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Amundsen Educational Center (AEC) is a 

faith-based, non-profit organization that 

provides vocational training and a Christian 

community. AEC serves a diverse group of 

people including students from native 

Alaskan villages and local students from the 

central Kenai Peninsula. AEC is authorized 

by the Alaska Commission on 

Postsecondary Education, and is 

incorporated by the State of Alaska. In 

January 2008, AEC merged with New 

Frontier Vocational Technical Center, which 

had offered office occupational training 

since 1985. AEC has taught construction 

trades since 2001. AEC does not discriminate 

because of race, ethnic origin, color, national 

origin, sex, age, political affiliation, religious 

beliefs or disabling conditions. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Amundsen Educational Center 
995 Roald Avenue info@aecak.org 
Soldotna, AK 99669 Phone: (907) 260-8041 
aecak.org  Fax: (907) 262-7144 
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I certify this publication to be true and correct in content and policy at the time of publication.  

  

Kevin Spence, CEO, AEC Board Chair 
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INTRODUCTION 
 

Amundsen Educational Center is here to 

help you develop vocational skills. You 

will experience AEC as a small 

community where people – students, 

instructors and staff – make friends and 

work together to develop skills, gain 

knowledge, and form the attitudes and 

values which will sustain you throughout 

your life. 

 

AEC offers employability skills training to 

empower students for their 

individualized career track. Our student 

body consists of people who may be 

choosing new careers, or have been 

out of the work force and need to 

upgrade their skill levels. You may need 

modified instruction to ensure successful 

training or may be experiencing a 

disability and need additional training 

and support systems to become 

employable. You may be currently 

employed but want to expand your skills 

or you may not have received a high 

school diploma and need training to be 

able to compete in the job market. We 

accept students at their own levels and 

give them guidance and direction 

through instruction and work 

experience. 

 

When you leave AEC, it is our goal that 

you will not only have the vocational 

skills needed to enter your chosen 

career, but that you will gain 

confidence in yourself and respect for 

others. Thank you for letting us be a part 

of your journey.  It is never too late to 

start owning your success! 
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HISTORY 

 

When the students and staff of 

Covenant High School, which operated 

in Unalakleet, Alaska from 1954-1985, 

had a reunion in 1995, several alumni 

voiced a need for an educational 

institution that would help Alaskan youth 

make the transition from high school to 

postsecondary education.  They took 

their concern to Rev. Maynard 

Londborg who had founded Covenant 

High.  Knowing of Rev. H. Roald 

Amundsen’s interest in vocational 

education, Londborg brought the need 

identified by the Covenant High alumni 

to his attention.  Their discussions led to 

setting up a committee to bring 

Amundsen Educational Center into 

being. 

Amundsen- a pastor, missionary, 

teacher, bush pilot, founder, and for 

many years director of the Missionary 

Aviation Repair Center, envisioned a 

Christian vocational school providing 

training in both vocations and Christian 

living that would serve the youth of the 

more remote regions of Alaska. 

The steering committee applied to the 

State of Alaska and obtained 

incorporation for Amundsen 

Educational Center (AEC).  The by-laws, 

dated April 24, 1996, state that the 

purpose of the corporation is “to 

operate an educational center which, 

in a Christian setting, may include 

vocational, biblical, college, and 

college preparatory studies.”  The 

Internal Revenue Service granted AEC 

tax-deductible status as a non-profit  

school, and AEC received donations of 

land totaling 48 acres for its campus in 

Soldotna, Alaska. 

 

In the summer of 2001, the Alaska 

Commission on Postsecondary 

Education recognized AEC’s certificate 

in Christian youth work and in January 

2002 authorized a certificate in 

Residential Construction. In December 

2003 the ACPE authorized an Advanced 

Certificate in Residential Construction. 

Amundsen Educational Center enrolled 

its first students in September 2001.  In 

May 2002, AEC granted its first 

certificates in Residential Construction 

and in May 2007 they celebrated the 

first graduates in the Advanced 

Certificate program. 

 

In January 2008, the AEC Board of 

Directors purchased New Frontier 

Vocational Technical Center (NFVTC) to 

expand their vocational training options 

to include office skills. NFVTC had been 

successfully operating on the Kenai 

Peninsula since 1985.  

 

AEC has become a vocational 

education institution with diversified 

course offerings, including residential 

construction, office occupations, and 

professional medical coding.  
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FACILITIES 
 

The campus of Amundsen Educational 

Center is located at 995 Road Avenue 

in Soldotna, Alaska.  The facilities are 

situated on 48 acres, conveniently 

located within the city limits, yet in a 

quiet, private location near the world 

famous Kenai River.  

 

As you approach the campus, you will 

first see our beautiful 4800 square foot 

Woldstad Training Center. Built in 2012, 

largely by volunteer labor provided by 

Samaritan’s Purse, the Training Center 

houses classrooms and a commons 

area with a full kitchen. Also located in 

the Training Center are AEC’s 

administrative offices.   

 

Continuing up Roald Avenue, you will 

find our residential campus. The campus 

has four buildings, named for our 

founding fathers.  The Oyoumick 

Building houses the student lounge, an 

area to work on vehicles and laundry 

facilities. The Bruckner Building is for staff 

housing.  The Londborg and Fortuine 

cabins provide student housing. The 

campus also offers a wood powered 

sauna. 
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ADMISSION
Policy 
 

The programs at AEC are diverse, and 

therefore have varying policies for 

admission. All programs at AEC admit 

students of any race, color, gender or 

ethnic heritage.  

 

Building Hope Construction 

 
The Building Hope Construction (BHC) 

department of Amundsen Educational 

Center offers two diploma programs: 

Residential Construction and Advanced 

Residential Construction.  

Applicants for admission to Building 

Hope Construction (BHC) must have a 

high school diploma, certificate of 

achievement, a GED, or be willing and 

eligible to work toward a GED 

certificate.  Students must earn a GED, 

certificate of achievement, or diploma 

before they can become candidates 

for an AEC diploma. AEC partners with 

Kenai Peninsula College, who offers 

preparatory training and provides 

instruction to assist students in studying 

for the GED examination. 

Applicants must also present evidence 

that they can benefit from the 

instruction provided by AEC.  Such 

evidence will include a transcript from 

all high schools and colleges previously 

attended and two recommendations.  

One recommendation should come 

from a family member or guardian.  The 

other recommendation should be from 

someone outside the applicant’s 

immediate family such as a former 

teacher, an employer, a church leader 

or another adult who knows the 

applicant’s abilities and interest in 

attending Building Hope Construction. 

Recommendation forms, which may be 

duplicated as needed, will be sent to 

those seeking admission when their 

application form is received.  Admissions 

priority will be given to those applicants 

who already possess a high school 

diploma or those with their GED.  

Likewise, admissions priority will be given 

to applicants who have demonstrated 

an effort to secure financial aid and/or 

resources to meet their Building Hope 

Construction financial obligations.   

