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Accessing the EDvera licensing portal

GTON

The Workforce Training and Education Coordinating Board will launch its new licensing portal on July 1, 2023. All currently
licensed schools should already show in the new system but with minimal information from the existing database. The login
credentials will be the email address that was on file with the old system. The Workforce Board asks schools to log in to the new
system and add their current staff and programs to eliminate outdated and corrupt data. During this orientation period, you'll
be able to make updates to the initial license. This information will populate yearly, so you will only make the initial entry once.
The instructions below will aid you in this process. From July 1st forward, the old licensing system will no longer be accessible. If
you need information in the old system, please contact your program specialist or the unit administrative assistant; they will
attempt to recover what you need.

Log-In Instructions
1. Go to https://wtb.edvera.com/ (Bookmark for future reference)

2. Login Screen (See picture below)
a. Enter your email address and select “forgot your password” (The system will email you a temporary password
that you'll be able to change.) Please note the agency will no longer keep passwords.
b. If the system does not recognize your email address, you'll need to create an account by following the
directions in #3.
c. If you have forgotten your password, click on the “Forgot your password” link to reset your password. The
Workforce Board does keep passwords, you'll need to request one from the system.
3. Ifyou need to create a new account, please email hannah.bartlett@wtb.wa.gov, include your first and last name, email
address, the institution/school with whom you are requesting to be linked, and a brief description of your access needs,
so we can best fulfill your request. Once you have your logon credentials, you can skip to step #4.
4. After you have successfully logged in you should be directed to the main dashboard for your school.
5. If you have log-in problems or questions please contact Hannah Bartlett at hannah.bartlett@wtb.wa.gov or 360-709-
4600.



https://wtb.edvera.com/
mailto:hannah.bartlett@wtb.wa.gov
mailto:hannah.bartlett@wtb.wa.gov

Logon Screen
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:Board

& Sign in @

New User?

GTON

« Please email hannah.bartiett@wtb.wa.gov, include your first and last name,
email address, the institution/school with whom you are requesting to be
linked, and a brief description of your access needs, so that we can best
fulfill your request.

Email

Password

() Remember me Forgot your password?

['ﬂ EDvera l



Main Dashboard Screen: This main dashboard screen contains general directory information about your school. Note

that some information may be missing as the agency only migrated basic information from the old online system and

database to mitigate bad data entering the system. You will be able to add school information by following these steps.

WTB Dashboard  Documents  Approvals

Test School

Dashboard

Institution Information

Institution 1D 23816
Institution Name  Test School
Primary Contact Test User

Contact Email test@user.com
Registration ID
Exemption Type
Expiration Date
Initial Approval Date
Closed Date
Degree Granting No

Profit Type

For Profit Type  For Profit
Qwnership Type

Statewide Vendor 1234
Number

Contact Information

Physical Address 123 Pea St
Dublin, WA 45678

Mailing Address 123 Pea St
Dublin, WA 45678

Website

Phone Number

Locations
Name Type Approved Date
Test Campus Main
Tester Program 4 Main 10/02/2022

© [Tt~

Switch Institutions ~

Status

Active

Active



Initial Application: Select Documents from the tabs at the top of the screen. Then click on Start Document, on the right side of

the screen.
WTB Dashboard  Documents  Approvals
Test School
Documents
InProgress = Document Archive
Search by: Name or For Q T Reset || Refine Search
0 v Name For
0 = New Accreditation Application Accreditation issued by Washington Workforce Board: Test School (2023-04-03)
0O = New Auxiliary Site Tester Program 4, Redmond, WA (Main) (2023-04-03)
0 = New Auxiliary Site Test Campus, Dublin, WA (Main) (2023-04-03)
0O = New Instructor Test User: instructor for Test School (2023-04-03)
0 = New Program Application Test Program - Associates (2023-04-03)
0O = New Program Application Test Interior Design (2023-04-03)
0 = New Program Application Interior Design (2023-04-03)
0O = New Staff Application Test User: administrator for Test School (2023-04-03)
0 = PVSA License Determination Questionnaire Test School (2023-04-03)
0O = Renewal Application Test School (2023-04-03)
0 = Renewal Application Test School (2023-04-03)

Displaying all 11 document/submission/add requests

Switch Institutions «

No available actions v | < Start Document v

Status

Unsubmitted
Unsubmitted
Pending Payment
Unsubmitted
Unsubmitted
Pending Payment
Unsubmitted
Unsubmitted
Unsubmitted
Unsubmitted

Program Specialist Review

® Download. .

