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Commission for Independent Education
ENROLLMENT AGREEMENT/APPLICATION FOR ADMISSION CHECKLIST
Purpose: The purpose of this checklist is to provide institutions with a method to ensure compliance with Rule 6E-1.0032(8), F.A.C., and to provide a tool for staff when evaluating enrollment agreements.  The checklist is a compilation of the enrollment agreement requirements contained in Rule 6E-1.0032(8), F.A.C.
Instructions:

1. This form must be submitted each time an enrollment agreement is submitted to the Commission office.  At a minimum, this form should accompany any application for Provisional License, Annual License, Extension of Annual License, or Substantive Change.

2. For each rule section, enter “Y” if the item is included in the enrollment agreement, “N” if it is not included in the enrollment agreement, or “N/A” if the rule section is not applicable.  

Rule 6E-1.0032(8) A licensed institution which is not accredited by a United States Department of Education recognized institutional accrediting agency shall use an enrollment agreement or application for admission which, in addition to the catalog, shall be the binding contract between the institution and the student. The binding document shall include, but not be limited to, the following:

	Institution Data

	Institution Name: 
	ID No.: 

	Included
Y/N OR N/A
	Rule 6E-1.0032(8) Checklist

	
	Title. The binding document shall be identified by title as a “Contract”, “Agreement”, “Application” or similar title and clearly indicate that it will constitute a binding agreement upon acceptance by the institution and the student;

	
	Name of the institution. Name, phone number, and physical address of the institution;

	
	Title of Program. Program title as licensed and identified in the catalog;

	
	Time Required. Number of clock hours or credit units, including the number of weeks or months, or credit hours required for completion;

	
	Credential for Satisfactory Completion;

	
	Costs. All costs shall be clearly stated; 

1. Tuition. The total tuition for the program must be listed by the total length of the program, the tuition cost per credit hour, clock hour, term or academic year. 

2. Fees. All refundable and nonrefundable fees payable by the student. 

3. Books and supplies. The cost for books and supplies may be estimated if necessary. This item may be omitted if the binding document states that the costs for books and supplies are included in the tuition charges as stated in the document. 

4. Any other costs. Any other costs required to be paid by the student, whether or not purchased from the school. These costs may be stated as a listing of goods or services not included in the tuition.

	
	Terms of payment. The method of payment of all costs shall be clearly stated in the binding document and shall comply with federal and state laws.

	
	Class Start.

	
	Anticipated Program Completion Date (for Institutions that are not Colleges or Universities).

	
	Class Schedule. The day, evening or other schedule of class attendance must be clearly stated (if known at the time of signature by student).

	
	Termination or Cancellation by the Institution or Student. Grounds or procedures for cancellation of a binding document by an institution or student shall be clearly stated.

	
	Refund Policy. Institutions shall comply with refund policy as provided in subsection 6E-1.0032(6), F.A.C.

	
	Employment Guarantee Disclaimer. Institutions shall publish the disclaimer as provided in paragraph 6E-1.0032(6)(j),

	
	Statement that all signers have received and read a copy of the binding document and catalog.

	
	Signatures and Acceptance. The binding document shall contain the date and signature of the applicant and parent or guardian, if the applicant is under eighteen (18) years of age and the acceptance date and signature of the appropriate official at the institution.

	
	Format. If the binding document is not completed on one (1) side of a single sheet of paper, each side must clearly and conspicuously refer to the conditions on the other side as being part of the document. If more than one (1) page is used, each page must be numbered page 1 of ___ pages, page 2 of ___ pages, etc.
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