High school seniors are encouraged to 

apply for admission in January of their 

last year in high school.  Seniors who 

apply before they graduate will be 

admitted conditionally with the 

understanding that their admission will 

become final when BHC receives an 

official transcript that includes the 

applicant’s work through the final term 

and graduation from high school. 

 

Office Occupations 

 
The Office Occupations program offers 

diplomas in three areas of study: 

Accounting, Computer Information 

Processor, and General Office Clerk. 

Amundsen Educational Center’s Office 

Occupations program has an open-

door policy, which means that any 

student 16 and older, with a desire to 
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learn and a demonstrated proficiency 

to successfully complete a program, will 

be admitted. Applicants for admission 

must have a high school diploma, 

certificate of achievement, a GED, or 

be willing and eligible to work toward a 

GED certificate.   

AEC uses the "dual objective" 

approach. Students may challenge/test 

through courses in which they have had 

previous training/work experience. This 

enables a student to receive advanced 

training or exit the program earlier to 

obtain employment. 

 

Professional Medical Coding 

 
Applicants for admission to Professional 

Medical Coding (PMC) must have a 

high school diploma, certificate of 

achievement, a GED, or be willing and 

eligible to work toward a GED 

certificate.  Students must earn a GED, 

certificate of achievement, or diploma 

before they can become candidates 

for an AEC diploma. AEC partners with 

Kenai Peninsula College, who offers 

preparatory training and provides 

instruction to assist students in studying 

for the GED examination. 

AEC uses the "dual objective" 

approach. Students may challenge/test 

through courses in which they have had 

previous training/work experience. This 

enables a student to receive advanced 

training or exit the program earlier to 

obtain employment. 

 

 

Student Records 

Student records are maintained by the 

Director of Operations, located in the 

Woldstad Training Center.  Records are 

available upon request. 

 

Student Housing 

Limited housing is available on the 

campus at AEC for students enrolled in 

a diploma program, with priority given 

to those participating in the Building 

Hope Construction program.  

Residential life activities are designed to 

help enhance your educational 

experience and encourage your 

spiritual growth while living on the AEC 

campus. The residential life handbook 

will provide more details regarding 

campus living, activities and student 

expectations.  

Additional student housing is available 

via a partnership with Kenai Peninsula 

College.  Students have the opportunity 

to attend AEC as a commuter student 

and live and participate in Residential 

Life at KPC.  
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FINANCIAL INFORMATION 
 

AEC is authorized by the State of Alaska and is eligible for the Alaska Supplemental 

Education Loan and the Alaska Family Education Loan.  

 

Grants and scholarships are available for students who qualify (e.g., low income, 

handicapped, minority, youth, seniors, dislocated workers, etc.). Students will be 

referred to the proper funding agencies to determine eligibility. Upon funding source 

approval and enrollment in school, students will be required to follow their funding 

source and AEC regulations.  

 

All diploma programs are eligible for the Alaska Performance Scholarship. 

 

AEC administrators, on an individual basis, will approve private tuition payment plans. 

Common plans include 1/2 down at time of enrollment, 1/2 in 9 weeks; three equal 

payments within 18 weeks; 6 equal monthly payments. All tuition must be paid in full by 

student's graduation. 

  

Alaska Supplemental Education Loan Disbursement 
 

Upon receipt of the first Alaska Supplemental Education Loan disbursement, AEC will 

retain all of the nonrefundable books and supplies fees, with the remaining funds 

applied toward tuition. Upon receipt of the second Alaska Supplemental Education 

Loan disbursement, AEC will retain the balance due on tuition. The remaining funds will 

be disbursed to the student upon meeting ASELP disbursement requirements. If a 

student is on probation, AEC will contact Alaska Commission on Postsecondary 

Education for a ruling before disbursing monies. Monies will be disbursed only to 

students making satisfactory academic progress. 

  

Tuition Refund Policy 

 
If a student withdraws from AEC, tuition will be refunded according to the following 

schedule: 

 

 For a period of time after instruction has begun but before the second day of 

classes or the equivalent, the institution shall refund 100 percent of the tuition; after 

that. 
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 For a period of time after the first day of class but not more than 10 percent of the 

classes has elapsed, the institution shall refund at least 90 percent of the tuition; after 

that, 

 For a period of time after which greater than 10 percent but not more than 20 

percent of the classes has elapsed, the institution shall refund at least 80 percent of 

the tuition; after that, 

 For a period of time after which greater than 20 percent but not more than 25 

percent of the classes has elapsed, the institution shall refund at least 55 percent of 

the tuition; after that, 

 For a period of time after which greater than 25 percent but not more than 50 

percent of the classes has elapsed, the institution shall refund at least 30 percent of 

the tuition; after that, 

 The institution may require the student to remain committed to the entire amount of 

the tuition. 

 

Any applicant not accepted by the school shall receive a refund of all tuition and fees 

paid. The school shall acknowledge a student's cancellation or withdrawal, in writing, 

within five (5) business days of notification. All refunds to a student must be made within 

45 days after receipt of notification of the student’s withdrawal, or 30 days after the 

student’s last recorded date of physical attendance, whichever is earlier. 

G.I. Bill students will be required to follow the VA regulated "Prorata Refund Policy" 

according to Title 38 Code of Federal Regulations 21.4255(a). Amundsen Educational 

Center, Inc. will only charge or retain tuition, fees, and other charges for the portion of 

the course actually attended. Any excess tuition, fees, and other charges received prior 

to termination or withdrawal from the program will be refunded based on the “Prorata 

Refund Policy”. If a registration fee was charged in excess of $10, the excess would be 

refunded based on the “Prorata Refund Policy”. The exact amount charged for supplies 

actually used may be charged (retained) by AEC, but any excess will be refunded. In 

the event that a veteran, or other eligible individual receiving VA funding to attend 

AEC fails to enter the course or withdraws or is discontinued there from at any time prior 

to completion of the course, the unused portion of the tuition, and other charges paid 

by the individual shall be refunded within 30 days of written notification of such a 

change in status. 

  

Books, if not used, may be returned for full price during the first two weeks of class. After 

that, if the book will be used by AEC in the future, it will be bought back at half the new 

price.  The book must be in reasonable condition (underlining and highlighting may be 

acceptable).  
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RESIDENTIAL AND TRANING COSTS OF PROGRAMS 
 

 

Office Occupations 

 Tuition  $5000 

 Lab Fees  $950* 

 Books  $650* 

 Supplies  $300* 

 

TRAINING COST  $6900 

 

 ______________________________________  

 

Professional Medical Coding 

 Tuition  $6000 

 Lab Fees  $950* 

 Books  $700* 

 Supplies  $350* 

 

TRAINING COST  $8000 

 

 ______________________________________  

 

Residential Construction and 

Advanced Residential Construction 

 Tuition  $6000 

 Lab Fees  $950* 

 Books  $100* 

 Supplies  $100* 

 

TRAINING COST  $7150 

 

 

 

 
 

  

 

 

 

 

Residential Housing Cost 

 Housing  $4590 

 Food  $2550 

 Student Services Fee$300* 

 Transportation $500 

 

AEC RESIDENTIAL COST $7940** 

 

 ______________________________________  
*nonrefundable 

**Reflects Residential costs for AEC campus only 

 

Explanation of fees: 

 

1. Cost for commuter students is training cost 

only. For students planning to live on the AEC 

campus, add together training and residential 

costs for total program cost. 

