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Introduction

Congratulations on your interest in Occupational Training at Arriba Juntos! Here, you have the opportunity to
move into a new career with opportunities for advancement.

Occupational Training provides you with the opportunity to learn specific skills that will make you successful
in a new career. Some of these skills are taught in a classroom session, while others are learned through
practical experience. Our goal is to provide you with the qualifications that employers look for when hiring.

For our Occupational Training programs, we’ve chosen to concentrate in two areas that are predicted to have
high and large growth in the next few years —the health care industry and business/clerical support
occupations. The Nursing Assistant Training, Home Health Care Aide Training (which together we call the
Health Careers Training) prepares students to enter and advance in nursing fields. Our Automated Office
Skills Training prepares students to enter and advance in computerized office and business support positions.
Our ESL/VESL program provides the language, vocational, and cultural skills for our participants to achieve
economic independence.

Included with the training programs are other necessary services for your success, such as preparation for a
job search and referrals to jobs. In addition to the Occupation Training services described in this catalog,
Arriba Juntos offers a variety of other employment, training and education services. Please feel free to ask
about these services at any time.

As a prospective student, you are encouraged to review this 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.

Congratulations again. If you have any questions that this catalog cannot answer, or you would like to enroll
in a course, please come to our offices at 1850 Mission Street in San Francisco (between 14th and 15th) or call us
at (415) 487-3240.

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 1747 N. Market Blvd. Suite
225 Sacramento, CA 95834, www.bppe.ca.gov, telephone number (916) 574-8900 or toll-free telephone number
(888) 370-7589 or by fax (916) 263-1897.

Good luck with your new career!
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About Arriba Juntos

Arriba Juntos was founded in 1965 as a nonprofit, community-based organization tax-exempt under Internal
Revenue Code §501(c) (3). We are not a government agency, nor a private school. We are located at 1850
Mission Street, San Francisco CA, 94103. Our main number is (415) 487-3240 and our website is at
www.arribajuntos.org.

Mission Statement: Arriba Juntos promotes economic self-sufficiency for San Franciscans and their families
through occupational training and employment opportunities. The mission of Arriba Juntos is to provide
vocational training and workforce services that prepare students for entry-level careers in health, technology,
business and other sectors. At Arriba Juntos, each student is provided the opportunity to develop essential
knowledge and skills and provides students the tools needed to become self-sufficient and maintain a stable
lifestyle. Arriba Juntos will provide a well-balanced curriculum alongside intensive case management, work
readiness training, job placement assistance and referral services.

Arriba Juntos exists to help members of our community to improve the quality of their lives and gain control
over their economic future. We offer an array of community programs and resources for individuals to achieve
this. These programs and services are funded by City and County of San Francisco, public entities; business
consortia; foundation and corporate grants; and individual donations. Some of these funds are available to
pay your tuition in our Occupational Training programs. For more information on, see the section on
Admission, Tuition, and Fees.

Arriba Juntos 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 and has not had a petition in bankruptcy filed against it
within the preceding five years that resulted in reorganization under Chapter 11 of the United States
Bankruptcy Code (11 U.S.C. Sec. 1101 et seq.).

Arriba Juntos does not have dormitory facilities under its control. The availability of housing located
reasonably near Arriba Juntos’ facilities varies; the average cost of a studio apartment within a five mile radius

of our facility ranges from $1500.00 and above per month.

Arriba Juntos has no responsibility to find or assist a student in finding housing.

“NOTICE CONCERNING TRANSFERABILITY OF CREDITS AND CREDENTIALS EARNED AT OUR INSTITUTION”

The Transferability of credits you earn at Arriba Juntos is at the complete discretions of an institution to which
you may seek to transfer. Acceptance of the certificate you earn in (our Nursing Assistant, Home Health Aide,
Home Care, Automated Office Skills Training or English as a Second Language/Vocational English as a
Second Language programs) is also at the complete discretion of the institution to which you may seek to
transfer. If the certificates that 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 you educational goals. This may
include contacting an institution to which you may seek to transfer after attending Arriba Juntos to determine
if your certificate will transfer.

Please Note: Arriba Juntos has not entered into an articulation or transfer agreement with any other college, university, or
post-secondary school.
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Arriba Juntos does not award of credit for prior experiential learning.
Arriba Juntos is not accredited by an accrediting agency recognized by the United States Department of
Education.

Facilities

Arriba Juntos is located at 1850 Mission Street, San Francisco, CA 94103. Arriba Juntos occupies a two-story
building that includes twelve state-of-the-art classrooms, three computer labs and administrative and faculty
offices. Classrooms are equipped and designed to accommodate classes of up to 30 students at any one time.
Arriba Juntos provides updated computer technologies (software and hardware) in every area of its
curriculum. Internet access is available in each computer lab. The Health Careers classroom and lab has three
hospital beds and medical equipment used in instruction. Equipment includes: Hospital beds and gurneys,
wheelchairs, basins, scales, vital signs diagnostic equipment, and CPR and First Aid equipment, bathing and
daily care equipment and supplies, medical supplies and materials. The type of equipment and materials used
to provide instruction are current with industry standards and appropriate to meet the teaching objectives of
its programs. Classrooms are furnished and equipped with tables, chairs, computer and overhead projectors,
and whiteboards. Lab Skills rooms are fully equipped with up-to-date equipment appropriate to meet the
teaching objectives of the programs offered.

Admission Requirements

In order to participate in an Occupational Training Program at Arriba Juntos, you must meet the following
requirements:

Be eighteen years of age or older and eligible to work in the United States.*

Each student admitted into a training program at Arriba Juntos, shall possess a high school diploma, GED
or its equivalent. Individuals who do not possess a high school diploma must pass an Ability-to-Benefit
(ATB) test. The Wonderlic Basic Skills Test (WBST) Verbal VS-1 & VS-2, Quantitative QS-1 & QS-2 is the
approved Ability-to-Benefit test that will be independently administered to prospective students. The
passing scores for Verbal are 200 and the passing score for Quantitative is 210.

Instruction is taught in English. Students must demonstrate a language proficiency of Level 6 in English
(reading, listening, speaking, and writing). The Test of English as a Foreign Language (TOEFL) with a
score of 60 or above will be accepted as demonstrating English proficiency. Different requirements may
apply to our ESL/VESL program.

Approval Disclosure Statement

Arriba Juntos is a private institution that is approved to operate by the Bureau for Private Postsecondary
Education (BPPE). The Bureau’s approval means that the institution and its operation comply with the
standards established under the law for occupational instruction by private postsecondary educational
institutions. Institutional approval must be re-approved every five years, and is subject to continuing review.
Such approval authorizes Arriba Juntos to offer the following certificate courses and programs:

Course Hours

Nursing Assistant Training 170
Home Health Aide Training 40
Home-Care Training 52
Automated Office Skills Training (AOST) 400
ESL/VESL 360
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California statute requires that a student who successfully completes a course of study be awarded an
appropriate diploma or certificate verifying the fact.

Please Note: this institution does not offer distance education.

Occupational and Training Programs

ESL/VESL Training

Overview/Objectives

The ESL/VESL program will provide a continuum of job-readiness, search, placement, and retention services
to participants. The individualized training program is not tied to a specific industry or occupation. It is meant
to provide all programs participants with a comprehensive array of work-directed services to help them
transition to sustained economic independence.

The ESL/VESL program teaches Communicative Functions in both spoken and written English, employing the
language, vocabulary, and etiquette appropriate for the workplace. The training includes a multi-level, multi-
contextual modularized curriculum for persons wanting to advance in workplace terminology. This system of
prescribed training according to the needs of the participants will upgrade their proficiency in hopes of them
achieving long-term retention in employment and career upgrades. The participants in the English-as-a-
Second-Language (ESL) training may receive of up to 360 hours of instruction, depending on the needs of the
individual.

Culturally competent case management is the essential strategy Arriba Juntos utilizes for success. Arriba
Juntos has developed an in-house culturally competent case management support system capable of
addressing many of the issues affecting the participants, such as domestic violence, substance abuse, and
financial instability. This system is complemented by an array of workforce development services that will be
provided to the client for 12 months after entering the program. A prescription tailored to the needs of each
participant will address their individual needs.

Through supervised job search activities and/or agency job placement services, participants will be assisted in
obtaining unsubsidized employment. Job development staff will work with human resource personnel at
businesses of all sizes to develop new opportunities for program participants.

