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REGISTRATION agreement

110 Third Avenue North, Suite 102 Edmonds, WA 98020

PHONE: 877-228-2622 or 425-778-3505

FAX 877-228-3293 or 425-778-6937

EMAIL: registrar@invitechange.com
Web Site: www.invitechange.com 

	CERTIFIED PROFESSIONAL COACH PROGRAM

	PARTICIPANT information

	Last Name
	First Name
	Initial                nickname (if applicable)
	Birth Date (Mo/Day):

	     
	     
	     
	     
	     

	Mailing address
	city
	State
	Zipcode

	     
	     
	     
	     

	Preferred Phone
	Secondary Phone
	Name I want on my Name Tag (for On-site)
	Email Address

	(     )      
	(     )      
	     
	     


	PROGRAM: Course Information
	PROGRAM: Payment Plan & Type

	CERTIFIED PROFESSIONAL COACH “CPC”
	
	
	SCLHs*
	Choose
start Date
	Step 1: Select A Payment Plan
      PLAN A
 FORMCHECKBOX 
  Early Registration Only Price: $9100
      $1000 Deposit Paid with Registration form
      $8100 Balance Due 45 Days BEFORE Program Start 

PLAN B

 FORMCHECKBOX 
  Full Program Price: $10,100
      $1000 Deposit Paid with Registration form
       $9100 Balance Due 1st of the Month for Program Start
PLAN C

 FORMCHECKBOX 
  Tuition Payment Plan Price: $10,100
       $1000 Deposit Paid with Registration form
        $650 Paid 1st of each Month for 14 months
              - Begins on the 1st of the month during which
                the program starts
Step 2: Select A Payment Type
 FORMCHECKBOX 
 Credit Card Charge for Deposit 
 FORMCHECKBOX 
 Credit Card Authorization for Plan C 
 FORMCHECKBOX 
 Amount Authorized For Charge Today
     $________________
 FORMCHECKBOX 
 Check Enclosed for Plan Chose in Step 1 
     (make payable to inviteCHANGE)



	Authentic Presence

	
	
	36
	     
	

	Essentials of Professional Coaching
(includes 3 month Peer Coaching Program)

	
	
	21
	     
	

	Professional Presence

(includes Professional Presence Business Map Planning Program)
	
	
	26
	     
	

	Power of Transformative Coaching
	
	
	21


	     
	

	CPC Electives

(Scheduled with Director of Training)

	
	
	7
	      
	

	Coaching Mastery 
	
	
	24
	     
	

	*Student Contact Learning Hours
	
	
	135
	
	

	Successful program completion:

· Full participation for each course in the order designated
· Fulfillment of all other requirements as outlined in the CPC Program Catalogue (on web site) 
· Acquiring an ICF credential requires separate application to the ICF after program is completed.
	
	
	
	
	


	Registrar Notes:     

	all tuition options reqUiRE DEPOSIT TO secure ENROLLMENT

	please authorize credit card transactions by completing this information

	 FORMCHECKBOX 
 discover card    FORMCHECKBOX 
 master card    FORMCHECKBOX 
 Visa

 FORMCHECKBOX 
 American Express card   
	Card/account number:      

	Expiration Date:          V-code:      
	
	Name on card:       

	PLEASE COMPLETE THE FOLLOWING INFORMATION

	Our State of Washington Private Vocational School License requires us to ask for this information.  You may choose not to respond to some or all of the questions.  Information is gathered for statistical purposes only and is encrypted and stored for privacy.

	Social Security Number:
	Birth Date: mm/dd/year
	Hispanic?

	      -       -      
	     
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	Race:
	Gender:
	Disability:
	Highest grade completed at this time:

	 FORMCHECKBOX 
 White/Caucasian

 FORMCHECKBOX 
 Black/African American

 FORMCHECKBOX 
 American Indian or Alaska Native

 FORMCHECKBOX 
 Asian


 FORMCHECKBOX 
 Hawaiian Native or Pacific Islander

 FORMCHECKBOX 
 Multi-Racial

 FORMCHECKBOX 
 Other 
	 FORMCHECKBOX 
 Male

 FORMCHECKBOX 
 Female
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
	 FORMCHECKBOX 
 Less than High School graduation

 FORMCHECKBOX 
 GED

 FORMCHECKBOX 
 High School

 FORMCHECKBOX 
 Certificate (less than 2 years)

 FORMCHECKBOX 
 Associate Degree

 FORMCHECKBOX 
 Bachelor’s Degree

 FORMCHECKBOX 
 Master’s Degree

	
	My company is paying for all or part of my program tuition:    

 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No
	

	WILL YOU TELL US PLEASE?

	How did you hear about inviteCHANGE?       


	If you were referred to us we want to thank that person! 


Please tell us who referred you to us?       



Our Promise to You

We appreciate the opportunity to work with you and promise to act in good faith to deliver high quality coach education and training toward your development as a professional coach. 