 

2. Tuition is the same for in-state and out-of state 

students. 

 

3. Housing is calculated at $510 per month. 

 

4. Food is calculated at $10 per day multiplied by 

the total program days. Students will be 

responsible for preparing their own meals, with 

the exception of occasional community meals or 

prepared meals provided elsewhere. 

 

5. Residential students are generally required to 

provide their own transportation to and from AEC 

from home. 

 

6. The vast majority of students receive financial 

aid, which greatly reduces the cost of attending 

AEC. 

 

7. Residential cost for students who wish to 

commute and reside on the KPC campus will 

differ from the AEC Residential Cost quoted 

above.  Contact AEC for an exact quote. 
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STUDENT INFORMATION 
 

Attendance Policies 
 

Students may be excused from classes 

for valid reasons such as illness or family 

responsibilities. Prior to the absence, the 

student must make arrangements with 

his or her instructor(s) to obtain 

assignments and/or have notes taken 

by a classmate during the excused 

absence.  

 

If an unanticipated absence occurs 

because of problems such as illnesses, 

accidents, weather or other 

transportation problems, and if the 

absence extends for more than one 

day, the student must make every effort 

to contact his or her instructors to 

explain the situation and get make-up 

assignments. It is up to the instructor to 

determine if an absence is to be 

classified as excused or unexcused. 

 

In cases of inclement weather, school 

closures or delays will follow the Kenai 

Peninsula Borough School District’s 

closures or delays for Soldotna High 

School. Information regarding closures 

or delays can be obtained through 

various local media and social media 

outlets. 

 

Office Occupations and Professional 

Medical Coding: AEC offers highly 

concentrated courses in vocational 

training. Due to this fact, class 

attendance and punctuality are very 

important. A full-time student is defined 

as one enrolled in a minimum of 30 

clock hours of classroom instruction per 

week. Class schedules may vary each 

semester.  A schedule will be provided 

to you upon enrollment.  It is your 

responsibility to make sure you know the 

current course schedule.  During the 

nine-month academic period, AEC will 

follow the Kenai Peninsula Borough 

School District calendar as closely as 

possible to assist AEC students with 

children in school. A current school 

calendar is available on the school 

website or upon request. 

 

Students will be required to let the 

school know within 24 hours (one 

working day) if they are ill or have an 

emergency or other authorized 

absence. A student who expects to be 

absent for more than three (3) 

consecutive class days must file a 

written statement with the instructor in 

advance of the absence, unless it is an 

extenuating circumstance; for example, 

an accident. Punctuality is a must 

except in cases of extenuating 

circumstances. If a student is absent 

from class 15% of their program hours, a 

conference will be scheduled to 

determine eligibility to continue training. 

Any student who has been absent for 

five consecutive school days without 

contacting AEC will be terminated. A 

student may make a written request of 

reinstatement within 60 days of last date 

of attendance. The student may be 

required to provide written 

support/evidence (i.e. doctor’s 

recommendation, death certificate for 

immediate family, hospitalization 

records). AEC staff and funding source 

(if appropriate), will review the request 

and respond in writing within 30 days. 

  

 

Building Hope Construction: For 

construction coursework, it is essential 

that students be present for every class 

each day of work. As students are at 

AEC to prepare for a career in 
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construction, committed, daily 

presence is just as important as it would 

be for a paying job. Therefore, 

attendance will be treated with the 

same weight as it is on a work site. 

 

One unexcused absence is permitted in 

construction coursework each half of 

the year. A second absence will result in 

immediate probation for the remainder 

of the half-year. While on probation, the 

student must meet regularly with either 

the director of residence life or a school 

approved counselor. Additionally, while 

on probation, a student may not be 

allowed to participate in off-campus 

activities such as open gym, basketball, 

or visiting Alaska Christian College. 

 

The third unexcused absence is grounds 

for immediate suspension. No more than 

four excused absences will be permitted 

for any reason. This is to emphasize what 

is expected in the construction field in 

most places–if you do not come to 

work, you will get fired. 

 

Students arriving to class more than 15 

minutes late will be considered tardy. 

Being tardy twice is the equivalent to 

one absence. 

 

Leave of Absence 
 

You are required to let the school know 

within 24 hours (one working day) if you 

are ill or have an emergency or other 

authorized absence. A Leave of 

Absence (LOA) will be granted for 

death of immediate family members, 

extended illness verified by a written 

statement from a doctor, and 

unexpected circumstances (i.e. 

automobile accident, school 

emergency with child, etc.). LOAs will 

be for a minimum of three (3) days or a 

maximum of one (1) month. Weekly 

contact with AEC is required to monitor 

your status.  

 

Before a student can return to class 

after a LOA, they must meet with their 

instructor to review their academic 

standing.  Students may be required to 

make up any missed work before 

returning to class. If it is deemed that the 

student is unable to return to class due 

to academic reasons, they will be 

offered the option to wait until the 

program is offered again to resume 

study. 

 

If a student cannot complete their 

program by the original contracted 

ending date and has resumed classes 

immediately after a LOA, they may be 

allowed to extend their time by the 

amount of time on their LOA. A student 

may be required to pay $50 per week 

for the extended time.  

 

If a student does not return or make 

other arrangements for continued study, 

they will be terminated from the 

program. AEC staff will review their 

records to determine if they qualify for 

tuition reimbursement based on their 

last date of attendance. 

 

A student will be required to be in good 

academic standing to be eligible for an 

LOA. 

 

Make-Up Policies and 

Procedures 

 
It is AEC policy that to earn full clock 

hours for any course, the student 

must demonstrate that she or he has 

mastered the course content. 
  

If a student is absent for up to two 

weeks for legitimate purposes, the 

student may arrange with the 
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instructors of her or his courses to 

make up the work missed, including 

any missed tests and work projects.  

The instructors will provide the 

assignments, and, if possible, arrange 

for class notes.  A classmate may be 

asked to tutor the student who was 

absent, or the instructor may be able 

to give the student individual 

assistance.  After two weeks of 

absence, the instructor and student 

together will decide whether or not 

the student should withdraw from the 

course or attempt to make up the 

work. 
  

If a student leaves after satisfactorily 

completing more than half of the 

course and does not receive a tuition 

refund, she or he may simply “audit 

for clock hours” the course the next 

time it is offered and receive full clock 

hours by passing the rest of the course 

work and exams.  To “audit for clock 

hours” requires the instructor’s 

permission and that there is room in 

the class.  When a student is allowed 

to audit for clock hours, he or she 

does not pay tuition for retaking the 

course. 

