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New Frontier Vo-Tech Center Calendars

Ask about our modified, open-entryt open exit options

Fall 2010
August 17, 2010—December 15, 2010
Classes begin (NFVTC) August 17, 2010
Labor Day September 6, 2010
Classes begin (PMC) September 7, 2010
Thanksgiving Break November 2426, 2010
Classes End December 15, 2010
Graduation December 17, 2010
Christmas Break December 20 31, 2010
Spring 2011
January 5, 2011—May 13, 2011
Classes begin January 5, 2011
Martin Luther King Jr. January 17, 2011
t NBaARSydaQ 51I & February 21, 2011
Spring Break March 1418, 2011
Good Friday April 22, 2010
Classes End May 11, 2010
Graduation May 13, 2011
National Testing (PMCtentative date) May 20, 2011

Additional workshops and short courses may be offered throughout
the year. Calendar dates are subject to change or revision.

Amundsen Educational Center (AEC) dba New Fronti@e&to Center offers highly concentrated

courses in vocational training. Due to this fact, class attendance and punctuality are very
important. Class hours will be 8:45 a.m. to 4:00 p.m. Monday through Thursday and 8:45 a.m. to

1:00 p.m. on Friday.
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Alaska Commission on Postsecondary Education since 1985.

1 Does not discriminate because of race, ethnic origin, color, national origin,
sex, age, political affiliation, religious beliefs or disabling conditions.

PROGRAM ACQUISTION INFORMATION

Amundsen Educational Center (AEC) is a faith-based non-profit that
LINE JARSa a@20F A2yt GNIAYAYy3I Ay |

w dzNJ Ptrall o¢ 19/ Aa lttlatt I 2YYAa

approved and has taught construction trades since 2001. In January 2008,
the AEC Board of Directors purchased NFVTC to expand their vocational
GNI AYyAy3a 2LIiA2ya Ay AyOfdzRS 2FFAO0S
providing quality office skill training.

This catalog is True and Correct in Content and Policy.

Mark Hill, CEO
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PURPOSE
New Frontier Vocationalechnical Center's (NFVTC) purpose is to
implement a vocational school which will provide opportunities for
individualized, careerelated employment training.

DISTINCTION
NFVTC offers employability skills training to empower students for their
individualized career track. A further purpose is to accept students at their
own levels and to prepare them for living in society through instruction and
work experience for and about business, and to give them guidance and
direction.

CURRICULUM
A major component of a vocational education program is the curriculum. To
ensure the relevance of the curriculum, content reflects the current labor
market needs. NFVTC directors will constantly review, revise, and develop
new curriculum to meet the needs of the students and community.

STUDENTS
Curriculum levels are designed for people who may:
be choosing new careers
have been out of the work force and need to upgrade their skill levels
need modified instruction to ensure successful training
be a person experiencing a disability and need additional training and
support systems to become employable
be currently employed but want to expand their skills
need a flexible schedule
need support groups for personal and vocational counseling
have not received a diploma and/or need additional training in order to
be able to compete in the job market

= =4 =4 =4
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FACILITIES
NFVTC is a 4700 square foot facility located at 433B8a¢h Road in the
Red Diamond Center. We have 20 workstations in a computer lab, an
additional classroom for lecture with internet access, and a break room
with tables, microwave and refrigerator. Our location provides easy access
to restaurants, grocery stores, shopping and housing.



COMPLETE VOCATIONAL PROGRAMS

ACCOUNTING CLERK

ADMINISTRATIVE ASSISTANT
COMPUTER INFORMATION PROCESSOR
GENERAL OFFICE CLERK

PROFESSIONAL MEDICAL CODING

TUITION

30-week program (modified NOUIS).........ueviiiiiiiiieiiiie s $6,000

18 WEEK PrOQIaMS. .. ceeeiiveeeiiieiitieeesteeestreeessseeesseeesssseeesnsneesnsaeesssnes $5,000

10 WEEK PrOGIAIMS. . .ceiiieiiiiiieeeiiiieeee e e sttt eeeessttaee e e s snsteeea s s snseeeeesnnneeeeas 3,000
8 WEEK PrOGIaIMS ...ceiiiiiiiiii ettt e e e 2,500
1 WeEK Programs.........ceeevveveeeeiniireeeeesnireeeessineeesssinneeeesnnnnnee. 500-1000

*contingent on equipment and nonrefundable books, lab fees and supplies used

DIPLOMAS & CERTIFICATES

Diplomas: Accounting Clerk, General Office Clerk, Computer Information
Processor, Administrative Assistant, Professional Medical
Coding.
A Diploma will be given for completion of required courses
for programs of 18 weeks and longer.

Certificates: Computer Literacy, Microcomputer Workshops, Office
Education Short Course, Tourism Industry Job Skills.

A Certificate is given for completion of the required courses
for programs of 17 weeks or less.

Certificate of Completion:
The student will earn &ertificate of Completion for
completing any individual course.




