


Welcome to Elk Grove Adult and Community Educa-
tion (EGACE).  Thank you for taking this opportunity 

to learn more about our school and our programs.  

For more than 50 years EGACE has provided programs 
and services to meet the diverse needs of adults in our 
learning community. EGACE’s mission is to provide adults 
with dynamic educational programs that lead to econom-
ic independence and personal growth. 

EGACE teachers, support staff, and administrative team 
work together to ensure that students gain reading, writ-
ing, math and technology skills; become college and ca-
reer ready;  and connect and contribute to family, school, 
workplace, and the larger community. 

To support our students in meeting their academic goals, 
we offer the following programs:  High School Diploma, 
GED and HiSET test preparation, English-as-a-Second 
Language, and U.S Citizenship. EGACE students can im-
prove their academic skills while exploring college edu-
cation and career options in our Career and Academic 
Preparation (CAP) classes. 

Our Career Training Institute offers training programs in 
the Allied Health Care field that lead to one or more in-
dustry-recognized certificates.  Our technology education 
program includes introductory and refresher courses in 
Keyboarding, Excel, Microsoft Word, and 10-Key.  

Our Always Learning community education programs 
include computer basics, Custodial, Paraeducator, and 
Customer Service trainings as well as classes for person-
al enrichment, skill building, and relaxation.

The South County Job Center, located on the EGACE cam-
pus, provides employment services, including job readi-
ness workshops, resume writing, and job search to youth 
(ages 18-24) and to adults. 

We look forward to working with you and wish you a 
healthy, happy, and prosperous 2017. 

— Karen Malkiewicz, Principal

Elk Grove Adult and Community Education
8401-B Gerber Road, Sacramento, CA  95828

www.egusd.net/egace

Administrative Office Hours:
Monday and Wednesday 8 am–4:30 pm

Tuesday and Thursday 8 am-6 pm
Friday 8 am-4:30 pm

 
Offices Closed: Jan. 16, Martin Luther King, Jr. Day; Feb. 13, 
Lincoln’s Birthday; Feb. 20, President’s Day; April 10-16, Spring 
Break; May 27, Memorial Day.
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Academics ....................................................(916) 686-7717

Always Learning Community Education ..........(916) 686-7783 

Career Training Institute .................................(916) 686-7724

South County Job Center .................................(916) 793-2319
 
Elk Grove Unified School District Board Members:
Beth Albiani  Dr. Crystal Martinez-Alire 
Nancy Chaires Espinoza Anthony  “Tony”  Perez
Carmine S. Forcina      Bobbie Singh-Allen
Chet Madison, Sr.  
 
Superintendent ...................................Christopher R. Hoffman

Associate Superintendent, 
Secondary Education ..................................... Christina Penna

Director of College and Career Readiness ..... Kathy Hamilton

Principal ...................................................... Karen Malkiewicz

Program Administrator .................................... Jennifer Barrett 

Vice Principal .....................................................Patricia Oliva

Academic Advisor .............................................Melinda Rasul

Always Learning, Project Implementor ...........Therese Schultz

Career Training Institute, Resource Teacher ...........Dan Davis

Correctional Education, Resource Teacher ............... Jill Lujan

ESL/Citizenship, 
Resource Teachers ..............Diane Villanueva, Carla Slowiczek,  
                                                                         Jagroop Kaur

High School Diploma Resource Teacher ............... Lori Altman

High School Equivalency Resource Teacher..... Becca Trumbly

WASC Coordinator ..........................................Callie Hutchison

Workforce Development Resource Teacher ........ Gina Wandell

Elk Grove Adult and Community Education

MISSION STATEMENT
EGACE provides adults with dynamic programs that lead to economic indepen-
dence and personal growth.

Schoolwide Learner Outcomes
Students will:
•	 Gain academic and vocational skills;
•	 Transition to postsecondary education, training,  and/or a career;
•	 Connect and contribute to family, school, workplace, and the larger 

community.

Principal’s Message



Arts and Crafts ...............................................................3
Business and Career ................................................. 6-9
Career Exploration .........................................................9
Computers ......................................................................5
Guitar ..............................................................................3 
Languages ....................................................................10
Legal/Money Matters ....................................................4
Online Courses ...............................................................1
Personal Development ................................................10
Photography ....................................................................4
Technology for Work and Home ....................................9
Testing/Assessment Services .................................... 23
Workforce Reentry .........................................................9
Registration Form .............................. Inside back cover

Billing and Coding Specialist .......................................14
Computer Introduction and Refresher Classes .........15
Medical Administrative Assistant  
  With Billing and Coding .............................................15
Medical Assistant ........................................................ 12
Medical Office Specialist .............................................13

South County Job Center .............................................16
Out-of-School Youth Services ......................................17

Career and Academic Preparation .............................19
Citizenship Classes  .................................................... 22
English as a Second Language .............................20-22
High School Diploma  ..................................................18
High School Equivalency ..............................................18
Online/Study at Home .......................................18 & 22

General Information ................................................... 24

Study at Home!
ONLINE CLASSES

All instructor-facilitated online courses run for six weeks 
(with a two-week grace period at the end). You can 
complete any of these courses entirely from your home or 
office and at any time of the day or night.