 

Transfer of Credits 

 
Although the course descriptions in this 

catalog are similar to those offered by 

other institutions of postsecondary 

education, it should not be assumed 

that the coursework would transfer to 

other institutions.  As the Alaska 

Commission on Postsecondary 

Education points out, “…transfer of 

credit is always at the discretion of the 

receiving school and depends upon the 

comparability of the curricula and 

accreditation (20 AAC 17.075 (20)).” 

Since AEC is not accredited at this time, 

students should not plan to transfer 

courses to another college for credit. 

 

Withdrawal 
 

If a student finds it necessary to 

leave AEC during the semester, she 

or he should go to the Program 

Director for a withdrawal form.  An 

exit interview is required to officially 

withdraw.  The student may ask an 

instructor to conduct the interview or 

may be interviewed by one of the 

administration staff. It is important 

that this process be completed.  If 

an official withdrawal is made, the 

student will receive W’s for courses in 

which she or he is enrolled. If no 

official withdrawal is filed, failing 

grades will be assigned.  The grade 

of W does not affect the student’s 

academic standing and the student 

can return to AEC whenever her or 

his circumstances permit. 
  

 Also, depending on how long the 

student has been active in the 

semester, it is possible that she or he 

may have a refund coming.  If the 

student has completed enough of 

the course work, the instructor may 

be able to give the student a grade 

and partial clock hours. 

 

Grievance Procedure 

 
Students may file a grievance by 

submitting a written complaint to the 

CEO: 

 

Kevin Spence 

Amundsen Educational Center 

995 Roald Avenue 

Soldotna, AK  99669 

kevinspence@soldotnabiblechapel.com 
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 If no resolution is reached, the student 

may contact the Alaska Commission on 

Post-Secondary Education. AEC will 

accept the ruling of the commission. 

 

Advising 
 

Academic 
  

Academic advising for students is 

provided by the directors at AEC.  

These individuals will assist the student 

in choosing a vocational program; 

help arrange an appropriate 

schedule of classes, study, and work. 

The academic advisor is the first 

person to whom a student should go 

with any academic problems. 

 

Students are guaranteed the right of 

access to their files. With a student’s 

written approval, referrals will be 

made and records provided to 

appropriate agencies for specialized 

counseling; e.g., drug, alcohol, family. 

  

Career Planning  
  

Academic advisors will also help 

students plan for their careers.  This 

may include: one-on-one discussion, 

administration of a career interest 

inventory or referral to other 

community resources.  If the student’s 

aptitude and interests are not met by 

AEC curricula, the staff will 

recommend other appropriate 

training.  

 

Placement 
 

As students near the end of their 

certificate programs, they should ask 

the instructor of their vocational 

program for help in finding a job.  The 

instructor’s experience and contacts 

with employers in the field will make 

job hunting easier.  However, 

placement is a shared responsibility 

within the whole AEC community.  It is 

AEC’s goal that each graduate will 

be employed within six months of 

graduation. 

 

Due to our history and reputation within 

the community, we receive calls from 

employers searching for employees. We 

will match skills with requests and refer 

students for an interview as appropriate. 

 

Counseling 

 
All of our staff at AEC are dedicated to 

the success and overall well-being of 

our students.  We recognize that some 

students may need professional help or 

counseling beyond what our staff is 

qualified to provide.  We have 

established a working relationship with a 

local Christian counseling center that is 

willing to provide quality counseling to 

our students. 
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STUDENT CONDUCT
 

Student Conduct Policy 

Tobacco, Drugs and Alcohol 

Because of the high potential of alcohol 

to be destructive to health and 

relationships, no alcohol is allowed on 

campus. The use of illegal drugs or the 

misuse of drugs and other substances is 

also harmful to individuals and to 

community and, therefore, prohibited. 

The consumption of tobacco has been 

proven to be harmful to a person’s 

health.  Therefore, their use is 

discouraged and is not permitted in 

AEC buildings. 

As with any work place, random drug 

tests may be administered at any time. 

No student is allowed to have in their 

possession any illegal substance, 

alcoholic beverage, or controlled 

substance (as defined by the U.S. 

Gov’t). This ban is enforced on campus, 

the job site, and in school vehicles. 

Should an individual be caught, either in 

possession or under the influence, they 

will meet with an AEC director 

immediately to discuss whether or not 

the student should continue in the 

program. 

A person who violates the smoking, drug 

or alcohol policy, breaks the law, or 

harasses another student or staff 

member is subject to disciplinary action.  

For students residing on campus, this 

disciplinary action will include, but is not 

limited to, steps outlined in the 

Restoration Policy.  For commuter 

students, disciplinary action will be 

determined on a case-by-case basis 

and may include, but is not limited to, 

contact with local authorities, limited 

access to campus, or disciplinary 

probation. 

Restoration Policy 

After the 1st offense, the individual will 

be placed in counseling for a minimum 

of four weeks, with a minimum of two 

week activity probation, and a 

minimum of five hours of community 

service. 

After the 2nd offense, an individual may 

be placed in counseling for the 

remainder of the year, as well as the 

appropriate support group. (AA, NA, 

etc.)  Additionally, the individual will be 

required to do a minimum of ten hours 

community service, and may be put on 

activity probation the remainder of the 

semester, with an option for redemption 

through good behavior. 

The 3rd offense is grounds for immediate 

dismissal. 

Cell Phone Use 

There is to be no cell phone use during 

class hours. Emergency calls may be 

directed to the office at 260-8041. 

Campus Housing 

No student is allowed in the campus 

housing of a member of the opposite 

sex. 



 

 

  

 
 

 

 

 

 

 

 

 

 

 

 

OFFICE OCCUPATIONS 

Diploma Programs and Course Offerings
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OFFICE OCCUPATIONS 

Diploma Programs 

Office Occupations Diploma Programs: 

 Tuition  $5000 

 Lab Fees  $950* 

 Books  $650* 

 Supplies  $300* 

 

TRAINING COST  $6900 

 *non-refundable 

 

 

____________________________________________________ 

ACCOUNTING CLERK 
Maximum Classroom Hours- 540

  
*Hours available where needed to complete the above classes. 

SAMPLE JOB EXPECTATIONS: General Office Clerk, Payroll Clerk, Cash Receipts Clerk, Cashier, Cash 

Payments Clerk, Posting Clerk, Purchasing Clerk, Inventory Clerk, Receiving Clerk, Accounts Receivable and 

Payable Clerk, Order Clerk, Credit Clerk, Stock Control Clerk, Shipping Clerk, Billing Clerk, Accounting Clerk, 

Audit Clerk, Full-charge Bookkeeper, Computerized Accounting Clerk 

(Minimum typing speed upon completion- 20wpm, 5 minutes, no more than 1 error per minute) 

(Minimum 10-key speed upon completion- 5,000sph with no errors) 

 

 ____________________________________________________________________________________________  

 

 

Keyboarding (20) Accounting I (50) 

Introduction to Computers (35) Accounting II (30) 

Electronic Calculating (25) QuickBooks (60) 

Skillbuilding (25) Digital Literacy II (30) 

Business English (20) Microsoft Word (55) 

Records Management (35) Microsoft Excel (55) 

Job Readiness (40) Microsoft Outlook (45) 

 *Flexible Hours (15) 
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GENERAL OFFICE CLERK 
Maximum Classroom Hours- 540 

 

*Hours available where needed to complete the above classes. 

