EDvera Private School Licensing Renewal Instructions

Once you have completed the initial licensing application in the EDvera system and been
approved, you'll submit annual renewals. Renewals are due one month before the license
certificate expires per RCW 28C.10.060(4), so if you are unsure of the date, please check your
certificate, email your program specialist, or give our administrative assistant a call, 360-709-
4600.

Please make sure to save often. If the system has no activity within 10 minutes, it will
automatically log you out and any progress on that page may not be saved.

To start the renewal process, from your dashboard, select documents.

Dashboard Documents Approvals

Test Schoo \ Switch Institutions ~
Dashboard

Institution Information Contact Information

Institution ID 23816 Physical Address 123 Pea St

in VA ¢
Institution Name  Test School Dublin, WA 45678
. Mailing Address 123 Pea St
Primary Contact  Test User Dublin, WA 45678

Contact Email test@usercom Website

Registration 1D Phone Number
Exemption Type
Expiration Date

Initial Approval Date

Closed Date Locations
Degree Granting Ne
Profit Type Name Type Approved Date Status
For Profit Type  For Profit
Test Campus Main Active

Ownership Type

Statewide Vendor 1234
Number

Proarame

This screen shows you any documents in process or those achieved. You can check here before
starting a new document. As you can see the renewal was started but not submitted in the
example below.



Dashboard Documents Approvals 0 . Sh ~

Switch Institutions ~

Documents

In Progress Document Archive

Search by: Name or For Q ZReset || Refine Search No available actions ~ | 4 Start Document =
O » Name For Status
Initial Application Test School (2023-09-12) Unsubmitted
PVSA License Determination Questionnaire Test School (2023-11-22) Program Staff Review
Renewal Application Test School (2024-01-25) Unsubmitted
Dispiaying dif 3 document/submission/change requests @ Download

© 2024 WTB

Click on the renewal application to open the document that is already started. If you don't
already have a renewal application started, then click on +Start Document and select renewal
(alphabetical list).

Dashboard Documents Approvals e . Sh -

Switch Institutions ~

Documents

InProgress | Document Archive

Search by: Name or For Q ZResel | Refine Search Mo available actions v = <+ Start Dowmen{v
Change of Address
O + Name For Change of Name
Initial Application
O = Initial Application Test Schoal (2023-09-12) New Accreditation Application
O = PVSA License Determination Questionnaire Test School (2023-11-22) New Auxiliary Site

New Instructor

[m]

Displaying all 3 document/submission/change requests

Renewal Application Test School (2024-01-25)
New Program Application

New Staff Application

Program Change Application

PVSA License Determination Questionnaire
Renewal Application |

T) EDvera

Once you click on renewal application, the next screen will open, click the blue continue box.

WTB Dashboard  Documenis  Approvals © [Esh-

Switch Institutions ~

Renewal Application

You are starting an renewal application for Test School.

To get started, please click Continue.

To prevent session timeouts and l0sj

unsaved work, click Save often, but at a minimum every 25 minutes. Note, clicking Save and Proceed will alse prevent a session timeout




This will open the renewal application so that you can update any previously approved
information, including address, staff, and programs. If you change locations outside your
renewal period, you must send $25 for the change review. If you make the change within the
renewal application, you don’t have to send the change fee, only your regular licensing fee.

Please note, late fees are calculated on the postmark of the mailing envelope, the late fee is $25

per day past your due date, up to $750 per occurrence. Please reach out to the agency if you
have any questions.

WTB  Dashboard  Documents © [Hsh-

est Schoo Switch Institutions -

Approvals

Renewal Application 8 Print
Submission | Review  Comments )  Status: History
1. Institution Information 2. Staff 3. Catalog/Brochure Checklist 4. Financial Information 5. Programs and Auxiliary Facilittes 6. Supporting Materials

Chapter 28C.10.050 and 070 RCW; WAC 490-105-070

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

General

Name

Phone number

Fax number

Web address

Email

Federal Tax [D

UBI Number

Statewide Vendor
Number

Dun & Bradstrest
Number

Contacts

Primary Contact

Primary Contact

Designated Admin

Designated Admin

Designated Admin

Saveand Exit = Save = Save and Proceed to Next Section @

Test School

614-555-6555

614-555-5555

wwww.edvera.com

info@edvera.com

3456

9876

1234

0987

Test User (test@user.com)

Cyndi Test (cyndi_donaldso

Test Donaldson (cyndidon... =

Test User (test@user.com)

Sh Ko (shawnalkoch21@g... ~



Please make sure to click one of the options to progress to the next screen or save your updated
information.

