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MISSION STATEMENT

Neway Directions, Inc. is dedicated to building a productive workforce by providing individualized, comprehensive training and support to advance each individual’s professional skills, competence, and confidence.

ENTRANCE REQUIREMENTS
Neway Directions, Inc. maintains an open admissions policy to English speaking people with a reading and math at the 8th grade level. (Unless otherwise approved by Neway Directions, Inc. and the referring agency). During the first 10 days students are assessed by their attendance, motivation, accuracy, retention, and output.  A determination is made by the student, Neway Directions, Inc., and the referring agency (if there is one) as to whether they will continue in the program.

ENTRANCE TIME LINE
Open Entry/Open Exit
Neway Directions, Inc. has a first come first serve policy.  If there are not slots available you will go on a waiting list. A student may start training as soon as a slot is available.  Students usually start training every couple of weeks on a Monday.  

STANDARDS OF PROGRESS (See also: Dismissal from the Program)

Satisfactory progress through the program is determined by successfully completing various Computer and Clerical training modules.  Minimum satisfactory progress is determined on an individual basis by assessing the following criteria:  attendance, motivation, accuracy, retention, and output.  Neway Directions, Inc. does not use a probation period for unsatisfactory progress.  Successful completion of the program is determined by individuals training goals.

STUDENT APPEARANCE

All students are expected to treat their time at Neway as if this was their place of employment.    Dress is “Office Casual”, do not wear your pajamas to school.  You should be clean, and your hair washed. Please do not wear perfume or cologne at Neway.  Some people are severely allergic to colognes and perfumes and we do not want to cause breathing or health problems. 
ATTENDANCE POLICIES
Neway Directions, Inc. doesn’t have a probation period for unsatisfactory attendance.  A student will be discontinued and will need to get approval from Neway Directions, Inc. and their referring agency (if there is one) to return.

Absences
Neway Directions, Inc. has a “sign-in and sign-out” book for students to use each day while in the program.  Students are expected to call Neway Directions, Inc. (221-1920) if they need to miss training.  Excused absences consist of:  illness, child illness, transportation problems, childcare difficulties, etc...  Students need to be present 80% of their training program to continue.  If they do not call it is an unexcused absence and they could be discontinued from the program after 5 days.  Bring in a note from the doctor if you had a visit for yourself, a child or other family member that you had to assist.
Tardiness
Neway Directions, Inc. keeps track of punctuality with a “sign-in and sign-out” book.  After being late five times we call the referring agency (if there is one).

Leave of Absence
A student may take up to 20 days leave of absence if he/she has the approval from Neway Directions, Inc. and the sponsoring agency (if there is one).  Under normal circumstances, Neway Directions, Inc. does not permit make-up work. The majority of work is done in class.
Cell Phone Usage
Do not use cell phones in the classroom or work station area.  If you must answer the phone, please go into the hallway or the kitchen area and shut the door so as not to disturb the other students.
STUDENT CONDUCT
Neway Directions, Inc. expects students to treat their time here as if they were at their place of employment.
- do not eat or drink at the computer workstation
- be on time each day of training

- be respectful and courteous to all staff and other students

- keep books/supplies/facility clean and organized 
 
- do not bring firearms into the building
- use appropriate language for the business setting


- smoking is NOT allowed anywhere in the building
- do not bring alcohol or illegal drugs on the premises         
 
If a student does not follow these rules of conduct it may cause dismissal from the program.  The student may be readmitted with the agreement of Neway Directions, Inc. and the referring agency (if there is one).

DISMISSAL FROM THE PROGRAM
A student may be dismissed for unsatisfactory progress under the following conditions:  excessive absences without notifying Neway Directions (5+ days), low accuracy (<70%), low output (see attached time line), low retention (inability to retain information consistently from previous assignments), and lack of motivation. Insubordination from students will not be tolerated.
READMISSION POLICY
Neway Directions, Inc. will readmit students based on a mutual agreement with the individual or sponsoring agencies(if there is one).