DIPLOMA PROGRAMS

Tuition $5,000
ACCOUNTING CLERK Bookg 650
Supplied 300
(Maximum Classroom HouBst0) Computer Lab Fee 950
TOTAL $6,900

*nonrefundable

Accounting | (70) Accounting Il (50)
Business English (50) Electronic Calculating | (25)
Computerized Accounting (60) Spreadsheet Application (30)
Electronic Calculating Il (25) Keyboarding | (10)
Introduction to Computers (35) Skill Building | (30)
Personal and Professional Development (60) Document Processing | (40)
Records Management (35) Electronic Calculating Drills (20)

SAMPLE JOB EXPECTATIONS: General Office Clerk, Payroll Clerk, Cash Receipts Cler
Cashier, Cash Payments Clerk, Posting Clerk, Purchasing Clerk, Inventory Clerk,
Receiving Clerk, Accounts Receivable and Payable Clerk, Order Clerk, Credit Clerk, Stock
Control Clerk, Shipping Clerk, Billing Clerk, Accounting Clerk, Audit Clerhargell
Bookkeeper, Computerized Accounting Clerk

(Minimum typing speed on completior20 wpm, 5 minutes, no more than 1 error per minute)

GENERAL OFFICE CLERK
Tuition $5,000
(Maximum Classroom Houfs10) Books 650
Supplie¥ 300
Computer Lab Fée 950
TOTAL $6,900

. *nonrefundable
Accounting | (70)

Business English (50)

Document Processing |, Il (40, 40) Data Entry (60)
Electronic Calculating 1 (25) Electronic Calculating Drills (20)
Keyboarding I, 1l (10, 10) Introduction to Computers (35)
Records Management (35) Personal and Professional Development (60)
Skill Building I, 11 (30, 30) *Flexible hours (25)

*Hours available where needed to complete the above classes.

SAMPLE JOB EXPECTATIONS: Receptionist, Typist, Word Processor, Genere
Office Clerk, Correspondence Clerk, Proofreader, Payroll Clerk, Cash Receipts
Clerk, Accounts Payable Clerk, Accounts Receivable Clerk, General Office Clerk.

(Minimum typing speed on completiorB0 wpm, 5 minutes, no more than 1 error per minute)
6



DIPLOMA PROGRAMS

Tuition $5,000
COMPUTER INFORMATION Booke 650
PROCESSOR Supplies 300
Computer Lab Fée 950
TOTAL $6,900

(Maximum Classroom HouEg10) .
nonrefundable

Accounting | (70) Business English (50)
Electronic Calculating | (25) Introduction to Computers (35)
Skill Building 11 (30) Records Management (35)
Spreadsheet Applications (30) Personal and Professional Development (60)
Document Processing |, Il & Ill (40, 40, 35) Database Processing (40)
Presentation Applications (30) Electronic Calculating Drills (20)

SAMPLE JOB EXPECTATIONS: Statement Clerk, Computer Operator, Word Processor,
Data Base Management, Spreadsheet Management, Payroll Clerk, Receptionist, General
Office Clerk, File Clerk, Proofreader, Statistical Clerk, Supervise: General Office
Occupations and Record Clerks

(Minimum typing speed on completior80 wpm, 5 minutes, no more than 1 error per minute)

Tuition $6,000
PROFESSIONAL MEDICAL CODING Books 700
Classroom and Distance Learning supplies e
Licensing/membership350
Lab Fe& 600
(Maximum Classroom Hou6900) TOTAL $8,000

*nonrefundable

PMC Anatomy and Medical Terminology (140) Skill Building 11 (30)
PMC Medical Coding (320) Electronic Calculating | (25)
Job Readiness (35) Electronic Calculating Drills (20)

English Skills Review (30)

Prerequisite Placement interview and minimum typing speed of 30 wpm for 5
minutes with no more than 1 error per minute.

Upon successful completion of the program, students will receive Certified
Professional Coder Apprentice (CPCA) certification. With a minimum of 2 years
of experience, students may be eligible for fa@prenticeship certification
based on approval of experience through American Academy of Professional
Coders (AAPC).

An additional review week will be offered free of charge to our graduates before the

national exam.
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DIPLOMA PROGRAMS

Tuition $5,000
ADMINISTRATIVE ASSISTANT Bookg 650
(PREREQUISITE: GENERAL OFFICE CLERK Supplie¥ 300
OR DEMONSTRATED PROFICIENCY) Computer Lab Fee 950

TOTAL $6,900
(Maximum Classroom HouEg!0) *nonrefundable
Accounting Il (50) Business Letter Composition (20)
Electronic Calculating Il (25) Introduction to Computers (35)
Records Management (35) Document Processing Il, Ill (40, 40)
Personal and Professional Development (60) Skill Building Il (30)
Database Processing (40) Presentation Applications (30)

Terminology/Transcription (135)*
*(Choose one or more of the following courses:
Medical Terminology (95), Medical Transcription (40)
Legal Terminology (95), Legal Transcription (40),

SAMPLE JOB EXPECTATIONS: Administrative Assistant, Document Processor, Stateme
Clerk, General Office Clerk, Receptionist, Correspondence Clerk, Payroll Clerk, Cash
Receipts Clerk, Cash Payments Clerk, Purchasing Clerk, Inventory Clerk, Accounts
Receivable and Payable Clerk, Billing Clerk, Stock Control Clerk, Accounting Clerk, Audit
Clerk, Fultharge Bookkeeper, Supervisor: General Office Occupations, Information
Clerks, Correspondence Clerks, Order Clerks, and Record Clerks

