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VIA OVERNIGHT DELIVERY
Ms. DeNise Hill
Institutional Review Specialist

San Francisco/Seattle School Participation Team
U.S. Department of Education

701 Fifth Avenue, Suite 1600

Seattle, WA 98104

RE: Court Reporting Instifute Review (PRCN 200441023525
Dear Ms. Hill:

We have prepared the following narrative and supporting exhibits in response to
your letter dated November 10, 2005 (the “November 10 Letter™), describing the U.S.
Department of Education’s (“ED”) concems and requests for additional information
related to the program review conducted at out institution on September 30 to October 1,
2003, We appreciate your continued guidance and assistance throughout this process and
look forward to resolving these issues as quickly as possible. The administration and staff
of Court Reporting Institute (“CRI") have been dedicated to complying with all ED
standafds regarding the administration of Title IV funds since its inception in 1988 and
hope that the following explanation of past and future polices and practices will address
any remaining areas of concern.

For ease of review, we have restated ED’s concerns and requests for information
in italics in the order presented in the November 10 Letter and follow each with our
responses. Supporting exhibits are emhedded within the text and identified in bold and
included as attachments to the narrative, We refer to the 3000- hour day Court Reporting
program throughout our response, but note that the following discussions also apply to
these evening students.

Institutions participating in Title IV programs are required by Title IV regulations fo
develop and consistently implement a Satisfaciory Academic Progress (SAP) Policy. This
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policy must address ihe qualitative and quantitative requirements each student must
follow to remain eligible for Title IV aid. The SAP policy, as stated in the CRI catalog, is
not in full compliance with the quantitative component of SAP.

Specifically, CRI offers a 3000-clock hour Court Reporting Program. Students envolled
in this program are allowed ta earn up 1o 4500 clock hours to complete the program.
However, this does rot satisfy the maximum time frame requirement that specifies each
studeni complete their program of study in one and one-half times the published length of
the program. The published length of the program, according to the schaol’s catalog is
3000 clock hours to be completed in 30 months. The maximum time frame should be
calculated in terms of months and not in terms of clock howrs. Therefore, students
enrolled in the program can only compiete 3000 clock howrs, but have up to 45 months fo
do 50.

By not adeguately or consistently monitoring (SAP) standards for its students, the
institution may be disbursing Title IV aid to ineligible students: this deprives other
eligible student of aid and creates increased expense for the U.S. Department of
Education

We believe that there has been a misunderstanding about how CRI monitors
satisfactory academic progress (“SAP™) and measures the duration of Title IV eligibility
for students enrolled in our 3000 clock hour, 30-month Court Reporting full-time day
program. The CRI catalog states that in order to maintain SAP, students must earn a
grade point average of at least 2.0 and proceed through the program at a rate that allows
completion at a specified time. Pages 35 and 39 of the 2001 and 2002 catalogs,
respectively, further define this requirement by stating “this time frame may not exceed
one and cne-half times the length of the program (Coust Reporting: 45 months day school
and 67.5 months evening school).” Copies of the referenced pages are enclosed at
Exhibits 1 and 2. However, it appears that our interchangeable references to months and

clock hours in the definition of maximum time frame in our catalog has caused some
confusion.

The first and most important premise required to understand the CRI SAP is that
each month in the full-time Court Reporting day program is a separate module that
consists of 100 clack hours. As a result, the normal program length is described in the
catalog as 3000 clock hours earned over 30 months. Similarly, the maximum time frame
is defined as 45 months, or 4500 clock hours. Except in the case of an official leave of
absence due to mitigating circumstances, days that students are not in attendance still
count toward the maximum time frame in terms of both months and clock hours. As
such, describing the maximum time frame of the full-time Court Reporting program as
4500 clock hours, 45 months, or even 45 tenns is exactly the same measure.

The SAP policy outlined in the CRI catalog was created to ensure that students
are allowed no more than 150% of the published program length to complete all required
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coursework in the Court Reporting program, According to this policy, students are
granted an additional grace period for up to 50% of the published program length to
correct academic or proficiency shortfalls that prevented these individuals from
completing the program tequirements within during the first 3000 hours. However, no

student is or was permitted to receive Title IV funds after he ot she has successfully
completed (as evidenced by the grades of A, B, C, D. and P) the 3000 clock hours of
study in the Court Reporting program as lited in the institutional catalog,

CRI created a “Satisfactory Academic Progress Time Table” to monitor student
performance at certain predetermined points in the Court Reporting program and to
emphasize the maximum timeframe permitted to complete the 3000 hours outlined in the
curriculum overview published in the catalog.' The chart was published on pages 36 and
40 of the 2001 and 2002 CRI catalogs, respectively, enclosed as Exhibits 3 and 4 and
preceded by the following text in both instances:

Court Reporting students are evaluated once per academic year and at the 25%
and 50% points of the maximum time frame. In order to ensure that cach
Student completes the court reporting program within one and one-haif times
the established program length, the following speed levels must be completed
at or before the corresponding number of ciock hours (emphasis added).

The chart outlined seven evaluation points and the necessary proficiency achievement at
each in order to remain in good academic standing. The minimum expectations were at
that time as folfows:

[ Clock Hours Attempted Speed Level Completed
f 900 Theory 1}
1125¢% One {1) 80 Words Per Minute (“WPM”) Test
1300 100 WPM
2250% 120 WPM
2760 140 WPM
3500 180 WPM
4500 225 WPM

*The 1125 hour (11.25 month) and 2250 hour (22.5 month) cvaluation points represent 25% and 50%,
respectively, of the maximum timeframe for completion of the program and therefore were mandatory
evaluation points required by CRI's accreditor (ACICS].

