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The Value of Career/Vocational Training
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All classes are held at: 7283 Engineer Road Suite H San Diego, CA 92111

Many people feel their best option after high school is to go to a college or 

university and earn a bachelor’s degree.  While this isn’t a bad plan, there may be a 
better option.  A career training school offers many benefits that a four-year 
curriculum cannot...and it is often the more logical choice.

When someone graduates from college after four years, they get a degree and are 
ready to look for a job.  The only problem is, they don’t know where to start...their 
college courses did not give them the practical knowledge and skills employers look 
for in an applicant. They were never fully prepared for their chosen career.

How can a career training school help you get around this?  There are many 
different ways that a career training school, or vocational college, will better prepare 
you for the real world.

► Practical Classes - Vocational schools offer a shorter program because they don’t 
require you to take general education classes...the same ones you had in high 
school.  The courses are highly focused and concentrate on a particular trade or 

skill-set.

► Career Programs - Career schools offer you classes where you actually learn how 

to perform a job instead of just giving you a general idea.  They offer hands-on 
experience, the kind employers require.  Courses offer real-world education, not 
theories and concepts. 

► Time - Career colleges train you in a significantly shorter period of time so that 

you spend less time in the classroom and more time getting a job and earning a 
salary.

► Job Placement - Career training schools make sure you’re prepared to get a job 

and keep that job.  They give you the skills to step into your career immediately, 
with minimal on-the-job training.

Career training schools are geared toward making sure you succeed in a real-world 

environment.  Their main goal is to get you trained and into a well-paying job. The 
programs are practical and insure that you have the knowledge and skills to succeed 
in your chosen field.  If you’re unsure about the time and cost commitment of a 
four-year college curriculum, consider a more practical alternative: consider a 

career training school.   
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“Some people dream of success…        
while others wake up and work at it.”



Visit the U.S. Department of Labor and the California Employment Development

Department websites for additional comprehensive information about accounting,

administrative assistant, and tax preparer jobs and their future occupational outlook.
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Welcome to our The Accounting Academy Job Training Program catalog!  

Like many people, you’re probably wondering...

► Why learn accounting, administrative

assistant, tax preparation job skills? 

► Don't I need a college degree to do 
this type of work?

► Are these careers I would like and 
be good at?

Why learn accounting, admin assistant, tax preparation job skills?

Accounting , clerical, and tax skills are the language of business, and no 
matter what your occupation, it is important to understand the fundamentals 
of finance and office work.  However, the best reason to develop these skills is 
to make it your life’s work. A career in these fields offer a strong potential for 
advancement, interesting work, job security and mobility, choice of industries 
and businesses, good working conditions, and…excellent monetary rewards 
over the long-term.

Don't I need a college degree to get hired in these jobs?

No, definitely not. There are numerous entry-level, accounting, admin 
assistant and tax jobs that don't require a college degree: accounting 
technician; accounts receivable/billing clerk; accounts payable clerk; payroll 
clerk; bookkeeper; accounting clerk; and auditing clerk. Or, you could start 
your own consulting service. In fact, a college curriculum is not really designed 
to teach students hands-on, real-world, practical vocational job skills. 

Are these careers I would like and be good at?
Accounting, admin assistant, and tax preparation is not for everyone.    It 
demands high standards and above-average abilities. You must be reasonably 
intelligent and be willing to think and use reason and rationality, and to act 
independently with integrity and honesty.  In addition, the nature of the work 
requires strict attention to detail, an affinity for numbers, a high level of 
productivity, an ability to maintain confidentiality, and good technical and 
communication skills. You’ll also need to know or be able to develop basic 
typing and computer skills in the areas of data entry, word processing and 
spreadsheet preparation.
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Mission Statement:

The Accounting Academy's mission is to prepare students for entry-level

employment full-time, part-time, temporary agency placement, self-

employment, and/or to enhance current job skills in accounting and 

bookkeeping and related fields by providing a hands-on, real-world 

and practical education and training program in a positive, professional

and supportive environment.

Goals and Objectives:

To provide a program of study and training that is educationally sound, 

current, high quality and real-world effective.

To maintain a clear and consistent admissions process that accurately

represents the program and the institution while producing sufficient 

enrollments to sustain and maintain the program.

To provide effective student services that recognize individual differences

and to ensure successful student retention, graduation, and employability

where applicable.

To establish and maintain employer relationships to ensure industry

contacts necessary for student success.

To demonstrate the effectiveness of private educational training, thereby 

providing essential skills to support a productive workforce.

To ensure proper and ethical administration of all financial aspects of the

institution.

Planning and Management:

The institution has sound, written, one-year and multi-year plans that

encompass both its educational and business objectives.

The plans support the mission, facilitate the accomplishment of the 

institutional goals, and are updated at least annually.

The plans include clearly defined specific objectives and operational 

strategies with time frames, resources, and measurable results identified 

for subsequent evaluation.

School Mission
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The school does not discriminate on the basis of race, sex, age, religion, 

national or ethnic origin, sexual orientation, disability, marital status,

employment status, or prior military service in connection with admission

to the facility, or in the administration of the school, or in its education 

and student services.

The school does not discriminate on the basis of handicaps that would not

preclude employment or enrollment in the school. No qualified individual 

with a disability shall be denied access to and/or participation in services,

programs and activities of the school.

Nondiscrimination has been the policy of the school since its founding.

The school is committed to providing equal educational opportunities for

qualified candidates with disabilities in accordance with state and federal

laws and regulations, including the American Disabilities Act of 1990 and

Section 504 of the Rehabilitation Act of 1973.

To provide equality of access for students with disabilities, the school will

provide accommodations to the extent necessary to comply with state and

federal laws. 

For each student these accommodations will specifically address the functional

limitations of the disability that adversely affect equal opportunity.

Student applicants who would like to request disability accommodations

must make a request to the School Director.

Statement of Non-Discrimination

General Policy

Specific Policy
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Overview

The development of the school curriculum and related educational and training

materials began in 2000 and the initial application for approval was submitted

to the California Department of Consumer Affairs' Bureau for Private and Post-

Secondary Education in 2004.  The Bureau awarded the school a temporary

approval to operate in August 2005 and a permanent approval in 2006.

Background

The school's proprietary accounting and other curriculums were developed,

designed and constructed by a seasoned California Certified Public Accountant 

(retired) with fifty years of 'real-world' continuous experience with companies of

all sizes and at all levels of responsibility.  His background included work at

both private and public corporations, and large and small CPA firms. He also

owned and operated a public accounting/consulting firm for a dozen years.

He decided to open a career/vocational school that specialized in basic accounting 

and other office job skills when he continuously encountered extreme difficulty 

in recruiting qualified people who were well-trained in all  the key areas of basic 

accounting, typing, ten-key, accounts receivable and payables; inventory; payroll;

journal entries; bank reconciliations; month-end closing; and preparation of 

financial statements.

● 2004 - Obtained business license to operate as The Accounting Academy.

● 2004 - Submitted application for approval to operate to the BPPVE.

● 2005 - Opened San Marcos location in San Diego County.

● 2005 - Received temporary approval from BPPVE to operate.

● 2006 - Received permanent approval from BPPVE to operate.

● 2006 - Incorporated in California as American Business College, Inc.

● 2007 - Approved as a training provider by California Workers Compensation.

● 2007 - Approved as a training provider by San Diego Workforce Partnership.

● 2008 - Approved as a training provider by VA GI Bill & Defense Dept.MyCAA.

● 2009 - Branch location established in city of San Diego.

● 2010 - San Diego branch location approved by BPPE.

● 2011 - San Marcos campus temporarily closed pending new larger site.

● 2013 - New Carlsbad campus opened six miles from old San Marcos campus.

● 2014 - San Diego school relocated to a larger facility in same business park.

● 2016 - Carlsbad campus closed.

● 2016 - Filed application to SEVIS to train international students.

● 2017 - Added new administrative assistant and tax programs.

● 2018 - Application to SEVIS to train international students approved.

● 2020 - Candidate for Accreditation by the Council on Occupational Education.

Major Milestones

School History
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Institution

Corporate Name………………………………………………………….American Business College, Inc.

(A sub-chapter S Corporation)

DBA Name……………………………………………..The Accounting Academy

(Website:theaccountingacademy.com)

San Diego Campus………………………………..7283 Engineer Road Suite H

San Diego, California 92111 

Tel:(858)836-1420 Fax:(858)836-1438

Email: accountingacademy@sbcglobal.net

School Ownership

Name………………………………………………………….William R. Setterlund, CPA (ret.)

Title……………………………………………..President/School Director

Percent of Ownership………………………100%

Percent Owned Since……………………August 2005

Street Address……………………………….7283 Engineer Road Suite H

City/State/Zip……………………………………..San Diego, California 92111 

Tel/Fax………………………………..Tel:(858)836-1420 Fax:(858)836-1438

Email Address……………………………………accountingacademy@sbcglobal.net

Website……………………………………………………….theaccountingacademy.com

School Governance and Ownership

4



Approval Disclosure Statement

The Accounting Academy, a division of American Business College, Inc.,

is a private educational institution, incorporated in the State of California.