(Minimum typing speed for completiorbO wpm, 5 minutes, no more than 1 error per minute)




CERTIFICATE PROGRAMS

Tuition $3,500
TOURISM INDUSTRY Books 400
Supplie¥ 300
JOB SKILLS PROGRAM Computer Lab Fee 650
10 WEEK PROGRAM TOTAL $4,850

*nonrefundable

(Maximum Classroom Hou2§60)
(Plus 40 hours Practicum or Internship for a Total of 300)

Personal/Professional Development For Tourism (30)
Introduction to the Tourist Industry (30) Alaskan History and Geography (55)

Introduction toComputers (35) Records Management for Tourism (30)
Accounts Receivable, Payable (30) Business English for Tourism (30)
Electronic Calculating Drills (20) *Internship optional (40)

SAMPLE JOB EXPECTATIONS: Gift Shop Clerk, Bed and Breakfast Operator, Tour Guide, Accounts
Receivable/Payable Clerk, Hotel/Motel Clerk, Hospitality Industry

Tuition $3,000
OFFICE EDUCATION Soonies 3o
SHORT COURSE Computer Lab F¢e 650
TOTAL $4,250

8 WEEK PROGRAM

*nonrefundable

(Maximum Classroom Hou24)
(Prerequisite: General Office Clerk or demonstrated proficiency)
A "refresher"” course for individuals desiring teerdger the office environment.

Tuition $3,000
Bookg 200
COMPUTER LITERACY Supplies 200
180 Hours Computer Lab Fee* 650
TOTAL $4,050
(Maximum Classroom Houfs30) *nonrefundable
(PREREQUISITE KEYBOARDING or 30/3wpm 3')
Business Computer Applications (145) Introduction to Computers (35)

An individualized program designed as needed by the director.

Tuiti $300-1,000
MICROCOMPUTER WORKSHOPS Booke, supplies* as reeded
1 WEEK PROGRAMS Computer Lab Fee*  $200

*nonrefundable
(Maximum Classroom HouB9)

Prerequisite: Keyboarding
Introductory and advanced training as scheduled by director and/or staff.



INDIVIDUAL COURSE OFFERINGS

COURSE (NOUFS) .ttt sttt ettt ettt sttt ettt et ne et eneeaneas TUITION
ACCOUNTING | (70) 1.ttt s ettt e s aae et e e sbae e teesbeearnen $700
ACCOUNTING 11 (50) 1.ttt ettt et e et e et e s te e e aa e s taeestaaentaasree e 500
BUSINESS ENGLISN (50) ....veeieieiie ettt ettt ettt ettt e et e e raen 500
Computerized ACCOUNTING (60) ......oveiueeriieeiiiesieenie et see s ee e neeeneas 600
Database Processing (ACCESS) (40) .....veuuuauereereaeeaiierieeiesiee e eee e sree e nee e seeenes 400
DocumMeNt ProcesSiNg | (40) .....eeuee e sieeesieeesiee et siee e steeeeee st e sreeeseaeeneeeaeee e 400
Document ProcesSing 11 (40) .......eeeeeeiiee s iee st sieeeee st staeenneeaeee e 400
Document ProcesSing 1 (40) .......eeiee ettt siee e iee st staeeneeeaeee e 400
Electronic CalCulating | (25) ......eeiuieiiiesie ettt s 250
Electronic Calculating 1 (25) .....ooivieiie ettt 250
Keyboarding | (10) ......cocee ettt ettt e e nnaeas 100
Keyboarding 1 (10) .....couee ettt e et st e et e e e nneeas 100
Introduction t0 COMPULET (35) ....eeiiieiiiesiiiesieesie et see e siee et sieeeneeeaeee e 350
Introduction to Keyboarding (8) ........cocveeiuieiiierie et 80
Legal or Medical Terminology (95) ......couiiiriiieiiiesee e 950
Legal or Medical Transcription (40) .........cooeeiueeieieneeeniie e 400
Presentation Applications (POWerPoint) (30).......ccouuiiririieeiiieiiiesieeee e 300
SKIll BUIIAING 1(30) .ttt neneene e 300
SKill BUIING 11 (30) .- teeeeeeeeeeeeeieeiees et e e ses e see e eee e e e seseeseseeseeeeneaneneas 300
Spreadsheet Applications (EXCEI) (30) .. ..uieierarieraiie et 300

*Additional costs for nonrefundable books, lab fees, and supplies. Cost sheet
available in office for current prices.

ONE-ON-ONE FOCUSED INSTRUCTION
Individual tutoring will be offered upon demand and scheduling
and based on instructor competencies. Tutoring fee is $60 per hour.
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COURSE DESCRIPTIONS

ACCOUNTING I (70)

Completes the basic service accounting cycle, from source documents through financial
statements using the general journal. An 80% proficiency will be demonstrated through
testing before proceeding to the next level.

ACCOUNTING 11 (50)

Completes the basic merchandising accounting cycle, from source documents through
financial statements, using special journals, subsidiary ledgers, and adjusting entries.
Basic banking and payroll problems are also completed. An 80% proficiency will be
demonstrated through testing before proceeding to the next level.

ACCOUNTS RECEIVABLE/ACCOUNTS PAYABLE (30)

Students will identify and post accounts receivable and accounts payable from source
documents and prepare appropriate financial reports.