Much like the initial application, there are specific tabs for you to enter information.

. Institution Information

. Staff

. Catalog/Brochure Checklist

. Financial Information

. Programs and Auxiliary Facilities

. Supporting Materials
WTB Dashboard  Documents  Approvals © [Hsh-
Test Schoo Switch Institutions -
Renewal Application B Print

Submission | Review  Comments@@)  Status History

1. Institution Information =~ 2. Staff 3. Catalog/Brochure Checklist 4. Financial Information 5. Programs and Auxiliary Facilities 6. Supporting Materials

Chapter 28C.10.050 and 060 RCW; WAC 490-105-040 and 050
Please 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 net shown here.

No staffs found.
+ New Staff Application

2. 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

Save and Exit = Sawve = Save and Proceed to Next Section @

If you have already completed Staff and Instructor Applications for your existing staff and have

© 2024 WTB

no new employees to report, the system will already have those saved to your file. Please only
add any new employees or let us know if an employee has left your institution and we can make
the appropriate edits. Schools do not have the ability to remove staff. EDvera should reflect your
current (and past, if applicable) staff. Anyone who interacts with students during their time at

your school should be reported.




Dashboard Documents Approvals

Switch Institutions ~

Renewal Application & Print

Submission = Review  Comments @)  Status: History

1. Institution Information 2. Staff 3. Catalog/Brochure Checklist 4. Financial Information 5. Programs and Auxiliary Facilities 6. Supporting Materials

Chapter 28C.10.050, 060, and 110 RCW, \WAC 4530-105-040 and 130
Please find more information here: Revised Code of Washington (RCW) and Washington Administrative Code (\WAC)

Catalog year
Volume number

Date of publication

Page # The catalog/brochure must contain the following. If any of the following items do not appear in the catalog, a reference to other documents where the informatic

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

The following staterent on either the first or last printed page or inside the front or back cover. This school is licensed under Chapter 28C.10 RCW. Inguiries or complaints reg
may be made to the: Workforce Board, 128 — 10th Ave. SW, Box 43105, Olympia, Washington 98504-3105; wib.wa.gov; 360-709-4600; pvsa@wtb.wa.gov

Academic calendar including hours of operation, holidays, enrollment periods, and the beginning and ending dates of terms, courses, or programs as may be appropriate. (ses
Names of owners with 10% or more equity ownership and officers including governing body and administration. (see WAC 490-105-040(2})

Name, address, and telephone number of the school's administrative offices and auxiliary facilities. (see WAC 4590-105-042(2))

Names and qualifications of faculty or information to school’s website or with faculty ir ion. (see WAC 490-105-042(4) for minimum qualifications))

Description of facilities and training equipment (including ADA access 490-105-150(d)), maximum class size, and student/teacher ratio

Ability to benefit policy/admissions standards (see WAC 490-105-140(5)(f))

Standards of progress including grading system. minimum grades considered satisfactory, conditions for interruption for unsatisfactory grades, probationary period, conditions
dismissed for unsatisfactory progress. WAC 490-105-042(11)

The method used to report student grades

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

The school must provide a statement that it does not "discriminate against students or potential students on the basis of race, creed, color, national origin, sex, veteran or milit
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 scheol must provide a statement explaining the procedure to be used by a student with a disability to 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) Is 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 fro
360-709-4600 at any time with a cencern or complaint.”

Total cost of training including tuition, fees, deposits, and other charges necessary for a student to complete the program. WAC 430-105-042(13)
Financial aid, if any. WAC 490-105-042(19)
Placement assistance, if any. WAC 430-105-042(7)

Refund policy in compliance with WAC 490-105-130

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

A statement indicating the educational credential awarded upon completion of program

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

Save and Exit Save Save and Proceed to Next Section



Please include the Catalog page numbers where these required statements can be found. This
should not be URLs to your website, etc. The catalog should be a standalone document, with
version control. Any updated catalogs must be approved by WTB before implementation.

