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(A) A school shall maintain records for each student on aform that either has been designed by the
board or follows closely the design of the board's form.

(1) Therecords shall have the student's full legal name and the date of enrollment.

(2) All schools shall maintain an accurate and complete record of all training, including the records
of each student'stotal clock hours received each day and the cumulative hours accrued in the
program of study.

The school shall maintain on file documentation that clearly indicates student's progress toward
completion of the board approved course curriculum. The documentation shall include the final

grade for the theory and practical lessons for each course outlined in the program curriculum.

(B) Schools shall provide each student with a copy of a monthly individual report of student hours
by the fifteenth day of each month. Students are responsible for checking this report and notifying
the school of any errors on the report.

(C) Schools shall file amonthly attendance and hours report with the board as outlined in thisrule.
The report shall be typewritten with the student's names listed in alphabetical order and filed with
the board as required.

Schools shall report no later than the twentieth day of the following month the number of hours of
instruction obtained by each student each month and the total clock hours accrued since the date of
enrollment. Schools offering credit hours or competency-based credit must convert all hours to
clock hours for reporting purposes under thisrule.

(D) If adispute arises between a student and a school over the number of hours obtained by the
student, upon notification by the board, the school shall immediately certify to the board a copy of
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the student's records listing the daily number of hours obtained by the student in each major subject
area or program/course credits earned. The board shall then resolve the discrepancy by examining
the school's records and any information submitted by the student. Upon notification of the board's
findings, the school shall certify and send to the board a corrected copy of the student's records
within ten days of the mailing date of notification.

(E) Annually, on or after the thirtieth of June, each school shall report to the board for the period
beginning on the first of July from the prior year to the thirtieth of June in the current year the
following information:

(1) The number of students enrolled in courses at school;

(2) The number of students graduated during the period,;

(3) Theannual cost for students to attend the program;

(4) Theloan default rates for the school.
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