' 4

Feoves



Continued: Then select Initial License” from the drop-down menu. You'll be able to add the missing information using this
“parent” document. At any point in the process, you'll be able to return the initial application to make updates. After the
Workforce Board approves your application, you'll be able to select the other documents to request updates in the future.

Documents : WTEB x +
& c # wib.stage.edvera.com/document_submissions ¢
# My Portal login  fla Student Complaint... EDvera [ Dashboard < Washi... @ WA Access Gateway O CMSLlogin |- DAPIP |Homepage XX Zendesk Support % Cisco ContentSecu., ®® Home <= Employment Securi., @ httpsi/ffortresswvan. @ Administrato. @ !

Dashboard Documents Approvals

Test Schoo Switch Institutions
Documents
In Progress Document Archive
Search by: Name or Fe Q O Reset | Refine Search No available acw'l' Start Document v
Initial Application
O + Name For New Accreditation Application
New Auxiliary Site
0 = New Accreditation Application Accreditation issued by Washington Workforce Board: Test School (202 New Instructor
0 =  NewAuxiliary Site Tester Program 4, Redmond, WA (Main) (2023-04-03) New Program Application
O = NewAuwliary Site Test Campus, Dublin, WA (Main) (2023-04-03) New Staff Application
0 = New Instructor Test User: instructor for Test School (2023-04-03) PVSA License Determination Questionnalre
_ Renewal Application
0 = New Program Application Test Program - Associates (2023-04-03) )
0 = New Program Application Test Interior Design (2023-04-03) Pending Payment
0 = New Program Application Interior Design (2023-04-03) Unsubmitted
0 = New Staff Application Test User: administrator for Test School (2023-04-03) Unsubmitted
0O = PVSA License Determination Questionnaire Test School (2023-04-03) Unsubmitted
0O = Renewal Application Test School (2023-04-03) Unsubmitted
0O = Renewal Application Test School (2023-04-03) Program Specialist Review
Displaying all 11 document/submission/add requests ® Download...
| "‘uD EDvera




Continued: Click Continue.

WTB Dashboard  Documents  Approvals © [WlTest-

(721

i Switch Institutions -

Initial Application

You are starting an initial application for Test School.

To get started, please click Conv

‘Tﬂ EDvera ‘

Initial Application: You now have access to all sections of the initial application. There are seven sections.

e Institution Information

e Employees

e Ownership

e Catalog/Brochure Checklist

e Financial Information

e Programs and Auxiliary Facilities
e Supporting Materials



Section 1 - Institution Information: Once you complete this section, you'll be able to “Save and Exit, Save or Save and
Proceed to Next Section.” The new system will allow you access the application until you have everything entered. Some
sections will be shown as a separate pending event (child document) once submitted i.e. a new instructor or staff member.
You'll be able to return to the initial application by selecting the initial application again. This information will only need to be
entered once, it will prepopulate each year, unless you terminate the section of information.

WTI Dashboard  Documenis  Approvals © M-

Tect S Switch Institutions -

Initial Application &Frnt
submission | Review  Comments @)  Status: (EETIaee]  History
~ 1. Institution Information 2. Employses 3. Owmership 4. Catalog/Brochure Checklist 5. Financial Information 6. Programs and Awxiliary Facilities
7. Supporting Materials

Chapter 28C.10.050 and 070 RCW, WAC 490-103-070

Please find more information here: Revised Code of Washington (RCW) and Washington Administrative Code (WAG)

General Physical Address
Hame Test School Country United States v
Phone number | 614-555-5555 Strest 1 123 Pea 5t
Fax number | 614-555-5555 Strest 2
Web address www.edvera.com City Dublin
Email | info@edvera.com Stafe Washington v
Federal Tax ID 3456 Zip 45875

UBI Numby 57 ili
umber | 9576 Mailing Address

Statewide Vendor 1234

Mumber Country United States v
Dun & Bradstreet | 0937 Street1 123 Pea St
Number
Strest 2
Contacts
City | Dublin
Pri Contact Test User (test@user.com)
ey enae Stafe Washington
Designated Admil Test Donaldson (cyndi.don
esignated Admin 2 (w578
Designated Admin | Test User (test@user.com)

Are you an Cut-of-State School?