Dashboard  Documents  Approvals (2]

Switch Institutions ~

Renewal Application & Pint

Submission ~ Review  Comments @l  Status: History

1. Institution Information 2. Staff 3. Catalog/Brochure Checklist 4. Financial Information 5. Programs and Auxiliary Facilities 6. Supporting Materials

Chapter 26C.10.040, 050, and 060 RCW, WAC 490-105-040

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

RCW 28C.10.50(2) The requirements adopted by the agency shall, at a minimum, require a private vocational school to

(a) Disclose to the agency information about its ownership and financial pesition and demonstrate to the agency that the school is financially viable and responsible and that it has sufficient
financial resources to fulfill its commitments to students. Financial disclosures provided to the agency shall not be subject to public disclosure under chapter 42.56 RCW;

WAC 490-105-041(2) (a) The school must submit information reflecting its financial condition at the close of its most recent fiscal year to demonstrate that it has sufficient financial resources
to fulfill its commitments to students.

i. Each accredited school must submit a reviewed or audited financial statement, whichever is required by its accrediting body.
ii. Each non accredited school must submit a financial statement in a format supplied by the agency.

(b) I inadequate time exists to produce a financial statement in the interval between the ending date of the school's fiscal year and the due date of an application. the agency will adjust the
school's license period to provide a reasonable interval

Fiscal Year End:

Review Date:

INCOME

+ Total annual tuition from WA students in non-
degree programs:

- Refunds:

GROSS TUITION REVENUE:

The school's license fee is based on the Gross
Tuition Revenue

Annual License Fee:

Measure 1- Profit Earned: Net Income (Before
Taxes) or Change in Net Assets

Net Income (loss)

Change in Net Asset/cash (Previous Year Net
Income):

Measures 1, 2 or 3 must be OK: Mot OK
Profit Earned: Net Income (Loss) or Change in Net Assets WAC 490-105-175(1)(e) Measures the amount of money remaining after all operating expenses, interest, taxes, and dividends

have been deducted from a company’s total revenue. A positive Net Income or positive change in Net Assets means the company had more income revenue than expenses. A MNet Loss or
Negative Change in Net Assets means expenses exceeded revenue.

Explanation

Measure 2 - Current Liquidity Ratio: (Current
Assets/Current Liabilities)

Current Assets:
Current Liabilities:

Measures 1. 2 or 3 must be OK: Not OK

Current Liquidity Ratio WAC 490-105175(1)(d)

Measures the company's ability to pay back its shori-term liabilities (debt and payables) with its short-term assets (cash, inventory, receivables). The higher the current ratio, the more
capable the company is of paying its obligations. A ratio under 1 suggests that the company would be unable to pay off its obligations if they came due at that point without additional
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Measure 3 - Positive Net Worth: Total Assets >
Total Liabilities

Total Assats
Total Liabilities:

Measures 1, 2 or 3 must be OK: Mot OK

Positive Net Worth

Measures the organization’s ability to pay back debt and obligations with assets. Negative Net worth means the organization owes more than they own.

Explanation:

Other - End of Year Cash or End of Year Net
Assets

Cash (EOQY)
Met Assets (EOY):

Measures 1, 2 or 3 must be OK: Not OK

End of Year Cash & End of Year Net Assets

Measures liquidity NOT profitability. Shows the inflows and outflows of cash and if the company generates enough cash 1o sustain the business.

Explanation:

Management Explanation for measuras outside of targat:

For additional "At-Risk" conditions, please refer to WAC 490-105-175.

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

Please include your tuition from self-pay and agency pay students in Section 5. Your tuition must
be verified by the Financial Statement you provide in the Supporting Material Section. The
system will generate your license fee based on your tuition. If we cannot verify the tuition you
report, your entire income may be utilized to calculate your fee. If you receive income in other
ways than tuition for the programs under WTB oversight, please include that on your Financial
Statements as “other Income”. This will help determine your financial viability, without
overpaying your fees.