ALASKAN HISTORY AND GEOGRAPHY (35)

Students will identify geography, topography, climatic conditions, natural resources,
fauna, and vegetation of Alaska.

BUSINESS COMPUTER APPLICATIONS (145)

Students will receive instruction on various business computer programs designed for
personal and office use. Offerings include document processing, data management, and
electronic spreadsheet.

BUSINESS ENGLISH (50)

Students will participate in English grammar review, proper use of a dictionary, correct
sentence structure, spelling, vocabulary. They will practice rewording business letters and
memos and complete an-olass project.

BUSINESS ENGLISH FOR TOURISM (30)

Reviewing basic kinds of sentences and composing letters and memos regarding the
tourism industry will be covered. i.e. confirming reservations, acknowledging orders for
Alaskan souvenirs and request for general information will be presented.

BUSINESS LETTER COMPOSITION (20)

The direct, indirect, and persuasive approaches of letter writing will be presented.
Additional emphasis will be placed upon letter format, proofreading, and mail ability of
product.

COMPUTERIZED ACCOUNTING (60)

After taking a tour, students will learn to set up, navigate, create new files, and record a
variety of operating, investing, and financing transactions. They will use fundamental
accounting concepts to create and understand financial reports and statements. They will
prepare Balance Sheets, Income Statements, Cash Flow Statements, and create
supporting reports for decision making.
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COURSE DESCRIPTIONS

DATAENTRY (60)

Using a simulation setting, students will practice data entry activities and create output
as needed.

DATABASE PROCESSING (40)

Students will be given instruction and practice in learning about and using a database
program, with business applications.

DOCUMENT PROCESSING | (40)

Introduces students to document processing concepts and procedures; -drands
experience in basic centering and tables, letter styles (block, modified block, AMS), basic
memos, envelopes, labels, and reports. (Minimum sge2d wpm, 5 minutes, no more

than 1 error per minute)

DOCUMENT PROCESSING 11 (40)

Students will learn intermediate document processing concepts and procedures;
continued study and activities in letter styles and merges, memos, tables, reports;
enumerations, envelopes, footnotes, endnotes, and bibliographies. (Minimum s3€ed
wpm, 5 minutes, no more than 1 error per minute)

DOCUMENT PROCESSING 111 (35)

Advanced document processing features such activities as using template forms,
letterhead design, newsletter production, database concepts and input with business
application, and designing presentations. (Minimum spe8&@ wpm, 5 minutes, no more
than 1 error per minute)

ELECTRONIC CALCULATING I (25)

Using electronic calculators and t&ry pads on computers, students will develop touch
skill on a terkey and review basic business math principles and applications for business
operations i.e. markips, markdowns, discounts, percentages, and retail calculations.
Problems will be corrected until 100% proficiency is achieved.

ELECTRONIC CALCULATING Il (25)

Using electronic calculators and t&ry pads on computers, students will review touch
skill on a terkey calculator. Students will complete an office simulation including
invoices, payroll records, percentage calculations, and inventory cash reconciliation.
Problems will be corrected until the student shows 100% proficiency.

ELECTRONIC CALCULATING DRILLS (20)

The student will practice speed and accuracy drills to develop proper keying techniques
and speed levels for job employment.

12



COURSE DESCRIPTIONS

ENGLISH SKILLS REVIEW (30)

Students will use individualized computer generated program for testing and review.
INTERNSHIP (40)

Students with 80% or above could participate in an internship program with local

businesses. They would "function" in the role of a job entry employee but would not be
subsidized.

INTRODUCTION TO COMPUTERS (35)

Students will receive instruction on hardware and software selection, maintenance,
compatibility, user friendliness, and cost. Various common applications for personal and
business programs will be previewed.

INTRODUCTION TO KEYBOARDING (8)

Students will use a fodesson approach to learn the alphabet keys and proper
keyboarding techniques. A short series of lessons for getting started.

INTRODUCTION TO THE TOURIST INDUSTRY (50)

An introductory course into the tourism business in Alaska. Students will receive a general
overview of the structure of the industry, the economics, marketing and public relations
of the industry and how it relates to the people of Alaska.

JOB READINESS (35)

Students will study workplace ethics, etiquette, and job readiness skills.

KEYBOARDING | (10)

Develop proper keyboarding techniques. Learn the alphabet. Begin developing fluency in
keyboarding. Record@5 minute timings.

KEYBOARDING 11 (10)

Review the alphabet, learn numbers & symbols. Increase stamina & proficiency through
advanced drills. Record¢® minute timings.