STUDENT COMPLAINTS
When a student has a complaint at Neway we have them fill-out a form stating their concern and schedule a meeting time with the student and referring agency (if appropriate and applicable). If the situation is not resolved the student can contact the Director of the referring agency or EAB (Educational Approval Board) at 608-266-1996.

PROGRESS RECORDS

Neway Directions, Inc. maintains the final result of the student progress records with a brief written evaluation after completion of the program.  Neway Directions, Inc. maintains these final results for 3 years after completion of the program. Neway utilizes passwords and locked file cabinets to maintain confidentiality.

Students are provided with a computerized progress report, which shows percentage of accuracy, percentage completed for entry level, and percentage expected to be completed for entry level.  Frequency of these reports varies by referring agency requirements.

NO INSTALLMENT PAYMENTS - Referring Agency Pays for Services Rendered.

FACILITIES AND EQUIPMENT
Neway has two computer labs, one workshop/study room, break room with microwave, refrigerator, and a vending area with refreshments.  
BOOKS AND SUPPLIES 
10-day Job Evaluation-students borrow books from Neway Directions. (If a student has completed 50% or more of a subject, they will not receive a book from Neway when starting the 20+5 day module.)
20+5 day module-books are included as part of the tuition at Neway Directions.

PROGRAM OUTLINE - Clock hours are an Average@ amount of time spent on each subject. 

COMPUTER TRAINING
NON-COMPUTER TRAINING
*  Math (0-23 hrs - depending on level)


*  Microsoft Office 2010 Professional Suite 
*  Record Keeping (Continuous)

    Beginner, Intermediate, Advanced Level (20 hrs each level)
* Accounting (Continuous)

     (Word, Excel, Access, Outlook, Power Point,)
*  Filing – Alpha and Numeric (15 hrs)

*  Data Entry  (20 hrs)
*  10-Key Calculator (23 hrs)
*  Keyboarding
*  Receptionist and Telephone experience    
     
*  Employment Services


   - resume development


   - interview preparation


   - job placement


WORKSHOPS  

*  Life Skills 
 *  Job Seeking Skills
*Resume Preparation

* The objective of Neway’s Computer and Clerical Training Program is having students benefit by the training by becoming competent and efficient in the above skills and be qualified and marketable for an Office/Clerical position.

ADVANCED STANDING
Past work and educational experience in the computer and clerical field can be used to determine advanced standing.  Such experience will determine what training modules a student will be required to complete for the program.

The effect of Advanced Standing on the cost and length of the program is determined on an individual basis.

EMPLOYMENT SERVICES

Students can contract for employment services with Neway Directions, Inc.  We offer extensive assistance in resume development, pre-interview preparation, mock interviews, job search/networking skills, and job keeping skills. Neway Directions, Inc. provides some, but not all, job referrals through direct contact with employers.  If Neway works with a student in Employment Services we keep all job seeking materials indefinitely so students can come in to update their materials. We do not send any materials to employers unless we get a signed consent from the student. Neway Directions, Inc. does not guarantee employment.

EMPLOYMENT RESULTS
Neway’s Employment Services gives us first-hand knowledge of industry requirements in the office/clerical area. If our graduates are getting jobs in the office/clerical area then we know we are training them in the appropriate subjects. We have a 72% placement rate for students who complete the program. Students get part-time, temporary, temp-to-hire, and full-time positions depending on their vocational goals. 

As Neway Directions, Inc. staff is in contact with various Human Resource departments. Neway updates and changes curriculum according to market demands. We do an exit evaluation asking the students how Neway could improve their services and follow-up with students for 90 days after they start a job and also get feedback from them about additional training that would have been helpful for their jobs before they started and adjust our training as needed.
AGENCY HOLIDAYS
New Years Day

Martin Luther King Day

Good Friday
    Memorial Day

Independence Day

Labor Day

Thanksgiving Day and Friday
Winter Break (1-2 Week)

FACULTY MEMBERS

Jennifer Ruehlow Haney, Director, 

Lisa Thiede, Placement Specialist

SCHOOL STOCKHOLDERS
Jennifer Ruehlow-Haney