You will also be asked to provide your Net Income, Assets vs Liabilities, End of Year Cash, etc. If
the system flags that the ratio is Not OK, please provide an explanation in the text boxes.

WTB Dashboard Documents  Approvals © [Msh-

Switch Institutions ~

Renewal Application & Print

Submission | Review  Comments @)  Status: History

1. Institution Information 2. Staff 3. Catalog/Brochure Checklist 4. Financial Information ~ 5. Programs and Auxiliary Faciliies 6. Supporting Materials

Programs: Chapter 28C.10.050 RCW; WAC 490-105-040
Auxiliary Facilities: Chapter 25C.10.050 and 060 RCW; WAC 190-105-0406

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

Programs

Flease add all programs your institution would like approved.

+ Cool Program (2023-11-20) (Approved) [0

4+ New Program Applicatun@

Auxiliary Facilities

Please add all auxiliary facilities your institution would like approved

» Test Campus, Dublin, WA (Main)

+ New Auxdliary Site

Save and Exit = Save = Save and Proceed to Next Secﬁon@

WTB Dashboard  Documenis  Approvals © [Mres-~

Test Schoo Switch Institutions ~
New Program Application

Please enter the name of
the new program.

To prevent session timeouts and Jgeing unsaved work, click Save often, but at a minimum every 25 minutes. Note, clicking Save and Proceed will also prevent a session timeout.

Your programs (and auxiliary sites if applicable) should auto-populate from the Programs you
entered during the Initial Application. you will not be required to re-enter that information.

However, you are also able to enter a new program or new auxiliary site here.



WTB Dashboard  Documents  Approvals: © W

Test Schoo Switch Instifutions -

New Program Application & Print

Submission Comments ([  Status: History ~ Parent Submission ~

Program Mame Being Awesome

Program Types [ Academic

] Advertising

] Allied Health

[ Animal Health i
Program Weeks

Required for hybrid and distance leaming programs

Number of Lessons
Required for all schools except distance learning
Clock Hours of
Insfruction
Only accredited schools will have credit hours

Credit Hours Of
Insiruction

Completion Average
Time

Type of educational Cerfificate hd
credential awarded upon
successful completion

Method of instruction ) Classroom
) Computer-Assisted

[ Hybrid
O Lab i

Catalog Page(s) can be
found

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

All Program Types must complete the name, program weeks, completion average time, type of
credential awarded, method, catalog pages, class schedule, and questions 1-5. If you offer the
same program in more than one format, please enter a separate program for each, i.e. Data
Science (Classroom only), Data Science (Hybrid), or Data Science (Online only).

Distance Education courses must also include Number of Lessons. This is for refund purposes.
In-person or Hybrid courses must also include Clock Hours, also for refund purposes.

Only Accredited Programs will submit Credit Hours. Please don't include a credit hour, if your
program is not accredited.



B I U & iE-is = I By B-BRH o

B I YU & v = L. By B-HMH o
B I Y & iEviS = L By B-EHBE ©

Accreditations

Information included in your Program Application must match your Catalog, including the name.
If your Program is “Certified Nursing Assistant Program” in your Catalog, Program Applications
saying "CNA Program” will be reverted for edits.

If you have updated your program since completing a Program Application, please complete a

Program Change Application indicating what changes were made and attach an updated
catalog.

Once you hit submit, the system will create a new child document for the program, you'll need
to select the renewal application to go back to the application.

10



WTB Dashboard ~ Documents  Approvals © [Wm-

Switch Institutions =

New Auxiliary Site

Name Instructions

Name

Location Type Annex hd

To prevent sessien timeouts and ks

= =3

nsaved work, click Save often, but st a minimum every 25 minutes. Note, clicking Save and Proceed will also prevent 3 session timeout.