SAMPLE JOB EXPECTATIONS: Receptionist, Typist, Word Processor, General Office Clerk, Correspondence 

Clerk, Proofreader, Payroll Clerk, Cash Receipts Clerk, Accounts Payable Clerk, Accounts Receivable Clerk 

 (Minimum typing speed upon completion- 25wpm, 5 minutes, no more than 1 error per minute) 

(Minimum 10-key speed upon completion- 5,000sph with no errors) 

 ____________________________________________________________________________________________  

 

COMPUTER INFORMATION PROCESSOR 
Maximum Classroom Hours- 540 

*Hours available where needed to complete the above classes. 

SAMPLE JOB EXPECTATIONS: Statement Clerk, Computer Operator, Word Processor, Data Base 

Management, Spreadsheet Management, Payroll Clerk, Receptionist, General Office Clerk, File Clerk, 

Proofreader, Statistical Clerk, Supervise: General Office Occupations and Record Clerks 

(Minimum typing speed upon completion- 30wpm, 5 minutes, no more than 1 error per minute) 

(Minimum 10-key speed upon completion- 5,000sph with no errors) 

Keyboarding (20)  

Introduction to Computers (35) Digital Literacy II (30) 

Electronic Calculating (25) Microsoft Word (55) 

Accounting I (50) Microsoft Excel (55) 

Records Management (35) Microsoft Outlook (45) 

Job Readiness (40) Mobile Office Applications (25) 

Business English (20) Microsoft Publisher (30) 

Skillbuilding (20) Independent Study (30) 

 *Flexible Hours (25) 

Keyboarding (20) Digital Literacy II (30) 

Introduction to Computers (35) Microsoft Word (55) 

Electronic Calculating (25) Microsoft Excel (55) 

Accounting I (50) Microsoft Outlook (45) 

Records Management (35) Mobile Office Applications (25) 

Job Readiness (40) Microsoft Publisher (30) 

Business English (20) Microsoft PowerPoint (35) 

Independent Study (30) *Flexible Hours (10) 
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OFFICE OCCUPATIONS 
Individual Course Offerings 

ONE-ON-ONE FOCUSED INSTRUCTION: Individual tutoring may be available and will be offered upon 

instructor availability and competencies. Tutoring fee is $60 per hour. 

COURSE (hours)  ..................................................................................................... TUITION 

Accounting I (50) ........................................................................................................ $500 

Accounting II (30).......................................................................................................... 300 

Business English (20) ...................................................................................................... 400 

Digital Literacy I (Online Course) (30) ...................................................................... 250* 

Digital Literacy II (Online Course) (30) ..................................................................... 250* 

Digital Literacy III (Online Course) (30) .................................................................... 250* 

Digital Literacy for Teachers (Online Nonacademic Credit) .............................. 83.75 

Electronic Calculating (25) .......................................................................................... 250 

Introduction to Computers (35) .................................................................................. 350 

Job Readiness (40) ........................................................................................................ 400 

Keyboarding (20) .......................................................................................................... 200 

Microsoft Excel (55) ....................................................................................................... 550 

Microsoft Excel Online (55) .......................................................................................... 300 

Microsoft Outlook (45) .................................................................................................. 300 

Microsoft PowerPoint (35) ............................................................................................ 300 

Microsoft PowerPoint Online (35) ............................................................................... 300 

Microsoft Publisher (30) ................................................................................................ 300 

Microsoft Word (55) ...................................................................................................... 300 

Microsoft Word Online (55) .......................................................................................... 300 

Mobile Office Applications (Online Course) (25) ..................................................... 215 
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OneNote for Teachers (Online Nonacademic Credit) ........................................ 83.75 

QuickBooks (60) ............................................................................................................. 600 

Records Management (35) ......................................................................................... 350 

Teaching with Technology (Online Nonacademic Credit) ................................ 83.75 

Additional costs for nonrefundable books, lab fees, and supplies may apply.  Cost sheet 

available at request for current prices. 

*Homeschool discount pricing available. 
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OFFICE OCCUPATIONS 
Course Descriptions 

 

ACCOUNTING I (50) 

This course begins with the basics of money management and tracking and moves into tracking and 

recording finances in a business setting.  Completes the basic merchandising accounting cycle, from 

source documents through financial statements, using special journals, subsidiary ledgers, and adjusting 

entries. 

ACCOUNTING II (30) 

Basic banking and payroll problems are completed. This course is taught in conjunction with QuickBooks. 

BUSINESS ENGLISH (20) 

Students will learn basic grammar and punctuation.  They will learn how to write basic business letters and 

emails, effective communication in today’s business world, and develop a resume and cover letter. 

DIGITAL LITERACY I (Online Course) (30) 

This online course introduces students to the basics of using a computer, what the internet is and how to use 

it, and gives an overview of the basic Microsoft Office programs.   

DIGITAL LITERACY II (Online Course) (30) 

This online course introduces students to the basics of computer security and privacy, finding and evaluating 

resources on the web, and how to navigate today’s digital lifestyles. 

DIGITAL LITERACY III (Online Course) (30) 

This online course introduces students to Windows, Microsoft Word, Microsoft PowerPoint, and how to write a 

great resume. 

DIGITAL LITERACY FOR TEACHERS (Online Course for Teachers) (15) 

This 15-hour course is designed for teachers or individuals in the education field to provide them with the tools 

and knowledge needed to instruct students using technology.  It is eligible for one non-academic credit and 

has bee pre-approved by the Alaska Department of Teacher Education and Certification.  

ELECTRONIC CALCULATING (25) 

Using ten-key machines and ten-key pads on computers, students will develop touch skill and review basic 

business math principles and applications for business operations. 

INDEPENDENT STUDY (30) 

Independent study is offered to students enrolled in the programs of General Office Clerk and Computer 

Information Processor.  This time is set aside to be used to practice and study for a Microsoft Office 

Certificate Exam of the student’s choosing.  This exam will be administered on site at Amundsen 

Educational Center’s Training Center.  Students will have their choice of the following exams: Microsoft 

Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Outlook, or Microsoft Access.  Students will be 

provided with one additional retake of the exam.  Any additional retakes of the exam are not included in 

the tuition fees and must be paid for by the student. 
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INTRODUCTION TO COMPUTERS (35) 

Students will receive instruction on hardware and software selection, maintenance, compatibility, user 

friendliness, and cost. Various common applications for personal and business programs will be previewed. 

