ENROLLMENT AGREEMENT CHECKLIST

This checklist must be cross-referenced to and accompanied by the school’s enrollment agreement.

Name of School: 








School Number:

City:






State:


Zip Code:

This exhibit serves as a detailed index to aid reviewers in finding specified portions of the enrollment agreement.  A copy of this checklist is to accompany each enrollment agreement copy sent to the Commission.  The checklist is marked to show the page numbers on which each item is included.  The enrollment agreement is marked to correspond to the item numbers on the Checklist.  The enrollment agreement of an accredited school must include all required items (Items 1 through 19).  The school’s enrollment agreement may also include conditional items (Items 20 through 28) which disclose and outline any other conditions, circumstances, or qualifications imposed by the school, or otherwise applicable.

REQUIRED ITEMS:

Item Number
Enrollment Agreement Checklist Item
Page Number(s)

1.
Title of agreement.


2.
Name and address of school.


3.
Program title.


4.
Number of clock hours (or credit units, if applicable), including the number of weeks or months required for completion.


5.
Type of document (certificate, diploma, or degree) awarded upon graduation.


6.
The tuition period which the agreement covers (e.g., quarter, semester, etc.) and the number and length of such periods required for completion must be clearly disclosed.


7.
Tuition and other student charges related to the enrollment, such as deposits, fees, books, supplies, tools, equipment, transportation, and any other “extras” e.g., make-up work, special testing, equipment, late charges, or other school services for which a student may be responsible.


8.
Payment method and terms of payment.


9.
Starting date of program.


10.
Specific times of class attendance.


11.
Grounds for cancellation / termination by the school.


12.
Procedures for cancellation / termination by the student (see also Section IV (A)(14)(a-b) of the Standards of Accreditation).


13.
The school’s refund policy as disclosed in the school’s catalog (see also Section VIII (C)(4) & (5) of the Standards of Accreditation).


14.
Disclaimer of employment guarantee.


ENROLLMENT AGREEMENT CHECKLIST

This checklist must be cross-referenced to and accompanied by the school's enrollment agreement.

Name of School:
School Number:

Item Number
Enrollment Agreement Checklist Item
Page Number(s)

15.
Acknowledgment that student has read and received a copy of the agreement. The statement must be in large and conspicuous print.


16.
Signature of applicant and date signed (parent or other sponsor may sign, if applicable).


17.
Signature of appropriate school official (excluding those involved in recruiting) and acceptance date.


18.
Other items required by various governmental bodies (such as state licensing and approval agencies).


19.
If the agreement is presented on more than one page, it must clearly and conspicuously refer the student to succeeding pages.


CONDITIONAL ITEMS:

20
Reasons and maximum period for possible delay of scheduled starting date with list of alternatives and effect on the refund policy.


21.
Nature and extent of possible changes in program content, materials, or schedule and extra expenses to the student.


22.
Special graduation conditions or requirements must be listed.


23.
Compliance with appropriate state and local retail installment requirements (e.g., type size, notice to buyer, computation box, etc.), as well as compliance with Federal Truth-In-Lending requirements (Regulation Z) if more than four payments are scheduled (e.g., mention of interest rates) must be outlined.  The school’s enrollment agreement must contain a statement if there is a separate retail sales contract and, at a minimum, incorporate that document in the enrollment agreement by reference.


24.
If the school reserves the right to adjust tuition rates before completion of the program, specific points in the program at which tuition changes may occur (school year, quarter, etc.) and the amount of reasonable advance notice to students must be outlined.



25.
Requirements that student (and financial sponsors, if any) authorize the sale, discount or transfer of agreement or promissory notes and statement that the refund policy continues to apply must be outlined.


26.
Name of the field representative and compliance with Federal Trade Commission door-to-door sales rule must be disclosed for any contacts made away from the school premises.


27.
If a parent company, headquarters, or other organization or agency, separate from the school, is involved in the student contact or relations, name and address of the company or agency, nature of the anticipated contact or relations, role of the school in arranging the contact and in settlement of possible disputes must be outlined.


28.
Additional disclosures of rights, obligations, requirements, and conditions created by the enrollment agreement not specifically identified herein must be outlined.
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