LEGAL TERMINOLOGY (95)

Students will be introduced to basic legal terms. They will use these terms while typing
legal litigation and non litigation documents. They will also learn basic law office
management procedures. (Prerequisiteinimum typing speed 50 wpm, 5 minutes, no
more than 1 error per minute)

LEGAL TRANSCRIPTION (40)
Students will define given legal terminology, apply rules of spelling, grammar,
punctuation, and proofreading to transcribed material. Goal is to key mail able materials

directly from dictation tapes. (Prerequisiteninimum typing speed 50 wpm, 5 minutes,
no more than 1 error per minute)

13



COURSE DESCRIPTIONS

MEDICAL TERMINOLOGY (95)

Students will (1) Define the role of confidentiality with medical records, (2) Identify the
information found in these various medical reports, (3) Identify, spell, define and combine
word elements (roots, prefixes, and suffixes). (4) Identify acceptable abbreviations used
by specific professional groups. (5) Define various body directions. (6) Spell names of
drugs and laboratory tests. (7) Spell and define parts and functions of the human
anatomy. (8) ldentify, spell, and define medically related terminology. (9) Spell and
identify diagnostic procedures, and treatment procedures common to each of the
FyFrG2YAOLt aeaisSvyaoe omno | aS {GSRYlIyQa a$
F2NJ O2YLX StiA2y FNB pnd 5dz8 (2 (GKS aAydSy
students take between 7520 hours. (Prerequisiteminimum typing speed 50 wpm, 5
minutes, no more than 1 error per minute).

MEDICAL TRANSCRIPTION (40)

Student will transcribe medical reports using correct format, grammar, spelling, and
metric measurement rules. They will define medical terms with assistance from a medical
RAOGAZ2YINRET 0S8 FtoftS G2 FLIXe &dlyRFNR LN
reports.(Prerequisite; minimum typing speed 50 wpm, 5 minutes, no more than 1 error per minute).

PERSONAL AND PROFESSIONAL DEVELOPMENT (60)

This class is designed to help students learn how to set and develop proper short and long
term goals regarding personal life and job readiness. Human relation principles including
communicating effectively with customers;workers, self, and supervisors are covered.

Students will be prepared for successful employment through emphasis on personal
grooming, diet, exercise, and stress management and dress. An awareness of office
politics is developed to enable the student to be successful in an office environment.

Techniques for finding, keeping, advancing, and leaving a job to help prepare the student
for entry into the work world.

PERSONAL AND PROFESSIONAL DEVELOPMENT FOR TOURISM (30)

This class is developed to help students learn how to communicate effectively with
customers, cavorkers, self, and supervisors. Students will develop resumes, do mock
interviews, and interview businesses related to tourism.

PRESENTATION APPLICATION (30)

Students will learn the basics of a program that allows them to produce professional
looking presentations, also called slide shows.

PMC ANATOMY AND MEDICAL TERMINOLOGY (140)

This course covers basic body systems, including the function of each system as well as its
anatomy and physiology. Also included is a summary of common anatomy and physiology
word parts for each system, and cancer terminology for all body systems.

14



COURSE DESCRIPTIONS

PMC MEDICAL CODING (320)
Prerequisite: Anatomy and Medical Terminology

Students will become familiar with and learn to evaluate current guidelines. They will
provide reports of findings to assure that coding and documentation meet compliance
and quality standards. Students will develop knowledge of CPT/ICD/HCPCS Coding. They
will learn current guidelines for medical payers and industry standard billing rules. They
will be able to prepare reports to industry standards.

RECORDS MANAGEMENT (35)

Students will receive instruction in alphabetic, numeric, subject, and geographic filing
systems. Students will correct work until 100% proficiency level is achieved.

RECORDS MANAGEMENT FOR TOURISM (30)

Students will complete a filing packet that includes alphabetic, numeric, subject, and
geographic filing. Students will correct their work until 100% proficiency level is achieved.

SKILLBUILDING 1 (30)

Using computerized programs, students will complete keyboarding cycles. Each one
includes a pretest, practice with individualized assigned corrective and accuracy drills,
and a post test(Minimum speed upon completia?0 wpm, 5 minutes, no more than 1 error per
minute).

SKILLBUILDING 11 (30)

Using computerized programs, students will complete keyboarding cycles. Each one
includes a pretest, practice with individualized assigned corrective, accuracy, and rhythm
drills, and a post testiMinimum speed upon completign30 wpm, 5 minutes, no more than 1

error per minute).

SPREADSHEET APPLICATIONS (30)

Students are introduced to spreadsheet concepts and procedures.-biamaperience in
keying, editing, formatting, and using formulas, functions, and charts is covered.

If a student has taken any of the above courses at another training facility, they will
be allowed to take tests to challenge through the courses and either complete their
program early or take advanced courses for no additional fee.

15



STUDENT INFORMATION

ADMISSION POLICIES

New Frontier Vocationalechnical Center has an opdnor policy, which means

that any student 16 and older with a desire to learn and a demonstrated proficiency

to successfully complete a program will be admitted. The preferred dates are

designated on our tentative calendar on the inside cover of this catalog. Students

will be given an initial reading survey. If students score below 8th grade level, they
will be given a diagnostic reading test and if scores indicate a need, remedial
training will be provided through Adult Basic Education programs. NFVTC uses the
"dual objective" approach. Students may challenge/test through courses in which

they have had previous training/work experience. This enables a student to receive
advanced training or exit the program earlier to obtain employment.

GENERAL STUDENT POLICY

NFVTC offers highly concentrated courses in vocational training. Due to this fact,
class attendance and punctuality are very important. Atile student is defined

as one enrolled in a minimum of 30 academic hours of classroom instruction per
week. Class hours will be 8:45 a.m. to 4:00 p.m. Monday through Thursday and 8:45
a.m. to 1:00 p.m. on Friday. During the nimenth academic period, NFVTC will
follow the Kenai Peninsula Borough School District calendar as closely as possible to
assist NFVTC students with children in school. However, some years we may be in
session part of the month of June.