Learn from the comfort
of your own home!

Choose from more than
300 online courses!

New course sessions begin the third Wednesday
of each month. Courses start as low as: $99

(ed2go classes are not eligible for Always Learning discounts.)

Have questions? Give us a call at (916) 686-7783

Introduction to Microsoft Excel
Computer Skills for the Workplace

Accounting Fundamentals
A to Z Grant Writing		•		Medical Terminology

Introduction to QuickBooks		•		Lose Weight and Keep It Off
Introduction to Microsoft Word

Project Management Fundamentals
Grammar Refresher		•		Creating Web Pages

SAT/ACT Test Prep		•		AND MORE!

Register for ed2go Online Courses at:

www.ed2go.com/egace

Table of Contents
Always Learning 
Community Education

Career Training Institute

Academics

Workforce Development

EGACE ACCREDITATION
EGACE is accredited by the Western Association of Schools 
and Colleges. Accreditation is part of EGACE’s ongoing 
cycle of assessment, planning, implementation, moni-
toring, and reassessment based upon student achieve-
ment. The WASC accreditation process is a six-year cycle 
which includes a self-study in which the school looks at 
its strengths and ways to make improvements over the 
next six years. We welcome comments from commu-
nity members, former students and current students, 
program partners, business associates and others.   
You can send comments to: 
WASC Coordinator, Elk Grove Adult and 
Community Education or go on our web-
site: www.egusd.net/egace and submit 
your ideas regarding EGACE’s program 
and services.
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The Always Learning Community 
Education Classes are informative, 
fun and life-enriching! 

Learn new skills that will 
help you at work or at play! 
Explore what interests you 
— from fine arts to finances.

Always Learning 
Community Education

Welcome to Always Learning, an EGACE fee-based commu-
nity education program offering courses for personal growth, 
fun, business, workforce development and enrichment. This 
program is supported by registration fees and receives no sub-
sidized funding. Programs are open to adults, 18 years of age 
and older—unless otherwise noted. 

 

REGISTRATION
Registration is required for all classes. Early registration is 
recommended	as	some	classes	fill	up	quickly.	Registration	is	
on	 a	first-come,	first-served	basis.	Classes	with	 low	enroll-
ment three days prior to class start date or low attendance 
may be cancelled. Students can register by phone, fax, walk-
in, or online. 

Office Location: 
Elk Grove Adult and Community Education

8401-B Gerber Road, Sacramento, CA 95828

Phone: (916) 686-7783
Fax: (916) 689-5752 

Email: tmschult@egusd.net
www.egusd.net/egace

Registration form available on inside back cover.

Discounts Available!
Always Learning Early Bird Registration Days

Jan. 3 - Feb. 3, 2017
Register for your Always Learning classes before  

February 3 to receive a 10% discount!

Senior Discount — Students who are age 55 or better 
receive a 10% discount on Always Learning classes!

Ed2go Online classes and workforce entry training programs 
are not eligible for discounts.

Discounts do not apply to books and material fees. One dis-
count per person.

Refund Policy for Always Learning 
Community Education Classes

Please make your selection carefully. Refunds or letters of credit 
are allowed if requested in writing up to five business days prior 
to the start of class. Refunds may be requested by fax, walk-in, 
e-mail, or by mail. A $5 processing fee will be assessed for each 
enrollment cancelled by the student. A full refund will be given 
if a class is cancelled by Always Learning. Please allow up to 
four weeks for processing. No refunds, credits, or transfers will 
be issued for non-attendance. No refunds are given for material 
fees and books that students have purchased from instructors. 

Always Learning Community Education
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BEGINNING GUITAR 
Expand your musical talent by learning the basics of play-
ing the guitar. In this fun, six-week class you will discuss 
music theory, learn to tune the guitar, play chord progres-
sions and much more. Before long, you will be strumming to 
your favorite songs! Please bring acoustic guitar to class. In-
structor: Ron Wilson, local musician and EGUSD instructor. 
20131.01 Th Feb 2-March 9 3:15-5:15 pm EGACE-Rm 5 $89 

