Training.

Do not sign this agreement before you read it or if it contains any blank spaces.  This is a legal instrument.  

· All pages of the contract are binding.

· You are entitled to an exact copy of the agreement, school catalog, and any other papers you sign.  You are required to sign a statement acknowledging receipt of those.

· If you have not started training, you may cancel this contract by providing written notice of such cancellation to the school at its address shown on the contract.  The notice must be postmarked not later than midnight of the fifth business day (excluding Sundays and holidays) following your signing this contract or the written notice may be personally or otherwise delivered to the school within that time.  In event of dispute over timely notice, the burden to prove service rests on the applicant.

· It is an unfair business practice for the school to sell, discount, or otherwise transfer this contract or promissory note without the signed written consent of the participant or participant’s parent or guardian if he/she is a minor and a written statement notifying all parties that the cancellation and refund policy continues to apply.

	Participant’s Name (please print):
	     

	
	
	     

	Signature 
	
	Date 


As the authorized representative of the school, I hereby agree to the conditions set forth herein:

	Authorized School Representative (please print): 
	     

	
	
	     

	Signature 
	
	Date 


Washington law requires the following information to be supplied to each participant enrolling in a private vocational school licensed under RCW 28C.10.  One copy of this notice bearing original signatures must be attached by the school as an addendum to that individual’s Enrollment Agreement and a copy must be provided to the enrollee by the school.

ACKNOWLEDGEMENT BY PARTICIPANT/ENROLLEE

1. I understand and accept that any contract for training I enter into with the above named school contains legally binding obligations and responsibilities.

2. I understand and accept that repayment obligations will be placed upon me by any loans or other financial arrangements I enter into as a means to pay for my training. I understand that any enrollment contract I enter into shall not be binding or take effect for at least five days, excluding Sundays and holidays, following the last date such a contract is signed by the school and myself, provided that I have not entered classes sooner.

	Participant’s Name (please print)
	     

	
	
	     

	Signature 
	
	Date 


ACKNOWLEDGEMENT BY SCHOOL
Prior to being enrolled in this school, the applicant whose name and signature appears above has been made aware of the legal obligations he/she takes on by entering into a contract for training.  Those discussions included cautions by the school about acquiring an excessive debt burden that might become difficult to repay given employment opportunities and average starting salaries in his/her chosen occupation.

	
	
	     

	Signature 
	
	Date 

	Title:
	     
	


NOTICE TO THE BUYER
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110 W. Dayton, Suite 202 ● Edmonds, WA  98020

Phone:  425-778-3505 or 877-228-COACH ● Fax:  425-778-6937 or 877-228-FAXES

Email:  registrar#invitechange.com ● Website: www.invitechange.com 

Initial Here to indicate that you have read and understand the policies and procedures outlined on this page___________