All students will be assigned to an individual instructor for program development
and counseling. These topics may be discussed with other faculty members,
counselors, and employers if the need arises. Students are guaranteed the right of
access to their files. With a student's written approval, referrals will be made and
records provided to appropriate agencies for specialized counseling; e.g., drug,
alcohol, and family.

STANDARDS OF PROGRESS

Students must receive 80% average or above to continue into advanced classes in
skill subjects. We use what is termed "mailable copy"; that is, all daily work must be
corrected as if you were on a jobeven if it takes several triesno uncorrected
errors are allowed! Students must demonstrate a measurable knowledge of proper
procedures in each respective class before proceeding to the next course. These
classes are 30% classroom theory and 70% lab.

GRADING SYSTEM

Students must receive 80% average to continue on to the advanced classes. Word
Processing, Accounting, Records Management, and Electronic Calculating
FaaA3ayySyida INB NBGddNYySR (2 GKS &iddmR$S:
errors). Each time the assignment is returned, the grade is dropped 5%. If the
student earns lower than an 80%, they will be given additional tutoring and
alternate assignments. Personal and Professional Development is a PasallFail
assignments must be turnedtinf the student is absent when guest speakers are
present, they will be required to do a®page research project on the given subject

area. If the student earns lower than an 80%, they will be given additional tutoring
and alternate assignments. 16



STUDENT INFORMATION

NFVTC uses the following percentage grading system:

PERCENTAGE PROFICIENCY LEVEL

90-100 Excellent. Indicates high level of performance.

85-89 Above average level of achievement.

80-84 Satisfactory level of achievement.

Below 80 Insufficient grasp of materials. Students earning this grade are subject to

remedial work.
P Indicates passing work.
F Indicates failure.
w Indicates withdrawal from course.
| Incomplete grade given when course work is not completed at time of

grading. Incomplete grades not removed within one month, while classes
are in session, will be converted to an F.

GRADUATION REQUIREMENTS

In order to receive a diploma, students must complete all assignments for each
course at the established standard of progress. Students not completing all diploma
requirements will receive a certificate for any course(s) completed.

ATTENDANCE

Students will be required to let the school know within 24 hours (one working day) if
they are ill or have an emergency or other authorized absence. A student who
expects to be absent for more than three (3) consecutive class days must file a
written statement with the instructor in advance of the absence, unless it is an
extenuating circumstance; for example, an accident. Punctuality is a must except in
cases of extenuating circumstances. If a student is absent from class 15% of their
program hours, a conference will be scheduled to determine eligibility to continue
training. Any student who has been absent for five consecutive school days without
contacting NFVTC will be terminated. A student may make a written request of
reinstatement within 60 days of last date of attendance. The student may be
required to provide written support/evidence (i.e. Doctor's recommendation, death
certificate for immediate family, hospitalization records). NFVTC staff and funding
source (if appropriate), will review the request and respond in writing within 30
days.

LEAVE OF ABSENCE

You are required to let the school know within 24 hours (one working day) if you are
ill or have an emergency or other authorized absence. A Leave of Absence (LOA) will
be granted for death of immediate family members, extended illness verified by a
written statement from a doctor, and unexpected circumstances (i.e. automobile
accident, school emergency with child, etc.). LOAs will be for a minimum of three (3)
days or a maximum of one (1) month. Weekly contact with NFVTC is required to
monitor your status. They can be extended after one (1) month due to unexpected
circumstances. Unexpected circumstances will be reviewed by administrators,
board, and if necessary funding source to ensure proper approval.
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STUDENT INFORMATION

If a student cannot complete their program by the original contracted ending date,
they may be allowed to extend their time by the amount of time on their LOA. A
student may be required to pay $50 per week for the extended time. If a student
does not return, they will be terminated from the program. NFVTC staff will review
their records to determine if they qualify for tuition reimbursement based on their
last date of attendance.

A student will be required to be in good academic standing to be eligible for an LOA.
FINANCIAL ASSISTANCE

NFVTC is authorized by the State of Alaska and eligible for Alaska Supplemental
Education Loan. Grants and scholarships are available for students who qualify (e.g.,
low income, handicapped, minority, youth, seniors, dislocated workers, etc.).
Students will be referred to the proper funding agencies to see if they qualify. Upon
funding sources approval and enrollment in school, they will be required to follow
their funding sources and NFVTC regulations. Some programs are eligible for G.I. Bill
funding for vets. NFVTC administrators, on an individual basis, will approve private
tuition payment plans. Common plans include 1/2 down at time of enrollment, 1/2

in 9 weeks; three equal payments within 18 weeks; 6 equal monthly payments. (All
tuition must be paid in full by student's graduation.)

ALASKA SUPPLEMENTAL EDUCATION LOAN DISBURSEMENT

Upon receipt of the first Alaska Supplemental Education Loan disbursement, NFVTC
will retain all of the nonrefundable books and supplies fees, with the remaining
funds applied toward tuition. Upon receipt of the second Alaska Supplemental
Education Loan disbursement, NFVTC will retain the balance due on tuition. The
remaining funds will be disbursed to the student upon meeting ASELP disbursement
requirements. If a student is on probation, NFVTC will contact Alaska Commission
on Postsecondary Education for a ruling before disbursing monies. Monies will be
disbursedonlyto students making satisfactory academic progress.