BEGINNING DRAWING
You will be amazed at how easy learning the basics of drawing 
really is! This class will bring out the artist in you…and you will 
have fun too! The class will emphasize: drawing methods, me-
diums and skill sets. You will learn all the basic principles and 
be guided through their own realistic rendering from a favorite 
photo. Materials list: An adaptable material list will be supplied 
at time of registration and can be found online at the EGACE 
website. Instructor: Dean Lee Williams, local artist 
20113.01 Sa Feb 25-March 25 9:30 am-Noon    EGACE-Rm 1 $89 
plus $5 materials fee payable to instructor 

ANIME AND MANGA DRAWING WORKSHOP
Do you have a love for Japanese illustration and graphic nov-
els/comics? Want to learn how to make it yourself, or how to 
enchance your anime art? In this three-hour workshop, you’ll 
learn the practice of developing a character and translating them 
into a short comic which you’ll be able to keep and show off at 
your pleasure. Bring the following to class:  Sakura “Pigma Sen-
sei”	6-Piece	Drawing	Kit	or	pencil,	ultra	fine	tip	Sharpie,	regular	
Sharpie, white eraser, inexpensive ruler with “inking edge” or 
raised edge, 12 inch minimum. This class is open to students 
ages 16 and up. Instructor: Jessica A. Williams (NaskiaSakura)   
20116.01 Sa March 11 9:30 am-12:30 pm EGACE-Rm 4   $39 
plus $3 materials fee payable to Instructor
  

BEGINNING AND INTERMEDIATE WATERCOLORS 
These are on-going watercolor painting classes taught in weekly 
two-hour sessions over four weeks. Whether you are an experi-
enced painter or a beginner, you will have fun learning different 
techniques and working with different materials in these classes. 
New	subjects	will	be	taught	in	each	class	on	areas	such	as	flow-
ers, still life, landscape, seascape, city scenes and animals. You 
will learn about some of the master painters from history and 
how they achieved their masterpieces by understanding how 
composition is arranged, selecting and mixing colors and the 
use of brush strokes. Each class includes a demonstration by the 
instructor. Materials provided by instructor. All you need is the 
desire to paint your own masterpiece. Instructor: Ron Ridley 
20111.02 Th Feb 16-March 9 6:30-8:30 pm Elk Grove High $85
plus $20 materials fee paid to instructor 
20111.03 Th April 20-May 11 6:30-8:30 pm Elk Grove High $85
plus $20 materials fee paid to instructor
Location: Elk Grove High, 9800 Elk Grove-Florin Road, Elk Grove, Rm A12

OIL PAINTING FOR ART LOVERS! 
We’ve made it easier than ever for you to learn how to paint 
with oils!  You will learn the fundamentals of oil painting, color 
mixtures to obtain desired values, and various brush strokes and 
painting techniques. Come enjoy this hands-on oil painting ex-
perience that is perfect for the beginner or intermediate student. 
You will work on projects of your own choosing.  Instructor de-
votes a great deal of time to one-on-one attention!  Students can 
attend 4, 6,10 or all 12 classes!  You choose the dates! Classes 
must be attended during the spring 2017 semester. No refunds 
for unused classes. Supplies are expected to cost around $50. 
A materials list will be supplied at time of registration and can 
be found online on the EGACE website.  Instructor:  Judith Ar-
chambault 
Class dates: Jan 28, Feb 4, 25, March 4, 11, April 1, 8, 22, 29, May 6, 13, 
20  
20112.02 Sa Pick 4 Saturdays! 10 am –1 pm $69
  (Passes purchased by March 11)
20112.03 Sa Pick 4 Saturdays! 10 am –1 pm $69
  (Passes purchased between March 11-April 29) 
20112.04 Sa Pick 6 Saturdays! 10 am –1 pm $89    
20112.05 Sa Pick 10 Saturdays! 10 am –1 pm $139    Great Value! 
20112.06 Sa All 12 classes! 10 am –1 pm $149    Best Value!   
Location: EGACE-Rm 5 

AlwAys leArning                                                                                                           Arts, Crafts and Photography
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Arts, Crafts and Photography                                            AlwAys leArning

INTRODUCTION TO PHOTOGRAPHY
This six-session class will help students get acquainted with 
the functions of a digital SLR camera. Bring your camera and 
the instruction booklet to every class. You will learn about 
composition, shutter/aperture/ISO and their interactions for 
depth	of	field.		You	will	learn	about	lighting	and	how	to	download	
and save photos on your computer and a CD. Instructors can 
give you recommendations on cameras to purchase. Instructors:  
Laura Bemis and Deirdre Asay, Professional Photographers for 
Fine Focus Photography
20121.01 M Feb 27-April 3 6:30-8:30 pm EGACE-Rm 1 $119
plus $5 materials fee