Bureau for Private Postsecondary Education Approval to Operate
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School catalog disclosures and how to contact the Bureau 

regarding any unanswered questions about this catalog

♦ The school is approved to operate in the State of California based on 

provisions of the California Private Postsecondary Education Act of 2009,  
effective January 1, 2010. Approval to operate means compliance with state 

standards as set forth in the California Education Code and 5, California Code of 
Regulations.  

♦ The institution was approved August 31, 2005 as a non-degree granting 

program and it has been continuously approved to date and through September 

10, 2020.

♦ The institution was approved by the Bureau July 6, 2020 to offer its 
programs as an online method of instructional delivery. The approximate 

number of days that will elapse between the institution's receipt of student 

lessons, projects, or dissertations, and the institution's mailing of its response 
or evaluation is three days.

♦ Any questions a student may have regarding this catalog that have not 

been satisfactorily answered by the institution may be directed to the Bureau 

for Private Postsecondary Education at: 

Address: 1747 N. Market Blvd. Suite 225, Sacramento, CA 95834.                 
P.O. Box 980818, West Sacramento, CA 95798-0818

Web site Address: www.bppe.ca.gov
Telephone and Fax #'s: (888) 370-7589 or by fax (916) 263-1897

(916) 574-8900 or by fax (916) 263-1897

♦ As a prospective student, you are encouraged to review this School 

Catalog prior to signing an Enrollment Agreement.  You are also encouraged 

to review the School Performance Fact Sheet, which must be provided to 
you prior to signing an enrollment agreement.

♦ A student or any member of the public may file a complaint about this 

institution with the Bureau for Private Postsecondary Education by calling toll-

free number (888) 370-7589 or by completing a complaint form, which can be 
obtained on the bureau's internet website at: www.bppe.ca.gov.



The transferability of credits you earn at the Accounting Academy is at the complete 

discretion of the institution to which you may seek to transfer. Acceptance of the 

Certificate you earn in the Administrative Assistant, Small Business Accounting and 

Bookkeeping Training, Tax Preparer, and Tax Preparer/Enrolled Agent programs is 

also at the complete discretion of the institution to  which you may seek to transfer. 

If the certificates you earn at this institution are not accepted at the institution to which

you seek to transfer, you may be required to repeat some or all of your coursework 

at that institution. For this reason, you should make certain that your attendance at 

this institution will meet your educational goals. This may include contacting an institution

to which you may seek to transfer after attending the Accounting Academy to determine 

if your certificates will transfer.

Other Pre-Enrollment Disclosures

• The school is currently not accredited by a national accreditation agency.

• The school makes no expressed or implied claim and/or any assurance that the program

will guarantee employment subsequent to graduation.

• The school makes no expressed or implied claim and/or any assurance that the program

will guarantee accounting g and bookkeeping clients subsequent to completion of training.

• These training programs do not provide English-as-a-Second Language instruction.

• We make no expressed or implied claim about the salary you may earn after completing

the programs of instruction, or any claim that you may be able to repay a student loan

from the salary received at a job obtained following completion of these training programs.

• We do not represent in any manner that these training programs might lead to employment

in an occupation or job title for which a state licensing examination is required.

• We do not offer state or federal student loan guarantees or other federal financial 

grant-in-aid programs at the present time.

• If a student obtains a loan to pay for the courses of instruction, the student is personally

responsible for repayment of the full amount of the loan plus interest, less the amount

of any refund.

• The Accounting Academy is a private institution and is not affiliated with any public

educational institution.

• The Accounting Academy has never filed, nor has it ever had filed against it, a petition in

bankruptcy. The institution does not have a pending petition in bankruptcy, is not

operating as a debtor in possession, has not filed a petition within the preceding five

years, nor has it had a petition in bankruptcy filed against it within the preceding five

years that resulted in reorganization Chapter 11 of the United States Bankruptcy Code.

NOTICE OF ELIBILITY FOR LICENSURE

The Accounting Academy programs are not designed to lead to positions in a profession,

occupation, trade, or career field requiring licensure in California.
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Location of Campus

The school is located in Southern California, in the County and City of San Diego,

approximately nine miles north of downtown San Diego, in an area known as

Kearny Mesa. It is just east of Interstate 805 between Balboa Blvd and Clairemont

Mesa Blvd at 7283 Engineer Road Suite H, San Diego, California 92111.

Approximate Cost of Housing and Apartments Near the School

The most recent housing market trend indicators for the Kearny Mesa area of San Diego

show median sales price for homes at $387 per square foot or $509,500, and median 

apartment monthly average, cheapest, and highest apartment rents as shown below:

Approximate Cost of Airbnb Housing, Hotels, and Extended-Stay Prices Near the School

The most recent housing market trend indicators for the Kearny Mesa area of San Diego

show Airbnb daily pricing ranging from $22 to $93 for a studio or one-bedroom apartment. 

The most recent housing market trend indicators for the Kearny Mesa area of San Diego

for hotels show daily pricing ranging from $89 to $259. The most recent housing market

trend indicators for the Kearny Mesa area of San Diego for extended-stay prices show

daily pricing ranging from $112 to $120. 

The school has no responsibility to find or assist a student in finding housing and it does

not maintain housing for students, nor does it make recommendations regarding housing.

Housing Market Near the School

Housing
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The school's training center is located in the Kearny Mesa area of San Diego.

The site is located in a professionally maintained business park in a central

area of the city with sufficient student parking and special needs access. The

inside of the school is configured in a modern, clean and professional office

setting with adequate heating and cooling systems, natural light, etc.

The institution maintains all valid permits applicable to the location 

of the institution, including a current business license, fire inspection 

clearance, etc.

The school maintains state-of-the-art general office and specialized business

equipment, including: large, professional-grade desks and chairs; computers;

monitors; keyboards and mice; printers; heavy-duty ten-key calculators; CD 

and video players; plasma televisions; scanners; electronic hole-punch and 

pencil sharpeners.

The school maintains a limited library of books, periodicals, videos, and 

other training materials. Students may check out any of the learning 

resources for a maximum of one week after signing out for the materials 

with the instructor.
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Facility and Equipment

Overview of Facility

Library and Other Learning Resources

Overview of Equipment



William Setterlund - School Director/Registrar/Instructor

Instructor Qualifications

Administrative Staff

responsible for printing, collating, and distributing school curriculum,

The school currently employs two administrative assistants who are

9

Faculty and Administrative Staff

Instructors possess a combination of education and experience

consisting of a minimum of five years of direct, hands-on experience

working in the the accounting and bookkeeping field as a full-charge

quizzes, exercises, and practice sets. They also maintain student 

bookkeeper, enrolled tax agents, and/or staff accountants.

They also have a thorough knowledge of accounting concepts and 

principles, are intermediate users of computers, Microsoft Office, 

Mr. Setterlund is owner and founder of the school.  He is a California Certified 

Public Accountant (inactive/retired). He holds a Bachelor of Science Degree in 

Accounting from California State University at Long Beach.  He has fifty years of 

continuous accounting and bookkeeping experience with companies of all sizes 

and at all levels of responsibility. His background includes work at both for-

profit and non-profit organizations, private and public corporations, and large 

and small CPA firms.  Mr. Setterlund also owned and operated his own CPA 

accounting and consulting firm for twelve years.       

QuickBooks Pro accounting software, income tax laws and regulations.

progress reports, attendance, and transcripts from information 

received from the instructors. Currently, student graduates are 

not offered internships at the school.



 Class Hours       Class Times                  Class Days         Total Hours       Program Length      Cost

4.5 Hours       Morn: 8:30am-1pm         Mon-Thurs         600            7 Mos/33 Weeks    $9,500

Per Session   Mid-Day: 1pm-5:30pm 

                   Evenings: 5pm-9:30pm

 Class Hours       Class Times                  Class Days         Total Hours       Program Length     Cost

  4.5 Hours    Morn: 8:30am-1pm         Mon-Thurs            234         3 Mos/13 Weeks    $5,500

                     Mid-Day: 1pm-5:30pm

                     Evenings: 5pm-9:30pm

Job training includes, but not limited to, interviewing clients, prepare or assist in preparing

simple to intermediate income tax returns for individuals and/or small businesses, compute

taxes owed or overpaid, using adding machines, computers, and software, follow tax form

instructions and tax tables. Technology skills include, but not limited to, basic computerized

tax preparer software, electronic mail software, database software, electronic mail 

software, and keyboarding and ten-key proficiency.

 Class Hours       Class Times                  Class Days         Total Hours       Program Length      Cost

  4.5 Hours    Morn: 8:30am-1pm         Mon-Thurs             108         1.5 Mos/6 Weeks    $2,500

                     Mid-Day: 1pm-5:30pm

                     Evenings: 5pm-9:30pm

The Enrolled Agent training program and related study materials are designed to prepare 

students to pass the Internal Revenue Service's Special Enrollment Examination (SEE). 