WTB  Dashboard Documents  Approvals © -

Switch Institutiens -

New Auxiliary Site & prin

Submission 00 =~ Comments @) Status: History  Parent Submission -

Name | Pesceful Yurt Country Choose a country ~
Location Type w Street 1
Street 2
Phane Number
City
Mzma
Pl State v
Zip

Check One:
© Initisl Application

) Extension of existing suxiliary site sutharization

An auxiliary facility is an additional physical site operated by a licensed entity for one of the following purposes:
Check one of the following:
(O To absorb a temporary overkoad that the licensed facility cannot sccommedate.

0 To provide a single, specialzed kind of training acsivity, generally on & short-term basis, under circumstances that cannot readily be accommodated at the licensed facility.

) To provide training under contract with a public agency, private comgany, or other spensar. A facility being established exclusively to pravids contracted fraining may apply far sxemption.

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

Courses Offered at this Locatio

Pleasz list the courses to be offered atthe extension site.

B I Y5 ¢ L B B-EHDM o

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

Additianal infermation ragarding the progossd programs for a new initial application must b= submit

hrough the Pragrams tab within the Intial Application.

Payment Information
Applications or renewsls will remain incomplete and pending until the agency receives the Beense fee. In addition, the school may also have payments due for the Tuition Recovery
Trust Fund, awsliary sites. out-of-state sales agents, or late fees {325 per day past the due date). Late fees are caloulated based on the envslope postmark
Mew appfcations will expirs aker 30 days of submission # 2 Foense fe= and Tuition Recavery Trust Fund fes havs yet to be recsived.

Please see our [EETXERoT] forinstructions on caleulating your payment amount. All payments should be in the form of a check made payable to: te Traasurer

and mailed vis USPS to the following:

Workforce Training and Education Coordinating Board
FO Box 43105
Olympiz, WA 83504-2105

Please ensure the school's name and campus losation i on your chack.

Mo right to a license or r

tration is estabBshed or implied thugh the payment of faes. (See [EZETECRIT=Y)
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New Auxiliary Applications can be completed from this section as well. If it is an existing site that
has already been reported to EDvera, you do not need to complete this application again. Please
ensure that the auxiliary site is entered in the licensing portal and in the school catalog. You
should also post the auxiliary certificate at the location so students know it's an approved
location.

New Auxiliary locations must be reported to the WTB within 30 days and carry a $25 per site fee.

If you are no longer using an Auxiliary site that was previously approved within EDvera, please
inactivate it or let your Program Specialist know and they will inactivate it.

WTB Dashboard Documents  Approvals @ [Msh-

est Schoo Switch Institutions ~

Renewal Application & print

Submission | Review  Comments ()  Status: History

1. Institution Information 2. Staff 3. Catalog/Brochure Checklist 4. Financial Information 5. Programs and Auxiliary Facilities = 6. Supporting Materials
Please find more information here: Revised Code of Washington (RCW) and Washingten Administrative Code (WAC)
1. If you do net require a diplema 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
2. Copies of the school's draft Catalog
% To attach a file drag & drop here or click to choose

3. Enrollment Agreement with the Debt Acknowledgement Notice. (Click here to see an enrollment agreement checklist, sample enroliment agresment, and debt acknowledgment
template)

% To attach a file drag & drop here or click to choose
4. Upload Business License.

% To attach a file drag & drop here or click to choose
5. Upload Evidence of Liability Insurance

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

6. 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

7. Please upload any other suppoerting documentation (profit and loss, balance sheet, tax return, or other document that the agency can use to verify the information entered in the financial
section).

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

Certification
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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 ($25 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 ou
and mailed via US

T for instructions on calculating your payment amount. All payments should be in the form of a check made payable to: Washington State Treasurer
'S to the following

Workforce Training and Education Ceordinating Board
PO Box 43105
Qlympia, WA 98504-3105

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

No right to a license of registration is established or implied through the payment of fees. (See [EiELEasRII=1])

Save and Exit Sav

Please attach the documents required for your renewal application including ATB Test (if

applicable), Catalog, Enrollment Agreement, Business License, Evidence of Liability Insurance,
and a Financial Statement that verifies the information collected in Section 4. We must be

Make sure to complete the two Attestations (above) and click Submit.

The agency cannot access the submission for review until you've submitted it. Please don't
hesitate to reach out if you have any questions, 360-709-4600.
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