DIGITAL PHOTOGRAPHY (Beginning Level) 
In this six-session class, students who have completed an 
Introduction to Photography class will enjoy learning about 
digital photography. Bring your digital (SLR) camera to this fun 
and informal class where you will learn how to take professional-
looking photographs of groups, children, scenery and more!  
You will reacquaint with composition, shutter and aperture. 
You will learn about motion and stop action, painting and 
light.  Instructors:  Laura Bemis and Deirdre Asay, Professional 
Photographers for Fine Focus Photography. 
20122.01 M April 17-May 22 6:30-8:30 pm EGACE-Rm 1    $119
plus $5 materials fee

BEING AN EXECUTOR OF AN ESTATE
Have you been named the executor of a will? The execu-
tor has the responsibility to carry out the directions of a will. 
This workshop will prepare you to carry out those respon-
sibilities!	You	will	 learn	 about	 probate	 court,	 filing	 an	 inven-
tory	of	assets,	dealing	with	creditors	and	financial	institutions,	
handling	 expenses,	 filing	 tax	 returns	 and	 more.	 Instructor:		
Emily	A.	 Foehr,	 associate	 attorney	with	Drobny	 Law	Offices 
20242.01 Sa March 4 9-11:30 am EGACE-Rm 8 $39
 
BEING A TRUSTEE OF A TRUST
Do you know the difference between the executor of a will 
and a trustee of a trust? Do you understand the importance of 
Estate planning? Are you familiar with current Federal Tax 
exemptions? If not, this is the class for you!  If you’ve been 
named a trustee of a trust, this class will help prepare you for 
the responsibilities of this important role. Instructor:  Em-
ily	 A.	 Foehr,	 associate	 attorney	 with	 Drobny	 Law	 Offices.	 
20243.01 Sa Feb 4 9-11:30 am EGACE-Rm 8 $39
  
HOME BUYING 101
Are	you	a	first	time	buyer,	move-up	buyer,	a	‘boomerang’	buy-
er, or an empty-nester? This is an exciting time for all buyers! 
Learn what you need to know before you start looking for your 
dream house. You will discuss topics such as: How does the new 
lending landscape affect you? How long do you have to wait to 
buy after a foreclosure or short sale? How much can you afford? 
What will your monthly payment be? What credit score do you 
need to qualify? How much money do you need to save? What 
is the best loan program for you? Do you quality for down pay-
ment assistance? It’s vital to know the facts about today’s real 
estate market in the Sacramento area. We will have a lender and 
a Realtor there to help answer your questions. Instructor: Valerie 
Healy, Realtor®, CDPE, CIAS, SRES is a local real estate ex-
pert with RE/MAX Gold
20249.01 W Feb 8 6:30-8:30 pm EGACE-Rm 1 $19  
20249.02 W April 5 6:30-8:30 pm EGACE-Rm 1 $19
 

Money Matters                                                                     

HOME BUYING 201 
Now that you have received lender preapproval, what are the 
next steps? How will you determine the neighborhood you want 
to live in?  Which is the right house? How do you write an offer 
that gets accepted? What happens now that you are in escrow?  
What inspections do you need and how much do they cost? 
What	red	flags	should	you	look	out	for?	How	much	money	will	
you have to have out of pocket? When do you get the keys?  It’s 
vital to know the facts about the real estate process in the Sac-
ramento area. We will have a home inspector, a title and escrow 
representative, and a Realtor there to help answer your ques-
tions. Instructor: Valerie Healy, Realtor®, CDPE, CIAS, SRES 
is a local real estate expert with RE/ MAX Gold.
20343.01 W Feb 22 6:30-8:30 pm EGACE-Rm 1 $19 
20343.02 W April 26 6:30-8:30 pm EGACE-Rm 1 $19

FINANCIAL EMPOWERMENT MADE SIMPLE
Life is a game that’s played with money — and money is your 
tool to manage. Much like playing chess, you need to plan ahead 
financially	by	taking	calculated	risks	and	protecting	your	assets.		
Gain	the	financial	awareness	necessary	for	better	money	man-
agement	and	build	winning	financial	habits	that	truly	make	liv-
ing a good life possible! Instructor: Darrly A. Jenkins, CPFC®

20256.00   Sa   March 4    9 am – 12:00 pm    EGACE, Rm 6   $45
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Always Learning offers computer classes at the Senior Center of Elk Grove (SCEG). Classes are taught with the older adult 
learner in mind, but adults of all ages are welcome!  
   