Participants may also be directed into our very popular Computer Skills Upgrade option. The Computer Skills
Upgrade option is a modularized system designed to provide participants with additional skills necessary to
secure and maintain a job. The Arriba Juntos computer center offers a variety of learning opportunities to gain
computer skills and technological literacy. Specific courses that participants may choose from include:
Introduction to Computers, Using the Internet, Microsoft Word, Microsoft Excel, Microsoft PowerPoint,
PageMaker, Photoshop, and HTML. Users can choose which skills to acquire.

Objectives

At the completion of this course of study, the student will be able to:

. Communicate effectively in English based upon an increased understanding of language and culture.
. Practice positive interpersonal relationship skills with family, coworkers, classmates, and others.

. Practice safety in the workplace in relation to environment, personal habits, and hygiene.
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Targeted Occupations

At successful completion of the ESL/VESL Training, students will be eligible for a wide variety of entry-level
jobs. The goal of the program is to upgrade participant’s English proficiency and aide in the participant’s goal
of achieving long-term retention and career upgrades.

Some of the targeted occupations participants will apply to include:

Occupations Occupations(SOC/O*NET Code)
Receptionists 43-4170
File Clerks 43-4070
General office Clerks 43-9061
Cashiers 41-2010
Retail Salesperson 41-2031

Schedule and Location

Classroom instruction takes place at Arriba Juntos, 1850 Mission Street, San Francisco CA, 94103. The program
instructional hours are from 9:00am to 3:00pm, Monday through Friday. The training is tailored to fit the needs
of the participant and depending on those needs, the training will vary between sixty (60) and three hundred
and three hundred sixty (360) hours of multi-level, multi-content instruction per participant. ESL/VESL
training is an open access-training program. Please inquire at Arriba Juntos regarding specific weekly
calendar.

Program Description

English as a Second Language

Module 1. Pronunciation. (10 hours) 2.5 Listening for detail
(Pronunciation is also taught constantly through 2.6 Inferring meaning from context
modeling and student correction throughout the 2.7 Listening to authentic listening materials:
other skills) TV, radio, audiotapes, telephone messages,
etc.
1.1 Intonation
1.2 Word and Sentence Stress Module 3. Writing. (30 Hours)
1.3 Rhythm
1.4 Connecting Words 3.1 American Punctuation
1.5 Voice Quality 3.2 Descriptions
1.6 Physical Presentation 3.3 Instructions
3.4 Narratives
Module 2. Listening Comprehension. (30 Hours) 3.5 Biographies
3.6 Formal and informal letters
21 Using knowledge of context, situation, and 3.7  Writing postcards
topic to predict content 3.8 Filling in simple forms
22 Using key words to predict content 3.9 Using linking words to link sentences
23 Decoding individual words 3.10 Paraphrasing
24 Listening for gist 311 Reviews
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3.12
3.14
3.15
3.16
3.17
3.18
3.19
3.20

Advertisements

Academic composition

Collecting information

Outlining

Writing research presentations

Writing a draft

Revising and editing strategies

Workplace communications: E-mail, faxes,
memos, etc.

Module 4. Grammar Structure. (20 Hours)
(Grammar is highlighted in a context; it is then
practiced with the other skills of speaking,
listening, reading and writing.)

41
4.2
43
44
4.5

Basic tenses

Regular, irregular, modal, and phrasal verbs
Sentence structures and parts of speech
Word order

Verb patterns

Module 5. Vocabulary. (20 Hours)

(Vocabulary is taught in its communicative context
and practiced with the other skills of speaking,
listening, reading and writing.)

51
52
53
54
5.5
5.6
5.7
5.8
59
5.10
511
512
5.13
5.14
5.15
5.16
517
5.18
5.19
5.20
5.21

Workplace vocabulary
Classroom objects

Parts of speech

Parts of the body
Phrasal verbs
Compound nouns

-Ing and -ed adjectives
Adverbs

Travel vocabulary
Homophones
Prepositions

Word families and stress
Verbs and nouns that go together
Idioms and slangs
Euphemisms
Onomatopoeic words
Modifying adverbs
Verb/noun collocations
Homonyms
Compound adjectives
Suffixes and prefixes
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Module 6. Conversational Speaking Functions. (80
Hours)

(Emphasis on the communicative skills necessary

for real-life situations including classroom, public
and vocational settings.)

6.1 Initiating and ending conversations

6.2 Taking turns in conversations

6.3 Giving short answers

6.4  Asking for and giving directions

6.5 Asking for clarification

6.6 Giving advice

6.7  Agreeing and disagreeing

6.8 Apologizing

6.9 Direct and indirect requests

6.10  Debating

6.11  Story telling

6.12  Greetings and saying goodbye

6.13  Small talk

6.14  Social English expressions

6.15  Introductions

6.16  Making phone calls

6.17  Making, accepting, and declining
invitations and offers

6.18 Making suggestions

6.19  Ordering a meal

6.20  Telling the time

6.21  Expressing decisions with "Will"

6.22  Talking about plans with "Going to"

6.23  Making requests

6.24  Talking about likes and dislikes

6.25  Talking about your occupation and asking
about others’ jobs

6.26  Talking about life experiences

6.27  Talking about past events

6.28  Discussing cultural difference

6.29  Expressing similarity and comparison

6.30  Problem solving in a group

6.31  Expressing logical thought

6.32  Reporting “Reported speech”

0.33  Describing states and habitual actions

Module 7. Reading. (30 Hours)

7.1 Using knowledge of context, situation, and
topic to predict content
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7.2 Using key words to predict content 7.6 Scanning
7.3 Guessing words from context 7.7 Making inferences
74 Reading for main ideas 7.8 Deducing meaning from content

7.5 Skimming

Learning American Culture and Systems

Students are taught to better understand American culture and society and better navigate its many systems.
For example, after the class identifies the needs it has outside of class to interact with the public systems in San
Francisco, the class would teach the vocabulary and communicative language skills necessary to participate
fully in American society. Examples of such skills taught would be: how to be an informed and involved
parent in the San Francisco school system, how to communicate with a landlord or building manager, or how
to report a crime to the police department.

Scans Competencies

Incorporated into classroom management are practicing and developing students' Five SCANS (Secretary's
Commission on Achieving Necessary Skills) Competencies: Resources, Interpersonal, Information, Systems,
and Technology, as well as the SCANS Basic Skills, Thinking Skills, and Personal Qualities.

Vocational English as a Second Language (Workplace Communication)

Module 8. Personal Development. (4 Hours) 9.10 Describing and documenting project results
911 Reporting and responding to problems
8.1 Improving self-esteem and maintaining 9.12  Negotiating difficult situations on the job
motivation 9.13  Expressing opinions professionally
8.2 Clarifying values and developing meaning 9.14 Communicating with co-workers,
in work supervisors, and subordinates
8.3 Setting and expressing career goals and 915 Managing conflict
objectives
8.4 Goal setting and life planning R*Module 10. Workplace Culture (4 Hours)
R*Module 9. Communication. (20 Hours) 10.1  Understanding diversity
Participating in Teams 10.2  Understanding American workplace culture
10.3  Understanding power relationships;
9.2 Asking for and offering help with co- handling office politics
workers
9.3 Requesting and following instructions R*Module 11. Workplace Expectations. (2 Hours)
9.4 Giving directions and instructions for work
duties 11.1  Getting to work on time; establishing good
9.5 Writing and understanding business attendance habits
communications, such as company memos, 11.2  Following instructions, completing
faxes, e-mails, telephone messages, posted assignments and meeting deadlines
announcements, etc. phone etiquette 11.3  Maintaining a positive attitude
9.7 Socializing with co-workers 11.4 Becoming adaptable and flexible; meeting
9.8 Understanding business idioms and new expectations; determining unspoken
acronyms expectations
9.9 Receiving and giving feedback and
constructive criticism English in the Job Search
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Module 12. Job-Seeking Preparation. (4 Hours)

121  Planning a job search; using the citywide
employment and training resources

12.2  Assessing yourself; knowing and
expressing your skills and experience your
skills

Module 13. Career Exploration (2 Hours)

13.1  Determining your area of interest; using the
internet to explore careers; accessing career
exploration resources

13.2  Identifying vocabulary specific to desired
job and industry

Module 14. The Application Process. (12 Hours)

141  Preparing a resume

14.2  Writing cover letters; requesting letters of
reference; maintaining reference sheets

143  Preparing employment documents;
establishing contact with employers,
inquiring about jobs and obtaining
necessary interview and application
information

Module 15. Interviewing Techniques. (10 Hours)

151  Scheduling an interview
15.2.1 Preparing for the interview; conducting
informational interviews; landing a job
interview
15.2.2/153  Practicing for the interview with
mock interviews and video

feedback; answering questions about
employment history and future
goals; following-up and interviewer
thank-you notes; evaluating the
interview

R*Module 16. Getting The Job. (4 Hours)

16.1  Orientating yourself to the workplace;
navigating your first day; understanding
your role in the organization;
understanding your supervisor’s
responsibilities, the chain of command, and
policies and procedures

16.2  Filling out the W2 and other paperwork;
selecting benefit plans; deciding on IRAS
and other financial options

R*Module 17. Maintaining Employment. (2 Hours)

171  Knowing the labor laws; understanding the
pros and cons of unionization; knowing
your rights as an employee

172 Being on time; ensuring accountability;
arranging life to meet workplace
expectations. Completing work related
forms, timesheets, and work schedules

173 Wrap-up with highlights from other
modules

R*Module 18. Excelling at your Job. (2 Hours)

18.1  Moving up in the workplace; keeping
current within your field

18.2  Taking initiative; working independently;
producing quality work

R*= Retention: for those currently working, these modules are especially recommended to help maintain employment.