The 4500 clock hour maximum time frame is the final entry in this chart and requires
all students to complete the 225 WPM requirement, the speed proficiency for graduation,

' This chart was incorporated in the assessments that took place at the end of each 4350 hour increment in
the Court Reporting program to review Title TV eligibility. These other assessments incleded the review of
cumulative grade point average, number of completed hours, and ACICS successtul course completion
pereentage (described Iater in this esction).
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by this deadline. (As stated carlier, every one month at CRI is a separate module
consisting of 100 clock hours, 30 each evaluation point can be converted to months by
deleting two zeros). Ab itigating ¢i ances. who fail to setisfy the

“8 Level Completed” requirement at any of the seven evaluation points lose
eligibility to receive Title TV funds and can continue in the Court Reporting program only
in an “extended enrollment status,” during which time the student is responsible for all
program costs, As such, any studemt who failed to satisfy the final graduation
tequirement prior to the end of the maximum time frame would no longer be eligible to
receive Title IV funds.

Section 668.16(e)(2Xii)(A) of Title 34 of the Code of Federal Regulations
(“CFR”) allows CRI to define the maximum timeframe in terms of clock hours in the
catalog. Specifically, this section states that an SAP policy must include a quantitative
component that includes a maximum time frame defined as “no longer than 150 percent
of the published length of the educational program measured in academic years, terms,
credit bours attempted, clock hours completed, etc. as appropriate (emphasis added).”
CRI chose to define the maximum timeframe utilizing the last option provided in the
regulation.

The guidance that accompanied the November 29, 1994 publication of the
adoption of the most recent revisions to §668.16{e}2)(ii)(A) in the Federal Register
confirms the drafters of this regulation intended to allow schools to define the maximum
time frame for a program of study in terms of clock hours. In response to several public
comments about the confusing quantitative SAP standards, ED attempted to clarify
§668.16(e) by revising the previous versions of the regulations with more explicit
directives. Included among those revisions were changes to § 668.16{e)}(2}(ii}A)
expanding the description of the appropriate quantitative standard to include the text as it
appears in the current version of the Code of Federal Regulations. ED explained the
rationale for the revisions as follows:

Section 668.16(e)(2)(ii)(A) has been amended to clarify that the naximuom
timeframe in which a student must complete his or her educational program
must be, for an undergraduate program, no longer than 150 percent of the
published length of the educational program measured in academic years,
terms, credit hours, or clock hours.

55 Fed. Reg. 61141, 61159 (November 29, 1994) (italics in original). A copy of this Final
Rule is enclosed as Exhibit 5.

The concerns outlined in the program review report appear to be the result of a
misunderstanding or miscommunication of bow CRI measures academic progress. The
fact that each month equals 100 hours enables CRI to choose to define maximum time
frame in terms of either published clock hours and/or the number of months in the
program as each is essentially interchangeable. However, even if this were not the case,
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§668.16(eX2)(ii}{A) of the Code of Federal Regulations and accompanying guidance at
the time of adoption permit CRI to choose to define the maximum time frame in terms of
clock hours. For greater clarification, we have revised the maximum time frame in the
published SAP standards to be stated in months in order to avoid any confusion in the
future. Copies of the revised polices are enclosed as Exhibit 6.

Conversations with ED following the issuance of the original program review
report identified subsequent guidance in the Student Financial Aid Handbook that
identified months as an appropriate, if not preferred, measure of the meximum timeframe
for clock hour schools. However, §668.16(e)}(2)(ii)(A) does not specifically reference
months as an acceptable method for defining the maximum time frame for an
undergraduate program of study. CRI created the SAP policy in reliance on the staternent
that schools are permitted to define the maxinum time frame in terms of clock hours,
which we did in the catalogs and followed when tracking the progress of enrolled
students. Fortunately, the 100 hour monthly modules utflized by CRI result in exactly the
same maximum time frame for students to complete their program of study regardless of
the measure utilized. The 4500 clock hours are delivered over the course of 45 months, so
these definitions can be used interchangeably without impacting the amount of time 2
student can remain enrolled at the institution. By stating that no studest can attempt more
than 4500 hours, no student could remain enrclled as a regular (Title IV efigible) student
more than 45 months. CRI therefore has complied with the text of the applicable
regulation in defining the maximum time frame for students to complete the program of
study.

The original program review report and the November 10 Letter request that CRI
complete a file review of all students enrolled in the 3000 clock hour program for the
2001-2002, 2002-2003, 2003-2004, and 2004-2005 award years, identify those who
received funds in excess of 3000 clock hours and provide specific information for each.
We provided an initial response of four students as a sample to solicit feedback on the
format of the chart and subsequently submitted complete spreadsheets with the requested
information for all referenced award years shortly thereafter. I confirmed by telephone
that BD received this subsequent respanse within the timeframe requested in the program
review report. Nevertheless, the November 1¢ Letter only references the initial sample
submission, so we have resubmitted the subsequent response (with misor revisions
described in greater detail below) as Exhibit 7.

The revisions in Exhibit 7 reflect our revised understanding of the original
request for information after consulting with a financial aid servicer. We engaged with
Sally Samuels of Financial Aid Management for Education, Inc., more commonly known
as FAME, and realized that ED’s request did not focus on ail students who received
financial aid after the 3000 hour mark, but instead requested information on those who
reccived more than 3000 hours of funding. The orginal spreadsheets included students
who were enrolled for more than 30 months, but did not receive funding for afl 3000
hours attended. Subsequent conversations with ED staftf confirmed that 2 student can
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have 3 full academic years (900 hours each) of funding pius 300 houss, and they can
receive that funding within 45 months for the standard day student. ‘We then requested,
and received, permission to revise the spreadsheets to correct this misunderstanding and
remove students who did not receive 3 firll academic years and 300 hours of funding. The
enclosed spreadsheets include the latest clarification.