Continued: The next section of the initial application tab.

WITB Dashboard  Documents  Approvals (-] . Test ~

Switch Institutions *
1. Insfitution Information 2. Employees 3. Ownership 4. Catalog/Brochure Checkiist 5. Financial Information 6. Programs and Auxiliary Facilities
7. Supporting Materials

Designated Admin 'TeslUsel(test@user.com] v |+

Arg you an Qut-of-State School?

O Yes @ No

Ownership

How is the ownership of this institution structured?

() Sole Proprietorship O General Parinership @ Limited Partnership O Limited Liability Company (O C-Corporation () S-Corporation

What is the school's profit type.

@® For Profit ' MNon Profit

Please upload a list of your current shareholders

% To attach a file drag & drop here or click to choose

This school offers distance leaming?

O Yes @ Mo

This school is approved to train veterans?
® ves O Mo

Please enter the facility 45672
code.

Accreditations

Is your scheol accreditted by any accrediting bodies?

O Yes O No

Save and Exit = Save | Save and Proceed to Next Section

Once you've completed this section, you can “Save and Exit”, “Save”, or “Save and Proceed to Next Section.”



Section 2 Employees: This is the section designated for your staff, i.e. administrative staff, admissions staff etc. and instructors.
For instructors, this section will allow you enter an application or to upload a searchable electronic document which contains

the name, training/education, license number/expiration (if applicable), experience and courses being taught for each instructor
in your organization.

Dashboard  Documents  Approvals © [EHTest-

Switch Institutions ~

Initial Application B Print

Submission | Review  Comments ) History

1. Institution Information =~ 2. Employees 3. Ownership 4. Catalog/Brochure Checklist 5. Financial Information 6. Programs and Ausxiliary Facilities

7. Supporting Materials

Chapter 28C.10.050 and 060 RCW: WAC 490-105-040 and 050
Plzase find more information here: Revised Code of Washington (RCW) and Washington Administrative Code (WAC)

1. The following list contains all of the staff that we have on file for your institution. Please submit an additional new staff request for any staff not shown here.

No staffs found.

+ New Staff Application

2. The following list contains all of the instructors that we have on file for your institution. Please submit an additional new instructor request for any instructors not shown here

o Test User: instructor for Test School (2023-04-03) (Unsubmitted) m
4+ New Instructor

3. In lieu of completing an application for each instructor in your organization, you may upload a searchable electronic document which contains the name, training/education, license
number/expiration (if applicable), experience and courses being taught for each instructor in your organization.

% To attach a file drag & drop here or click to choose

Saveand Exit = Save = Save and Proceed to Next Section

Select either New Staff Application or New Instructor, click the (+) and the hit continue.



If you only hit continue without selecting the (+), you'll receive an error message.

New Staff Application

The following errors prohibited thiz submission from being zaved. Please fix the errors and try again.
» User must be present
= Hole Assignment was not created

To get started, please select a user record for this administrator from the list below or click the "plus’ button to add a new one.

Select a User.. 2 |

WTB  Dashboard Documents  Approvals © [WTest-

Switch Institutions ~

New Staff Application

To get started, please select a user record for this administrator fr st below or click the ‘plus’ button to add a new one.

Select a User v+

c =0 4am

WTB Dashboard  Documents  Approvals © [WTes-

© 2023 WTB

Switch Institutions ~

New Staff Application  Add User £ Back

Please enter the email address of the user you would like to add and click "Next" when you are ready to proceed.

testadmin@testscheol com m Cancel

© 2023 WTB

WTB Dashboard  Documents  Approvals © [Wvest-

Test Schoo Switch Institutions -

New Staff Application  Add User <€ Back
Email | testadmin@testschool.com
Name | Admin Test

h * denotes required field




Enter their name and click save. For the instructor section you can also drag and drop a resume in lieu of individual entries.

Enter the staff member information.