After successfully completing the course, students will have the tax knowledge needed to 

pass this comprehensive three-part exam entitling them to practice income tax preparation

as an Enrolled Agent (EA) and represent clients before the IRS.
 Class Hours       Class Times                  Class Days         Total Hours       Program Length      Cost

  4.5 Hours    Morn: 8:30am-1pm         Mon-Thurs            324         4.5 Mos/18 Weeks    $6,500

                     Mid-Day: 1pm-5:30pm

                     Evenings: 5pm-9:30pm

TAX PREPARER 

This job-training program specializes in preparing adult students for entry and mid-level 

positions in bookkeeping and accounting as accounting clerks and bookkeepers trained for 

staff-level jobs in the areas of general accounting, bookkeeping, billing and collection, 

accounts payable, and payroll. 

This program offers job training in basic and technical office skills, as well as a variety of 

general and specialized clerical duties required by every business. This includes, but not 

limited to typing, ten-key, computer hardware and software concepts, Microsoft Office 

suite,  and good written, oral, telephone, and email communication skills. 

TAX PREPARER/ENROLLED AGENT 

SMALL BUSINESS ACCOUNTING AND BOOKKEEPING JOB TRAINING PROGRAM

ADMINISTRATIVE ASSISTANT

Requirements for Completion: (1) 90% or greater cumulative attendance; (2) minimum cumulative  grade-point
average of 70%; (3) completion of all exercises/practice sets; and (4) minimum 70% grade on two final exams.

Requirements for Completion: (1) 90% or greater cumulative attendance; (2) minimum cumulative  grade-point
average of 70%; (3) completion of all exercises/practice sets; and (4) minimum 70% grade on two final exams.

Requirements for Completion: (1) 90% or greater cumulative attendance; (2) minimum cumulative  grade-point
average of 70%; (3) completion of all exercises/practice sets; and (4) minimum 70% grade on two final exams.

Requirements for Completion: (1) 90% or greater cumulative attendance; (2) minimum cumulative  grade-point
average of 70%; (3) completion of all exercises/practice sets; and (4) minimum 70% grade on two final exams.
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The scheduled total charges for a period of attendance and an estimated
schedule of charges for the entire education program are as follows:

Period of Attendance Estimated Total Charges

Tuition................................................................... $9,000 $9,000
Supplies and Materials…............................................... $400 $400
Registration Fee…...................................................... $100 $100
Late loan payment fee, if applicable....................................'$0 $10
Estimated loan collection fee, if applicable...................................$0 $1,500
Total Charges…..................................................... $9,500 $11,010

The scheduled total charges for a period of attendance and an estimated
schedule of charges for the entire education program are as follows:

Period of Attendance Estimated Total Charges

Tuition................................................................... $5,200 $5,200
Supplies and Materials…............................................... $200 $200
Registration Fee…...................................................... $100 $100
Late loan payment fee, if applicable....................................'$0 $10
Estimated loan collection fee, if applicable...................................$0 $1,500
Total Charges…..................................................... $5,500 $7,010

The scheduled total charges for a period of attendance and an estimated
schedule of charges for the entire education program are as follows:

Period of Attendance Estimated Total Charges

Tuition................................................................... $2,300 $2,300
Supplies and Materials…............................................... $100 $100
Registration Fee…...................................................... $100 $100
Late loan payment fee, if applicable....................................'$0 $10
Estimated loan collection fee, if applicable...................................$0 $1,500
Total Charges…..................................................... $2,500 $4,010

The scheduled total charges for a period of attendance and an estimated
schedule of charges for the entire education program are as follows:

Period of Attendance Estimated Total Charges

Tuition................................................................... $6,000 $6,000
Supplies and Materials…............................................... $400 $400
Registration Fee…...................................................... $100 $100
Late loan payment fee, if applicable....................................'$0 $10
Estimated loan collection fee, if applicable...................................$0 $1,500
Total Charges…..................................................... $6,500 $8,010

If a student obtains a loan to pay for an education program, the student will

have the responsibility to repay the full amount of the loan plus interest, less

the amount of any refund, and that, if the student has received federal student

financial aid funds, the student is entitled to a refund of the moneys not paid

from federal student financial aid program funds.

Schedule of Program Charges

TAX PREPARER

ENROLLED AGENT TAX PREPARER PROGRAM
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STUDENT LOANS, PAYMENTS AND FINANCING

SMALL BUSINESS ACCOUNTING AND BOOKKEEPING TRAINING PROGRAM

ADMINISTRATIVE ASSISTANT
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SMALL BUSINESS ACCOUNTING AND BOOKKEEPING TRAINING PROGRAM SYLLABUS - PAGE 1 OF 

2
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Job training includes, but not limited to, interviewing clients, prepare or assist in preparing

simple to intermediate income tax returns for individuals and/or small businesses, compute

taxes owed or overpaid, using adding machines, computers, and software, follow tax form

instructions and tax tables. Technology skills include, but not limited to, basic computerized

tax preparer software, electronic mail software, database software, electronic mail 

software, and keyboarding and ten-key proficiency.

The Enrolled Agent training program and related study materials are designed to prepare

students to pass the the federal IRS Special Enrollment Examination (SEE). After successfully

completing the course, student will have the tax knowledge needed to pass this comprensive

three-part exam entitling them to practice income tax preparation as an Enrolled Agent (EA)

and represent clients before the IRS.

TAX PREPARER
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Program Educational Objectives

SMALL BUSINESS ACCOUNTING AND BOOKKEEPING  TRAINING PROGRAM

This job-training program specializes in preparing adult students for entry and mid-level 

positions in bookkeeping and accounting as accounting clerks and bookkeepers trained for 

staff-level jobs in the areas of general accounting, bookkeeping, billing and collection, 

accounts payable, and payroll. 

Students work hands-on with real-world accounting practice sets consisting of realistic-

looking and colorful source documents: sales invoices, vendor bills, checks, receipts, 

employee time sheets, bank statements, etc.  Over the course of the program, they 

complete five manual sets of books; a dozen QuickBooks practice sets, and ten Sage 50 

(previously Peachtree) sets of books. In addition, they are taught no-look ten-key at a 

high level of proficiency.              

ADMINISTRATIVE ASSISTANT

This program offers job training in basic and technical office skills, as well as a variety of 

general and specialized clerical duties required by every business. This includes, but not 

limited to, typing, ten-key, computer hardware and software concepts, Microsoft Office 

suite,  and good written, oral, telephone, and email communication skills. In addition, the 

program will teach students how to create and maintain organized files and records, learn 

good telephone habits, develop strong proofreading and editing skills for grammar and 

spelling, become competent in the use of basic business math, and acquire a basic 

knowledge of bookkeeping. 

TAX PREPARER/ENROLLED AGENT



The accounting and bookkeeping field is new to most students and it requires

learning new concepts and principles, as well as the ability to grasp many new

specific tasks and procedures.

By its very nature, the accounting and bookkeeping field requires a good work

ethic, average intelligence, attention to detail and an ability to accomplish 

the required tasks efficiently and accurately.

As a result, the program includes a significant number of hours of hands-on,

real-world, practical applications requiring the instructor to be constantly

available for one-on-one assistance as the students complete their work.

It is for these reasons that the school strives to maintain relatively small

classrooms and low student-to-instructor ratios.

The maximum number of students per classroom is twelve (12). However,

most classes average between five and seven students.

The maximum student-to-instructor ratio is twelve (12) students to one (1)

instructor, however this ratio varies depending on the size of the each class.
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Maximum Number of Students - Student/Instructor Ratio

Overview

Maximum Number of Students

Student-to-Instructor Ratio
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Bookkeeping and Accounting Occupational Outlook

UNITED STATES DEPARTMENT OF LABOR - BUREAU OF LABOR STATISTICS

Website: www.bls.gov/ocos144.htm



 BUREAU OF LABOR STATISTICS
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 website: www.bls.gov/ocos144.htm

Administrative Assistant Occupational Outlook

 UNITED STATES DEPARTMENT OF LABOR
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Website: www.bls.gov/ocos144.htm

Tax Preparers and Enrolled Agents Occupational Outlook

UNITED STATES DEPARTMENT OF LABOR - BUREAU OF LABOR STATISTICS



Overview

In order to report gainful employment of its graduates, the school is  required

to identify the job classifications each program prepares its graduates for using

the United States Department of Labor's Standard Occupational Classification

Codes, at the Detailed Occupation (six-digit) level.

