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ADULT VOCATIONAL TRAINING PROGRAM POLICY AND PROCEDURE 

A. Purpose

1. Vocational Training is training that is based on manual or practical activities and is related to a specific trade, occupation, or vocation.  The training is specific to developing expertise in a particular group of procedural techniques.  

It is the purpose of the Adult Vocational Training (AVT) Program to:

a. Prepare Tribal Members for jobs or careers in trade or craft;
b. Assist Tribal Members in acquiring training and job skills necessary for permanent gainful employment;
c. Provide Tribal Members with an opportunity to pursue training that provides them with the skills that satisfy their abilities, objectives, and interests.

2. The Adult Vocational Training Program serves the Tribal membership and satisfies a core need of the Tribe by promoting an educated Tribal membership, preserving the Tribe’s traditions and culture, and removing barriers to self-determination. This need criteria is consistent with the Tribe’s General Welfare Ordinance, CITC 163.300(3). 

B. Funding

The AVT is a discretionary benefit program authorized by the Tribal Council and subject to Tribal Council appropriations.  The authorization of this program does not create any liability on the part of the Tribe for any future payment, nor shall any member have a vested right in future benefit payments.  The AVT benefit covers the vocational training costs and supplies associated with the course.  The Tribal Council reserves the right to alter or eliminate the AVT benefits at any time and for any reason.

C. AVT Programs Permitted

1. Transferable Credit AVT Program: AVT program offered by a training organization, institution or higher education  institute that is eligible for Federal Funding and offers the transfer of accrued credits to a Higher Education Program.

2. Non-transferable Credit AVT Program: AVT program offered by a training organization, institution or higher education  institute that is not eligible for Federal Funding and does not offer transferable credits.

3. Apprenticeship Program Support: On the job training experience that is combined with classroom supported training. This type of program must be registered with the Apprenticeship and Training Division of the Bureau of Labor and Industries, or each state’s equivalent.




D. Student Eligibility

1. To be eligible for the AVT program, the applicant must be:

a. Enrolled Coquille Tribal Member; and
b. Eligible to participate in the specific AVT Program Tribal Member is pursuing.
c. Must not be accessing the Higher Education Program

2. If this is a subsequent application, the applicant must have a successful completion of prior programs on file.

E. Funding Tier System

1. First Priority: First time applicants

2. Second Priority: Second time applicants that have successfully completed their first AVT Training program, with certificate on file with Education Department.

3. Third Priority: Third and subsequent applicants that do not have a certificate on file, or have completed the three year probationary period.

F. Application and Payment Process

1. AVT Programs eligible for Federal Funding - Applicant must submit the following information within a timely manner:
	a. Completed AVT Application
	b. Copy of the Student Aid Report (SAR)
	c. Unmet Needs Analysis from training institution
	d. Written Personal Plan
	e. CIT Education Release of Information
	f. Course outline
	g. Program accreditation or licensure information

2. AVT Programs not eligible for Federal Funding – Applicant must submit the following information within 60 days of start of program:
	a. Completed AVT Application 
	b. Written Personal Plan	
	c. CIT Education Release of Information
d. Course outline
e. Program accreditation or licensure information

3. Apprenticeship Program Support – Applicant must submit the following information within a timely manner:
	a. Completed AVT Application
	b. Copy of Apprenticeship Registration and Acceptance
	c. Name and contact information of Training Agent

4. Program applications are available at the Education Department, on the Tribal Website, or may be requested through any Tribal Department.

G. Payment Processing

1. Payment may be made as follows:

	a. Reimbursement – Tribal Member must complete a program application and 	submit appropriate and acceptable documentation, such as receipt or cancelled 	check, for services provided.

	b. Direct pay – Tribal Member must complete a program application and supply 	all required documentation with name of payee.  The vendor must supply a 	statement of charges, an invoice for services, and completed IRS Form W-9.

2. It is the policy of the AVT program to pay all programs quarterly, if acceptable to the training institute. 

3. Once the Education Funding Coordinator receives all of the required information and supporting documentation, payment will be processed within 30 days or less.

4. All applications and receipts must be turned in within 90 days of expenditure.

5. If the applicant does not start their program on the start date, or within 90 days of the approved application, the Education Program may request a refund of their payment.

H. Accreditation and Licensure

1. An AVT Program is considered an accredited program if it is eligible to receive Federal Financial Aid or is accredited by a recognized accrediting organization;

2. An AVT Program must allow for Tribal Member to be eligible for state certification or licensure once completed; and

3. The AVT Program must be approved for training by the state.

I. Supplies and Fees

1. All supplies required for the AVT and Apprenticeship course shall be covered by the AVT Program.  This shall include, but is not limited to:

a. Uniforms, safety vests, hard hats, boots;
b. Academic materials such as calculators, paper, and other items;
c. Tools, instruments, kits; and
d. Electronic hardware, software, dvds, electronic media and computer related equipment if it is directly connected to the AVT course.
e. Up to $500 per student may be reimbursed for the purchase of a computer and software if required or recommended for the specific AVT training program.