We wish to emphasize that CR] completed the requested information despite
concerns about the sudden expansion of scope of the file review in 2005. The original
program review was conducted on September 30-October 3, 2003 and reviewed files
from the 2001-2002 and 2002-2003 award years. The results of this review wete oot

ovided 1o CRI vntil May 3 ;3 roximately 20 months aft
the review an L

hadbeencompi iad_In fact, the_

report was i1ssuéd oniy after CRI rg

about the report and the impact it had ona pcndm&request f_o_‘m.add.l.tmnal_]nggngm_.n
Tacoma, Washington. ED staﬂ' did not share with Q&[ representatives any concers
about the SAP funds dunn the exit intervie

angd therefore CRI continued to disburse funds using exi 0
This response demonstrates that CRI immediately would have corrected any apparent
deficiencies at the time of the report (despite our belief that we complied in good faith
with the text of ED regulations) if ED staff expressed these concerns in the exit interview
or at any time during the following 20 months.

We continue to believe that CRI was correctly administering Title [V funds
throughout the period in question. Court reporting is unlike any other educational
program administered by participating institutions. Students are judged not only by their
cumnulative grade point average (“GPA™), but also by their ability to transcribe the words
of ane or more speakers at specific rates throughout their program. Students do not
progress at the same rate and it is common for certain individuals to progress rapidly
through certain courses, but then stall as the speed level requirements increase in the
latter portions of the program. This explains why CRI evaluates the grades earned for
cach course (the qualitative assessment), but tracks their progress throughout the program
using several other methods to ensure that he or she can complets the program within the
maximur timeframe for the curriculum (the quantitative assessments).

One additional quantitative assecssment, defined as the “successful course
completion percentage” by CRI’s accreditor, the Accrediting Council for Independent
Colleges and Schools (“ACICS™)}, required CRI to confirm that students are successfully
completing 55% and 60% of the ¢lock hours attempted at 25% and 50% of the maximum
time frame, respectively.? This also provides some insight into why CRY tracks student
progress in much the same manner as a school that awards quarter or semester credit
hours.

* The ACICS successful conrse completion percemtags is calculated by dividing the number of clock hours
sueccessfully completed {reflected by a grade of “D" or better, or the letter “P” for speedbuilding courses)
by the total number of ¢lock hours attempted.
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As stated in several previous responses to ED, the nafure of the court reporting
curriculum mandates that CRI "award" clock hours to students who successfully
complete the course objectives outlined in the catalog. Students who graduate from the
Court Reporting program have successfully completed the entire curriculum and
therefore have been "awarded” 3000 clock hours of instruction. Students can attempt
additional hours within the 45-month maximum time to successfully complete 3000
hours, but CRI only "awards" clock hours to those who successfully pass the classes.

As desceibed above, this method of “awarding” clock hours resembles a credit
hour institution. For example, consider the following student enrolled in two three-credit
classes at a credit hour school (grades in parenthesis):

Math 101 (A)
English 101  (F)

At the conclusion of the term, the student has successfully completed three hours in Math
101, but failed English 101, As a result, the school "awards" the student three credits in
Math, but not three credits in English. Both courses appear on the transcript, but the
scheol only awarded three credits. Consider the subsequent term:

Math 102 (A)
English 101 (B)

The student repeated English 101 and earned a passing grade and similarly passed
Math 102. At the end of this term, the student has been "awarded” nine credits: three in
Math 101, three in Math 102, and three in English 101. However, the student has
attempted 12 credits. No credits were awarded for the first unsuccessful attempt to pass
English 101.

CRI "awards" clock hours in the same manner. The Court Reporting program has
fewer academic courses, but the same rationale applies. Consider the following CRI
student:

English I - 60 clock hours (4)
Stenograph Speedhuilding I - 270 clock hours (F)

CRI would “award" this student 60 clock hours toward the 3000 total program
length for passing English 1, but zero hours for Stenograph Speedbuilding I. The student
attempted 330 hours, but CRI awarded only 80. The same rationale centinues in the
subsequent term:

English II - 60 clock hours (A)
Stenograph Speedbuilding T - 270 clock hours (Pass)
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Afier the end of this second term, CRI has "awarded" 390 clock hours. The
student earned 60 hours for both English I and English I and finally passed Stenograph
Speedbuilding I to earn an additional 270 hours. The student attempted 660 hours, but
CRI only "awarded" 390 hours toward the 3000 required for graduation. All 660
attempted hours (or 6.6 months) count toward the maximum timeframe, Once a
student is "awarded" the 3000 hours required for graduation, no additienat ¢lock hours
are "awarded" and no additional financial aid is disbursed.

The November 10 Letter cites this previously submitted example and inguires
about the number of times a student can repeat a course of study. The course completion
policy published in the catalog states that “Students may repeat each academic [non-
speedbuilding] course onty once and the higher grade of the two attempts is used for the
calculation of the cumulative GPA.” Students are permitted to repeat speedbuilding
courses until it is mathematically impossible for the individual to complete the program
within the maximum time frame defined in the catalog. See Exhibit 6. This policy is
supported by the text in the 2005-2006 Student Financial Aid Handbook, Volume ]
(Student Eligibility), which states on page 1-8 that “To quantify academic progress your
school MUST set a maximum time frame in which a student is expected to finish a

program as soonas it fs ¢ at a student will not ithin this period. sh
becomes ineligible for aid. For an undergradusate program the time frame cannot exceed
150% (emphasis added).”