WTB  Dashboard Documents  Approvals © [Hes-

Test Schoo Switch Institutions ~

New Staff Application B Prin

Submission [B18) = Comments @)  Status: [Etemia  History  Parent Submission ~

Contact Information

First name | Admin Lastname | Test
Title Phone number

Email | testadmin@testschool.com

Questionnaire

1. Please explain your role and responsibilities at the school. If you are an instructor, please include the classes you teach and the method of delivery.



Continued: The next two screens are representations of the employee information needed.

2. Please attach a copy of your most recent resume
% To attach a file drag & drop here or click to choose

3. Does your position require a license?
O Yes O No

4. Are you a high school graduate or have you passed a general education development (GED) test?

O Yes O No

5. Have you been convicted of a misdemeanor or felony within the past seven (7) years that might unfavorably affect your fitness for this job?

O Yes O No

Employment Experience

List most recent positions first.

From

To

Employer and address

From

To

Employer and address

From

To

Employer and address

From

To

Employer and address

Position

Hours per week

Duties

Position

Hours per week

Duties

Position

Hours per week

Duties

Position

Hours perweek

Duties



Professional and/or Trade Licensure

Trade License #

License Issuer / Type

Trade License #

License Issuer / Type

Education

Please enfer 'N/A' if an education level was not attained.

College Mame and
Address

From

To

Graduate School Name
and Address

From

To

Other School Name and
Address

From

To

Attestation

Effective
Expires
s
Effective
Expires
s

[0 Diplema or equivalent received

Degree Received

MajorMinor

Degree Received

MajorMinor

| certify the above information pertaining to this administrator's education or work experience is true and comect.

[ 1 agree

Save and Exit Save Submit

Switch Institutions ~



The final screen has an attestation that the employee education and/or work experience is true and correct. Please also
remember that if your school is under joint jurisdiction with another state agency, you'll need to maintain synchronous approval
with the Workforce Board. After each entry, you'll be able to return to the list of current documents by selecting “Save” or
“Submit” (Saving will allow your come back to the staff application and submit will release it to the Workforce Board for review)
returning to the documents tab and selecting which the “Initial application” document and the tab you need next.

Continued: The instructor screen follows the same process.

WTB Dashboard Documents Approvals

© [BTest-

Switch Institutions ~

New Instructor

To get started, please select a the user record for this instructor fro'ht below or click the 'plus’ button to add a new one.

Select a User... |+

WTB Dashboard Documents Approvals

© [l vest-

Switch Institutions =

Mew Instructor | Add User

€ Back
Please enter the email address of the user you wond and click "Mext” when you are ready to proceed.
testinstructor@testschool.com Cancel
WTB Dashboard  Documents  Approvals © [WTest-

Switch Institutions ~

Mew Instructor © Add User € Back

Email | testinstructor@testschool.com

Name Instructor Test

Cancel * denotes required field



Continued: The only difference is in the information collected.
WTIB  Dashboard Documents  Approvals © [Hves-

Switch Institutions ~

New Instructor & Print

Submission [ne) | Comments @) Status [T noe]  History  Parent Submission ~

Contact Information

First name Test Last name Donaldson
Title Director Pheone number 614-555-5555
Email cyndidenaldsoni@edvera.com

Questionnaire

1. Please list all education, training, and licenceses related to this position. Please include the institution’s name and address, the course you completed, the total clock or semester hours
completed. and the license, cerificate or degree you were awarded for each item.

2. Please attach a copy of your most recent resume
% To attach a file drag & drop here or click to choose

3. Please list all subjects to be taught by this instructor. Please include the subject name, clock hours, semester hours, and guarier hours for each subject.



WTB Dashboard Documents  Approvals @ [Wlvest-

Switch Institutions =

s
Employment Experience
List most recent posifions first.
From Fosition
e
To
Hours per week
Employer and address
y Duties
S
From Fosition
S
To
Howrs per wesek
Employer and address
Y Duties
P
From Fosition
P
To
Hours per week
Employer and address
P Duties
P
From Poszition
P
To
Hours per week
Employer and address
P Duties



Section 2: Employees continued

Professional and/or Trade Licensure

Trade License #

License Issuer f Type

Trade License #

License Issuer / Type

Education

Please enter 'N/A' if an education level was not altained

College Mame and
Address

From

To

Graduate School Hame
and Address

From

To

Other School Name and
Address

From

Effective
Expires
s
Effective
Expires
s

-
[ Diploma or equivalent received
-
Degree Received
MajorMlinor
-

Degree Received

Attestation

Save and Exit | Save




Section 3 - Ownership: This section gathers information on the school ownership. Please enter all owners that have a 10% or
more stake in the school. You'll be able to enter additional owners by selecting, “Save” and returning to the documents tab and
selecting “Initial application and ownership” again.