PLACEMENT

NFVTC will provide job placement assistance for students completing diploma
programs for 6 months after graduation. A student's application for job placement

assistance, a transcript regarding their skills, attendance and aptitude will be kept in
their file. Their job preferences will be matched to incoming job inquiries. Although

NFVTC cannot guarantee employment, every effort will be made to provide

information on job openings that students are qualified to fill. NFVTC staff actively
seeks possible job openings through job search, working with Job Service,
Chambers, local businesses and funding sources.

ACADEMIC PROBATION

A student who does not maintain a grade average of at least 80% may be placed on
academic probation for a maximum of six weeks. The Program Director will closely
monitor the student's progress during this period. If the student's grade average is
not brought up to at least 80% during the probationary period the student may be
required to receive additional tutoring or transfer to Adult Basic Education (ABE).
Students placed on academic probation are notified in writing, with an
acknowledgement of the notice retained in the student's file.
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STUDENT INFORMATION

PROBATIONARY PERIOD &/0R DISMISSAL POLICY

If a student is absent from class for at least 15% of his/her program hours and has not
provided satisfactory documentation, or their grades fall below the established scale,
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training.

The student will be given 3 class days (Probationary Period) to bring in their written
verifications for their absences. If they refuse to bring in official documentation, they

will be dropped from the program. If additional time is needed to obtain the
verification, NFVTC Directors will review their written request and can grant up to an
additional 30 days (Probationary Period). The student will be allowed to return to the
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accomplish their program, they will be given the next school period to complete.
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next Progress Report (4 weeks Probationary Period) to obtain tutoring, stay after
school for additional help, turn in missing assignments and/or make up missing tests.

The teacher and the student will then review the next Progress Report to see what
actions the student has taken to improve their grades. If the student shows a
measurable increase in progress (increase in grades, completed work, etc.), they will

be allowed to continue on to the next Progress Report time. If the student refuses to
perform the assigned tasks, they will be permanently dismissed from the program.

Any student who has been absent for five consecutive school days without contacting
NFVTC will be terminated.

Any student found to be involved in dishonesty, theft, defacement of property,
disruptive or disorderly conduct will be subject to disciplinary action, which may
include dismissal from the school. It is the policy of NFVTC to dismiss any student
without written notice for failure to meet all required financial obligations,
unsatisfactory conduct, or the possession of illegal drugs or alcohol on the school
premises. In addition, the school reserves the right to terminate or suspend a student
when such action is in the best interest of safety of the individual student, other
students, or the school. Tuition refunds to dismissed students will be issued in
accordance with the written refund policy of the school.

A student may make a written request for reinstatement within 60 days of their last

date of attendance. The student will be required to provide written support/evidence
O0APSd® R20O0G2NNDAa NBO2YYSYRIGA2YyS RSIFGK OSNI
records). NFVTC staff and funding source (if appropriate), will review the request and
respond in writing within 30 days.

GRIEVANCE PROCEDURE

Students may file a grievance by submitting a written complaint to the Program
Director. If no resolution is reached, the student may contact the Alaska Commission
on PostSecondary Education. NFVTC will accept the ruling of the commission.
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STUDENT INFORMATION

TRANSFER OF CREDITS

NFVTC does not grant academic credits for courses taken and cannot guarantee that
courses taken at NFVTC are transferable. Transfer of credits is always at the discretion
of the receiving school and depends on the comparability of curricula and other
criteria as established by the receiving school. NFVTC will evaluate each incoming
credit and, after determining its comparability to courses offered at NFVTC, will grant
appropriately. If granted, program length will be adjusted proportionately.

TUITION REFUND POLICY

1 For a period of time after instruction has begun but before the second day of classes
or the equivalent, the institution shall refund 100 percent of the tuition; after that,

1 For a period of time after the first day of class but not more than 10 percent of the
classes has elapsed, the institution shall refund at least 90 percent of the tuition;
after that,

9l For a period of time after which greater than 10 percent but not more than 20
percent of the classes has elapsed, the institution shall refund at least 80 percent of
the tuition; after that,

I For a period of time after which greater than 20 percent but not more than 25
percent of the classes has elapsed, the institution shall refund at least 55 percent of
the tuition; after that,

il For a period of time after which greater than 25 percent but not more than 50
percent of the classes has elapsed, the institution shall refund at least 30 percent of
the tuition; after that,

91 The institution may require the student to remain committed to the entire amount
of the tuition.

Any applicant not accepted by the school shall receive a refund of all tuition and fees
paid (minus an application fee, which shall not exceed $50). The school shall
acknowledge a student's cancellation or withdrawal, in writing, within five (5) business
days of notification. All refunds to a student must be made within 45 days after
NBEOSALII 27 YV2U0AFAOLGARZY 2F GKS aiddzRSy G ¢
recorded date of physical attendance, whichever is earlier.