Register by phone at (916) 686-7783!  Register online at www.egusd.net/egace 

 Registration Fee: $79 per class (includes materials).   
  Please bring a flash drive to class. 
  Students 55+ are eligible for a 10%  
  discount on these classes.  
 Location: Senior Center of Elk Grove (SCEG)  
  8830 Sharkey Ave., Elk Grove, 95624
 Instructor: Van Rose, EGACE Technology Instructor

  

KEYBOARDING/SKILL BUILDING  
You will train in touch-typing, including mastery of the key-
board and development of correct keyboarding techniques. Per-
fect class for those who also want to build their typing speed! 
No Prerequisites. 16 hours of instruction.  
20513.03 M/W April 24-May 17 8:15-10:15 am  

INTRODUCTION TO COMPUTERS
Learn about computer hardware and software. Learn the his-
tory of the computer and more!  Learn proper Ergonomics, and 
the computer basics needed before you can move on to other 
computer classes. Class includes basic keyboarding short-course 
(typing). No Prerequisites. 20 hours of instruction.    
20511.03 M/W Jan 23-March 1 8:15-10:15 am  
  (No class 2/13 & 2/20) 
20511.04 M/W March 6-April 5 8:15-10:15 am
20511.05 M/W April 24-May 24 10:30 am -12:30 pm  
 
INTRODUCTION TO MS WORD 2016
Learn how to create, edit, store and print documents. Learn how 
to use different templates, fonts, format styles, and multi-level 
lists. Learn how to apply margin settings, orientations, columns 
and breaks. Learn some quick tips on how to apply pictures, 
symbols, and WordArt to your documents. Prerequisite: Intro-
duction to Computers or have equivalent knowledge. 20 hours 
of instruction. 
20515.02 M/W Jan 23-March 1 10:30 am-12:30 pm  
 (No class 2/13 & 2/20) 
20515.03 M/W April 24-May 24 1-3 pm       
 
INTERNET AND EMAIL BASICS
Learn the new elements and features of Internet Explorer 11 
and how to set your favorites, organize them into folders, and 
how to set your favorite website as a homepage. You’ll learn 
to use search engines to research your favorite topics and In-
ternet safety.  You’ll set-up Outlook using a Gmail account and 
learn the features of Outlook 2016. Learn to compose a mes-
sage,	reply,	forward,	attach	files,	photos,	and	business	cards	to	
your messages and set stationery themes on email. You’ll also 
create individual and group contacts. Learn to use a calendar 
to create appointments and meetings. Prerequisites: Introduction 
to Computers or equivalent knowledge. 16 hours of instruction.  
20514.02 M/W March 6-March 29 1-3 pm   

INTRODUCTION TO MS EXCEL 2016 BASICS
Learn how to navigate around a worksheet, input data and se-
lect cells. Learn various methods of editing worksheets; how to 
create formulas and functions to calculate values; how to uti-
lize the proper syntax and order of operations. Learn how to use 
relative, absolute, and mixed cell references in formulas; modify 
and copy formulas. Learn to insert and delete columns, rows and 
cells as you create spreadsheets. 20 hours. Prerequisites: Com-
pletion of a Beginning MS Word class or equivalent knowledge.  
20516.01 M/W March 6- April 5 10:30 am-12:30 pm  

INTRODUCTION TO WINDOWS 10 
AND FILE MANAGEMENT 
Learn how to use the features of the Windows 10 (Some cover-
age of 7 & 8) Operating Systems. Learn to customize the look 
and feel of your desktop — change window theme, colors or 
screen saver. Learn how to create a simple Word document and 
how	to	name,	save	and	locate	the	file.	Learn	how	to	create	and	
organize	files	and	 folders	 in	multiple	 locations,	how	 to	move,	
copy	and	delete	files	and	how	to	create	folder	option	settings.	
16 hours. Prerequisites: Introduction to Computers or equivalent 
knowledge. 
20512.02 M/W Jan 23-Feb 22 1-3 pm

Online Computer Classes
EGACE and Always Learning partner with Ed2go

to bring students online class opportunities! 

Visit the website ed2go.com/egace 
for a list of computer classes you can take online

and complete in only six weeks!

Ed2go.com/egace offers online computer class
opportunities for Mac users! 

Classes also available through the 
Career Training Institute. See page 16.

AlwAys leArning                                                                                                                                                       Computer Classes
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Business Essentials                                                           AlwAys leArning

INCREASE YOUR INCOME WITH A HOME-BASED 
BUSINESS!  
The Internet has enabled people to run a business with low 
startup	costs	and	high	profitability.	
This class presents more than 120 businesses that can be com-
pletely run from your home computer and will cover how to: 
•	Apply	for	local,	state	and	federal	licenses	and	taxes	
•	Use	easy	methods	for	bookkeeping	and	taxes	
•	Make	a	profit-boosting	Website	
•	Find	FREE	resources	that	can	get	you	started	
Instructor:  Nancy Miller, Rounds, Miller & Associates
20251.01 Sa March 18 9 am-Noon EGACE-Rm 6 $35
plus $30 materials fee payable to instructor for the book “Mechanics of 
Starting a Home-Based Business” (ISN: 978-1-891440-63-2) 