WTB Dashboard  Documents  Approvals © [JTest-

est Schoo Switch Institutions -

Initial Application & Print

Submission | Review  Comments @)  Status: istory

1. Institution Information 2. Employees 3. Ownership 4. Catalog/Brochure Checklist 5. Financial Information 6. Programs and Auxiliary Facilities

7. Supporting Materials

Mames of current Owners, Shareholders, Trustees, Members, Corporate Directors, Corporate Officers:

Mame Test Donaldson (cyndidon... « | 4 x
Ownership % 100 v
Ownership Role Corporate Agent v

Prior school affiliation, if
any: (List most recent
first)

Name Of School 1 A School Title 1 Owmer
Name of School Title
Name of School Title

Have you been convicted of a misdemeanor or felony within the past seven (7) years that might unfaverably affect your fitness for this job?

O Yes @ No

+ Add another {

Save and Exit = Save = Save and Proceed to Mext Section




Section 4 Catalog/Brochure Checklist: This section allows you to enter the catalog year and volume number, both are needed
to track version control, along with the page numbers to where the minimum requirement can be located.

Switch Instifutions -

1. Institufion Informafion 2. Employees 3. Ownership 4. Catalog/Br ecklist 5. Financial Information 6. Programs and Auxdliary Faciliies

7. Supporting Materials
Mames of owners with 10% or more equity ownership and officers including govening body and administration. (see WAC 490-105-040(2))
Mame, address, and telephone number of the school's administrative offices and auxiliary facilities. (see WAC 490-105-042(2))
Mames and qualifications of faculty or informafion to school's website or addendum with faculty information. (see WAC 490-105-042(4) for minimum qualifications))
Description of facilities and fraining equipment (including ADA access 490-105-150(d)), maximum class size, and studentteacher ratio
Ability to benefit policy/admissions standards (see WAC 490-105-140(3)(f))

Standards of progress including grading system, minimum grades considered satisfactory, conditiens for interruption for unsatisfactory grades, probaticnary pericd, conditions
dismissed for unsatisfactory progress. WAC 430-105-042(11)

The methed used fo report student grades

Procedures students must follow to request copies of their academic franscripts and the length of ime student records are maintained (state law requires that schools keep re
105-200)

The school must provide a staterent that it does not "disciminate against students or potential students on the basis of race, creed, color, nafional origin, sex, veteran or milt
presence of any sensory. mental, or physical disability or the use of a trained guide dog or service animal by a person with a disability”

The school must provide a staterment explaining the procedure to be used by a student with a disability fo request a reasonable accommodation. WAC 490-105-042(22)
School's policy relative to tardiness, absences, makeup work, and interruptions for unsatisfactory performance. WAC 490-105-042(10) |5 the religious accommodation policy |

School's policy regarding student conduct. including causes for dismissal and conditions for readmission. WAC 490-105-042(8), “Nothing in the policy prevents the student frc
360-709-4800 at any fime with a concemn or complaint.”

Total cost of training including tuition, fees, deposits, and other charges necessary for a student to complete the program. WAG 480-105-042(13)
Financial aid, if any. WAC 490-105-042(19)
Placement assistance, if any. VWAC 490-105-042(T)

Refund policy in compliance with WAC 490-105-130

Program description including program cbjective, sequence of courses, number of clock or credit hours of instruction, and method of instruction. If insfruction is calculated in ¢
a statement describing the contact hour conversion formula (ses WAC 490-105-042(14)

A statement indicating the educational credential awarded upon completion of program

Review of the school’s website to ensure onling materials are up-to-date with catalog. Changes must be approved by Workfores Board before use with students.