2. Fees
a. State testing, licensure, or certification is covered under AVT program
b. License renewals and certification renewals are not covered under AVT

J. Stipend

1. [bookmark: _GoBack]$500 per month maximum stipend

2. Stipend will be pro-rated based on the beginning and ending dates of the AVT training program.

3. For programs receiving financial aid, the Funding Coordination will apply a formula to determine the stipend equivalent to the non-FAFSA student.

4. There will be no stipend provided for on the job, paid trainings.

5. There will be no stipend provided for programs that offer meals and lodging.

6. The stipend shall be suspended if the student fails to submit quarterly reports, is no longer attending training program, or the student is not making satisfactory progress as defined in Program Accountability (below).

K. Program Accountability

Program Accountability shall be defined on a case by case basis, as each training institute is designed uniquely according to trade or craft.  The following bullets shall be recognized as a guide to acceptable progress and participation, and may not apply to all AVT programs.  

1. The student shall maintain satisfactory progress, exhibited by a minimum 2.0 grade point average (GPA) and earn at least 12 credits per term or 120 hours per month;

2. The student shall provide the Education Department with a copy of their grades/progress report each term or grading cycle;

3. Regular attendance is required; and

4. Failure to meet these requirements due to reasons within students control may result in a delay of stipend payment or termination of AVT funding.  

L. Program Completion

1. Upon completion of AVT program, the student must submit a copy of their certificate              of completion or license.  

2. Applicants will not be funded for second AVT programs unless there is a certificate of completion or license on file.

M. Withdrawal / Probation

1. If a student discontinues participation in an AVT or Apprenticeship program in a manner in which the Tribe is able to recover any and all payments made for fees, supplies, stipends, etc., the student shall not be placed on probation.

2. If a student discontinues participation in an AVT or Apprenticeship program, and any payments made by the Tribe for fees, supplies, stipends, etc. are not recoverable, the student shall be placed on a 3 year probation period.

3. After completion of the 3 year probationary period, the student may apply for AVT funding under priority 3 of the funding tier system.

N. Grievance/Appeals
If an Eligible Person disagrees with a final decision from the Education Department, the Eligible Person shall be notified in writing by registered mail of the denial with a statement containing the reasons for the denial.

Any appeal from a denial must be made in writing by the Eligible Person or his/her guardian/representative within thirty (30) days from the date of receipt of a denial.  

The process is as follows.  The Eligible Person:

1. May request reconsideration by the Education Director of the department that issued the original denial.  The Education Director will have 30 days from receipt of appeal in which to respond in writing.  A request for reconsideration must lay out additional grounds not previously submitted;

2. May appeal the original denial, or denial on reconsideration by the Education Director, to the Executive Director, if there is additional information on which to base reconsideration within thirty (30) days of receipt of the Education Director’s written response.  The Executive Director must provide written response within thirty (30) days of receipt of the second appeal.

3. May appeal the denial by the Executive Director to an Appeals Board comprised of a designated Tribal Member, the Human Resources Director, and the Chief Financial Officer if there is additional information on which to base reconsideration within thirty (30) days of receipt of the Executive Director’s written response.

4. The appeal of denial of the Executive Director to the Appeals Board will constitute the final level of appeal and this decision will be final.  The Eligible Person must be notified in writing of the decision within thirty (30) days of receipt of appeal.  

5. A facilitator may be appointed at any point in this process to assist the Tribal Member in the appeals process, if the Administration or the Tribal Member feels that a facilitator is needed.  The Tribal Council will be notified and updated on all appeals, to the extent necessary without affecting confidentiality.

Failure to follow these procedures may result in denial of the request for reconsideration or appeal. The stages of review again are:

1. Request for reconsideration of the Education Director’s denial.
2. Appeal to the Executive Director.
3. Appeal to the Appeals Board, comprised of a designated Tribal Member, the Human Resources Director, and the Chief Financial Officer.

Address first level appeal to:
Education Director
2611 Mexeye Loop
Coos Bay, OR  97420

Address to all other levels of appeal to:
Coquille Indian Tribe
Attn:  Executive Director, Education Program Appeals
3050 Tremont St.
North Bend, OR 97459

O. Attachments

Attachment 1 – Adult Vocational Training Application
Attachment 2 – CIT Release of Information

M2118