Our mission is to partner for learning, growth and development with people who want to make a difference in the world. We provoke powerful individuals and influential organizations to be generative leaders of change who:

· Engage boldly

· Coach powerfully

· Partner respectfully

· Lead authentically

In addition to the Program Enrollment Agreement you already completed, please review and sign this Registration Form to acknowledge notification and acceptance of our policies.

REGISTRATION & REFUND POLICIES
Agreement Is Binding

This agreement will be binding only when it has been fully completed, signed and dated by the participant and an authorized representative of inviteCHANGE prior to the time instruction begins.

Changes in the Agreement

Any changes in the agreement shall not be binding on either the participant or inviteCHANGE unless changes have been acknowledged in writing by an authorized representative of inviteCHANGE and by the participant or the participant’s parent or guardian if participant is a minor.

Effective Date of Acceptance

I certify that (1) I have read and understand the Program Enrollment Agreement, the cancellation and refund policy, and the complaints procedure, and (2) I have received a copy of inviteCHANGE’s catalog or brochure and (3) I AM ENTITLED TO AN EXACT COPY OF THIS REGISTRATION AGREEMENT, SCHOOL CATALOG, and ANY OTHER PAPERS I MAY SIGN.  I hereby agree to abide by the conditions set forth herein.  

International Coach Federation (ICF) May Request Records

I agree that my participant records may be released to the International Coach Federation or their representatives upon request by the ICF.

Refund Before Entering Courses

A full refund of all money paid will be issued if the participant is not accepted by inviteCHANGE.  If a participant chooses to cancel participation and provides notice no later than 3 business days prior to a course date, a full refund will be issued within 15 days of receiving that cancellation notice at the inviteCHANGE office. Applicable only to the Certified Professional Coach program, a full refund of all money paid will be issued if the participant withdraws not later than midnight on the fifth business day (excluding Sundays and holidays) after signing this contract or making an initial payment, provided that the participant has not commenced training. After five business days (excluding Sundays and holidays), inviteCHANGE will retain $100 of any registration fees paid as an administrative fee.

Refund After Entering Courses for Full Payment of the Certified Professional Coach Program
If training is terminated after entering courses, the participant is financially obligated to inviteCHANGE according to the following formulas or minimum charges: [1] If the participant terminates during the first week or 10 percent of contracted instructional time, whichever is less inviteCHANGE may retain 10 percent of tuition plus $100 non-refundable administration fee paid; [2] If the participant terminates after the first week or 10 percent of contracted instructional time, whichever is less, but prior to completion of 25% of contracted instructional time, inviteCHANGE may retain 25 percent of tuition plus $100 non-refundable administration fee paid; [3] If the participant terminates after completion of 25 percent and up to and including 50 percent of contracted instructional time, inviteCHANGE may retain 50 percent of tuition plus $100 non-refundable registration fee paid; [4] If the participant terminates after completion of 50 percent of contracted instructional time, inviteCHANGE may retain the full tuition. This occurs at the point a participant completes the first three of the program courses; inviteCHANGE Authentic Presence, inviteCHANGE Essentials of Professional Coaching and inviteCHANGE Professional Presence. All refunds will be paid within thirty calendar days of the participant’s official termination date. Refund calculations for course termination will be based on published tuition values for each course as of the date this agreement is signed.

Official Termination Date

The official date of termination of a participant shall be the last date of recorded attendance when withdrawal occurs in any of the following manners: [1] When inviteCHANGE receives notice of the participant’s intention to discontinue the training; [2] When participant ion is terminated for a violation of a published participant policy which provides for termination; [3] When a participant, without notice to the institution, fails to attend 1/3 of the course hours in any given course.

Discontinued Programs:

If the school discontinues instruction in any program after participants enter training, including circumstances where the school changes its location, participants must be notified in writing of such events and are entitled to a pro-rata refund of all tuition and fees paid unless comparable training is arranged for by the school and agreed upon, in writing, by the participant.  A written request for such a refund must be made within 90 days from the date the program was discontinued or relocated and the refund will be paid within 30 days after receipt of such a request. 

Change of Course Date

If a participant reschedules the date of a registered course after midnight of the fifth business day after signing the contract or making an initial payment, inviteCHANGE will retain the original administration fee and may at its discretion charge a new $100 administration fee for the new course date.

Cancellation of Courses

inviteCHANGE reserves the right to cancel a course for any reason which inviteCHANGE deems may compromise the standards of excellence of the course delivery. A participant is entitled to either reschedule the course without paying an additional registration fee or receive a refund according to the refund schedule above.

Participant Absence 


Participants must complete and satisfy all requirements of each of the courses prior to advancing to the next course in the certificate program. If the need for an exception arises during pursuit of a coaching certificate, participants must contact the inviteCHANGE office to request a course change. inviteCHANGE reserves the right to accept or reject course change requests. An inviteCHANGE representative will contact participants regarding each course change request.

Courses will be considered incomplete if the participant has missed 2 hours or more in any given course. If this situation occurs without prior notice, the participant will need to retake the course before advancing to the next course. Depending on course availability, the participant will be able to re-enroll and retake the course. The participant may pay a $100.00 administrative fee, due at least 72 hours prior to the attending the course.