Basic Computers

Computer training in the areas of basic computer processing, introduction to applications: Microsoft Word and
Excel, printing, and internet Basics that will provide the ESL students with the necessary skills to complete
homework and class writings on a computer as well as enrich their employable skills. The “hands-on”
training will supplement the ongoing English classes with writing assignments, internet searches, and the use

of the Rosetta Stone Language software program.

Revised February 25, 2020




Occupational Training at Arriba Juntos

2019/2020

The curriculum is based on obtaining computer skills that directly pertain to the classroom and the workplace.
All class tasks simulate activities performed in the class and at the job site i.e., file management, memos,
business letters, fliers, tables, formulas, and internet searches.

Module 1. Computer Basics. (2 Hours)

1.1 What a computer is and does; uses of a
computer

1.2 Basic Computer parts & operations.
Computer case and types: Desktop, tower,
laptop. Monitors, keyboard, and mouse,
connecting all parts; turning it on/ off

1.3 Input and Output devices. Input devices:
keyboard, mouse, scanner, CD’s, disks,
modems. Output devices: monitor, printers,
disks, modems.

Module 2. Windows Introduction (4 Hours)

21 Communicating with Windows Vista:
Mouse operation: Point, click, double click,
right click, and window buttons: Close,
restore, minimize, and scroll bars

22 Desktop elements and functions: Icons: My
computer, network, internet, recycle bin,
task bar & start button

23 Creating folders and documents: New
folder, word processing document, storing
information

24 Drag and drop: Move data from one place
to another, transfer files

2.5 File management: Storing information in
the c¢/drive: My documents, desktop,
floppy disk, values, number: Decimal point,
percentage, currency

Module 3. MS Word. (10 Hours)

3.1 What MS Word is and does: Purpose of use

3.2 Getting started: Open & close, save, toolbars

3.3 Basic editing and formatting: Changing font
face, size & style, bold, italics, & underline
alignments

3.4 Copy, cut and paste: Copy data from one
place to another, transfer data from one
place to another
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3.5 Creating documents: letters, memos,
resume

Module 4. MS Excel (7 Hours)

4.1 What MS Excel is and does: purposes of use

42  Getting started: Toolbars navigation

43 Basic calculations & formulas: Addition,
subtraction, multiplication, division, finding
percentages, basic formulas

4.4 Formatting cells: Bold, italics, underline,
alignments, labels & values, number:
Decimal point, percentage, currency

Module 5. Printing. (1 Hour)

51 Print Options: Multiple copies, checking
default printer, purging print jobs

52 Trouble shooting: Checking print manager,
checking hardware connections

Module 6. The Internet. (6 Hours)

6.1 What the internet is and does: History of the
internet, uses of the internet, terminology

6.2  Web browsers: Internet explorer

6.3 Searching the web: Search by using web
address, using search engines

6.4 Introduction to electronic mail: uses of e-
mail, getting started, sending and receiving
e-mails, working with attachments

Module 7. Typing Tutor. (10 Hours)

71 What is typing tutor? Uses of the keyboard

7.2 Starting typing tutor: New user and test,
keyboard lessons, mouse lessons

7.3 Tests: Regular testing for speed/accuracy

Module 8. Rosetta Stone Language Program
(34 Hours)

8.1 What is Rosetta Stone? Starting program
9
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8.2 Headphones, using headphones and how to 8.3 Accessing lessons and exams lessons
connect them

* The total combined hours required for the completion of the course amounts to 360 hours.

Assessment and Certification

A variety of assessment systems will be used to determine client’s eligibility for this program. These include
the use of the CASAS Employment Competency Appraisal and Pre-Employment Work Maturity Appraisal,
also the Barksdale Self-Esteem Evaluation. These tools will assist in determining the level of language and
employment-related skills at time of enrollment.

Interested applicants are screened to ensure that they meet the minimum eligibility criteria as defined by:

. Barriers to employment due to English deficiency

. An inability to maintain work or advance in career due to soft skills deficiency
. A functioning educational level at enter of 5th grade, SPL 4 (CBPVE)

. Minimum age at entry of 18 years old

Once a participant advances a minimum of one grade level in ESL (if relevant to student’s needs), and obtains
75% achievement on all competencies in VESL (as determined by post CASAS testing), he/she will receive a
certificate of completion from the program.

Health Careers Training

Overview/Objectives

Our Health Careers Training program is actually three approved occupational training courses, the Nursing
Assistant Training, Home Health Aide, and Home Care Training programs. You have the option to enroll in
one or more of these programs. The combinations of these three courses provide an increase in the breadth of
jobs available, and in starting wages. The combined courses are 262 hours.

The courses are designed to prepare students to provide health services to residents of long-term care facilities,
as well as recipients of health care services in the home. Theoretical topics in a classroom setting are
complemented by practical skill use in a home and clinical setting.

In the classroom, students will be presented with theory that will enable them to develop knowledge and
understanding about the care of the patients in long-term care facilities and home care, and the techniques

utilized in providing this care. At the clinical site, students will observe and practice the skills and techniques
discussed in the classroom.

Students will be expected to complete reading assignments for each class and to be prepared to participate in
classroom discussions. The textbook for the NA (Nursing Assistant) course is:

Nursing Assistant Certification Textbook by Dr. Carrie L. Engelbright RN, CNE, CWP
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In this course, the students will learn skills not only related to care of the patients in long-term care, but will
also learn information and techniques that will contribute to his/her own healthful living. The education
gained in this course and work experience as a Nursing Assistant (NA), Home Health Aide (HHA) or Home-
care can result in a lifetime career in the health field. There are opportunities on the career ladder in the
nursing profession beginning with these training and employment opportunities.

Eligibility for Licensure

The requirements for eligibility for licensure within the Nursing Assistant/ Home Health Aide field are as
follows:

A candidate must pass a criminal background check.
A candidate must have a negative T.B. test and an up to date physical exam that demonstrates this
person can handle the workload of a Nursing Assistant/Home Health Aide, and Home Care
The candidate must complete the required hours before challenging their state exam; these hours are as
follows:
- Nursing Assistant: 170 hours total; 70 hours in the classroom and 100 hours at a clinical site.
- Home Health Aide: 40 hours total; 20 hours in the classroom and 20 hours at a clinical site.
- Home Care: 52 hours total; 40 hours in the classroom, and 12 hours of practice at the home
setting. 4 hours of CPR training is available to supplement all three courses here at
Arriba Juntos as well.
Once the candidate’s hours are completed, they will need to pass both the written and skills portion of
the state exam. When the candidate passes both exams, they will become a Certified Nursing Assistant.
(Home Health Aide does not have a state exam).

Objectives

At the completion of this course of study, the students will be able to:

Describe the role and perimeters of responsibility of the Nursing Assistant (NA)/ Home Health Aide
(HHA) and Homecare (HC) as well as the role and function of other members of health care team in a
long-term care facility and in the home care situation.

Describe the function and purpose of the various health care institutions and agencies.

Communicate effectively with patients based upon an understanding of their physical, psychological,
psychosocial, and spiritual needs.

Practice positive interpersonal relationship skills with patients, families, coworkers, classmates, and
others.

Understand the relationship between microorganisms and infection to go along with how to apply
infection control measures in the care of patients.

Practice safety in daily work with patients in relation to environment, patient care skills, and personal
habits and hygiene.

Describe the function of the nursing procedures performed in patient care.

Demonstrate competence in performing patient care procedures.

Respect the rights of patients and perform their duties in an ethical and legal manner.