JOB READINESS (40) 

Job Readiness is a course with emphasis on soft skills and use of basic office equipment.  Students will learn 

how to utilize local community resources to find a job and further their professional development.  Students 

will do a mock interview and receive a critique regarding their interview.  Students will spend two 3-4 hour 

segments shadowing a business professional in a field related to the student’s area of study.  Students will 

be expected to fill out appropriate paperwork before and after the job shadow and write a brief report on 

what they have learned. 

KEYBOARDING (20) 

Develop proper keyboarding techniques. Learn the alphabet. Begin developing fluency in keyboarding. 

Review the alphabet, learn numbers and symbols. Increase stamina and proficiency through advanced 

drills.  

MICROSOFT EXCEL (55) 

Students are introduced to spreadsheet concepts and procedures. Hands-on experience in keying, editing, 

formatting, and using formulas, functions, and charts is covered.  Curriculum prepares students for the 

Microsoft Office Specialist Certificate Exam in Microsoft Excel.    Grading consists of online quizzes, projects, 

and a final project. 

MICROSOFT EXCEL (Online Course) (55) 

Students are introduced to spreadsheet concepts and procedures. Hands-on experience in keying, editing, 

formatting, and using formulas, functions, and charts is covered.  Curriculum prepares students for the 

Microsoft Office Specialist Certificate Exam in Microsoft Excel.  Grading consists of online quizzes, projects, 

and a final project.  Additional requirements for this online course will need to be met, such as a valid email 

address, high speed internet, and familiarity with online data sharing programs. 

MICROSOFT OUTLOOK (45) 

Introduces students to workplace e-mail practices, contact management, scheduling calendar items, and 

maintaining a task list Curriculum prepares students for the Microsoft Office Specialist Certificate Exam in 

Microsoft Outlook.  Grading consists of online quizzes, and projects.   

MICROSOFT POWERPOINT (35) 

Students will learn the basics of a program that allows them to produce professional-looking presentations, 

also called slide shows. Curriculum prepares students for the Microsoft Office Specialist Certificate Exam in 

Microsoft PowerPoint.  Grading consists of online quizzes, projects, and a final project.   

MICROSOFT POWERPOINT (Online Course) (35) 

Students will learn the basics of a program that allows them to produce professional-looking presentations, 

also called slide shows. Curriculum prepares students for the Microsoft Office Specialist Certificate Exam in 

Microsoft PowerPoint.  Grading consists of online quizzes, projects, and a final project.  Additional 

requirements for this online course will need to be met, such as a valid email address, high speed internet, 

and familiarity with online data sharing programs. 
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MICROSOFT PUBLISHER (30) 

Students will learn to utilize a program that allows them to produce professional-looking publications that 

can be used for a variety of purposes. 

MICROSOFT WORD (55) 

Students will learn how to use Microsoft Word in a variety of ways.  Curriculum prepares students for the 

Microsoft Office Specialist Certificate Exam in Microsoft Word.  Grading consists of online quizzes and 

projects. 

MICROSOFT WORD (Online Course) (55) 

Students will learn how to use Microsoft Word in a variety of ways.  Curriculum prepares students for the 

Microsoft Office Specialist Certificate Exam in Microsoft Word.  Grading consists of online quizzes and 

projects.  Additional requirements for this online course will need to be met, such as a valid email address, 

high speed internet, and familiarity with online data sharing programs. 

MOBILE OFFICE OCCUPATIONS (Online Course) (25) 

This course introduces students to the basics of using Microsoft OneNote, Microsoft Office Online, Microsoft 

SharePoint, and other mobile applications.  

ONENOTE FOR TEACHERS (Online Course for Teachers) (15) 

This 15-hour course is designed for teachers or individuals in the education field to provide them with the tools 

and knowledge needed to utilize the versatile uses of Microsoft OneNote.  It is eligible for one non-academic 

credit and has bee pre-approved by the Alaska Department of Teacher Education and Certification.  

QUICKBOOKS (60) 

After taking a tour, students will learn to set up, navigate, create new files, and record a variety of 

operating, investing, and financing transactions. They will use fundamental accounting concepts to create 

and understand financial reports and statements. They will prepare Balance Sheets, Income Statements, 

Cash Flow Statements, and create supporting reports for decision making. 

RECORDS MANAGEMENT (35) 

Students will receive instruction in alphabetic filing systems. Students will work with filing systems in electronic 

and paper formats. In addition, students will learn to develop and utilize an electronic filing system. 

SKILL BUILDING (20) 

Students will continue practicing their keyboarding and 10-key skills until they have reached a level of 

proficiency that will meet the terms of their specific program. 

TEACHING WITH TECHNOLOGY (Online Course for Teachers) (15) 

This 15-hour course is designed for teachers or individuals in the education field to provide them with the tools 

and knowledge needed to instruct students using technology.  It is eligible for one non-academic credit and 

has bee pre-approved by the Alaska Department of Teacher Education and Certification.  

 ______________________________________________________________________________________________________  

If a student has taken any of the above courses at another training facility, they will be allowed to take tests 

to challenge through the courses and either complete their program early or take advanced courses for no 

additional fee. 
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Graduation Requirements

Grading System 

 
Amundsen Educational Center uses the 

following percentage grading system: 

Percentage Proficiency Level  

90-100%   Excellent, indicates high 

level of performance 

85-89% Above average level of 

achievement  

80-84% Satisfactory level of 

achievement  

Below 80 Insufficient grasp of 

materials. Students 

earning this grade are 

subject to remedial work 

P Indicates passing work 

F Indicates failure 

W Indicates withdrawal 

from course 

I Incomplete grade given 

when course work is not 

completed at time of 

grading. Incomplete 

grades not removed 

within one month, while 

classes are in session, will 

be converted to an F 

 

 

 

 

 

Student Progress and 

Academic Performance 

 
Students must receive 80% average or 

above to continue into advanced 

classes in skill subjects. Students must 

demonstrate a measurable knowledge 

of proper procedures in each 

respective class before proceeding to 

the next course.  

  

If the student earns lower than an 80%, 

they will be given additional tutoring 

and alternate assignments.  

 
GED/HIGH SCHOOL DIPLOMA 
 

While we do accept students without a 

GED or high school diploma into the 

Office Occupations program, students 

will be expected to work on obtaining 

their GED or high school diploma while 

attending AEC.   

 
ACADEMIC PROBATION 

A student who does not maintain a 

grade average of at least 80% may be 

placed on academic probation for a 

maximum of six weeks. AEC staff will 

closely monitor the student's progress 

during this period. If the student's grade 

average is not brought up to at least 

80% during the probationary period the 

student may be required to receive 

additional tutoring. Students placed on 

academic probation are notified in 

writing, with an acknowledgement of 

the notice retained in the student's file.