The repeated course does not impact a student’s GPA, but does impact the
quantitative standards, as each individual must achieve the required speed levels in the
previously described chart at specific benchmarks in the program and each course counts
against the maximum time frame for completion of the curriculum and is calculated in the
ACICS successful course completion percentage. For example, if a student is forced to
repeat a 100 hour course in twe consecutive months, the student has attempted 200 hours
and only has 4300 hours to earn the 3000 bours required for graduation. If at any time a
student has more 100-hour monthly sessions remaining in the program than the maximum
timeframe will permit, the student will lose Title [V eligibility at that point. Similarly, ifa
student fails to successfully complete 60% of the clock hours attempted at 50% of the
maximum timeframe as required by ACICS, the student become ineligible for Title IV
funds.

In reviewing the file| - !it indicates that the student became self-pay after
earning an additional 1500 clock hours. The documentation in the file shows that the
student was paid jor an additional academic year for whick she was not entitled. Provide
documentation, which would demonstrate how Court Reporting students are funded for
clock hours in excess of 3000 hours[FX®)

P® " |academic progress was evaluated at each
published assessment point for cumulative grade point average and quantitative progress
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prior to disbursing any Title TV aid [ as permitted to remain enrolled as a

regular (Title IV eligible) student at each point that BiT satisfied the published standards.

PI®) ] also completed 450 hours as a self-pay student, took a temporary leave of absence,
and was granted one temparary waiver of the SAP requirements due fo mitigating
circumstances late inf6i6]enroliment in the Court Reporting program. When CRI
determined that™ |could not complete the program within the published maximum time
frame no longer permitted to receive Title IV funds and became a self-pay
student.™* entually moved out of the arca and did not complete the Court
Reporting program. A more detailed description offP¥® lenroliment follows.

As described earlier in this response (and repeated here for ease of review) the
CRI quantitative academic progress chart in effect at the time required the following
minimum expectations at certain evaluation points in the program:

‘ Clock Hours Attempted Speed Level Completed
900 Theory 11
1125% One (1) 830 Words Per Minute (“WPM™) Test
1800 100 WPM
2250 120 WPM
2700 ' 140 WPM
3600 180 WPM
4500 225 WPM

*The 1125 hour {11.25 montk) and 2250 hour (22.5 menth) evaluation points represent 25% and 50%,
respectively, of the maxinmum timeframe for completion of the program and therefore were mandatary
evaluation poinis requiced by CRI's accreditor (ACICS).

enro[led at CRI in March 1999 and, as reflected in the above chart,
" was required to have completed Theory Il after attempting 900 clock ours.” _lalso
was required to have eamed a GPA of 2.0 in any academic classes?™ |completed *JBI&
satisfied both of these requirements after successfully completing all 900 hours)
attempted, and®™ |therefore was permitted to remain enrolled as a Title IV eligible
student,

1b)6) was required to dem, that@had successfully completed at

least one 80 WPM test in order to receiv econd disbursement in the second year.
Again, P67 Ta)l SAP requirements and was funded for the second 450 hours. At
the end of 1800 hours,™ was required to demonstrate that™ |had successfully
cornpleted the 100 WPM requirements.[P¥8] — |was enrolled in Stenograph
Speedbuilding IT (120-140 WPM) at that point and therefore was again permitted 1o
remain eorolled as a Title IV eligible student.

? Stodents are required to maintain a GPA of at feast 2.0 throughout the Court Reporting Program ar they
wilt be placed on prebation. For ease of review, we have not restaged this requirement at each evaluation
point in the discussion of academic progress.
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I |continuedh " istudies in the third year and was evalnated at the 2250 hour
point fo énsure that!™"" fwas maintaining satisfactory progress. At that time,
required to demonstrate that [P]was successfully transcribing at a rate of 120 WPM and
that{ ' had successfully completed 60% of the clock hours attempted to satisfy the 575
ACICS quantitative standard,”" |satisfied these requirements and thersfore rctainedF_JE
Title IV eligibility. Unfortunately, [b)©) |did not satisfy the 140 WPM requirement
at the 2700 hour evaluation point at the end of that year and therefore was not permitted
to receive any additional Title IV funding until mestablished satisfactory progress.

i subsequently requested a leave of absence prior to resumingP®! |
academic studies.[PX6) [returned as a “non-regular” (ineligible for Title IV funds) student
for the first 450 hours of the fourth year. P"® leventually passed the 140 WPM threshold,
thereby reestablishing satisfactory progress, and received the second disbursement for the
remaining 450 hours in the year. At this point,[P¥81 ktill was on track to complete@
studies within the maximum timeframe.

P struggled in the next term after reestablishing satisfactory progress and, as
described in greater detail below, requested a mitigating circumstances waiver during
enrollynent in the 160 WPM classfbis) — |CRI granted this
temporary waiver and @continued OWellstudies at the institution. This was the period
referenced in the program review report as the “additional academic year for which[P® |
was not entitled” after completing part of the previous term as a self-pay student. CRI
reviewed the request for the waiver, determined that the circumstances justified the
action, and believed thatF¥eTlhad resolved the issues that negatively impacted [P | S
performance. At the conclusion of this year, CRI determined that it was unlikely ﬂm&
would complege the program prior of the expiration of the maximum timeframe and
discontinued™™® [Title IV eligibility.

Please provide the institution's policy on waiving Satisfactory Progress: addressing how
offen it can be waived and what are the extenuating circumstances that would make
students eligible for an SAF waiver.,

CRI publishes a mitigating circumstances policy in the current version of the
institutional catalog that permits the Director of the school to temporarily suspend the
application of the standards of academic progress upon the documentation of certain
limited circumstances for students who request such a wajver. This policy is enclosed at
Exhibit 8. Mitigating circumstances are defined in the catalag as 1) death in the family,
2) serious illness or injury to the student, or 3) other “major life-affecting circumstances.
Students requesting such a waiver must file a letter of appeal that includes the grounds
for the appeal, a plan to reestablish satisfactory progress, acknowledgement of the impact
this waiver could have on graduation requirements and the progress expectations at the
next evaluation point, and confirmation that the appeal is voluntary. The director may
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grant only one appeal to a student that fails to maintain satisfactory progress. Students
requesting a second appeal must be approved by the school president.