Targeted Occupations

At the successful completion of the Nursing Assistant course, students will be eligible for certification as a
Nursing Assistant (NA) and will be employable within this classification. With the additional training in the
Home Health Aide Pre-Certification course, additional employment opportunities will be accessible as a Home
Health Aide and Home Care.
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The Health Careers Training courses are designed to match the qualifications of the following occupations:

Occupation Dictionary of Occupations | Occupational Employment | Standard
Titles (DOT) Classification | Statistics (OES) Occupational
Classification Classification (SOC)
Nursing Assistant/ Aide 355.674-014 660080 31-1131
Home Care Assistant 354.377-0140 660110 31-1122
Home Health Aide 354.377-014 660080 31-1121

Schedule and Location

The Health Careers Training comprises three approved occupational training courses: Nurse Assistant, Home
Health Aide Care, and Homecare. Arriba Juntos provides separate courses as needed it by our participants.

Theoretical instruction takes place in a classroom specifically customized for these occupations at Arriba
Juntos on 1850 Mission Street, San Francisco CA, 94103. Our current clinical site is San Francisco Health Care
Center located at 1477 Grove St, San Francisco, CA 94117. Theory hours vary, but are generally 8:30 am to 4:00
pmy; clinical site hours follow the typical day shift for this industry, 7:00 am to 4:00 pm (or 3:30 depending on
the day). Please inquire at Arriba Juntos regarding the specific weekly calendar. Each “cycle” is slightly

different depending on the number of students.

The Nursing Assistant Training course is 170 hours, including 70 hours in the classroom (non-consecutive
daytime hours), and 100 hours at the clinical site. The Home Health Aide Training course is forty hours,
including 20 hours/3 days in the classroom, and 20 hours/3 days at the clinical site. The Homecare training is
a 52 hours, 40 hours in the classroom, and 12 hours of practice at the home setting. 4 hours of CPR training is
available to supplement all three courses here at Arriba Juntos as well.

Please see the back of the catalog for specific starting and ending dates.

Program Description

Nursing Assistant Training amounts to 170 hours

Module 1. Introduction to Nurse Assisting.

(2 Hours)

e Roles and Responsibilities of a Certified Nurse
Assistant (C.N.A.)

Title 22 Regulations

Requirements for Nurse Assistant certification
Professionalism

Ethics and Confidentiality

Module 2. Patient’s Rights. (3 Hours)
o Title 22

e Health and Safety Code

e Code and Federal Regulations

Revised February 25, 2020

e Preventing, recognizing, and reporting
residents’ right violations

Module 3. Interpersonal Skills. (2 Hours)

e Communications

e Defense Mechanisms

e Sociocultural factors

e Attitudes toward illness and health care
e Family interaction

Module 4. Prevention and Management of
Catastrophe and Unusual Occurrences. (1 Hour)
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Emergency

General safety rules

Fire and disaster plans

Roles and procedures for Certified Nurse
Assistant (C.N.A.)

e Patient safety

Module 5. Body Mechanics. (2 Hours)

e Basic rules of body mechanics

e Transfer techniques

e Ambulation

e Proper use of body mechanics and positioning
techniques

Module 6. Medical and Surgical Asepsis. (2 Hours)
e Micro-organisms

e Universal precautions (standard precautions)

e Basic principles of asepsis

Module 7. Weights and Measures. (1 Hour)
e The metric system

e Weight, length, and liquid volume

e Military time, i.e., a 24-Hour clock

Module 8. Patient Care Skill. (14 Hours)
Bathing and medicinal baths

Dressing

Oral Hygiene

Hair care, hair shampoo, medicinal shampoo
Nail care and shaving

Prosthetic devices

Skin care including prevention of decubitus
ulcers

Elimination needs

e Bowel and bladder retraining

e Weighing and measuring the patient

Module 9. Patient Care Procedures. (7 Hours)

e Collection of Specimens, including stool, urine,
and sputum

e Care of patients with tubing to include but not
be limited to urinary gastric, oxygen and
intravenous. (This care does not include
inserting, suctioning or changing the tubes)

e Intake and Output

Revised February 25, 2020

e Bed making

e C(Cleansing enemas and laxatives suppositories

e Admission, transfer and discharge

e Bandages and nonsterile dry dressings,
including the application of non-legend topical
ointments to intact skin surfaces

Module 10. Vital Signs. (6 Hours)

e Purpose of vital signs

e Factors affecting vital signs

e Normal ranges

e Methods of measurement

e Temperature, pulse and respiration
e Blood pressure

e Abnormalities

e Recording

Module 11. Nutrition. (2 Hours)
e Proper nutrition

e Feeding techniques

e Diet therapy

Module 12. Emergency Procedures. (2 Hours)

e Signs and symptoms of distress

e Immediate and temporary intervention
Emergency codes

Module 13. Long-Term Care Patient. (8 Hours)

e Special needs of persons with developmental
and mental disorders including intellectual
disability, cerebral palsy, epilepsy, Parkinson’s
disease, and mental illness.

Special needs of persons with developmental
and mental disorders including intellectual
disability, Alzheimer’s disease, cerebral palsy,
epilepsy, dementia, Parkinson’s disease, and
mental illness

Introduction to Anatomy and Physiology

e Physical and behavioral needs and changes

e Community resources available

e DPsychological, social, and recreational needs

e Common diseases and disorders including
signs and symptoms

Module 14. Rehabilitative Nursing. (2 Hours)
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Promoting patient’s potential
Devices and Equipment
Activities of daily living (ADL’s)
Family Interactions
Complication of Inactivity
Ambulation

Range of motion (ROM)

Module 15. Observation and Charting. (4 Hours)

e Observation of patients and reporting
responsibility

e DPatient care plan

e Patient care documentation

o Legalissues of charting

e Medical terminology and abbreviations

Module 16. Death and Dying. (2 Hours)

Practical/Clinical Component (100 Hours)

e Stages of grief

¢ Emotional and spiritual needs of patient and
family

e Rights of dying patients

e Signs of approaching death

e Monitoring of the patient

e DPost-mortem care

Module 17. Abuse (As per HSC 1337.1 and 1337.3)

(6 Hours)

e Preventing, recognizing and reporting instances
of resident abuse.

e (4 hours)
Laboratory, practice review of all the skills prior to
moving to clinical site.

ORIENTATION TO FACILITY

Module 2. Resident’s Rights

(1 Clinical Hour)

« Knock on door before entering

o  Pull privacy curtains during personal care
+ Keep patient information confidential

» Treat patient with respect and dignity

« Encourage patient to make choices

« Explain procedures to patient

Module 4. Prevention and Management of
Catastrophe and Environmental Emergencies
(1 Clinical Hour)

« Demonstrate fire/disaster procedures

« Handles oxygen safely

« Use of fire extinguisher

Module 5. Body Mechanics (4 Clinical Hours)

» General use of gait belt

+ Assist patient up to head of bed with two
assistants
Turn and position the patient: supine, side-
lying, use of lift sheet

o Assist transfer from bed to chair or wheelchair

o Assist transfer from chair or wheel chair to bed

» Use of mechanical lift

Revised February 25, 2020

Module 6. Medical and Surgical Asepsis (8 Clinical
Hours)
« Hand washing
« Proper handling of linen
» Use of standard precautions:
Gloving, gowning and applying mask
Dispose of trash and waste by double-bagging

Module 7. Weights and Measures. (1 Clinical Hour)
o Measure oral intake

e Measure urinary output

o Use military time in documentation

Module 8. Patient Care Skills.

(40 Clinical Hours)

o Backrub

o Bed bath and partial bath
o Tubbath

« Shower

« Assist with oral hygiene

o Mouth care of the unconscious patient
o Denture care

« Nail care

o Comb patient’s hair

o Shampoo bedridden resident
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« Shampoo with shower or tub bath

« Use of medicinal shampoo

« Shave patient with razor and electric shaver
o Dress and undress patient

« Change clothes of patient with iv

» Assist of use of urinal

« Assist of use of the bed pan

« Assist to toilet or bed side commode

« Bladder retraining

« Bowel retraining

» DPerineal care

« Care and use of artificial limbs

« Use and application of splints

« Apply and remove behind-the-ear hearing aide
» Measure height of patient in bed

» Weigh patient in bed

« Measure and weight patient using upright scale

Module 9. Resident Care Procedures.

(20 Clinical Hours)

» Collect and identify specimens; sputum, urine,
clean catch, stool

o Make occupied bed

« Make unoccupied bed

e Administer commercially prepared cleansing
enema

« Administer enemas-tap water, soap suds

+ Administer laxative suppository

« Empty urinary bag

» Care for patient with tubing:

o Oxygen, iv, gastrostomy, nasogastric

o Urinary catheter

« Apply antiembolic hose, elastic stockings (ted
hose)

o Admit, transfer and discharge patient

« Apply non-sterile dressing

« Apply topical non-prescription ointment

Module 10. Vital Signs.