U.S. Department of Labor Standard Occupational Classification Codes

for each of the School's Programs each Program Prepares Graduates For:

1. Small Business Accounting & Bookkeeping Training Program

Budget Analysts

Credit Analysts

Bill and Account Collectors

Billing and Posting Clerks

Bookkeeping, Accounting, and Auditing Clerks

Payroll and Timekeeping Clerks

Procurement Clerks

Tellers

Financial Clerks-All Other

Credit Authorizers, Checkers, Clerks

2. Administrative Assistant

File Clerks

Hotel, Motel, and Resort Desk Clerks

Loan Interviewers and Clerks

New Accounts Clerks

Order Clerks

Human Resource Assistants

Receptionists and Information Clerks

Office Clerks, General

Office and Administrative Support Workers, All Other

3. Tax Preparer

4.Tax Preparer/Enrolled Agent
13-2081 Tax Examiners, Collectors, Revenue Agents

43-4171

43-4199

13-2082 Tax Preparers

43-9021

43-9061

Shipping, Receiving, and Traffic Clerks

Stock Clerks and Order Fillers

Data Entry Keyers

43-9099

43-4141

43-4151

43-4161

Dept of Labor Occupation Description

43-4051 Customer Service Representatives

43-4071

43-4081

43-3021

Dept. of Labor SOC

43-3071

43-3099

43-4131

Dept of Labor Occupation Description

43-4041
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Dept. of Labor Job Classifications Each Program

Prepares Graduates For

Dept. of Labor SOC

13-2011 Accountants and Auditors

13-2031

13-2041

43-3031

43-3051

43-3061

43-5071

43-5081

43-3011

43-5061

Information and Record Clerks, All Other

Production, Planning, and Expediting Clerks



Overview

The school accepts only those applicants who are capable of successfully

completing the training program offered. Eligible students are those who

have a high school diploma or General Education Diploma (GED) Certificate.

The State of California Department of Consumer Affairs, Bureau for Private

Postsecondary Education, pursuant to the California Education Code requires

each student admitted to an undergraduate degree program, or a diploma

program, to possess a high school diploma or its equivalent, or otherwise

successfully take and pass the relevant examination.

International Students

The school is approved by the Department of Homeland Security and

The school does not offer specialized testing of prospective students who

have not earned a high school diploma or GED. These prospective 'ability-

to-benefit' students are therefore not qualified for admission to the train- 

ing program.

The minimum age for admission to the training program is 17 years old.

A prospective student may be admitted prior to attaining 17 years of age

if the student will reach the minimum age within the first half of the 

program. There is no maximum age limit for admission to the program.

A prospective student must complete and pass an entrance examination.

The exam is a basic intelligence test which assesses basic clerical skills

is the areas of math, grammar and spelling, and general cognitive abilities.

If a student fails the test, he or she may request a re-test within two weeks

after the failed test. A second failure will preclude admission to the program.

A prospective student is required to meet with the School Director prior to

enrollment for a pre-enrollment interview.  The Director will assess the

student's relative degree of individual integrity and character, evaluate 

the student's potential for gaining true benefit from the program, and make

a determination with respect to the student's chances of success in the 

accounting profession.

The Accounting Academy has not enter into transfer or articulation
agreements with any college or university that provides for the transfer
of credits earned in the program of instruction.
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Admission Requirements

U.S. Immigration and Custom Enforcement (ICE) to enroll international

students via the Student and Exchange Visitor Program (SEVP). Visa

services are not provided and the institution does not vouch for student

status or any associated charges.

Ability-to-Benefit Students

Age

Testing

Pre-Enrollment Assessment Interview

Transfer and Articulation Agreements



Overview of English Language Proficiency

The American Council on the Teaching of Foreign Languages (ACTFL) definition

of proficiency is derived from mandates issued by the U.S. Government. These

directives indicate that a limited English proficient student is one who comes 

from a non-English background and who has sufficient difficulty speaking, 

reading, writing, or understanding the English language and whose difficulties

may deny such an individual the opportunity to learn successfully in classrooms 

where the language of instruction is English or to participate fully in our society.

General Definitions of English Language Proficiency

Language proficiency levels aren’t always easy to define. Translators, interpreters, 

and linguists define different levels of language proficiency with different terms: 

bilingual, fluent, proficient, native speaker, and others.

The term native speaker is equal to that of “mother tongue,” and it is generally

safe to use these two terms interchangeably. A fluent speaker of a language is

very comfortable with the language, however it is not necessarily their first, 

native tongue. A proficient English language person refers to a speaker who,

while very skilled in the use of a language, uses the language with greater

formality and less familiarity than a native or fluent speaker.

The School's Required Level of English Language Proficiency 

The above attempts to clarify English language proficiency, but they are  by no

means concrete definitions. The school must test a student's basic proficient

level of English language since the training program is conducted in that

language. Students must be able to write, speak, read, and listen in English 

in order to be eligible for enrollment to the school.

Documentation of the Required Level of English Language Proficiency

Students for whom English is not their native language and/or their second

language, a Test of Language as a Foreign Language will be administered in

order to document their English proficiency. Failure to pass this test will 

preclude the student from enrolling into the school's training program.

The school utilizes the Association of Classroom Teacher Tester's (ACTT)

Combined English Language Skills Assessment (CELSA) testing program 

to verify English proficiency in three areas: reading comprehension; sentence

structure and grammar; and sentence and syntax skills.

The student must attain an average combined score of 70% or better to

demonstrate English proficiency. If the student scores less than the standard

passing grade, he or she may re-take the test within five days. If the student

again fails the testing, he or she must wait 90 days to re-take the test.

Level of English Language Proficiency Required of Students
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Prior Experiential Learning

Experiential learning is a process through which students develop knowledge, 

skills, and values from direct experiences outside a traditional academic setting. 

Experiential learning encompasses a variety of activities including internships,

service learning, undergraduate research, study abroad, and other creative and

professional work experiences.

This type of learning stimulates academic inquiry by promoting interdisciplinary

learning, civic engagement, career development, cultural awareness, leadership, 

and other professional and intellectual skills.

School Policy Regarding Assessment of Prior Experiential Learning

It is the policy of the school to provide an opportunity for students to document 

acquired learning from life/work experiences in a format that can be assessed 

for awarding general program credit. This assessment identifies their learning

from life experiences that correlate with certificate-level job-training achievement

in the specific programs available at the school.

School Procedures Regarding Assessment of Prior Experiential Learning

general and specific life experiences and prior experiential learning activities.

The checklist rates the student's knowledge of the specific programs available

at the school using a comprehensive list of questions rated on a scale of 1 to 5,

where 1 is no knowledge or confidence and 5 is expert knowledge and very confident.

Based on the results of this assessment, the school Education Director will make a

determination if prior experiential learning credit will be awarded. 

Students can appeal a prior experiential learning assessment decision by the

Education Director within ten days following his decision. The appeal must be in 

writing stating  the specific reasons for the appeal. Appeals filed after

ten days will not be considered. The Education Director will respond with his

final decision within ten days from the date of the student filed the appeal.

Students will not incur or be required to pay or reimburse the school for any

charges with respect to the assessment of prior experiential learning.
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The school utilizes a comprehensive survey and checklist to access a student's

Award of Credit for Prior Experiential Learning

Provisions for Appeal

Charges a Student May be Required to Pay



Overview

It is the policy of the school to ensure fair and equitable treatment of

students relative to transfer of credit. The criteria used by the school to

evaluate transfer of credits are the quality of the credits earned relative 

to comparability and applicability to the school's training curriculum.

Generally, the school will only accept credits earned from an accredited

institution, or if not accredited, an institution whose program is specifically 

aligned and consistent with established, recognized industry training

standards.  

The school maintains a written record of the previous education and training

of eligible persons, veterans and others, and with the record clearly indicating

that credit was or was not granted, with appropriate notification given to

each person, veteran and others.

Requirements for Transfer of Credits

1. The credits must be a component of a college or university curriculum

related to core courses in accounting that formed the basis for earning 

a four-year bachelor degree in Business Administration.

2. Earning credit through examination is applicable only to students who 

have successfully passed the national Certified Public Accountant (CPA) exam.

3. The minimum acceptable grade and/or grade point average is 80% or

better; equivalent to a 'B' average.

4.  Students must be able support grade point averages, degrees and other

credit-related items by submitting the appropriate official documentation.

Procedures for Requesting Transfer of Credit

Students requesting acceptance of transfer of credits must submit a written

request along with supporting documentation 30 days prior to the beginning 

of the first training session. The school will make a determination of the

acceptability of credits and inform the student prior to the first session.

The Accounting Academy has not entered into transfer or articulation

agreements with any college or university that provides for the transfer

of credits earned in the program of instruction.
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Procedures for Appealing Transfer of Credit Decision

Students have a right to appeal transfer of credit decisions by submitting

a written response within three business days to the School Director 

outlining in detail the reasons for objecting to the decision. The response 

should include appropriate documentation in support of the objection.

The School Director shall have three business days to review the appeal

and submit to the student a written final determination.

How Transfer of Credits Adjust Total Program Charges

To the extent a student is granted transfer credit based on the above policies,

procedures and requirements, total program charges will be adjusted as follows:

• College or University Core Accounting Courses

Students who have completed a full-semester college or university core

accounting course will be credited a one credit adjustment for each completed

course; such total credit adjustments to be applied against total charges.

• Successfully Passing the National CPA Exam

In addition to transfer credits applicable to college/university core accounting

courses, students who have successfully passed the national CPA examination

will be credited with additional five percent (5%) credit adjustment to be 

applied against total program charges.

How Transfer of Credit Adjusts Financial Aid 

To the extent a student is granted transfer credit as described above and had

qualified for local, state or federal financial aid, the same credit adjustments 

applicable to non-financial aid students apply to financial aid students. 

Transfer of Credit to other Institutions

The school will assist students when requesting transfer to other institutions,

including providing guidance, counseling, official transcripts, and syllabi with

other institutions, colleges, or universities.