The two students referenced in the Noverber 10 Letter faced extraordinary
circumstances that justified CRI's decision to temporary suspend satisfactory progress
requirements. P61 lin the 2001-2002 award year) and 161 |

oA ] in the 2002-2003 award year) faced unusual circumstances and
approached the administration to share their difficulties and desire to continue o pursue
the Court Reporting program. Following mestings examinations of bath. the extenuating

circumstances and their professed ability to overcome these challenges, CRI granted the
requests, A more delailed discussion of these circumstances follows,

Fb)(ﬁ)

CRI's current use of the mitigating circumstances exception is limited to the three
categories deseribed in the institutional catalog and utilized only when requested by the
student after complying with the published procedures. Approvals are, and will be,
conservatively granted and students must not only demonstrate that unusual

circumstances negative impacted academic performance, but also he or she has overcome ‘

these issues and can successfully continue academic studies. The preceding paragraphs
demonstrate that the waivers are not 100% successful, but they nonetheless represent the
correct use of administrative discretion when extracrdinary circumstances arise and the
student can demonstrate the ability to overcome or resolve the external issues negatively
impacting coursewark.,
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The institution must revise its school catalog and other consumer information that
advises students that their maximum (ime frame exceeds the number of hours that the
program is approved jor.

We have revised the school catalog and other consumer information to advise
students that they will be permitted to remain enroifed for the maximum program length
in terms of months, but that each enrollee can receive funding for only the normal
program [ength (3000 hours). The revised policy clearly states the normal time frame and
maximum time frames for each academic year as well as the required speed. It also states
that a student can only receive Title IV funding for the normal program length. Please see
Exhibit 6, Furthermore, despite the fact that we firmly believe we have been correctly
administering Title IV funds, we notified all currently enrolled students that CRI will not
disburse any funds after a student has attempted 3000 hours. Attached as Exhibits 9a
and 9b are copies of the notice distributed to the student body confirming disclosure of
this limitation and an affirmation that each must sign during the admissions process
confirming disclosure of the 3000 hour limit on funding. The CRI catelog clearly
explains this limitation and our student oriemation also will emphasize this point. Carrent
and future students will cleerly and repeatedly be notified of the limitation on efigibility
in the financial aid offices. :

Conclusion

CRI always has placed compliance with the various regulatory requirements as
the highest priority during institutional operations. CRI staff has participated in ED
training sessions and CRI has been the subject of numerous onsite evaluations by ACICS,
guarantee agencies, and other oversight agencies and submitted countless compliance
audits by our independent Certified Public Accountant throughout its 18 years of
operation, The institution has never been cited for inappropriately monitoring the
maximum timeframe for enrolled students and, umtil CRI approached ED requesting
information about the previous program review more than 20 months after it was
corapleted, never informed that any practices were anything but compliant with all
regulatory standards that govern our conduct.

We take great pride in our regulatory record and therefore were stuaned to leamn
of concerns about CRI's administration of Title TV programs. We structured our
standards of satisfactory progress to comply with the text of ED regulations and created
several other quantitative measures of progress to reflect the unique nature of training to
ensure that no student was permitted to languish in the Court Reporting program if they
were not able to complete the program within the maximum timeframe. This often led to
difficult decisions sbout discontinuing the eligibility of those who had already invested a
significant amount of time and energy to enter the markets as court reporters.
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Although CRI is a proprietary institution, we did not engage in any activities for
the purpose of personal enrichment. CRI always has always attempted to help small
studentpopulations RECE(ve the best poSIbIE educational training to reach their

OWA close examinafion of our financial statements reflects the
dedication to this objective and, unlike many schoois currently participating in Tlﬂe v
pmgrams the lack of emphasis on financial gain at the expense of studznts

The greaiest testimonial to the type of training CRI provides can be found in our
placement outcomes for the three campuses since 2003. The Annual Institutional Rzports
submitted to ACICS for the 2003, 2004 and 2005 reporting periods (Fuly 1-June 30
the Court Reporting program reflect that CRI placed 100% of eligible graduates j M
field of training following graduation.* The dedication o ty and staff at CR] to W
equipping those who desire to enter the field of court repomng with the skills necesgary
to find gainful employment following graduation is reflected in these figures. Every
school aspires to place all of its graduates following graduation, but we expect that CRI is j}’
one of the few schools participating in Title IV programs that can conclusively state we ﬂ\a/&
meet this objective for an individual program for three consecutive years. We realize that w
placement cutcomes do not directly contradict concerns about the administration of Title {"‘o
IV programs, but CRI could not report such positive figures it were artificially extending
Tide IV payments for unqualified students who could net complete the Court Reporiing
program within the maximum timeframe. l

We therefore respectfully request that ED acknowledge that despite continued
disagreement about the compliance of CRI’s utilization of the maximum timeframe for
Title IV eligibility, the institution has made significant changes in policies and
procedures to accommodats the suggestions of ED staff. CRI always eperated in good
faith and designed our policy to comply with the text of the regulations and the additional
guidance of the text of the Federal Register. We believe very strongly in compliance with
all regulatory requirements and, as this response demonstrates, CRI immediately will
make any and all requested changes to operations to satisfy the expectations of ED staff
despite objections. We fear that the imposition of any liability based on ED’s
interpretation of the regulations and informal guidance almost two years after the
completion of the program review {and exit interview that noted no concerns with our
administration of Title TV funds) will severely impact, if not prevent altogether, CRT’s
ability to continue to train the 400 students currently enralled, service the graduates { .
currently working in the field, and continue 1o employ our faculty and staff. We are //ZW
witling to work with ED and take whatever steps are necessary to prevent such an
unfortunate outcome and are available to answer any questions or concerns about this
response or CRI’s operations.