(6 Clinical Hours)

« Measure and record temperature using
mercury-free and electronic devices for:
Oral, axillary, rectal

« Measure and record pulse: radial and apical

« Measure and record respiration

Revised February 25, 2020

« Measure and record blood pressure; manual
(stethoscope, sphygmomanometer), and
digital/ electronic

Module 11. Nutrition. (6 Clinical Hours)

o Feed the patient who is unable to feed
themselves

o Assist patient who can feed self

« Verify patient given correct diet tray

« Use of assistive devices such as orthopedic
utensils, cups and other devices

Module 12. Emergency Procedures. (1 Clinical

hour)

« Apply postural supports as safety devices

« Apply soft wrist/ankle restraints as safety
devices

« Heimlich maneuver for conscious patient

o Heimlich maneuver for unconscious patient
Position call light properly

Module 13. (As per HSC 1337.1 and 1337.3)

(4 Clinical Hours)

o Use of dementia-related communication skills,
including listening and speaking strategies

o Identify your name and purpose of interaction

» Make eye contact at patient’s eye level

« Use of a continuum of verbal and other non-
physical techniques such as redirect, for
combative patients

Module 14. Rehabilitative / Restorative care

(4 Clinical Hours)

« Perform range of motion exercises

» Assist ambulation of patient using gait belt
o Assist patient to ambulate with walker

o Assist patient to ambulate with cane

« Proper use of rehabilitative devices

Module 15. Observation and Charting. (4 Clinical

Hours)

« Report appropriate information to charge nurse

« Documenting vital signs and activities of daily
living timely and correctly

o Documenting changes in patient bodily
functions and behavior

» DParticipating in resident care planning
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* The total combined hours required for the completion of the Nursing Assistant Training amounts to 170
hours.

Home Health Aide Training (40 Hours) Pre-requisite to be a CNA.

Theoretical / Classroom Component (20 Hours)

Module 1. Introduction to the role of the home health aide and the agency. (2 Hours)
Module 2. Interpretation of medical and social needs of people being served. (5 Hours)
Module 3. Personal care services. (5 Hours)

Module 4. Nutrition. (5 Hours)

Module 5. Cleaning and care tasks in the home. (3 Hours)

Practical/Clinical Component (20 Hours)

Module 3. Personal care services. (15 Hours)

Module 4. Nutrition. (3 Hours)

Module 5. Cleaning and care tasks in the home. (2 Hours)

*The total combined hours required for the completion of the home health aide training component is 40
hours.

Homecare Training (52 Hours) of training

Theoretical / Classroom Component (40 Hours)

Module 1. Professional development. (4 Hours)

Module 2. Standard universal precautions. (3 Hours)
Module 3. Personal care. (9 Hours)

Module 4. Body mechanics. (2 Hours)

Module 5. Emergency procedures (safety at home) (2 Hours)
Module 6. Transferring techniques. (4 Hours)

Module 7. Environmental aspects of care. (8 Hours)

Module 8. Nutrition. (8 Hours)

Practical/Clinical Component (12 Hours)

Module 2. Standard universal precautions. (2 Hours)
Module 3. Personal care. (2 Hours)

Module 4. Body mechanics. (1 Hour)

Module 5. Emergency procedures. (1 Hour)

Module 6. Transferring techniques. (2 Hours)
Module 7. Environmental aspects of care. (2 Hours)
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Module 8. Nutrition. (2 Hours)

* The total combined hours required for the completion of the Home-care Training component is 52 hours.

Grading/ Assessment and Certification

Grading and certification for the three Health Careers courses is necessarily separate. An overall score of 75%
is required to satisfactorily pass and complete each course. You must pass the Nursing Assistant course before
proceeding to the Home Health Care Aide training.

Student evaluation will be accomplished through written tests and performance of Return Demonstration of
Skills listed. If the student’s performance is below standard, corrective counseling will be conducted.

The Nursing Assistant training grading will be based on: The 50% of theory; (35%) will be based on 2 quizzes
and (15%) final exam.

The 50% of clinical of the training will be based on: clinical skills performance (30%),
communication/interpersonal (5%), attendance (5%), and attitude/personal grooming (10%).

The Home Health Care Aide training grading will be based on 50% of theory (final exam) and skills/practice
such as: (30%) skills performance, (5%) communication/interpersonal relationship, (5%) attendance, and
attitude/personal grooming (10%).

The Home Care training grading will be based on 50% theory (final exam) and 30% skills performance, (5%)
communication/interpersonal, (5%) attendance, and (10%) attitude/personal grooming.

Arriba Juntos will help arrange for you to take the state certification examination at different sites.
Documentation of this course and the results of the state exam are sent to Sacramento. The California

Department of Health Services will usually issue your license in eight to twelve weeks.

Nursing Assistant Training

In the clinical portion, student must perform each of forty patients care skills according to the steps outlined in
the Skill Evaluation Sheet. Students will be given copies of the Skill Evaluation Sheet to be used as a guideline
for practice and for evaluation. It is the student’s responsibility to arrange with the instructor for the auditing
and return demonstration of each skill.

Home Health Care Aide Training

The theory component of Home Health Aide Training is evaluated through the final examination only. Clinical
skills are evaluated in a similar manner to the Nursing Assistant Training.

Homecare Training
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An overall score of 75% is required to satisfactorily complete and pass the course. In the classroom, the average
of the final examination will count as 50%. The practice grade will be based upon the satisfactory completion
of practice skills. It is the student’s responsibility to make arrangements with the instructor for the auditing
and return demonstration of each skill. There are a number of other factors considered in the evaluation.

For More Information

If you're interested in pursuing training and a career in patient care fields, we have the resources and
experiences to help you. Please fill out an application at our offices (1850 Mission Street, San Francisco) and
attend an orientation. After that, an admissions counselor will contact you.

Automated Office Skills Training

Overview/Objectives

Our Automated Office Skills Training (AOST) course is designed to prepare students for employment in a
computerized office environment. The course is an intensive, full-time classroom immersion in the latest
computer tools. Students get to know the computer one-on-one.

The course focuses on the two main applications of computers in the office environment —word processing
and spreadsheets. The students also receive a strong grounding in basic computer concepts and operation, and
intensive career and job search instruction.

Instruction in our computer center includes lecture and lab; we aim to provide a wide variety of learning
opportunities. Our computer center has many different learning resources available, including videos,
Internet-based reference, instructional CD-ROM'’s, and leading commercial reference and instructional books,
including:

Microsoft Official Academic Course 2016 - Wiley Publishing.
The skills and knowledge acquired through the Automated Office Skills Training provide not only basic
qualifications for employment in computerized offices, but knowledge applicable to full participation in the

“information age.”

Objectives

Arriba Juntos aims to empower the successful student with the following;:

o Basic knowledge of what a computer is, how it works, and its impact on the world.

. Specific knowledge of computer hardware and software, and operating systems and interfaces
(particularly Windows Operating System).

. Introduction to networks and the use of Internet and e-mail.

. Ability to use rapid touch-typing and ten-key; and increase typing proficiency by twenty words-per-
minute.

. Knowledge of word processing functions and their specific implementation in Microsoft Word.

. Knowledge of spreadsheet functions and their specific implementation in Microsoft Excel.

. Knowledge of appropriate vocabulary and behaviors for employment in an office environment.

Knowledge of common tasks and tools required in an office environment.
18
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o Ability to create a résumé and cover letter, interview with confidence and skill, and manage an
effective job search.
. Knowledge of computer and office-related careers and opportunities. Ability to realistically explore

career goals and develop a career plan.

Targeted Occupations

Upon successful completion of this course, students will have qualifications applicable to a wide variety of
occupations and industries. The Automated Office Skills Training course is designed to match the
qualifications of the following occupations:

Occupation Dictionary of Occupational Standard
Occupations Titles (DOT) | Employment Statistics Occupational
Classification (OES) Classification Classification (SOC)
Computer Operator 213.362-010 56011 15-1299
Data Entry Clerk/Keyer 203.582-054 56017 43-9021
General Office Clerk 203.582-010 55347 43-9061
Receptionist/Information 337.367-038 55305 43-4171
Clerk
Typist/ Word Processor 203.362-010 55307 43-9022
203.382-030
203.582-066

Schedule and Location

This course is 400 hours, currently Monday through Friday from 8:30 to 5:00 for approximately twelve weeks.
150 hours are traditional lecture or other instructor-led activities, and the remaining 250 are independent “lab”
work. The full course can be completed in thirteen consecutive weeks. Classes take place at Arriba Juntos on
1850 Mission Street, San Francisco CA, 94103.