Save and Exit Save = Save and Proceed fo Mext Seclion




Section 5- Financial Information This section replaces the Proforma Financial Section in the old system. The license and
Tuition Recovery Trust fund fees are still calculated from the Total Annual Tuition entered on this page; you'll also be able to
upload your supporting documentation directly into the system.

Dashboard Documenis Approvals. (7] I Test -

Switch Institutions -

Initial Application &Fem

Submission | Review  Commens ) Sttus: [[EPELTEY  Histery  Child Documents

1. Insttution Infermation 2. Employees 3. Owmership 4. Catslog/Brochure Checklist 5. Financial Information 6. Programs and Auxiliary Facilities

7. Supporting Materials
Chapter 28C.10.040, 050, and 080 RCW; WAC 4080-105-040
Please find more information here: Revised Code of YWashington and Washington Administrative Code [

ncome statement for fiscal year ending

Estimated Income

+ Total annual tuition frem students in non-degres
programs:

- Tuition Refunds:

TOTAL ESTIMATED TUITION INCOME:

The school's license fee is based on the Total
Estimated Tuition Income

Annual License Fee:

WUAC £20-105-040, owes the owning entity of multiple schools to file financial information that consists of a consolidated financial statement and bslance sheet for the corperste entity.

r each licensee at the close of s most recent fiscal year of operation, or lacking historic data, projects tetal tuition
nership.

at documents totsl tuition earnings
first 12 months of operation. This form must be used to file for a license under commaol

MANAGEMENT'S STATEMENT ON THE FISCAL FOSITION OF THE SCHOOL Provide an explanation of any wnusual item on the financial statements, e.g., low liguidity position
excessive receivables, lange debt, proportionately low equity pesition, and unusual operating data. ldentification of any such items chould be followed by the rationale for their existence and
plans to allzviste any shortfall.

Financial explanation

1. For new schools that have operated 3 business in the past year, upload a financial statement covering the most recently completed fiscal year of operation.
% To attach a file drag & drop here or click to choose

2. Upload a recent credit report from Equifax, Experian, Trans Union, or other credit rating firm recognized by the United Ststes Department of Commerce.
% To attach a file drap & drop here or dlick to choose

3. Three signed "Bank and Other Major Credit Reference” forms, listing three different credit references, one of which must be a financial instituticn.

% To attsch a fil= drag & drop here or click to choose

Save and Exit | Sswe | Save and Precesd to Next Saction

If you are an already approved school, you will not need to upload a credit report or bank /credit references.



Section 6 - Programs and Auxiliary Facilities: Similar to other documents, you'll need to select (+) to open the child
document. To add a new program, select the (+) and enter the program name as you list it in the catalog (they should always
match).

Documents  Approvals © [WTest -

Switch Institutions -

Initial Application & Print

Submission | Review  Commenis@)  Status: [ o History

1. Institution Information 2. Employees 3. Ownership 4. Catalog/Brochure Checklist 5. Financial Information = 6. Programs and Auxiliary Facilities

7. Supporting Materials

Programs: Chapter 28C.10.050 RCW; WAC 490-105-040
Awxiliary Facilities: Chapter 28C.10.050 and 060 RCW; WAC 190-105-0406

Please find more information here: Revised Code of Washington (RCW) and Washington Administrative Code (WAC)

Programs

Please add all programs your institution would like approved.

« Interior Design (2023-04-03) (Unsubmitted) [
« Test Interior Design (2023-04-03) (Pending payment) (g
= Test Program - Associates (2023-04-03) (Unsubmitted) (5

~ 4+ New Program Application

Auxiliary Facilities

Please add all auxiliary facilities your institution would like approved.

« Test Campus, Dublin, WA (Main) (2023-04-03) (Pending payment) (24
= Tester Program 4, Redmond, WA (Main) (2023-04-03) (Unsubmitted) (5

“ + New Auxiliary Site

Save and Exit | Save  Save and Proceed to Next Section



Continued: Enter the name and select continue.

WTB Dashboard ~ Documents  Approvals © [Hvest -

Test School Switch Institutions

New Program Application

Please enter the name of  CDL Class A
the new program

Please select the type of program from the drop down, if you are unable to find the exact program type, please select a general
category. Make sure to enter the program or lesson. Credit hours are reserved for accrediting schools. This information should
align with the catalog and Career Bridge. If your program is hybrid or fully offered in distance education (online), you'll need to
include lessons.