H NEW!  BECOME A PROFESSIONAL ORGANIZER 
If you love watching organizing TV shows and label makers 
and putting things into 3-ring notebooks makes you happy — 
this class is for you!  Turn your organizing skills into a money-
making career!  Discover the insider secrets that could only be 
acquired through hands-on experience (until now!). 
Some of the secrets revealed include:
•	 Organizing	specialties	and	finding	your	niche
•	 Understanding and using the Clutter-Hoarding Scale
•	 Structuring your business for SUCCESS
•	 Business licensing and insurance to cover all bases
•	 Preparing	to	impress	your	first	client
Instructor:  Nancy Miller, Rounds, Miller & Associates
20299.00 M March 20 6-9 pm EGACE-Rm 6 $35
plus $30 materials fee payable to instructor for the book “How to Become 
a Clutterologist (978-1-891440-56-4)  

MEET THE INSTRUCTORS
Mike Rounds and Nancy Miller give more than 150 presentations annually. They have been traveling the United States present-
ing at seminars, workshops and classes for over 25 years! They are experts in effectively creating Websites for businesses, orga-
nizations, marketing, publishing and more. These workshops are designed to give you valuable, relevant and timely information 
that will help you build your business! 

EBAY 1 – THE BASICS OF SELLING
Whether you simply want to clear the closet, desire additional 
part-time income or a serious eBay business, this class is your 
foundation.  Learn how to set up an eBay Seller account, create 
successful eBay listings, upload pictures and accept credit card 
payments with PayPal. Included are selling “Tips, Tricks and 
the Traps” to avoid. Covers how to determine shipping costs, 
where to get FREE shipping supplies, how to print shipping 
labels from your home computer and get FREE home pickup. 
Optional eBooks available for purchase after class. This is 
an	official	eBay	University	class	taught	by	multi-award	win-
ning eBay instructor and published author from Seattle, Kevin 
Boyd.
20340.01  M  March 13       6-9 pm    ACCESS Center    $59
   

HOW TO SELL YOUR IDEAS AND INVENTIONS
Want to learn the proven ways to cash in on your inventions?  
If your idea works, it’s a GREAT idea, but now you need to 
know how to make money with it! If you want to secure the 
rights to your ideas and learn the proven way to CASH IN on 
your inventions, this program will show you how to:
•	 Make	your	invention	intellectually	safe	and	profitable
•	 Protect your ideas with patents, trademarks, and copyrights
•	 Evaluate your ideas for marketability
•	 Find potential buyers for your invention
•	 Offer it for sale in the safest method possible
Instructor:  Nancy Miller, Rounds, Miller & Associates
20252.01 Sa March 25 9 am-Noon EGACE-Rm 6 $35
plus $30 materials fee payable to instructor for the book “How to Sell Your 
Inventions for Cash, 2nd Edition (978-891440-27-4) 

GET INTO E-COMMERCE FOR FREE! 
E-Commerce is now the biggest and fastest growing business 
in the world. Want to get into e-commerce but don’t know 
where to begin?  This seminar explains the important consider-
ations that must be understood in order to be successful online!
•	 Where to get a free list of drop shipping suppliers 
•	 The	most	profitable	areas	of	e-commerce	
•	 How to create your basic site for FREE 
•	 Add a shopping cart and accepting credit cards 
•	 Link and list with search engines
Instructor:  Mike Rounds, Rounds, Miller & Associates
20253.01 M March 20 6-9 pm EGACE-Conference Room $35
plus $30 materials fee payable to instructor for “Fishin’ with a Net 9th” (978-
1-891440-63-2)

H NEW!  EBAY 2- ADVANCED SELLING STRATEGIES 
Learn the “Insider Tips and Strategies” that will draw the most 
bids, maximize sales and beat your competition. Covers how 
to	find	a	profitable	niche,	what	to	sell,	what	to	avoid	and	how	
to use Drop Shippers to minimize inventory costs. Includes: 
eBay research, marketing and photography tips, free app to 
create and insert videos in your listings, eBay Stores, and 
how	to	find	reputable	suppliers.	Taught	by	multi-award	win-
ning eBay instructor and published author from Seattle, Kevin 
Boyd. 
20342.00 Tu   March 14   6-9 pm      ACCESS Center    $59 

EBAY CLASS BUNDLE
Register for both EBAY workshops and pay only $105!  

Register for section 20341.00   
Both EBAY classes will be held at the EGACE ACCESS  

CENTER located at: 9362 Elk Grove-Florin Rd, Elk Grove 
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 H   Interested in teaching an Always Learning class?  H

We are always looking for new teachers and class ideas!  

Please call (916) 793-2282 for more information.