Please see the back of the catalog for specific starting and ending dates.

Program Description

Automated Office Skills Training

Module 1. Introduction to Computer Technology. 100 Hours (40 lecture, 60 lab).

Basic uses of a computer; essential concepts and vocabulary; common computer hardware; types of software;
overview of windows graphical user interface and other operating systems; customizing the windows desktop
and interface; managing files using windows; networks; web browsing; e-mail.

Module 2. Keyboarding Basics. 50 Hours (20 lectures, 30 lab).

How the keyboard works; ergonomics and positioning; home keys; upper letters; lower letters; numbers;
punctuation; upper symbols; right-little-finger symbols; ten-key entry; accuracy tips; real-world testing;
working the keyboard and mouse together.
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Module 3. Introduction to Word Processing. 120 Hours (40 lecture, 80 lab).

Purpose and functions of word processing programs; review of different programs; the word 2007 interface;
creating a new blank document; using templates and wizards; entering text into blank documents; basic
navigation and editing on the page; formatting characters, paragraphs, pages; opening, saving, locating files;
printing, page setup, print preview; advanced editing tools; tables; graphics; complex tasks (mail merge, etc.).

Module 4. Introduction to Spreadsheets. 50 Hours (20 lecture, 30 lab).

Purpose and functions of spreadsheets; review of different programs; the excel 2007 interface; creating a new
blank document; using templates and wizards; key terminology; navigation; entering numbers and text
(values and labels); inserting and deleting rows and columns; changing row and column size; hiding rows and
columns; algebraic formulas; formatting cells and sheets; multi-sheet formulas; functions; charting; analysis.

Module 5. Job Readiness and Career Exploration. 80 Hours (30 lecture, 50 lab). Occupational re-search and
resources; determining your own career goals; career plans and paths; careers using computers; office
environments; office functions and skills; assessing your skills; résumé strategy and design; locating and
contacting employers; applications and employment tests; cover letters; interview skills and practice; interview
follow-up; employers’ expectations; first days on the job; maintaining your employment and advancing your
career; computer based job search strategies.

* The total combined hours required for the completion of the AOST amounts to 400 hours.

Assessment and Certification

As an institution approved by the Bureau for Private Postsecondary Vocational Education, we enforce the
following guidelines. Students must achieve a minimum passing grade of 75% per module. Furthermore, each
module is weighted equally (20%) toward the final grade in the course. Achievement of these competencies is
measured as follows:

Module 1 Introduction 1 Quiz, 5% 1 Exam, 15%
Module 2 Keyboarding Words-per-minute improvement translates directly to
percentage, to 20%
Module 3 Word Processing 1 Quiz, 5% 1 Exam, 15%
Module 4 Spreadsheets 1 Quiz, 5% 1 Exam, 15%
Module 5 Job Readiness 1 Quiz, 5% CASAS Pre-Employment
Checklists, 15%

Student counseling is available should grades fall below standard. Students may be asked to repeat modules
or spend additional hours in modules where grades are below standard.

For More Information

If you're interested in pursuing training and a career in computer fields, we have the resources and
experiences to help you. Please fill out an application at our offices (1850 Mission Street, San Francisco) and
attend an orientation. After that, an admissions counselor will contact you.
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Administration

Student Services: Placement, Retention, and Other Services

The training courses provide you with the necessary skills to know how to excel at your new job, but how are
you going to get that new job? Through Arriba Juntos” extensive placement and follow-up services, which are
included in the cost of your tuition.

Because Arriba Juntos specializes in two high-growth fields, we have long and well-established relationships
with employers. These employers include hospitals, convalescent homes, nursing registries, financial
institutions and other businesses, temporary staffing agencies, and the extensive small business community in
San Francisco.

These employers know to list their openings for nurse assistants, home health aides, general office clerks, data
entry clerks, or word processors with Arriba Juntos. Our employment specialists build and nurture these
relationships and are here to link you with these special opportunities.

Among those employment services (standard for most programs) available to you after completion of the
training course are:

1. Job readiness.
We offer an entire series of workshops covering an array of topics on how to get and keep a job. You're
welcome to take advantage of these workshops beyond the required amount and to take them again as
an alumnus.

2. Job search assistance.
How do you find a job? Besides helping you get a job after training, we provide you with the resources
and guidance to conduct your own job search and find a job.

3. Job coaching, screening, and referral.
Our role is to match a person and a job. We'll work with you when you complete the training to
prepare you to meet employers and interview for positions match your skills. You'll have all the
instructions you need to contact an employer, have a successful interview, and follow-up to see if you
have a job.

4. Skills upgrading and continuing education.
In order to succeed in your new career, you need to stay current on what's new and to refresh what's
old, even after working. Stay in touch and we can connect you with opportunities to obtain new skills,
to refresh old skills, and to maintain your certifications.

5. Re-placement and long-term follow-up.
In the modern economy, you can expect to change employers several times. We'll be here to provide
you with your next step in advancing your career and as we hear of new opportunities, expect to hear
from us. Through these extensive services, Arriba Juntos has been able to assist training graduates with
their educational and employment goals.

In addition to our extensive job placement and retention services, as a student at Arriba Juntos, you may be
eligible for services other than occupational training. These services include:

Arriba Juntos Boutique: We provide professional clothing for students at no cost with a referral from a case
manager or other authorized Arriba Juntos employee.
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Because there is not an extensive library on the premises of Arriba Juntos, instructors are well-equipped with
information in-house as well as the information required to obtain access to other libraries, including the San
Francisco Public Library and its branches. The facility has an 84 square foot area designated to store books,
which the students are strongly encouraged to borrow or utilize for extra studying or reference at any time.
Courses provide all the instructional materials, quizzes and tests necessary for students to become proficient in
the occupations targeted by the educational services. As an enrolled student at Arriba Juntos, you have
complete access to the resources described. However, you must obtain permission from your instructor
and/or another authorized member of the staff. Some of these resources include our computer labs, books,
study areas, and healthcare equipment.

Admissions and Tuition

Eligibility Requirements

Be eighteen years of age or older and eligible to work in the United States.*

Each student admitted into a training program at Arriba Juntos, shall possess a high school diploma, GED
or its equivalent. Individuals who do not possess a high school diploma must pass an Ability-to-Benefit
(ATB) test. The Wonderlic Basic Skills Test (WBST) Verbal VS-1 & VS-2, Quantitative QS-1 & QS-2 is the
approved Ability-to-Benefit test that will be independently administered to prospective students. The
passing scores for Verbal are 200 and the passing score for Quantitative is 210.

Instruction is taught in English. Students must demonstrate a language proficiency of Level 6 in English
(reading, listening, speaking, and writing). The Test of English as a Foreign Language (TOEFL) with a
score of 60 or above will be accepted as demonstrating English proficiency. Different requirements may
apply to our ESL/VESL program.

Please Note: Arriba Juntos does not provide English language services. It is the responsibility of the student to
obtain theses services outside of the classroom if necessary, to aid in their studies.

There are also specific health requirements for participation in our Nursing Assistant and Home Health Aide
pre-certification training courses. All applicants for the Health Careers Training courses will be screened for
prior criminal convictions. Applicants convicted of crimes under Penal Code sections specified by the
California Department of Health Services (list available upon request) will not be permitted to enroll in these
courses. Arriba Juntos will verify each applicant’s eligibility by calling the state registry at (916) 327-2445
before enrollment in the program.

There may be more specific eligibility criteria in order to be matched with organizations and programs that
may pay your tuition. These are the criteria of the funder, not of Arriba Juntos’ occupational training courses.

Tuition and Fees

Arriba Juntos is a nonprofit organization. Tuition serves only to provide the staff and resources to operate
these programs in the community. This institution does not participate in federal and state financial aid
programs; however, these programs and services are funded by federal, state, and city public entities; business
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consortia; foundation and corporate grants; and individual donations. Some of these funds are available to
pay your tuition in our Occupational Training programs. To obtain these funds though, you will have to gov
outside Arriba Juntos to the given entities, as we ourselves do not handle the distribution of these funds. In
most cases, the representatives of each program match the students to one of these entities or sponsors. These
sponsors/entities may be Arriba Juntos contracts with funders to serve specific groups, or individual referral
contracts with sponsoring organizations like ours that help individuals access training for free. Each
sponsor/entity has its own eligibility criteria above and beyond those for Arriba Juntos.