Fees Assessed for Evaluating and Granting Transfer of Credit

The school does not charge students for testing, evaluating, or granting

transfer of credit.

The Accounting Academy has not entered into transfer or articulation

agreements with any college or university that provides for the transfer

of credits earned in the program of instruction.
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The school is an approved training provider of the United States Veterans

Administration's Educational Benefit Program. The school welcomes veterans

from all branches of the military. It is committed to assisting veterans in

the admission process, including an evaluation of all of his or her previous

education and training. Based on this evaluation, the school will determine

the applicable veteran's earned credit in accordance with the school's

Transfer of Credit policy.

I have received a copy of the school's Veterans Information Bulletin (School Catalog), 

the Veterans Bill of Rights, and the school's most recent School Performance Fact Sheet,

and I acknowledge that I have read the rules, regulations, course completion requirements,

and costs for the specific course in which I have enrolled.

Print Name (Veteran or Eligible Person):_________________________________________

Signature:_________________________________________________________________

Social Security or C-Number:___________________________________________________Enrolled by:_______________________________________Date:______

The Accounting Academy has not entered into transfer or articulation

agreements with any college or university that provides for the transfer

of credits earned in the program of instruction.
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Military Veterans

Veterans Admission Policies 

Veteran Confirmation Receipt of School Catalog and Other Documents and

other Documents Containing Veteran Policies

And Veteran Confirmation Receipt of School Catalog

and other Documents Containing VA Policies

Transfer and Articulation Agreements



Students with special needs who meet the entrance criteria are encouraged

to consider our training program. By working to create an accessible learning 

environment, the President/Director and faculty of the school endeavor to

provide a program that will enable students with special needs to approach

their training more effectively and to enhance understanding of student

special needs within the school.

The school strives to provide a fair and supportive learning environment

for academically qualified students with special needs. To this end, the

school seeks ways to develop and provide services which support the

endeavors of students with special needs.

While students and faculty are expected to follow the procedures listed

below, it is understood that allowances will be made for extenuating

circumstances. In situations where there are no extenuating circumstances 

and the student has not followed these procedures, the policy will not apply.

• Students

Prior to submitting an application, prospective students with special needs

should meet with the School Director to discuss whether or not desired  

assistance is available and whether adaptations to teaching or evaluation

procedures are needed and can be accommodated. There may be requests

that the school is unable to meet.

• Faculty

Instructors are expected to ask students with special needs to present

themselves to discuss requested adaptations to teaching or evaluation

procedures, and if appropriate, develop a process for implementing the

accommodations.

The Accounting Academy has not entered into transfer or articulation agreements

with any college or university that provides for the transfer of credits earned

in the school's programs of instruction.

32

Admission Policies for Students with Special Needs

Students with Special Needs  

Special Needs Policy

Special Needs Procedures

Transfer and Articulation Agreements



Overview

The institution does not offer degree programs that are accredited 

by an accrediting agency recognized by the United States Department

Education. And the institution does not offer certificate programs 

that are accredited by an accrediting agency recognized by the United

States Department of Education.

Since the school is currently not an approved training provider by the

U.S. Department of Education under Title IV, it does not participate

in any federal aid programs as administered by that agency.

However, the school is an approved training provider for several other

federal and state agencies as described below. These agencies offer

educational grants-in-aid to qualifying individuals based on available 

funding and other factors.

• U.S. Veterans Administration Educational Benefit Program

The school is an approved training provider for the Veterans

Administration's Post 911 and VA Rehabilitation and other

educational programs. Website: www.gibill.va.gov

• U.S. Department of Defense MyCAA Program

The school is an approved training provider for the Department

of Defense's Military Spouse MyCAA Educational Benefit 

program. Website: www.militaryonesource.mil

• U.S. Department of Labor

The school is an approved training provider for the Department

of Labor's Rehabilitation Educational Benefit program. The

department pays for job training for injured federal employees.

Website: www.dol.gov

• California Employment Development Department-CalJobs

The school is an approved training provider for the California

Employment Development Department via the Cal-Jobs

program and the Workforce Partnership Career Centers.

Websites: www.caljobs.ca.gov and www.edd.ca.gov
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Accreditation and Federal Financial Aid Assistance



Overview

The school monitors the academic progress of each student to evaluate and determine
that he or she is making satisfactory academic progress toward understanding the 
training materials, is grasping and effectively using newly obtained skills, and is
meeting the minimum achievement standards of the program.

The school monitors student satisfactory academic progress, including attendance, on
a cumulative weekly basis applied consistently to all students attending the training
program. The evaluation is based both quantitative (grade-point average) and also
on qualitative (attendance/completed work projects). Students who withdraw from the
program will receive a grade of 0% and all sessions must be repeated upon readmission.

Quantitative Progress Toward Program Completion

Students are required to make quantitative progress toward program completion. To be
making satisfactory academic progress, a student must attend at least 90% of the
scheduled class hours on a cumulative basis during each monthly evaluation period.

Qualitative Progress Toward Program Completion

Students are required to make qualitative progress toward program completion. To be
making satisfactory academic progress, a student must maintain at least a minimum
grade point average of 70% at the conclusion of each evaluation evaluation period.

Evaluation Process

Satisfactory student academic progress is monitored on a cumulative basis at the end
of each month. Progress reports are prepared and maintained in each student's file
and copies are distributed to each student for their records.

Maximum Time Frame for Completing the Program

The maximum time frame for completing for the Small Business Accounting & Book-
keeping Training Program is 7 months, 3 months Administrative Assistant, 6 Weeks
for Tax Preparer, and 4½ months for Tax Preparer/Enrolled Agent. If the student
cannot complete a program within these time frames due to circumstances beyond the
student's control, they must meet with the Eduction Director to discuss possible options.

Veterans Conditions for Interruption of Unsatisfactory Progress

The above qualitative, quantitative and satisfactory academic progress standards
also apply to veteran and other affected students. Their educational benefits 
will discontinue whenever the veteran or eligible persons ceases at the point in
time the student fails to maintain these minimum standards.

Veterans Probation Policy

Veterans and other eligible and affected students using VA educational  vocational
are permitted no more than two terms of probation during the training programs.

Assessment, Tracking and Grading System of Academic Progress
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Consequences of Failure to Meet Satisfactory

Academic Progress Standards

If a student fails to meet the cumulative 90% attendance or 75% grade
average for any evaluation period, or both, he or she will be placed on 
warning for the next evaluation period.  Failure to achieve either of these
two standards at the end of the warning period will result in the adminis-
trative withdrawal of the student.

Students will be notified in writing when they are placed on warning and of
the steps necessary to be removed from  warning status. Students will also 
receive attendance or academic counseling from the School Director, as
appropriate, when they are placed on warning.  The school will notify a 
student by certified mail if he or she is being administratively withdrawn 
for unsatisfactory academic progress.

Appeal Process

The student may submit a written appeal of his or her dismissal within five
calendar days of their receipt of the dismissal notice. The appeal must be
accompanied by documentation of the mitigating circumstances that have
prevented the student from attaining satisfactory academic progress and
evidence that changes have occurred to allow the student to now meet
standards of satisfactory academic progress. Only extraordinary circumstances
will be considered, such as death or severe illness in the immediate family.
Before an appeal may be granted, a written academic plan must be provided
to the student which clearly identifies a viable plan for the student to
successfully complete the program within the maximum time frame allowed.
The School Director will assess all appeals and determine whether the student
may be permitted to continue in school on a warning status, despite not
meeting the satisfactory progress requirements. The student will be sent the
written decision within ten days of the school's receipt of the appeal. The
decision of the School Director is final.

Students reinstated upon appeal are on a probationary status for the next
evaluation period, during which time they must meet the terms and conditions
set out in the School Director's letter granting the appeal. At the end of the
evaluation period, and at the end of every evaluation period thereafter, the
student's academic status will be reviewed.

The student may continue on probation as long as he or she meets the terms 
of the academic plan approved at the time the student's appeal was granted,
and/or until such time as satisfactory academic progress status is regained. 
The student reinstated after dismissal and appeal is not eligible for financial
aid until he or she regains satisfactory progress status by meeting the
minimum satisfactory academic progress standards.
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Overview

The student has the right to cancel and obtain a refund of charges paid 

through attendance from the first class session, or the seventh business day 

day after enrollment, whichever is later. 

Minimum Attendance Standard

The school expects students to attend every training session every scheduled

day. When you miss a class, you not only fall behind on new material, you 

miss the hands-on repetition that is so important in learning and developing 

your new skills. Employers are looking for graduates with perfect or near-

perfect attendance.

The school's minimum attendance standard for graduation is ninety percent

(90%) cumulative attendance in the classroom. Students are expected to 

call the school when they will not be in attendance so that the instructor can 

can be advised.

Attendance Tracking

The student is required to sign at the start of each attendance day then sign

out at the end of each attendance day in the attendance log-in sheet located

near the entry to the school.

Each day the instructor records the student's class hour data in the student's

electronic records. The cumulative attendance information is summarized 

on a progress report given to all students at each month-end.