G.l. Bill students will be required to follow the VA regulated "Prorata Refund Policy" according to
Title 38 Code of Federal Regulations 21.4255(a). Amundsen Educational Center, Inc. dba New
Frontier VeTech Center will only charge or retain tuition, fees, and other charges for the portion

of the course actually attended. Any excess tuition, fees, and other charges received prior to
GSNYAYLFGAR2Y 2N gAGKRNI gt FNRBY GKS LINBANIY
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charged (retained) by NFVTC, but any excess will be refunded. In the event that a veteran, or
other eligible individual receiving VA funding to attend NFVTC fails to enter the course or
withdraws or is discontinued there from at any time prior to completion of the course, the unused
portion of the tuition, fees, and other charges paid by the individual shall be refunded within 30
days of written notification of such a change in status.
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FACULTY

Mark Hill, Chief Executive Officer
EDUCATION:
BA, Alaska Pacific University, Anchorage, Alaska

M.Div., North Park Theological Seminary; Chicago, lllinois
MBA North Park University, Chicago, lllinois

Judi Walgenbach, Program Director
EDUCATION:

B.B.A. University of lowa, lowa City, lowa
Business Administration with a major in Education
M.A. University of lowa, lowa City, lowa

Business Education

Cooperative Education

Alaska Certified for Secondary/Business Education

HONORS:
9 "Outstanding Vocational Educator”, 1974
I Excellence in Education Award, 1984
9l Graduate Business Education Honorary Society: Pi Omega Pi
91 Business Education Honorary Society: Delta Pi Epsilon

PROFESSIONAL AFFILIATIONS:

American Vocational Association
Alaska State Vocational Association

EXPERIENCE:

1 A total of 30 "plus" years teaching and administrative experience at the collegiate,
high school and private school levels.

9 Founded New Frontier Vdech Center, Inc. in 1985. Helped establish three other
training facilities on the Kenai Peninsula. Extensive work with the community in the
area of work force development.

9l Developed and administered programs and grants for disadvantaged youth,
disabled, abused/battered women, workmen's compensation, native, dislocated
workers, low income, older workers, and veterans in academic and office
occupations vocational programs.

9l Taught English as a Second Language at Shanghai Institute of Science and
Technology, Jaiding, Chn&ummers of 1997, 1999, 2000.

{l Taught English as a Second Language at Shanghai University in Slinimaers of
2001 & 2005.
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FACULTY

Noreen Sullivan, Lead Instructor
EDUCATION:

B.A.Northwest Nazarene College. Nampa, Idaho.
Business Education with a minor in English
M.A.Cambridge College. Boston, Massachusetts
Education

Alaska Certified Secondary/Business Education
Retired lifetime Alaska certificate.

EXPERIENCE:

9 On staff with NFVTC since 1999.

9l Taught in secondary public school systems for 32 years with additional experience in
adult and vocational education.

91 Worked with youth in business vocational clubs which emphasized leadership and
skiltbuilding competitions. (OEA and DECA)

9 Summer clerical employment for local businesses.
9 Receptionist for Lakeview Blueprint, Kirkland, Washington.

Susan Shisler, Instructor
EDUCATION:

Certificate in Computer Literacy and Administrative Assistant Internship from New
Frontier VaeTech.

BS Degree in Christian Education from Bethany Bible College.
AA Degree in General Studies from Kenai Peninsula College.
Soldotna High School Diploma.

EXPERIENCE:

9 Teacher Assistant. New Frontier-Wech since 2005.

I Missionary. 7 years (Youth With A Mission). Staffed 7 schools, assisted and led
outreaches to Israel, Spain, Russia, and Ukraine.

9 Administrative Assistant. 3 years New FrontierMzh from 19947.

9 Preschool Teacher. 1 year at Sonshine House Daycare. Teacher of 4 and 5 year
olds.

9 Piano Teacher. 1 year teaching piano at-\oice

22



SUPPORT STAFF

Nikki Cloud, PMC Facilitator
EDUCATION:

Accounting Clerk Diploma from New FrontierVech.
U.S. Navy for 4 1/2 yearSecret clearance status
EXPERIENCE:

9 Medical Coding program facilitator, Fall 2009
Teacher Assistant at New Frontier-Vech since fall of 2008.

= =& —a -8

Worked in the secretarial field for the U.S. Navy at the Naval Strike Warfare
Center in Fallon, Nevada.

9 Title Clerk at 1st American Title for one year.
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Jacki Walgenbach, Administrative Assistant
EDUCATION:
Kenai Peninsula Collegd. year.

EXPERIENCE:
| Administrative Assistant at New Frontier-Wech since 2006.
I Teacher Assistant for 8 years (péirhe) at New Frontier /@ ech.

I Borough Canvassing Board for KPB. Counted and reviewed absentee and question
ballots.

1 Dispatcher. Summer hire Alaska Parks and Recreation. Dispatched, general office
work.

9 Member of Board of Directors for 2 years Soldotnao@dreschool.

{ Served on the Board of Directors. Volunteer aide.

I Volunteer Classroom Aide. 9 yearRedoubt Elementary.

1 Assistant Manager. BonthsatD2 R¥ | 4§ KSNDR&a t AT T I o
]

Alaina Archer, Director of Student Services
EDUCATION:

BA, Northwestern Colleg&Jusic Ministry
M.Div., North Park Theological Seminary, Chicago, lllinois
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Amundsen Educational Center Organizational Structure

Amundsen Educational
Center
Board of Directors

Administration

New Frontier
Vocational-Technical
Center

Building Hope
Construction

Student Services Caree.r Skills
Institute
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