 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

PROFESSIONAL MEDICAL CODING 

Classroom and Distance Learning
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PROFESSIONAL MEDICAL CODING 
Classroom and Distance Learning 
 

Professional Medical Coding Diploma: 

 Tuition   $6000 

 Lab Fees   $600* 

 Books   $700* 

 Supplies   $350* 

 Licensing/membership $350  

 

TRAINING COST   $8000 
  *nonrefundable 

 

COURSE LIST 

Maximum Classroom Hours- 600

Prerequisite: High School Diploma or GED.  Placement interview.  Minimum typing 

speed of 30 wpm for 5 minutes with no more than 1 error per minute is preferred but not 

required. 

 

 

 

 

 

Upon successful completion of the program, students will take the AAPC national exam.  

Upon passing, students will receive Certified Professional Coder Apprentice (CPCA) 

certification. With a minimum of 2 years experience, students may be eligible for non-

apprenticeship certification based on approval of experience through American 

Academy of Professional Coders (AAPC). 

 

PMC Anatomy and Medical Terminology (140) Skillbuilding (20) 

PMC Medical Coding (320) Electronic Calculating  (25) 

Job Readiness (40) *Flexible Hours (55) 
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PROFESSIONAL MEDICAL CODING 
Course Descriptions 

 

ELECTRONIC CALCULATING (25) 

Using ten-key machines and ten-key pads on computers, students will develop touch skill and review basic 

business math principles and applications for business operations. 

JOB READINESS (40) 

Job Readiness is a course with emphasis on soft skills and use of basic office equipment.  Students will learn 

how to utilize local community resources to find a job and further their professional development.  Students 

will do a mock interview and receive a critique regarding their interview.  Students will spend two 3-4 hour 

segments shadowing a business professional in a field related to the student’s area of study.  Students will 

be expected to fill out appropriate paperwork before and after the job shadow and write a brief report on 

what they have learned. 

PMC ANATOMY AND MEDICAL TERMINOLOGY (140) 

This course covers basic body systems, including the function of each system as well as its anatomy and 

physiology. Also included is a summary of common anatomy and physiology word parts for each system, 

and cancer terminology for all body systems. 

PMC MEDICAL CODING (320) 

Prerequisite: Anatomy and Medical Terminology 

Students will become familiar with and learn to evaluate current guidelines. They will provide reports of 

findings to assure that coding and documentation meet compliance and quality standards. Students will 

develop knowledge of CPT/ICD/HCPS Coding. They will learn current guidelines for medical payers and 

industry standard billing rules. They will be able to prepare reports to industry standards. 

SKILL BUILDING (20) 

Students will continue practicing their keyboarding and 10-key skills until they have reached a level of 

proficiency that will meet the terms of their specific program. 

 

 ______________________________________________________________________________________________________  

If a student has taken any of the above courses at another training facility, they will be allowed to take tests 

to challenge through the courses and either complete their program early or take advanced courses for no 

additional fee. 
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Graduation Requirements 
 

Grading System 

 
Amundsen Educational Center uses the 

following percentage grading system: 

Percentage Proficiency Level  

90-100%   Excellent, indicates high 

level of performance 

85-89% Above average level of 

achievement  

80-84% Satisfactory level of 

achievement  

Below 80 Insufficient grasp of 

materials. Students 

earning this grade are 

subject to remedial work 

P Indicates passing work 

F Indicates failure. 

W Indicates withdrawal 

from course 

I Incomplete grade given 

when course work is not 

completed at time of 

grading. Incomplete 

grades not removed 

within one month, while 

classes are in session, will 

be converted to an F 

 

Student Progress and 

Academic Performance 
 
Students must receive 80% average or 

above to continue into advanced 

classes in skill subjects. Students must 

demonstrate a measurable knowledge 

of proper procedures in each 

respective class before proceeding to 

the next course.  

  

If the student earns lower than an 80%, 

they will be given additional tutoring 

and alternate assignments.  

 
ACADEMIC PROBATION 

A student who does not maintain a 

grade average of at least 80% may be 

placed on academic probation for a 

maximum of six weeks. AEC staff will 

closely monitor the student's progress 

during this period. If the student's grade 

average is not brought up to at least 

80% during the probationary period the 

student may be required to receive 

additional tutoring. Students placed on 

academic probation are notified in 

writing, with an acknowledgement of 

the notice retained in the student's file. 

 
GED/HIGH SCHOOL DIPLOMA 
 

While we do accept students without a 

GED or high school diploma into the 

Office Occupations program, students 

will be expected to work on obtaining 

their GED or high school diploma while 

attending AEC.   

 

Students must earn a GED, certificate of 

achievement, or diploma before they 

can become candidates for an AEC 

diploma.



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BUILDING HOPE CONSTRUCTION 

Vocational Diploma Program
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BUILDING HOPE CONSTRUCTION 
Vocational Diploma Programs 
 

 

Building Hope Construction Fees per 9 Month Period: 

 Tuition   $6000 

 Books and Supplies  $200* 

 Lab Fees   $950* 

 

TRAINING COST   $7150 
  *nonrefundable 
 

 

 _________________________________________  

DIPLOMA IN RESIDENTIAL CONSTRUCTION 
9 month program (1100 clock hours) 

 

 
The Residential Construction diploma program is designed for those who wish to explore the 

various opportunities in the building trades. It prepares them to work safely and with basic 

understanding as general laborers in the construction fields or as helpers to plumbers, 

electricians, and carpenters. The career ladder for people entering at this level often leads to 

union apprenticeship programs, building maintenance, or to further post-secondary education. 

 
Sample Job Expectations: Construction Worker, Carpenter, Entry Level positions in specialty construction such as framing, 

siding, drywall, painting, flooring, and finish carpentry. 

 

 

 __________________________________________________________________________________________________________________  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NCCER Core Curriculum (100) Insulation/Vapor Barrier (80) 

Building Sites and Foundations (90) Finish Carpentry (130) 

Framing (250) Exterior Finishes (180) 

Interior Finishes (270)  
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DIPLOMA IN ADVANCED RESIDENTIAL CONSTRUCTION 
9 month program (1100 clock hours) 

 

 

The Advanced Residential Construction diploma program is offered for those who have 

completed the Residential Construction Diploma and wish to have a second year of experience 

and skill building.  The Advanced Diploma enhances the graduate’s opportunities to find 

employment in construction since employers are often looking for people with more experience. 

In addition, students further develop their skills and gain wider experience in building, students in 

the advanced diploma program acquire their first experience in being leaders on work crews. 

 
Sample Job Expectations: Construction Worker, Carpenter, Employment in specialty construction such as framing, siding, 

drywall, painting, flooring, and finish carpentry. 

 

 

 __________________________________________________________________________________________________________________  

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Advanced Construction Techniques I (200) Advanced Construction Techniques II (200) 

Construction Practicum I (350) Construction Practicum II (350) 
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BUILDING HOPE CONSTRUCTION 
Course Descriptions 

 
ADVANCED CONSTRUCTION TECHNIQUES I (200) 

 

Prerequisite: Diploma in Residential Construction  

Students in the course will learn additional techniques as they are assigned to various 

construction projects. Guests from various building trades will also discuss with them the 

opportunities and requirements for employment in their fields. As appropriate, these students will 

act as crew leads for various phases of the projects overseeing the work of first year students.  