* The ACICS placement rate is determined by adding the total number of graduates placed in the field of
training or in a related fietd and dividing the total number of graduates minus those who were unavailable
for placement.



Ms. DeNise Hill
January 27, 2006
Page 14

Please do not hesitate to contact me if we can do anything to assist your review of
our institufion.

Y —

Barb Zimmerman
Corporate Financial Aid Director

Alen Janisch r
President [

Enclosures
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COURT REFORTING
SATISFACTORY ACADEMIC PROGRESS

Satisfactory progress is determined by the following criteriac
Acczptable class perfarmancs
Explanation of ariteria:

A, Eecnue classes, Simdents rawst maimbxin at least s 2.0 comulative grade point avetzgs.
Asaldﬂmaymt‘blhahme:hssmoreﬂnnmmmmmammnhnwio
Withdrawals will not be couated in grade point averages.

B. Speedbuilding classes. Smdmhmuxtcamplatcspeaﬂmldmgahscsmthmnset
member of clack hours. Steno and typing classes sre pass/iail Students will not be
issucd a grade for steno or typing classes.

In order to be cansidered to be making sarisfactory progress toward 2 diplomns, 4 student
must snaintain & 2.0 acadensic GPA as well as proceed through the program at a pacs
Icading to completion in & specified time frame. This ime frume may not exceed ene aud
Mmﬂnhﬁhofhemm(ﬁomm-i&mommmm
§7.5 months evening school).

GRADUATION DATES MAY VARY AND/OR RXCEED PROGRAM LENG'IT[
ACCORDING TO PRACTICE AND STUDY HABIYS.

¥ a smdent £2ils to complete the program in the above Yisted time frames, a cestificate of
completion will be issued in place of o diploma vpon completicn of the program.

Evaluatioq Points:

l. A smdent most cumulatively complets at least $5% of the clock hours attempted
towazd the educational objective at the 25% point of the established maximwm troe
fame of the program. In addition, 2 student mest achieve & mimmum of a 2.0
cumulstive grads point averege at this point.

2. A student must cunulatively complets at least 60% of the clock hours attempted
toward the educationsl objective at the 50% point of the cstablished maximum time
frame of the program. Tn addition, 2 studeat must achiove a3 minimum of 2 2.0 grade
point sverage a1 this point
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CODRT REPORTING
JATISFACTORY ACADEMIC PROGRESS

Satisfactory progress is dstermined by the following errtesia:
Acceptable class performance
Explanation of iteriz:

A. Lecture classes. Sindents most maintain at Jeast 8 2.0 comulative grade point average.
A stadont may not take 2 lecture class more than twice to maintain a comulative 2.0,
Withdrawals will not be counted in gadepomtwmgts

B. Speed:ﬁldmsclaﬂu. Sindents mut complete spesdbuilding classes witlil & set
number of tlock hours. Steno and typing classes oo peve/fuil.  Students will not be
issued = grade For steno o (yping clagses,

In ordey to be considered b he making satisfactory progress toward a diploma, a student
must maiutain 2 2.0'academic GPA as well as proceed through the program at a pace
[eading io completion in a specified time Game. This time frame may not exceed one and
one-half times the leagth of the program (oot Rppoating: 45 manths.day school and
61.5 months evening school). )

GRADUATION DATES MAY VARY AND/OR EXCEED PROGRAM LENGTH
ACCORDING TO PRACIICE AND STUDY HABTIS.

1f 2 student fails 1o complete e program in the above lstad time fremes, 2 certificats of
completion will be issued in place of 2 diploma upon completion of the program.

Evaluativn Points:

I. A stodent must cumulatively comgplete at least 55% of the clock hours attempted |

towund the educational chjective at the 25% point of the established maxiomm tinze
frame of the prograro. In addition, a student must schieve 3 mimimum of 2 2.0
currujative grade point average =t thix point.

2. A student must curoulatively camplets at least 60% of the clock hours aitempted
towatd the cducational ohjective at the 50% point of the established maximum thme
frame of the program. haddnhm,astndm:mutmhmcammmumuﬂlﬂgnde
pomt average at this point.




EXHIBIT # 3__

COURT REPORTIRG
SATIEFACTORY ACADEMIC PROGRESS CORTINUED

If a siudent fails to meet the first standard, the student will be placed on academic
probation. The probationary period will be 225 clock hovrs. The student will siill be
cligible for financial aid I the srodent fidls to meet this standard by the end of the
probationary period, the student may remain in school; but the student will not be eligible
for financial gid wntil they meet the original criteria and any other criteria required for the
mumber of clock hours completed at the end of the probationary period. At this time, the
student rmust petition the school requesting to be placad in an extended enrollment stats.

If a student fails to meet the second standard, the student will be dismissed from the
program uniess the student petitions the school requesting to be placed in an extended
enrollment status. A student allowed to remain in school as an extended emrolhnent
status stuclent is not eligible for financial aid. Tuition will still accrue, and the student
will be financiaily responsible to the school. The sindent may regain regular student
status when they have successfully maintained satisfactory academic progress.

If a student fails to meet cither of the standards above and then reestablishes satisfactory
academic progress, the smdent will retum to repular student statos on a probaticnary
basis. The ztudent will be on probationary status for their next academic year. The
student will be evaluated at the end of cach school quarter to ensure that they are
o o, semic progress.
SATIBFACTORY ACADEMIC PROGRESS TIME TARLE
COURT REFORTING SPEEDEUILDING CLASSES

Court reporting stadents ere evaluated once per academic vear and at the 25% and 50%
poimts of the maximum time frame. Tn order to ensure that each student completes the
court Teposting program within one snd one-half times the established program length,
the following speed levels must be completed at ar before the cotresponding number of
clock hours.