H NEW!  OSHA SAFETY AWARENESS TRAINING 
Obtain	your	Cal/OSHA	10	Certification	Card!		This	class	pro-
vides training for workers and employers on the recognition, 
avoidance, abatement, and prevention of safety and health haz-
ards in workplaces and general industry. The class also provides 
information regarding workers’ rights, employer responsibili-
ties,	and	how	to	file	a	complaint.	This	training	will	help	ensure	
that your workers are knowledgeable about workplace hazards, 
and will help them increase your company’s productivity. 
Topics covered include:
•	 Managing Safety and Health
•	 Walking and working surfaces
•	 Exit routes, emergency plans
•	 Fire	protection	plans	and	fire	protection
•	 Electrical Safety
•	 Personal Protective Equipment (PPE)
•	 Material handling
•	 Lock out-tag-out
•	 Hazardous materials
•	 Confined	spaces
•	 Machine guarding
•	 Blood borne pathogens
•	 Industrial hygiene
•	 Ergonomics
•	 Safety and health programs
•	 Power industrial vehicles
•	 Hazard-communication (Hazcom)
The training may be attended by entry-level workers and new 
hires and all interested in remaining safe in their work environ-
ment!  
20350.00  Sa & Sun  March 18 & 19  9 am-3 pm     $169 
EGACE-Rm 7  

H NEW!  CREATE A WRITTEN IIPP PLAN
In California, every employer has a legal obligation to provide 
and maintain a safe and healthful workplace for employees, ac-
cording to the California Occupational Safety and Health Act of 
1973. As of 1991, a written, effective Injury and Illness Preven-
tion (IIP)Program is required for every California employer. You 
NEED to have a written IIPP plan and implement it within your 
company. In this interactive program, you will learn how to cre-
ate your own customized IIPP manual including: 
•	 The objectives of the manual and training 
•	 What needs to be included in the written plan 
•	 How	to	research	and	include	every	job	classification	in	your	

company 
•	 What to include in your own manual 
•	 How to delegate responsibilities for the research/writing sec-

tions of the manual 
•	 How to develop and deliver employee training based on the 

IIPP 
•	 How to have your completed manuals commercially printed 

for less than $5 each 
20841.00 Sa March 25 8 am-5 pm $169            
EGACE-Rm 8 

H 
SEND MORE AND SAVE!

Employers interested in enrolling more than one employ-
ee are eligible for the following discounts: 

Enroll two employees, pay only $149 each! 
Enroll three employees or more, pay only $139 each! 

MEET THE INSTRUCTOR
Mike Rounds is an OSHA Authorized trainer and published author with over 200 manuals to his credit. Mike teaches dozens of 
self-publishing classes each year to thousands of students and his firm is responsible for over 2,400 commercial products in the 
marketplace. 
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BECOME A NOTARY PUBLIC 
Start your business or add to your current business as a Notary 
Public. As a commissioned public servant, the Notary Public 
serves a vital role in protecting the integrity of important docu-
ments. This one-day course will teach you everything you need 
to know to be a Notary Public. The instructor will explain the 
steps to become a notary public and the associated costs, includ-
ing a background check, insurance, and supplies. Bring an un-
expired legal form of I.D. You must be at least 18 years of age; 
a resident of California; able to read, write, and understand Eng-
lish; successfully complete this course and pass a state exam and 
background check. Applicants will take the State notary exam 
immediately following the course. Instructor: R. David Kirby, 
MBA.
20211.02 Sa Feb 25 8:30 am-4 pm EGACE-Conference Room  $105
plus $30 materials fee payable to CA Notary Training Center 
20211.03 Sa May 6 8:30 am-4 pm EGACE-Conference Room $105
plus $30 materials fee payable to CA Notary Training Center
NOTE: The State Notary exam immediately follows the course from 4:45-
5:45pm. Bring to the exam a $40 check or money order payable to the “Sec-
retary of State,” a 2”x2” photograph, and two #2 pencils. Live Scan Services 
will be available for your convenience on the day of class. *Please arrive by 
8:15 am

NOTARY PUBLIC RENEWAL COURSE
This 3-hour renewal course is required for existing Notary Pub-
lics who need to renew their commission. The renewal course 
must be taken prior to the expiration date of your existing com-
mission. If your existing commission expires prior to taking 
the course, then the full “Become a Notary Public” course is 
required. This half-day course will teach you everything you 
need to know to successfully renew your Notary Public com-
mission. Bring a legal form of I.D. Notaries Public must be 18 
years of age; be a resident of California; able to read, write and 
understand English; successfully complete this course, pass the 
State notary exam and pass a background check. Applicants 
will take the State exam immediately following the course.  
20212.02 Sa Feb 25 12:30-4 pm EGACE-Conference Room $89
plus $30 materials fee payable to instructor
20212.03 Sa May 6 12:30-4 pm EGACE-Conference Room $89
plus $30 materials fee payable to the CA Notary Training Center
 
Note: Bring a $40 check or money order made out to the  “Sec-
retary of State”, a 2x2 photograph, and two #2 pencils to class. 
The State exam will be held from 4:30 – 5:30 pm.   Live Scan Ser-
vices will be available for your convenience on the day of class.  