WTB Dashboard Documents Approvals 9

est Schoo Switch Instil

New Program Application

Submission (EN) | Commenis @) Status (EEENIIE) History  Parent Submission -

Name CDL Class A Other Costs $ | 0.00
Program Types [ Academic
) Advertising
[ Allied Health
() Animal Health -
Program Weeks

Required for hybrid and distance learning programs

Number of Lessons

Required for all schools except distance learning
Clock Hours of
Instruction

Only accredited schools will have credit hours
Credit Hours Of
Instruction

Completion Average
Time

Type of educational | Certificate ~
credential awarded upon
successful completion

Method of instruction (7] Classroom
O Computer-Assisted
[ Hybrid
OjLab =

Catalog Page(s) can be
found



Propozed class schedulle
(e.g., 2-4p, Mon thru
Thurs)

1. Provide the program description.

B I U S =~ &~ &= L & & =~ W 8 o

p Words: 0
2. Provide the program outline.

B I U S =~ &~ &= L B & =~ W 8 o

p Words: 0
3. Describe the Program/Occupational Objective.

B I U S =~ &~ &= L & & =~ W 8 o

p Words: 0
4. Describe the training/instructional aids and facilities.

B I U S =~ &~ &= L B & =~ W 8 o

p Words: 0

5. Is this program approved by another jurisdiction?
O Yes @ No

Accreditations

Please add all accreditations for your pregram. Please note, WTE is not an sccreditor, it is 2 regulatory body:

Mo accreditations found.

4 Mew Accreditation Application

Click Save and Exit, Save, or Submit. You can add as many programs as you need to just make sure that they match your
catalog.



After submitting your program, you can return to the initial application by selecting the Parent Submission at the top of the
screen.

WTB Dashboard  Documents  Approvals © [ETest-

Switch Institutions -

New Program Application

Submission [[El) = Comments @)  Status: History | Parent Submission ,

Initial Application (2023-06-05)
Name CDL Class A _____Costs 5| 000

& Print

| A Ty

Program Types

T At et

Section 6 Auxiliary: You can enter the auxiliary location using this section. Make sure the name matches the catalog entry
Each Auxiliary location fee is an additional $25.

WTE Dashboard  Documents  Approvals 9 Wt

Switch Institutions -

New Auxiliary Site

Name Instructions

Mame

Location Type Anngs

To prevent session timeouts and losing unsaved work, click Save often, but st a minimum every 25 minutes. Mate, clicking S5ave and Proceed will also prevent a session timeout.

1 EDe=




New Auxiliary Site

Submission comments @ Status: History  Parent Submission =
Mame Test aux site

Locafion Type Annex v

Phene Number

Memo

Check One:

© Initial Application
O Extension of existing auxiliary site autherization

An auxiliary facility is an additional physical site operated by a licensed entity for one of the following purposes:

Check one of the following

) To absorb a temporary overload that the licensed facility cannot accommeodate

) To provide a single, specialized kind of training activity, generally on a short-term basis, under circumstances that cannot readily be accommodated at the licensed facility.

) To provide training under contract with a public agency, private company, or other sponsor. A facility being

Country

Street 1

Street 2

City

State

Zip

& Print

training may apply for exempfion.

The autherization term for an auxiliary facility cannot exceed the fime stated on the school's license. Application for extension of an auxiliary authorization must be made annually at the time

of license renewal.

Courses Offered at this Location

Please list the courses to be offered at the exiension site.

B 7 U S T ET

o LoD @ H- W B ¢

% To attach a file drag & drop here or click to choose

Words: 0

Payment Information

A

1 or renewals will remain i

Mew applications will expire after 60 days of submission if a license fee and Tuition Recovery Trust Fund fee have yet o be received.

plete and pending until the agency receives the license fee. In addition, the school may alse have payments due for the Tuition Recovery
Trust Fund, auxiliary sites, out-of-stale sales agents, or late fees (525 per day past the due date). Late fees are calculated based on the envelope postmark.

Please see our (Bl rad for instructions on calculating your payment amount. All payments should be in the form of a check made payable to: Washington State Treasurer

and mailed via USPS to the following:

Workferce Training and Education Coordinating Board
PO Box 43105

Olympia, WA 98504-3105

Please ensure the school’s name and campus location is on your check.