CLOCK HOURS COMPLETED SPEED LEVEL COMPLETED

900 THEORY II

125 ONE (I) 8¢ WPM TEST

1800 100 WFM

2250 120 WPM

2700 : 140 WPM

3600 180 WPM

4300 225 WPM

‘?E'a?’(‘ ,



exemBIT#

COURT REPORTING
SATISFACTORY ACADEMIC PROGRESS CONTINUED

If a student fails o meet the first standand, the student will be placed on academic
probation. The probationary period will be 225 clock hours. The student will still be
eligible for financial 2id. If the stodent fails to meet this standard by the cnd of the
probationary pesiod, the student may remain in school; but the student will net be eligible
for financial aid until they meet the original criteria and any other criteria required for the
number of clock bours compieted af the end of the probationary period. At this time, the
student must petition the school requesting to be placed in an extended enrollment status.

If a student fails to meet the second standard, the student will be dismissed from the
program unless the student petitions the school requesting to be placsd in an extended
enrollment status. A student allowed to remain in school as ag extended enrollment
status student is not eligible for financial aid. Tuition will still zoerue, and the stsdent
will be financially respocsible to the school. The student may regain rcgular student
status when they have successfully maintined satisfactory academic progress.

{f 2 stodent fails 10 meet cither of the standards above and then reestablishes satisfactory
academic progress, the student will return 10 regular siudent status on a probationary
hasis. The student will be on probationary status for their next academic year. The
student will be evalnated at the end of each 450-clock-hour period to ensure that they are
maintaining satisfactory academic progress. N
BATISFACTORY ACADEMIC PROGRESS TIME, TABLE
COURT REFPURTIRNG SPEEDRUILDING CLASSES

Court reporting stdents ars evaluated once per academic year and at the 25% and 50%
points of the maximum time frame. In order to ensure that each student completes the
court reparting program within one and one-half times the cstablished program length,
the following speed Icvels mst be completed at of before the comrespending number of
clock hours.,

CLOCK HOURS COMPLETED SPEED LEVEL COMPLETED
90 7 TIBORY H
1125 V ONE (1) 80 WPM TEST
1800 100 WPM
2250 ) 120 WPM
2700 140 WPM
3600 180 WPM
-4500 . 225 WPM
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EXHIBIT# (g

COURT REPORTING DIPLOMA PROGRAM
SATISFACTORY ACADEMIC PROGRESS — SEATTLE AND BOISE CAMPUSES

CRI evaluates academic progress throughout the Cowrt Reporting program at certain
predetermined points (benchmarks) using both qualitative and quantitative measures described in
the following paragraphs. Specific measures of progress include review of cumulative grade
point average, speed building skill levels, and progress toward compiefion of the student’s Court
Reporting program prior to the expiration of the Maximum Time Frame (“MTF™) as described
later in this catalog. Students must satisfy all three evaluation measures in order to maintain
satisfactory academic progress.

GRADE POINT AVERAGE

Students are required to maintain a cumulative grade point average (“GPA”) of at least 2.0 in the
four-point grading system utilized by CRI. CRI assigns the grades of A, B, C, D, and F only at
the completion of the academic (non-speed building) courses and the grades of PASS and FAIL
at the end of the speed building courses. The grades of W and I can be used at the end of
academic courses. A more detailed discussion of each of these grades and the impact ¢ach has
on the calculation of GPA (and other evaluations of satisfactory academic progress) is included
on page 25 of the catalog.

Students may repeat each academic course only once and the higher grade of the two attempts is
used for the calculation of the cumulative GPA. Speed building courses can be repeated until the
administration determines that it will be impossible for the student to complete the Court
Rzporting program prior to the expiration of the MTF discussed later in this policy. All time
spent by students retaking courses counts toward the MTF for completion of the program.

SPEED BUILDING REQUIREMENTS

Students are also required to achieve speed building progress at certain benchmarks throughout
the program at a very high leve] of accuracy in order to maintain on-time graduation. The
following chart outlines these expectations:

CLOCE HOURS SPEED LEVEL, ACCURACY
ATTEMPTED COMPLETED PERCENTAGE
900 80 wpm 96%
1800 140 wpm 97%
2700 200 wom 98%
3000 225 wpm. 98%
MAXIMUM TIMEFRAME

The maximum timeframe for completion of the Court Reporting program, or “MTF,” limits the
amount of time a student can remain enrolled as a diploma-seeking student and may not exceed
150% of the normal program length of the program. The normal program lengths for day and
evening students are 30 and 45 months, respectively. Thercfore, the MIFs are 45 months for
the day school students and 67.5 months for evening school students.



In no case can a student exceed the applicable MTF and receive a diploma. A student who
exceeds the MTF but subsequently meets all program requirements for graduation will be issued
a “certificate of completion™ instead of a diploma.

For those who receive federal student financial aid (Tide IV grant and/or loans), the MTF also
limits the total amount of time a student can receive such funds. Students gan receive federal
financial aid funding for 3000 hours of enrollment at CRI and must complete these hours within
the MTF. If CRI determines at any point in the program that a student will not be able to
successfully complete the coursework within MTF, he or she will lose financial aid eligibility
and no additional funds will be disbursed. The student will then be dismissed or placed in an
extended enrollment to continue their studies,

FAILURE TO MAINTAIN SATISFACTORY ACADEMIC PROGRESS

If 2 student is not maintaining satisfactory academic progress by maintaining at least a
cumulative GPA of 2.0 prior to the end of the first academic year, he or she will be placed on
academic probation. The probationary period will continue through the second academic year.
The student will remain eligible for financial aid during the probationary period. A student who
does not maintain a cumulative GPA of 2.0 at the end of the second and successive acadernic
years will be dismissed or provided the opportunity to continue their studies in an extended
enrollment status absent a successful appeal as described below. A student placed in an extended
enrollment status is not eligible for federal finapcial aid and must assume the burden of paying
for courses or be dismissed. All months in attendance will count toward the MTF for completion
of the program.