Termination By inviteCHANGE

All participants must comply with all inviteCHANGE policies, rules and expectations. Any participant who does not adhere to published polices, rules and expectations will be subject to possible termination from the certification program. In addition, any participant who does not maintain satisfactory progress, violates safety regulations, interferes with other participants’ work, is boisterous, vulgar or obscene, under the influence of alcohol or drugs, or does not make timely tuition payments is subject to immediate termination. Re-admission will be determined after conference between the participant and an inviteCHANGE representative.

Failure to Pass Exams

Passing grade for the oral exam is 7.0 and 70% for the written exam.  If a participant does not pass either exam, an invitation to take the exam again will be offered at participant expense.  The cost to re-take the oral exam is $425.00; it is $250.00 to re-take the written exam. 

Time Limit for Certification Completion

Participants will have a maximum of 2 years to complete the courses for certification including completion of the oral and written exam.  The official starting date for the two-year time frame is the first day of program instruction in the course called, Authentic Presence. 

Notification of Grades for Oral and Written Exams

After all oral exams are complete, participants will be notified by email whether they passed or failed the oral exam. Participants will receive an oral exam rating, written professional development feedback, a graded written exam, and a Certified Professional Coach certificate four to six weeks after the official receipt date deadline for the written exam. 

Transcripts and Records

Transcripts are available upon graduation with written request; the first transcript is provided free of charge and additional transcripts will be provided for a fee of $25.00 per transcript.  No copies of written records are provided. 

Complaints Procedure

This school is licensed under Chapter 28C.10 RCW.  Inquiries or complaints regarding this or any other private vocational school may be made to the Workforce Training and Education Coordinating Board, 128 10th Avenue SW, PO Box 43105, Olympia, Washington 98504-3105 (360-753-5673).

Enrollment Process

Participants will be enrolled in courses once inviteCHANGE receives the completed and signed, Program Enrollment Agreement, the Certified Professional Coach Program Registration Agreement and payment in full or an approved tuition payment plan.  

I have read and agree to abide by inviteCHANGE’s participant policies as outlined in this Registration Agreement, including standards of conduct and payment policies.  I understand that course space is available on a first-come, first-served basis and that to reserve space in a particular course I must make payment in accordance with the above stated admissions, registration and refund policies.

	Signature:
	
	Date: 
	       


For inviteCHANGE Certified Professional Coach Program Participants:
[image: image2.png]



Do not sign this agreement before you read it or if it contains any blank spaces.  This is a legal instrument.  

· All pages of the contract are binding. You are entitled to an exact copy of the agreement, school catalog, and any other papers you sign.  You are required to sign a statement acknowledging receipt of those.

· If you have not started training, you may cancel this contract by providing written notice of such cancellation to the school at its address shown on the contract.  The notice must be postmarked not later than midnight of the fifth business day (excluding Sundays and holidays) following your signing this contract or the written notice may be personally or otherwise delivered to the school within that time.  In event of dispute over timely notice, the burden to prove service rests on the applicant.

· It is an unfair business practice for the school to sell, discount, or otherwise transfer this contract or promissory note without the signed written consent of the participant or participant’s parent or guardian if he/she is a minor and a written statement notifying all parties that the cancellation and refund policy continues to apply.

Washington law requires the following information to be supplied to each participant enrolling in a private vocational school licensed under RCW 28C.10.  One copy of this notice bearing original signatures must be attached by the school as an addendum to that individual’s Enrollment Agreement and a copy must be provided to the enrollee by the school.

	Participant’s Name:      
	Signature:      
	Date:      


As the authorized representative of the school, I hereby agree to the conditions set forth herein

	Company Representative:      
	Signature & Title:      
	Date:      


Washington law requires the following information to be supplied to each participant enrolling in a private vocational school licensed under RCW 28C.10.  One copy of this notice bearing original signatures must be attached by the school as an addendum to that individual’s Enrollment Agreement and a copy must be provided to the enrollee by the school.

ACKNOWLEDGEMENT BY PARTICIPANT

1. I understand and accept that any contract for training I enter into with the above named school contains legally binding obligations and responsibilities.

2. I understand and accept that repayment obligations will be placed upon me by any loans or other financial arrangements I enter into as a means to pay for my training. I understand that any enrollment contract I enter into shall not be binding or take effect for at least five days, excluding Sundays and holidays, following the last date such a contract is signed by the school and me provided that I have not entered courses sooner.

	Participant’s Name:      
	Signature:      
	Date:      


ACKNOWLEDGEMENT BY SCHOOL

Prior to being enrolled in this school, the applicant whose name and signature appears above has been made aware of the legal obligations he/she takes on by entering into a contract for training.  Those discussions included cautions by the school about acquiring an excessive debt burden that might become difficult to repay given employment opportunities and average starting salaries in his/her chosen occupation.

	Company Representative:      
	Signature & Title:      
	Date:      


NOTICE TO THE BUYER�
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