Mo right to a license or regisiration is established or implied through the payment of fees. (See [ERSUERlER])

Save and Exit | Save | Submit




Section 7 — Supporting Materials: The new system allows you to upload materials directly, instead of emailing or mailing
them. The only item you will need to mail is the license fee or Tuition Recovery Trust Fund fee.

If you are already an approved institution these materials are not needed.

Dashboard  Documents  Approvals © [lTesi-
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Initial Application & Print

Submission | Review Comments @)  Status: [Etomey History  Child Documents

1. Institution Information 2. Employees 3. Ownership 4. Catalog/Brochure Checklist 5. Financial Information 6. Programs and Auxiliary Facilities

7. Supporting Materials

Please find more information here: Revised Code of Washington (RCW) and Washington Administrative Code (WAC)
1. Upload a business plan, containing, at a minimum, descriptions of:
a. the school and its management and operations.
b. capitol equipment and supplies.
c. market and competitive analyses.
d. advertising and sales strategies.
&. loan information and credit line (if applicable.)
f. breakeven analysis.
% To attach a file drag & drop here or click to choose
2. If you do not require a diploma or General Education Equivalency, please upload your placement or indicate which standardized test the school uses
% To attach a file drag & drop here or click to choose

3. Copies of the school's draft Catalog

% To attach a file drag & drop here or click to choose

4. Enrollmant Agreement with the Debt Acknowledgement Notice. (Click here to see an enroliment agreement chacklist, sample enrollment agreement, and debt acknowledgment
template.)

% To attach a file drag & drop here or click to choose
5. Upload a Transcript

% To attach a file drag & drop here or click to choose
6. Upload a Student Data Collection Form

% To attach a file drag & drop here or click to choose

7. Upload copies of other state licenses or other documentation verifying the applicant school is legally authorized to conduct business as a private vocational school if the school's
physical location is not VWashington.

% To attach a file drag & drop here or click to choose
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1. Ingtitution Information 2. Employees 3. Ownership 4. Catalog/Brochure Checklist 5. Financial Information 6. Programs and Auxiliary Facilities

7. Supporting Materials

8. Upload lease or statement of property ownership.
% To attach a file drag & drop here or click to choose
9. Upload Business License
% To attach a file drag & drop here or click to choose
10. Upload Evidence of Liability Insurance.

% To attach a file drag & drop here or click to choose

11. Does your institution/school offer Federal Financial Aid and/or private student loans, including in-house payment plans with accruing interest?

O Yes @ No

Please be advised your institution/school is required to email students with student loan information, and maintain a record of the communication of the loan information provided. Agency
staff will conduct annual audits of student records to ensure compliance.

Certification
| attest that | am the orized repr tive of the above named school and that | am submit aining and E tion
Coordinating Board in that capacity. | have reviewed and become familiar with the Private Voc Washington's Administrative Code, Chapter
490-105.
O l agree

ewed the minimum standards for licensure, and understand that this applicatio
d. | further understand that once licensed, any modificati
mentation | certify, under penalty of perjury

Il not be considered if it is incomplete. | und
n(s) to the application must be ed to the
at the submitted information is true a

stand that a futu e visit n
cation Coordinating Board prior to

Vorkforce Training and

mple

d accu
0O lagree

Payment Information

Applications or renewals will remain incomplete and pending until the agency receives the license fee. In addition, the school may also have payments due for the Tuition Recovery
Trust Fund, auxiliary sites, out-of-state sales agents, or late fees (525 per day past the due date). Late fees are calculated based on the envelope postmark.

New applications will expire after 60 days of submission if a license fee and Tuition Recovery Trust Fund fee have yet to be received.

Please see our for instructions on calculating your payment amount. All payments should be in the form of a check made payable to: Washington State Treasurer
and mailed via USPS to the following:

Workforce Training and Education Coordinating Board
PO Box 43105

Olympia, WA 98504-3105
Please ensure the school's name and campus location is on your check.

No right to a license or registration is established or implied through the payment of fees. (See [ESLEeIT])

Saveand Exit = Save = Submit h

ial updates are approved, you'll be able to use the Documents Tab to access other child documents

After your