If a student does not agree with any of the attendance data, he or she must 

submit a written appeal to the School Director within one week of the progress

report distribution. At the end of the month after progress end date, the 

attendance data becomes permanent and can no longer be challenged.

Tardiness and Early Departures

The school's attendance policy expects students to be in class on time for 

every scheduled session. Late arrivals not only miss the material that has 

been presented, but it is disruptive both to the instructor and to fellow 

students.

If you consistently arrive late and/or depart early, the instructor will record 

a tardy and/or early departure. If a student is tardy and/or departs more 

than five times in a month, he or she will be placed on probation for the 

remainder of the session and will be required to meet with the School 

Director for counseling.
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Attendance Probation

If a student does not maintain a cumulative attendance of at least ninety

(90%) throughout the program, he or she will be placed on Attendance 

Probation. The student must meet with the School Director and abide 

by the terms outlined in the Attendance Probation notice.

At the end of the attendance probation period, a student must be making 

progress toward meeting the ninety (90%) cumulative attendance require-

ment and must have met all of the terms of the Attendance Probation. 

Failure to do so may result in termination from the school. 

Makeup Class Work

All makeup class work must be prearranged with the instructor and must

be completed outside normally scheduled class hours. Only time spent 

on instructor approved activities will count as makeup hours. Such activities 

may include completing class exercises, quizzes, viewing class lectures,

videos, or other program-related assignments.  

Students will have a ten-calendar-day period in which to make up class 

work. If the class work is not made up within the ten-day period, the 

applicable class work will be dropped five percent (5%) for each day 

not made up.

Consecutive Absences

A student who is absent for eight consecutive class days or fourteen 

consecutive calendar days without an approved leave of absence will 

be terminated.

Dismissal/Reinstatement

Any student dismissed for attendance related reasons such as consecutive

absences, failure to maintain the ninety (90%) cumulative attendance, 

excessive tardiness or early departures, failure to meet the terms of 

attendance probation, or failure to return from a leave of absence, may 

be reinstated back into the program with the School Director's written 

authorization accompanied by the student's documentation of the make 

up of all missed class work.
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Definition of Leave of Absence

A leave of absence is a temporary break in a student's attendance during 

which he or she is considered to be continuously enrolled.

Leave of Absence Policy

A student must request the leave of absence in writing in advance of the

beginning date of the leave of absence, unless unforeseen circumstances 

prevent the student from doing so. If a student does not request a leave

of absence within the time frame described below, he or she must be

withdrawn from the program.

A leave of absence is limited to 14 calendar days within the six-month

scheduled period of the student's training program. Multiple leaves of

absence may be permitted provided the total of the leaves does not exceed 

fourteen (14) class days.

The student must sign and date the leave of absence request and specify

a reason for the leave.  The reason must be specified in order for the

school to have a reasonable expectation of the student's return within

the time frame of the leave of absence as requested.

The student must attest to understanding the procedures and implications

for returning or failing to return to the training program. The school is

required to document its approval of the leave of absence request in

accordance with the above policies. The school will not assess the student

any additional charges as a result of a leave of absence.

An approved leave of absence may be extended for an additional period

of time provided that the extension request meets all of the above

requirements, and the total length of the leave of absence does not

exceed the specified limit as noted above.

The school will provide a leave of absence to students who are affected 

individuals for any portion of a period of instruction such student was 

unable to complete, or for which such individual did not receive academic 

credit because he or she was called up for active duty or active service; 

and, if affected individuals temporarily withdraw from our course of study

as a result of such active duty or service, the school will make every effort

to minimize deferral of enrollment or reapplication requirements and will 

will provide great flexibility with respect to administrative deadlines 

related to those reapplications.

Leave of Absence Policies
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Overview

The student has the right to cancel and obtain a refund of charges paid 

through attendance from the first class session, or the seventh business

day after enrollment, whichever is later. 

Student Conduct

Rules of Conduct

• Students are required to maintain a clean and neat working area and

and maintain good personal grooming and attire.

• All educational materials must be returned to the designated, proper places

at the end of each class session.

• Creating distractions during class sessions which impairs the reasonable

freedom of other persons to pursue their studies is not acceptable.

• Leaving the classroom during class hours without authorization from the

instructor and/or School Director is not allowed.

• Damaging or wrongfully dealing with any school property, including

intellectual property, is grounds for dismissal.

• Cheating during examinations and/or plagiarism of work product is 

subject to counseling, disciplinary action.

• Students attending class under the influence of alcohol or prohibited 

drugs will not be allowed in class and will be subject to automatic 

dismissal.

Termination

Student Conduct and Termination Policy
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Students shall be responsible for their personal conduct while attending classes.  

School rules must be followed at all times.  School administration maintains the 

right to dismiss students for violation of school rules or for conduct which reflects 

unfavorably on the reputation or operation of the school. 

If a student is terminated for any reason, subsequent readmittance will be 

determined on an individual basis at the sole discretion and assessment by the 

School Director. 



The minimum requirements for completion of the Accounting Academy's 

four programs: The Small Business Accounting & Bookkeeping Training 

Program; Administrative Assistant; Tax Preparer; and Tax Preparer/

Enrolled Agent; requires students to master real-world, hands-on, 

practical job skills. Thus, a major portion of the programs consists of

becoming proficient at several specific small, medium and large 

exercises, projects, and practice sets. This is in addition to maintaining

a minimum cumulative grade-point average on quizzes and finals.

All required projects must be completed to school standards including

all manual and all computerized accounting and bookkeeping practice sets.

Students can also volunteer for extra credit by completing additional

practice sets that are available.

The training program also consists of many tests, quizzes, and exercises.

Students must maintain an average cumulative grade of 75% or better 

to graduate from the program. The grading scale is as follows:

Grade Performance Grade Value

A Excellent 4.0 90-100%

B Good 3.0 80-89%

C Average 2.0 75-79%

F Failure Fail 0-74%

Accountants and bookkeepers must be proficient and productive using

the ten-key calculator and computer using all their fingers while still

looking at the data and detail from which they are entering figures.

A student must attain and maintain an average of 150 keystrokes per

minute and at least 99% accuracy using the school's ten-key software

testing program in order to be awarded a certificate of completion.

Students are required to take two final exams: The Accountant

and Bookkeeper Hiring Exam, and the Journal Entry Exam. A student

must score at least 75% on each exam in order to graduate from the

program. If a student fails a final exam, he or she will be able to

re-take the exam within one week of failing. A second exam failure

will preclude a student from receiving a certificate of completion.

NOTICE OF ELIGBILITY FOR LICENSURE

The Accounting Academy programs are not designed to lead to positions in a

profession, occupation, trade, or career field requiring licensure in California.
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Minimum Requirements for Completion

Ten-Key Proficiency

Final Exams

Overview

Exercises, Projects and Practice Sets

Tests and Grading Scale



 Students who meet all the training program academic quantitative,

 qualitative and proficiency standards as outlined in the school's minimum

 requirements for completion will be awarded the following Certificate of

 Completion for the program successfully completed:

NOTICE OF ELIBILITY FOR LICENSURE

The Accounting Academy programs are not designed to lead to positions 

in a profession, occupation, trade, or career field requiring licensure in 

California.

Type of Credential Earned
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The mission of the school is to prepare students for entry-level employment

full-time, part-time, temporary agency placement, self-employment and/or 

to enhance current job skills in accounting and bookkeeping and related fields.

Therefore, to ensure the value and effectiveness of the program and to

validate the quality of the training services, the school is committed to

providing placement assistance services necessary for student success.

To achieve this goal, the school provides these services both before and

after graduation as described below.

The school devotes an entire session to teaching and instructing students

on how to develop strong and effective interviewing skills and techniques.

School staff assist and instruct students on how to prepare a professional

and customized cover letter and resume which effectively highlights the 

specific accounting and bookkeeping job skills acquired during the program.

Students will have access to current employment and occupational-related

area job information from local newspapers, periodicals, and websites. 

Students will learn how to post their cover letter and resume online and 

learn how to locate and evaluate job openings on the major career websites.

The school continues to develop business relationships with potential 

employers, and job referrals are communicated to the students and alumni.

The school maintains relationships with temporary placement agencies and 

with recruiters who specialize in the accounting and bookkeeping field.

The school also offers individual job counseling and assessment for those

students who request it.  Career and job placement advice is personalized

to each student in order to develop a rational and effective plan for achieving

his or her current and long-term career objectives.

Individual Job Counseling and Assessment
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Student Placement Assistance Services
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Student Records Overview

The Accounting Academy adheres to the requirements of California Education

Code Section 94900 and 5, and California Code of Regulations Sections 71810,

71920, and 71930 with respect to maintenance, production, and retention of

STUDENT records. Accordingly, the school has adopted the following policies:

Student Records Policies

The school will maintain a file for each student who enrolls in the institution whether 

or not the student completes the educational service. These files will contain all of

the following pertinent records:

1. Written records and transcripts of any formal education or training, testing, or 

experience that are relevant to the student's qualifications for admission to the

institution or the institution's award of credit or acceptance transfer credits.