 

ADVANCED CONSTRUCTION TECHNIQUES II (200) 

 

Prerequisite: Diploma in Residential Construction 

Students will be introduced to the requirements of typical city and state building codes, as well 

as the requirements to become a licensed contractor. Students will be involved in the process of 

getting building permits and gaining inspector’s approval of the construction they are engaged 

with as the building progresses from site preparation through finish work. Students in this course 

will continue to serve as leads for various building tasks. 

 

BUILDING SITES AND FOUNDATION (90) 

 

Introduces students to locating a building on a piece of property, utilizing plot plans, blue prints, 

and measuring tools. Students will also learn about the various types of foundations used in 

residential construction and their methods of construction. 

 

CONSTRUCTION PRACTICUM I (350) 

 

This class is on-the-job training in construction.  Students work on a construction site up to 40 

hours a week for 18 weeks of training. 

 

CONSTRUCTION PRACTICUM II (350) 

 

This class is on-the-job training in construction.  Students work on a construction site up to 40 

hours a week for 18 weeks of training. 

 

EXTERIOR FINISHES (180) 

 

Provides an overview of the different types of exterior finishes associated with residential 

buildings including roofing, siding, and proper flashing techniques to prevent water from 

entering and damaging the building.  Students will learn about the basic components of doors 

and windows and how to properly install them in the building frame. 

 

FINISH CARPENTRY (130) 

 

Introduces students to the various components of trim carpentry to include: interior door and 

door hardware, cabinets and countertops, interior trim and moldings, and finish flooring. 

Students will gain an understanding of the components used in the construction of doors, 

cabinets, and countertops and the techniques used to successfully install them in a home. The 

various materials used for finished flooring will be reviewed and students will gain an 
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understanding of selecting the proper flooring for the various rooms in a house. 

 

FRAMING (250) 

 

Students will be introduced to the basic components of structure including floor framing, wall 

framing, roof/ceiling framing, and metal framing. Students will learn to identify the different 

components of a structure and the sequence of constructing each component. 

 

INSULATION/VAPOR BARRIER (80) 

 

Introduces students to the various methods of insulation in residential construction, types of 

insulation, and proper installation techniques. Students will learn the purpose of a vapor barrier, 

the materials used, and proper installation techniques. 

 

INDEPENDENT PROJECTS IN CONSTRUCTION 

 

A student may do an independent project by arranging with an instructor to supervise and 

evaluate the work. The student will prepare a written description and draw up plans for the 

project for approval by the construction instructor prior to beginning the work. 

 

INDEPENDENT STUDY 

 

A student and a faculty member agree on a topic for the student to explore or a project to be 

undertaken by the student. The end product (an object, report, art work, or media production) 

will be the final examination for the course. The student and faculty member will meet once to 

three times a week depending on how many clock hours a student is receiving. 

 

INTERIOR FINISHES (270) 

 

Introduces students to various materials used for finishing walls and ceilings, including gypsum 

board, paneling, and suspended ceilings. Proper installation techniques, methods for finishing, 

and fastener installation will be reviewed. 

 

NCCER CORE CURRICULUM: INTRODUCTORY CRAFT SKILLS (100) 

 

This nationally recognized course will introduce students to basic safety, power tools, hand tools, 

blueprints, rigging, communications skills and employment skills. Successful completion of the 

course will allow students to be enrolled in a nationwide database through the National Center 

for Construction Education and Research. Upon successful completion of the course, trainees 

will receive nationally recognized NCCER certificates, wallet cards, and transcripts. 
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BUILDING HOPE CONSTRUCTION

Student Progress and 

Academic Performance 

 
Students are expected to make steady 

progress toward completion of their 

programs. Full-time attendance will normally 

allow a student to finish a diploma in nine 

months. However, if students have gaps in 

their preparation or need to complete 

GED’s, they should plan on taking longer 

than nine months to earn a diploma. If a 

student wishes to complete the program in 

an accelerated period of time, he or she 

must obtain permission from their advisor 

and a signed addendum to the enrollment 

contract must be completed to reflect the 

alternative attendance requirement and 

program start/end dates. 

 

To remain in good academic standing, a 

student must complete all required 

coursework and maintain an 80% average. 

If at any time a student’s grad falls below 

80%, the student will be placed on 

probation for a period of 6 weeks. When a 

student is placed on probation, his or her 

advisor will meet with him or her specifically 

to make recommendations to assist the 

student to improve his/her learning. Options 

include tutoring, study hours, and training in 

study methods. 

 

If academic performance continues to be 

unsatisfactory after the probationary period, 

a faculty committee will consider the case. 

The committee may recommend 

administrative withdrawal or extend the 

probationary period for an additional 6 

weeks. After that, withdrawal is automatic if 

the student has not regained good 

standing. The student may apply for 

readmission into the next fall/spring class 

scheduled. 

 

Students are strongly encouraged to devote 

themselves to their coursework at AEC for 

the full nine months and only work off 

campus if it is required in order for them to 

continue to be enrolled. 

 

Graduation Requirements 

 
A student must complete the required 

curriculum described in the catalog and 

enrollment contract with a minimum of 80% 

proficiency in each course. 

 

Grading System 
 

Amundsen Educational Center uses the 

following percentage grading system: 

Percentage Proficiency Level  

90-100%   Excellent, indicates high level 

of performance 

85-89% Above average level of 

achievement  

80-84% Satisfactory level of 

achievement  

Below 80 Insufficient grasp of materials. 

Students earning this grade are 

subject to remedial work 

P Indicates passing work 

F Indicates failure. 

W Indicates withdrawal from 

course 

I Incomplete grade given when 

course work is not completed 

at time of grading. Incomplete 

grades not removed within 

one month, while classes are in 

session, will be converted to an 

F 
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AMUNDSEN EDUCATIONAL CENTER 
Organizational Structure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Amundsen Educational 
Center Board 
of Directors

Office Occupations

Building Hope 
Construction

Professional Medical 
Coding

Residential Life

Administration
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AMUNDSEN EDUCATIONAL CENTER 
Staff Directory 

 

Kevin Spence - CEO, AEC Board Chair  

kevinspence@soldotnabiblechapel.com 

Carmen Franchino - Director of Operations    

carmen@aecak.org 

Keith Pieh - Director of Building Hope Construction    

keith@aecak.org 

Stephen Blayney – Residential Life Director    

stephen@aecak.org 

Bridgit Gillis – Program Director       

bridgit@aecak.org 

Elspeth Blayney - PMC Coordinator     

elspeth@aecak.org 

Karl Rosser - Instructor       

krosser55@gmail.com 

Rhonda McCormick - Instructor            

rgomro@hotmail.com 

Rosemary Reeder - Instructor             

rosemary@aecak.org 
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ACADEMIC CALENDAR 

 