Arriba Juntos does not participate in federal and state financial aid programs.

The following information explains the rights of the individual or organization that sponsors the training for
the student. Costs for the training courses and placement services are as follows:

Nursing Assistant Training alone  $4,500.00 Total Estimated Charges for entire program

$2,250 Enrollment; $1,125 Completion; $1,125 Placement
Home Health Aide Training alone  $1,000.00 Total Estimated Charges for entire program

$500 Enrollment; $250 Completion; $250 Placement
Homecare alone $800.00 Total Estimated Charges for entire program

$400 Enrollment; $200 Completion; $200 Placement
Automated Office Skills Training ~ $5,000.00 Total Estimated Charges for entire program

$2,500 Enrollment; $1,250 Completion; $1,250 Placement
ESL/VESL $4,000.00 Total Estimated Charges for entire program

$2,000 Enrollment; $1,000 Completion; $1,000 Placement

Student Tuition Recovery Fund (STRF) will be added to cost of training as follows: Zero Dollars ($0.00)
Estimated charges, and total charges are the same.
For more information about tuition and sponsorship, please speak directly to an Arriba Juntos counselor.

Disclaimer: Students are not obligated to pay fees. Student fees are funded and paid for by the local and state
government agencies.

If a student obtains a loan to pay for an educational program, the student will have to repay the full amount of
the loan plus interest, less the amount of any refund, and that, if the student receives federal student financial

aid funds, the student is entitled to a refund of the money not paid from federal financial aid funds.

Cancellation and Refund

Prior to enrollment AJ’s will provide a prospective student, either in writing or electronically, the school
catalog containing: name address, telephone number, and, and internet web site address of AJ. If student has a
question regarding this catalog/or fact sheet that has not been satisfactory answered by the institution may be
directed to the Bureau for Private Postsecondary Education at by calling at (916-431-6959).

Your enrollment begins once you have completed and signed the enrollment agreement (see Admissions
Procedures, below). Should you decide to cancel your enrollment in the training course, you or your sponsor
may be eligible for a full or partial refund of tuition. You have the right to a full refund of all charges, should
you cancel your enrollment on or prior to the first class session, or the seventh day after enrollment, whichever
is later.

After the enrollment period ends you will receive a pro rata refund if completing 60% or less of the program.
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For example, the AOST course is 400 hours and tuition is $5,000. If you cancel after attending 100 hours 12.5
days of instruction (25%), you are entitled to a refund of 75%, or $3,750.00. Similarly, if you cancel after 200
hours 25 days (50%), you are entitled to a 50% refund, or $2,500. However, if you cancel after 240 hours 30
days (60% or more), you are no longer entitled to a refund.

You must issue your cancellation in writing in order to be eligible for refund. If you fail to return equipment or
materials issued by the course, their value will be deducted from your refund. All refunds will be made within
thirty days.

Physical address: 1747 N. Market Blvd. Suite 225, Sacramento, CA 95834
Mailing address: P.O. Box 980818, West Sacramento, CA 95798-0818
Phone number: (916) 574-8900 or (888) 370-7589

You must issue your cancellation in writing in order to be eligible for refund. If you fail to return equipment or
materials issued by the course, their value will be deducted from your refund. All refunds will be made within
thirty days. If a student obtains a loan to pay for an educational program, the student will have 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 money’s not paid from
federal student financial aid program funds.

Student Tuition Recovery Fund

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 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”

“It is important that you keep copies of your enrollment agreement, financial aid documents, receipts, or any
other information that documented the amount paid to the school. Questions regarding the STRF may be
directed to the Bureau for Private Postsecondary Education, 2535 Capitol Oaks, Suite 400, Sacramento, CA
95833, (916) 574-8900 or (888) 370-7589.

To be eligible for STFR, you may be a California resident or are enrolled in 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 approve 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 education program within the 120
day period 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
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the Bureau determined there was a significant decline in the quality or valued of the program more than 120
days before closure.

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 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 any 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 (4) years from the date of the
action or event that made the student eligible for recovery from STRF.

A student whose loan is revived by loan holder or debt collector after a period of non-collection 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 more than four (4) years since the action or event that made the student eligible, the student
must have file 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 taxpayer identification
number.

Record Retention Policy

It is important that you keep copies of the enrollment agreement, financial aid papers, receipts or any other
information that documents the monies paid to the school. Questions regarding the STRF may be directed to
the Bureau for Private Postsecondary Education.

Physical address: 1747 N. Market Blvd. Suite 225, Sacramento, CA 95834

Mailing address: P.O. Box 980818, West Sacramento, CA 95798-0818
Phone number: (916) 574-8900

Student’s records are kept in confidential storage. Records remain onsite for 5 years and transcripts are kept
permanently.

Admissions Procedures

In order to pursue enrollment in occupational training at Arriba Juntos, please follow these steps:

. Complete the general Arriba Juntos Application for Services, which you can obtain and must complete
at our offices, 1850 Mission Street, San Francisco.

. Attend an orientation/registration to Arriba Juntos services. Call us for details.

. Complete the second application if applicable, specific to the occupational training course or courses in
which you are interested.

. Speak to a program counselor/case manager, who will usually call you to set up an initial
appointment.

. Follow-through immediately on the certification requirements for your sponsorship.
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Familiarize yourself with the policies and procedures (see the following section), and complete the
enrollment form.

This institution only admits students who have proper documentation to be or work in the United States. We
need a social security card and a Government issued photo ID, Permanent Residence Green Card or U.S
passport to accept a prospective student into our classes. We do not admit foreign students on an F-1 Stu-dent

Visa.

In addition, this institution does not award credit for prior trainings or educational experiences. There are no
procedures or provisions for appeal that will affect charges a student might be required to pay for prior
experiences. Everyone pays the same for a class regardless of your educational experience beforehand.

Standard for Student Achievement

As a participant in your training activities, you play an active and important role in your preparation for
employment. As a participant in our programs, there are certain rights to which you are entitled, rules by
which you must abide, and responsibilities expected of you.

Rights

As a participant in Arriba Juntos’ programs you have the following rights:

Rules

To be treated with respect.

To be free from harassment of any kind.

To be free from discrimination on the grounds of race, color, religion, sex, sexual preference, national
origin, age, disability, or political affiliation or belief.

To voice grievances if you feel your rights have been compromised.

To be given written notice of termination or disciplinary action with a complete reason for such.

To have these and all other rights, rules, and responsibilities explained to you and available to you.

In order to be enrolled in Arriba Juntos” programs, you must adhere to these rules, or you will be subject to
termination:

No smoking in Arriba Juntos or at an external training site. Smoke only at designated times and in
designated areas.

Treat all staff, other participants, and all people with respect.

No harassment of any kind, toward staff or other participants.

No discrimination of any kind, toward staff or other participants.

No use or possession of drugs or alcohol, unless prescribed by a medical doctor.

No violence or threat of violence of any kind, verbal or physical, against any other person or thing.
No possession of a weapon of any kind.

No use of Arriba Juntos equipment and other resources without permission and supervision of staff.
No behavior, including noise, which is disruptive to the activities at Arriba Juntos.

No use of cell phone inside the classroom.

No food or beverage inside the classroom.
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Responsibilities

The following will be expected of you during the course of your participation in Arriba Juntos programs:

o Know and be familiar with your rights, rules, and responsibilities from this form and other policies
from specific programs.

o Follow all rules of Arriba Juntos, rules of the specific program in which you are enrolled, and
instructions given to you by Arriba Juntos staff.

. Be present at Arriba Juntos for all scheduled activities.

. Maintain the academic standard (75%) put forward for classroom activities, while completing
classroom work in a prompt and timely manner.

. Follow all the policies and procedures of an external training site (OJT employer, NA clinical site,
internship) and be present when scheduled.

. Use the established procedures to file a grievance.

It is important for you to read and understand these policies. If you have any questions at all, you have the
right to ask and receive an explanation that you understand. These rights, rules, and responsibilities apply as
long as you are enrolled in a program at Arriba Juntos.

Attendance Policies

Attendance is extremely important in Arriba Juntos occupational training courses because, (1) the classes cover
a great deal of material at a rapid pace, (2) we are aiming to prepare you to be a good employee, and your
employer will expect good attendance behaviors, and (3) certification by Arriba Juntos and the State of
California requires completion of all the class hours. The following policies and procedures are designed to
reinforce this importance.

Absence

. Should a student need to be absent from training (either in the classroom or at an external training site),
the student must notify the instructor or case manager on the day of the absence.