2. Personal information regarding a student's age, gender, and ethnicity if that 

information has been voluntarily supplied by the student.

3. Copies of all documents signed by the student, including contracts, instruments

of indebtedness, and documents relating to financial aid.

4. Records of the dates of enrollment and, if applicable, withdrawal from the

institution, leaves of absence, and graduation.

5. Student transcripts showing: (a) the courses or other educational programs that

were completed, or were attempted but not completed, and the dates of completion

or withdrawal; (b) credit awarded for prior experiential learning, including the course

title for which credit was awarded and the amount of credit; (c) credit for courses at

other institutions; (d) credit based on any examination of academic ability or educa-

tional achievement used for admission or college placement purposes; (e) the name,

address, website address, and telephone number of the institution.

6. A copy of documents relating to student financial aid that are required to be

maintained by law or by a loan guarantee agency.

7. Documents showing the total amount of money received from or on behalf of the

student and the date or dates on which the money was received.

8. Documents specifying the amount of a refund, including the amount refunded for

tuition and the amount for other itemized charges, the method of calculating the

refund, the date the refund was made, and name and address of the person or entity

to which the refund was sent.

9. Copies of any official advisory notices or warning regarding the student's progress;

and complaints received from the student.
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All Records Overview 

The Accounting Academy adheres to the requirements of California Education

Code Section 94900 and 5, and California Code of Regulations Sections 71810,

71920, and 71930 with respect to maintenance, production, and retention of

ALL records. Accordingly, the school has adopted the following policies:

All Records Policies

The school will maintain all records required by the above laws and regulations,

including permanently retaining a transcript as required by section 94900(b)

of the Code, and shall maintain for a period of 5 years the pertinent student

student records described in the above referenced Section 71920 from the

student's date of completion or withdrawal, as well as the following:

1. The school will maintain records relating to federal financial aid programs as

provided by federal law.

2. Records are considered current for three years following a student's completion

or withdrawal. Records will be stored as hard copy files and on computer disks.

These hard copy and computer disks records will stored and secured to insure:

(a) No loss of information or legibility for the period within which

the record is required to be maintained.

(b) For records that are current, the school will maintain functioning

devices that can immediately reproduce exact, legible printed copies

of stored records. The devices will be maintained in reasonable close

proximity to the stored records at the school's primary administrative

location in California.

(c) For non-current records, the school will insure the reproduction

of exact, legible printed copies withing two (2) business days.

(d) School personnel will be scheduled to be present at all times

during normal business hours who know how to operate the devices

and can explain the operation of the devices to any person

authorized by law and regulations to inspect and copy the records.

(e) Any person authorized by law and regulations to inspect and

copy records will be given immediate access to the document

reproduction devices for the purpose of inspecting and copying

the stored records for a nominal fee.

3. The school will maintain one set of all academy and financial records required

by applicable law and regulation and will maintain these records in a manner

secure from damage or loss, including storage in fire resistant cabinets.

4. All records that the school is required to maintain by CEC§94900 and 5, 

CCR§ 71810, 71920, and CCR§71930 will be made immediately available 

by the school for inspection and copying during normal business hours by 

the Bureau and any entity authorized to conduct investigations.
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The Accounting Academy adheres to a policy of compliance with the Family

Educational Rights and Privacy Act of 1974 (FERPA). Educational records

as defined by FERPA include all records that schools or education agencies

maintain concerning their students. FERPA affords students certain rights

with respect to their education records. 

Summary of Rights

The right to inspect and review their records. Students should contact the

Director's Office to determine the location of appropriate records and the

procedure for reviewing such records.

The right to request that any records believed to be inaccurate or misleading

be amended. The request should be submitted in writing to the Director's

Office. If the request for change is denied, the student has a right to a

hearing on the issue.

The right to consent to disclosures of personally identifiable information

contained in the student's education records. The school must have written

permission from the student before releasing any information from the

student's record.

The right to file a complaint with the U.S. Department of Education and/or

California's Bureau for Private Postsecondary Education if they feel their

rights are being violated. Complaints should be in writing and sent to:

1747 N. Market Blvd. Ste 225 Sacramento, CA 95834
P.O. Box 980818 West Sacramento, CA 96709-0818

Upon request, the school will disclose education records without consent

to officials of another school in which the student seeks or intends to enroll.

The school may also disclose general 'directory' information without the 

student's prior consent. Directory information consists of: 

Student Name Dates of Attendance Date Certificate Awarded
Student Address Certificate Awarded Enrollment Status
Telephone/Email Primary Field of Study Previous Education

Students have the right to prevent directory information from being released.

In order to maintain directory information as confidential, a student must

submit a written request prior to the end of his or her program training.
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The institution does not offer degree programs that are accredited 

by an accrediting agency recognized by the United States Department

Education. And the institution does not offer certificate programs 

that are accredited by an accrediting agency recognized by the United

States Department of Education.

Student advising is part of the teaching process and the delivery of

supportive services provided to students. The School Director and the

instructors are available to advise students and, if possible, assist

them to overcome any difficulties they may encounter in the school.

Students are encouraged to take advantage of this service whenever

difficulties arise and when available.

While the school provides assistance with job placement, no guarantee

for employment or income level is made. Agencies and companies contact

the school for likely candidates for employment. The School Director provides

graduates with job leads and may arrange for an interview with prospective

employers. 

The school has no responsibility to find or assist a student in finding

housing and it does not maintain housing for students, nor does it make

recommendations regarding housing. However, there are a variety of

accommodations available throughout the community. See page 7 of this

catalog for information about housing reasonably close to the school.

Public transportation is available with stops located close to the school.

It may also be possible for students to arrange for transportation by another

student if schedules are compatible.

The school maintains a number of reference materials, including books, trade

publications, magazines and other pertinent and related audio and visual

instructional aides. Reference materials are kept for use at the school and/or

arrangements can be made with the School Director for home use.

The school is currently not an institution recognized by the United States

Department of Education and/or approved to offer financial aid in connection

with Title IV programs.

Career Services
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Toll-free telephone #: (888) 370-7589 

Web site Address: www.bppe.ca.gov
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A student or any member of the public may file a grievance or complaint about this 

institution with the Bureau for Private Postsecondary Education by calling toll-free 

number (888) 370-7589 or by completing a complaint form, which can be obtained 

on the bureau's internet website at: www.bppe.ca.gov.

A student may lodge a grievance or complaint by communicating orally or in writing

to any staff member of the Academy who is then obligated to transmit it as soon as

possible to the designated complaint officer. Oral complaints must be resolved

within a reasonable time or before a second complaint is lodged. The Academy

may require the complaint be submitted in writing, in which case the Academy will

provide the student with a written response, including a summary of its

investigation and disposition, within ten (10) days of receiving the complaint.

Student Rights and Grievances and Complaint Procedure

The Accounting Academy designates the Education Director to receive and resolve

student grievances complaints. The Director is regularly accessible for reasonable

periods of time before and after class sessions and during the range of time

students are scheduled to attend.  

Specific information with respect to the student complaint designee’s name, title,

address, and other contact information, is contained on a document entitled Student 

Complaint Designee and Record of Student Complaint. A copy of the signed and dated

form is included on the next page and it is distributed to each student on the first

day of class.

The School Director has the authority and duty to: investigate complaints

thoroughly; reject complaints if, after investigation, they are determined to be

unfounded; record a summary of the complaint and its disposition; notify

appropriate agencies if the complaint is valid and involves a violation of law;

determine effect on other students if complaint is valid; implement policies and

procedures to avoid similar complaints in the future; and communicate directly with

any person in control regarding complaints.

A student’s participation in the complaint procedure and the disposition of a

student’s complaint will not limit or waive any of the student’s rights or remedies.

Any document signed by a student that purports to limit or waive his or her rights

and remedies is void. 

A student complaint more than ninety (90) days after the event(s) and/or

incident(s) will be considered invalid and will not be accepted for resolution

by the School Director.
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If a student or a member of the public has a questions, problem, grievance, 

or complaint about any aspect of the training or the administration of the 

school, that inquiry should be directed to the Education Director immediately.

If the issue is not resolved within at least two weeks of the grievance to the

person's satisfaction by means of open discussion, the person may register a 

formal complaint in writing addressed to the school President.

The letter will be reviewed in private by the President and a written response

will be forwarded to the person involved.

If the problem is still not resolved to the person's satisfaction, a formal

meeting will be scheduled after school hours. The meeting will offer the

person a chance to voice the complaint or problem and any other party

involved in the matter. The meeting will be a closed, private meeting and

will not be open to the general population.  Upon conclusion of the meeting,

a formal written response will be given to the person that will recap the

results of the meeting and any resolutions made to address the issue.

A student or any member of the public may file a complaint about this

institution with the Bureau for Private Postsecondary education at:

The Bureau for Private Postsecondary Educaton

Address: 1747 N. Market Blvd. Ste 225, Sacramento,CA 95834

P.O. Box 980818, West Sacrmento, CA 95798-0818

Web site Address: www.bppe.ca.gov

Telephone and Fax #'s: (888) 370-7589 or by fax (916) 263-1807

                                 (916) 574-8900 or by fax (916) 263-1807

Complaints should be in writing and mailed, faxed or emailed to the Bureau

for Private Postsecondary Education. In addition to the complaint, copies 

of relevant supporting documentation should be forwarded.