Students who fail to achieve at least the minimum speed building requirements as described
above will be placed on probation for the subsequent academic year. If the student does not meet
the speed building requirements at the end of the probationary period, he or she will be dismissed
or placed in an extended enroliment status as described above.

Regardless of the probation or extended enrollment statuses, no student can receive Title IV
funding for more than 3000 hours of training,

A student who exceeds the MTF for completion of the Court Reporting program cannot
reestablish satisfactory progress and eligibility for Title IV funds.

REINSTATEMENT OF ELIGIRILITY

The student must improve the area of performance that fell below the aforementioned standards
in order to reestablish satisfactory academic progress. He or she must be able to demonstrate
that they have passed the speed level requirements (speed and accuracy) for the academic year in
which they were not maintaining satisfactory progress and the speed level requirement at the
point of reinstatement. The student must also meintain a cumulative grade point average of 2.0.
If the student can reestablish satisfactory academic progress and mathematically complete th.e
program within the MTF, the student will be placed on probation and again be eligible for Title
TV funds.

Regardiess of the reinstatement of eligibility for financial aid funds, no student can receive Title
IV funding for more than 3000 hours of training.




APPEAL

Students may appeal a determination that they are not making satisfactory academic progress at
any checkpoint. The appeal must be in writing and based on documented mitigating
circumstances (i.e., death in the family, serious illness or injury of the student, or other major
life-affecting circumstance). Students should eddress appeals to the campus Director within
seven (7) days of receiving notice that they are not maintaining satisfactory academic progress.
The campus Director will consider the appeal and render a decision in writing within seven (7)
days of receiving the request.

If the appeal for mitigating circumstances is granted, the student will be placed on academic
probation for the next academic year, will remain eligible for federal financial aid subject to the
aforementioned restrictions, and will be considered to be making satisfactory academic progress
during the probationary period. The student must have reestablished satisfactory academic
progress as outlined above in order to remain eligible for federal financial aid during the
academic year following the probationary period.

If the appeal for mitigating circumstances is denied by the campus director, the student may
appeal to the President. The decision of the President will be final. If the appeal for mitigating
circumnstances is granted by the President, the student will be placed on academic probation for
the next academic year, will remain eligible for federal financial aid subject to the
aforementioned restrictions, and will be considered to be making satisfactory academic progress
during the probationary period. The student niust have reestablished satisfactary academic
progress as outline above in order to remain eligible for federa! financial aid during the academic
year following the probaticnary period.

EFFECT OF PREVIOUSLY COMPLETED TRAINING AND/OR DEMONSTRATED PROFICIENCY ON
SATISFACTORY ACADEMIC PROGRESS

Previous training completed at another accredited postsecondary institution or the demonstrated
proficiency of transcription at certain speed and accuracy levels will be evaluated and accepted at
the college’s discretion. The speed building skill level or academic hours or credit(s) transferred
will count toward the student’s program of study in determining satisfactory academic progress.
This will decrease the total amount of financial aid funds they are entitled to receive at CRI to
less than 3000 hours.

If a student changes programs, the college will include in the determination of a student’s
satisfactory academic progress standing the credits attempted and grades earned that count
toward the student’s new program of study. A student may change programs only once.



EXHIBIT# D

REQUEST TO APPEAL A DETERMINATION OF UNSATISFACTORY PROGRESS.

A student may appeal a determination that they are not making satisfactory academic
progress at any checkpoint. The appeal must be based on documented mitigating
circumstances. (i.e., death in the family, sericus illness or injury of the student, or other
major life-affecting circumstances). Ifthe appeal for mitigating circumstances is granted,
the student will be placed on probation for the next academic year, will remain eligible
for federal financial aid, and will be considered to be making satisfactory academic
progress during that period. The student must have reestablished satisfactory progress as
outlined in the catalog to remain eligible for federal financial aid during the academic
year following the probationary period.

Letter of appeal should include the following;

1. A statergent documenting the mitigating circumstances that prevented
satisfactory progress (SAP) at the affected checkpoint.
a. Mitigating circumstances:
i, Deathin the family
ii. Serious illness or injury of the student
iii. Other major life-affecting circumstances
2. An outline of the student’s plan to regain satisfactory progress (i.e. additional
study time, review, etc.)
3. Acknowledgement that by appealing the unsatisfactory progress determination
the student understands that this will affect on-time graduation dates,
4. Acknowledgement that the student may not be maintaining SAP for the next
checkpoint
5. Acknowledgement that the student has been informed of the next SAP
requirements and dates at which they must be met.
6. Acknowledgement that this appeal is of their own freewill. CRI will in no
way require a student to appeal SAP.)

Note; An appeal of a determination that the student is not maintaining SAP is just that, an
appeal. The Director of the school must approve it. The approval will also be based on,
attendance history, individual motivation and the desire to proceed in the program. It
may also require a meeting with the Director of the school. The appeal and approval of
this request means you are not maintaining satisfactory progress which means you are not
maintaining an on-time graduation rate.

The student may appeal for a waiver once to the Director of the School. Any further

requests for waivers must go to the President. The President may allow an additional
waiver.



EXHIBIT# o ~—

/
Important announcement Regarding Government Title IV Funding MLP %

A
phie”
/ An announcement was made to all classes in regard to Government funding
V ﬁlm week. If you missed that announcement, please be informed
)'@ a students may use government funds (Grants and Loans) for 3000
hours of education only. There are eligibility requirements for these funds.
After 3000, students have access to non-government student loans.

January 11, 2006

Please see your Financial Aid Administrator for additional details if needed.