. Legitimate excuses for absence include only the following: medical or dental appointment, court

appearance, illness of the student or serious illness or death in the family, or other emergency. Proof of
any and all of these is required.

o Because the number of available make-up hours is limited, students who miss more than 35 hours
(excused or unexcused) may be dismissed from the program.

Tardiness

Prompt arrival in the mornings and prompt arrival from breaks and lunch are imperative. Lateness will not be
tolerated. Two instances of tardiness (ten or more minutes late) will require a case conference with the student
to address the problem. If the problem persists, the student may be dismissed.

Dropout Policy

. If a student should be absent without notification or an excuse (no call/no show), he or she will be
considered a dropout and is grounds for immediate dismissal from the course.

. Continual tardiness or lack of attendance is also grounds for dismissal.

Leave-of-Absence Policy
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. Due to the brief duration of our training programs, students are NOT permitted to request Vacation
Leave or non-emergency Personal Leave while attending our courses. Any student who has vacation plans or
personal obligations that would interfere with their attendance of the training should not enroll in the course.

Special Guidelines and Rules for Clinical Nursing Sites

We are grateful to the San Francisco Health Care and Rehabilitation Center for providing a practical learning
environment for potential Nursing Assistants and Home Health Aides. Because of the special nature of patient
care facilities, we must pay special attention to the following guidelines. The clinical site will also have its own
set of rules and expectations. Students will be held to the highest expectations of professional and ethical
behavior at all times.

It is important that the student is at all-time cognizant of the environment. In the long-term care facility, some
patients need the stimulation of conversation and the activity with others. Some patients may require a quiet
environment because of ill health. Thus, students must be aware of the individual patient’s needs and adjust
their behavior accordingly.

Attendance Policy and Procedures

It is the policy of Arriba Juntos to provide the required hours of theory and clinical instruction to each student.
The school shall also provide sufficient time for each student to make up any time missed due to illness or
other reasons.

It is a policy of Arriba Juntos that scheduling of clinical rotation for the Nurse Assistant training program be
implemented with the consultation and consent of the contracted skilled nursing facility.

It is a policy of Arriba Juntos to hire a qualified License Nurse as a Director of Staff Development who is fully
responsible for the management of the 100 hours of nursing training.

It is the policy of Arriba Juntos to prohibit mistreatment, neglect, and abuse of residents and misappropriation
of resident property. Students are prohibited from subjecting residents to verbal, mental, sexual, or physical
abuse, corporal punishment, or involuntary seclusion.

Good hygiene and personal appearance are important factors in maintaining a clean and safe environment for
patient care. Therefore, standards for cleanliness, personal hygiene and appearance are established for
personnel working in hospital settings. Students are expected to wear white clothes and white shoes during
clinical assignments. Arriba Juntos will provide apron/smock and name tag. Students are expected to be clean
and well-groomed at all times.

The facility or hospital reserves the general staff lounge for the use of the hospital staff. Students will be pro-
vided with an area for breaks and lunch.

The student-teacher ratio must remain at or below 15-to-1, in order to provide the least disruptive and most

learning-centered environment. Students should remain close under the supervision of the instructor at all
times.
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Probation and Dismissal Policies

Because of the serious nature of these courses and the occupations they target, there may be instances where
disciplinary action is required. The previous policy sections should clearly describe our expectations for
occupational training students. Failure to work within these expectations is cause for dismissal from our
occupational training, with or without written notice.

Students who violate the terms of their agreement to a minor degree might be subject to a case conference, in
which the student and institution sign an agreement that student shall not commit said violation again. This
agreement is to serve as a final warning, as if the said violations continue, the subject will be dismissed

Furthermore, Arriba Juntos will dismiss students for issues including the following:

. Criminal activity: use, sale, distribution, possession of controlled substances; theft or destruction of
property; assault/battery or other violence against students, staff, patients, others; weapons possession
or use.

. Classroom disruption: extreme insubordination; disruptive noise or language.

. Academic disqualification: failure to meet and maintain the minimum passing grade of all courses
(75%).

o Absence and tardiness: unexcused absence; continual tardiness; failure to make up hours.

Grievance Procedure

If you have a grievance about the manner in which a staff member or another participant/student has treated
you, or you disagree with some condition of the program, you have the right to file a formal grievance. It is
also your responsibility to use this established procedure to voice any grievances.

During your enrollment in employment and training activities at Arriba Juntos, you may be enrolled in
different programs and be responsible to different staff members. You should refer grievances within the
program in which you are enrolled, following the proper chain of responsibility as outlined below:

1. The participant will discuss the matter first with the manager of the program in which they are
enrolled and have a grievance. The participant may choose oral or written issuance of grievance.
2. If the matter remains unresolved or it involves a dispute with a staff person, the participant should put

the grievance in writing and submit it to the program manager, who will meet with the individuals to
resolve the matter.

3. If the matter is unresolved by the program, a written or verbal grievance may be submitted to the
Deputy Director or Executive Director, whose decision will be final.

You also have external authorities with which you may file a grievance if you feel your grievance is not re-
solved. A student or any member of the public may file a complaint about this institution with the Bureau for
Private Postsecondary Education by calling (888) 370-7589 toll-free or by completing a complaint form, which
can be obtained on the bureau’s internet web site www.bppe.ca.gov
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Staff and Faculty

Arriba Juntos employs over twenty-five staff and faculty as instructors, case managers, employment
specialists, support staff, and project managers amongst other functions. All of us come from different
backgrounds, united by the desire to help people improve their economic and occupational future.

Dalila Ahumada - Dalila is the Chief Executive Officer (CEO) at Arriba Juntos and oversees all the operations.

Health Career Training (HCT), Automated Office Skills Training (AOST), and English-as-a-Second Language
(ESL/VESL ) staff:

Remington Chua - RN/DSD is the Chief Academic Officer (CAO) and Chief Operating Officer (COO) at
Arriba Juntos. He is certified to instruct nursing skills within the Health Careers Training by California DHS
Department of Health Services (DHS). Remington Chua is a registered nurse with over 14 years of nursing
experience and holds a Director of Nursing certification.

Eleanor Dimapasoc - LVN/DSD certified to instruct the Nursing Assistant training within the Health Careers
Training by the Department of Health Services (DHS). Eleanor Dimapasoc is a licensed vocational nurse with
over 30 years of nursing experience including director of staff development, director of utilization, unit
manager and nurse discharge planning.

Hector Sabogal Computer Instructor (CI) has over 2 years of experience in developing and implementing
computer programs to meet student needs. He has also experience in assisting and mentoring students to pass
the Test Of English- as a Foreign Language (TOEFL) . Experience in Excel, Microsoft Word, PowerPoint, and
Internet related. Proficient in Spanish, French, and German.

Christopher G. Castle- ESL-VESL Instructor. He has over 10 years of experience teaching multi-cultural foreign
national students and family members. ESL- (vocational, and conversational English to suit the student needs.
Proficient in German and French.

All of Arriba Juntos’ staff are knowledgeable about our occupational training programs and are available to
speak with you regarding your participation in occupational training. We are here to help you improve your

skills and your occupational future.

Course Schedules

Course schedules are subject to change without notice. Please inquire at Arriba Juntos for updated versions of
this catalog.
As of this printing [7/2019], cycles for 2019-2020 school years were scheduled as follows:

Health Careers Training, Computer, and ESL-VESL.

Nursing Assistant Home Health Care Home Care Computer | ESL/VESL
Aide
July 8, 2019 to September 6, 2019
September 3, 2019 to October 25, 2019 | To Be Determined | To Be To Be To Be
(TBD) Determined Determined | Determined

October 21, 2019 to December 20, 2019
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December 16, 2019 to February 14,
2020

February 10, 2020 to April 10, 2020
April 6, 2020 to May 29, 2020

We wish you good luck in your efforts. If you have any inquiries that this catalog cannot answer, feel free to
contact us at the following:

Arriba Juntos

1850 Mission Street

San Francisco, CA 94103
415-487-3240 (main number)
Fax: 415-863-9314

Email: info@arribajuntos.org

A student or any member of the public may file a complaint about this institution with the Bureau for

Private Postsecondary Education by calling (888) 370-7589 toll-free or by completing a complaint
form, which can be obtained on the bureau’s internet web site www.bppe.ca.gov
Any questions a student may have regarding this enrollment agreement that have not been

satisfactorily answered by the institution may be directed to the Bureau for Private Postsecondary

Education at 1747 N. Market Blvd. Suite 225 Sacramento, CA 95834; P.O. Box 980818, West

Sacramento, CA 95798-0818, www.bppe.ca.gov, telephone number (888) 370-7589 or (916) 574-8900

or by fax (916) 263-1897.
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