Complaints received by phone will be documented and the complainant

will be requested to submit the complaint in writing. See the grievance

and complaint form on the next page for suggested information that

should accompany the written document.
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Overview of Veterans Administration Refund Policy

It is the policy of the school to comply with and conform to all applicable

Department of Veterans' Administration laws and regulations, as well

as those of the California State Approving Agency for Veterans Education,

and to clearly state these policies to prospective veteran student enrollees

and others before enrollment, and to consistently apply these policies. 

VA and CSAAVE Refund Policy

The school will provide a full refund to students who are affected individuals

for that portion of a period of instruction such student was unable to complete,

or for which such individual did not receive academic credit, because he or she

was called up for active duty or active service; and, if affected individuals 

withdraw from our course of study as a result of such active duty or active

service, the school will make every effort to minimize deferral of enrollment or 

reapplication requirements and will provide the greatest flexibility possible with

administrative deadlines related to those applications. 

A full refund includes a refund of required tuition and fees, or a credit in a

comparable amount against future tuition and fees. A full refund is a 100% 

pro-rata refund, including a non-refundable registration fee of $10 applicable

to veterans and other eligible persons.

Example of a VA/CSAAVE Pro Rata Refund

The following table sets forth an example of the amount of refund to which 

a student would be entitled if a student withdrew from the programs after 

completing a period of course hours, days or weeks of instruction equivalent 

to 10%, 50%, and 75%, of the program of instruction, respectively.  

(A) (B) (C) (D) (E)
REFUND AMOUNT

% Completed % to Finish Total Charges Less Reg Fee  Tuition
(Col. B x E)

10% 90% 9,500$      100$         9,400$      8,460.00$       

50% 50% 9,500$      100$         9,400$      4,700.00$       

75% 25% 9,500$      100$         9,400$      2,350.00$       
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Purpose

The school adopts as its collection goal the full collection of all outstanding

student loans according to industry performance and professional standards.

The purpose of this policy is to ensure that there is a consistent understanding 

of the process regarding the payment of student charges and how the school 

will deal with non-payment. Default rates will be maintained that are equal

to or better than industry standards.

Policy

The school offers internal financing based on a student's reasonable assurance

that he or she has the means and resources to repay any charges financed by

the school.

Students who request tuition financing must complete a student loan and credit

application prior to enrollment. The responsibility for ensuring payment of

all financed charges remains the responsibility of the student.

Students who qualify for a monthly installment loan are required to enter 

into a Retail Installment Contract which obligates the student in accordance

with the terms and conditions contained in the contract and with all federal

and state 'truth-in-lending' regulations.

Students are required to adhere to the terms and conditions of the Retail

Installment Contract, including timely payment of monthly installments.

A monthly installment payment coupon book will be provided to students

for their convenience. The school will mail statements each month showing 

the status of the account.

If any required monthly installment payment is more than ten (10) business

days past due, the loan may be declared in default by the school. 

The following action may be taken against a student with past-due debt:

● A $10 late fee will be assessed for each late monthly payment.

● The entire outstanding loan balance may become due and payable.

● Academic progress reports may be withheld.

● Attendance reports may be withheld.

● Student transcripts may be withheld.

● Students may be unable to graduate and receive a certificate.

Student installment loans more than ninety (90) days past due may be

placed with either a collection agency or an attorney at the discretion of 

the school and a $1,500 fee added to the outstanding balance to reimburse

the school for collection related expenditures.

Student Debt Collection Policy
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Overview

Copyright infringement is the act of exercising, without permission or legal

authority, one or more of the exclusive rights granted to the copyright owner

under section 106 of the Copyright Act (Title 17 of the United States Code).

As a general matter, copyright infringement occurs when a copyrighted work

is reproduced, distributed, performed, publicly displayed, or made into a

derivative work without the permission of the copyright owner.

The purpose of copyright law is to promote creativity, innovation and the

spread of knowledge.  The law does this by balancing the right of both 

copyright holders and users of copyright materials.

Copyrighted School Educational Materials

The Accounting Academy training program is a privately-owned institution.

It is the original creator and author of all the educational and training materials 

utilized in the program and it is the sole copyright owner. Identifiers with 

respect to copyrights have been affixed to the training materials. The school

has not assigned any portion of its copyright to another person or persons.

Penalties 

Penalties for copyright infringement include civil and criminal penalties.

Anyone found liable for civil copyright infringement may be ordered to pay

either actual damages or 'statutory' damages at not less than $750 and

not more than $30,000 per work infringed.  For 'willful' infringement, a court

may award up to $150,000 per work infringed. In addition, courts, at their own

discretion, may assess costs and attorney's fees.

Willful copyright infringement can also result in criminal penalties, including

imprisonment of up to five years and fines of up to $250,000 per offense.

For more detailed information, see the U.S. Copyright Office website at:

www.copyright.gov

Student Copyright Infringement Policy
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Student Tuition Recovery Fund - Page 1 of 2

Purpose of STRF

Non-Eligibility for STRF

Questions regarding the STRF may be directed to the Bureau for Private

Postsecondary Education at:

Address: 1747 N. Market Blvd. Ste 225, Sacramento,m CA 95834

P.O. Box 980818, West Sacrmento, CA 95798-0818

Web site Address: www.bppe.ca.gov

Telephone and Fax #'s: (888) 370-7589 or by fax (916) 263-1807

                                   (916) 574-8900 or by fax (916) 263-1807

Eligibility for STRF
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The State of California established the Student Tuition Recovery Fund (STRF) to relieve or 

mitigate economic loss suffered by a student in an educational program at a qualifying 

institution, who is or was a California resident while enrolled, or was enrolled in a 

residency program, if the student enrolled in the institution, prepaid tuition, and suffered 

an economic loss. Unless relieved of the obligation to do so, you must pay the state-

imposed assessment for the STRF, or it must be paid on your behalf, if you are a student 

in an educational program, who is a California resident, or are enrolled in a residency 

program, and prepay all or part of your tuition.

You are not eligible for protection from the STRF and you are not required to pay the STRF 

assessment, if you are not a California resident, or are not enrolled in a residency 

program.” (b) In addition to the statement required under subdivision (a) of this section, a 

qualifying institution shall include the following statement in its school catalog: “It is 

important that you keep copies of your enrollment agreement, financial aid documents, 

receipts, or any other information that documents the amount paid to the school. 

To be eligible for STRF, you must be a California resident or are enrolled in a residency 

program, prepaid tuition, paid or deemed to have paid the STRF assessment, and suffered 

an economic loss as a result of any of the following: 1. The institution, a location of the 

institution, or an educational program offered by the institution was closed or 

discontinued, and you did not choose to participate in a teach-out plan approved by the 

Bureau or did not complete a chosen teach-out plan approved by the Bureau. 2. You were 

enrolled at an institution or a location of the institution within the 120 day period before 

the closure of the institution or location of the institution, or were enrolled in an 

educational program within the 120 day period before the program was discontinued. 3. 

You were enrolled at an institution or a location of the institution more than 120 days 

before the closure of the institution or location of the institution, in an educational 

program offered by the institution as to which the Bureau determined there was a 

significant decline in the quality or value of the program more than 120 days before 

closure.



Student Tuition Recovery Fund - Page 2 of 2

Eligibility for STRF - continued

4. The institution has been ordered to pay a refund by the Bureau but has failed to 

do so. 5. The institution has failed to pay or reimburse loan proceeds under a 

federal student loan program as required by law, or has failed to pay or reimburse 

proceeds received by the institution in excess of tuition and other costs. 6. You 

have been awarded restitution, a refund, or other monetary award by an arbitrator 

or court, based on a violation of this chapter by an institution or representative of 

an institution, but have been unable to collect the award from the institution. 7. 

You sought legal counsel that resulted in the cancellation of one or more of your 

student loans and have an invoice for services rendered and evidence of the 

cancellation of the student loan or loans. To qualify for STRF reimbursement, the 

application must be received within four (4) years from the date of the action or 

event that made the student eligible for recovery from STRF.

Revived Student Loans

A student whose loan is revived by a loan holder or debt collector after a period of 

noncollection may, at any time, file a written application for recovery from STRF for 

the debt that would have otherwise been eligible for recovery. If it has been more 

than four (4) years since the action or event that made the student eligible, the 

student must have filed a written application for recovery within the original four 

(4) year period, unless the period has been extended by another act of law. 

However, no claim can be paid to any student without a social security number or a 

taxpayer identification number.

Questions regarding the STRF may be directed to the Bureau for Private

Postsecondary Education at:

Address: 1747 N. Market Blvd. Ste 225, Sacramento,m CA 95834

P.O. Box 980818, West Sacrmento, CA 95798-0818

Web site Address: www.bppe.ca.gov

Telephone and Fax #'s: (888) 370-7589 or by fax (916) 263-1807

                                 (916) 574-8900 or by fax (916) 263-1807
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