BECOME A LOAN SIGNING AGENT
No experience necessary. Mortgage companies and lenders rely 
on mobile loan signing agents to facilitate obtaining signatures 
and notarization for real estate purchases and loan documents. 
Loan signing agents can make from $75 to $150 per loan signing. 
To be a loan signing agent, you must be a Notary Public. If you 
have taken the “Become a Notary Public” course and are await-
ing your notary commission, take this class now and be ready 
to go as soon as you receive your commission! This course pro-
vides the professional training you need to increase your income 
as a loan signing agent. The instructor will explain the steps to 
become a loan signing agent and the associated costs, including 
insurance, supplies, and an additional background check. Bring 
an unexpired legal form of I.D. 
Instructor: R. David Kirby, MBA.
20213.01 W March 29 5:45-9:30 pm EGACE-Conference Room $109
plus $30 materials fee payable to instructor
20213.02 W May 31 5:45-9:30 pm EGACE-Conference Room $109
plus $30 materials fee payable to the CA Notary Training Center

MEET THE INSTRUCTOR
R. David Kirby, MBA. is a commissioned Notary Public, a Certi-
fied Notary Loan Signing Agent and a member of the National 
Notary Association. As a career Safety and Security Director, 
he has many years of experience as a corporate trainer. He is 
a seasoned instructor and has a passion for helping students 
succeed as a successful notary public in their community. He 
is co-owner and founder of California Notary Training Center.  

Business Essentials                                                           AlwAys leArning

H NEW! BOOKKEEPING FOR THE NON-BOOKEEPER
Are you running a business or thinking of starting a business?  
Do you need help with your recordkeeping? Help is on the way!  
Today’s business owner is busy wearing numerous hats—book-
keeping can be one of the most challenging tasks a new busi-
ness owner needs to learn. This course will teach you the basics 
of bookkeeping, which includes:  Building a chart of accounts, 
Credits and Debits, “T” accounts, General Ledgers, Income 
Statements, Balance Sheets and more.  Instructor:  Anita Renee 
Johnson
20257.00  M/W   Feb 6 & 8  6:30-8:30 pm  EGACE-Rm 2        $59

“You must give everything to make 
your life as beautiful as the dreams 

that dance in your imagination.”  
―	Roman	Payne
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H NEW!  HOW TO GET A STATE JOB 
During this workshop, you will be guided on how to apply for 
a job with the State of California. Learn how to:  Create an On-
line Account, Search and Find Job Openings, Navigate the State 
Portal, Upload documents.  You will also learn tips for handling 
the job interview. Instructor:  Stanley Lovely, State Employee 
and Educator Trainer. 
20230.00 W Jan 25 6:30-8:30 pm EGACE-Rm 2 $49
20230.01 Sa March 11 9:30-11:30 am EGACE-Rm 6 $49

CUSTOMER SERVICE ACADEMY 
This class is perfect for the person just entering or re-entering 
the workforce. Most of us work with the public and providing 
excellent customer service and ensuring that our customers are 
satisfied	is	important	to	the	success	of	any	business	or	organi-
zation! The Always Learning Customer Service Academy will 
provide you with the knowledge you need in order to handle 
both internal and external customers. You will learn how to be 
organized in the workplace; how to be an effective team mem-
ber; how to be productive; and how to present yourself in a posi-
tive and professional manner. Topics covered in the academy in-
clude:	Attitude,	Time	Management,	Customer	Service,	Conflict	
Management, Team Building, and more! Instructor: Michelle 
Triplett
20270.01 M/W March 13-April 5 EGACE-Rm 2 $75 

AlwAys leArning                            Workforce Entry Training and Career Exploration

H NEW!  WEBSITE DESIGN MADE SIMPLE
This class will introduce you to website design, including creat-
ing professional looking web pages!  Learn about HTML, how 
to organize your website pages, and how to upload your pages 
to a server. You will be introduced to web related languages and 
learn about software. This class will also cover page formatting 
and how to use images, links and forms. Bring an 8GB-USB 
drive to class. 24 hours. Instructor: Magan Sanders-Gaines  
20525.00    W   Feb 8-May 3   6:30-8:30 pm       EGACE-Rm 9    $149
Required Book:  Learning Web Design:  A Beginner’s Guide to HTML, CSS, Ja-
vaScript, and Web Graphics. ISBN-13: 978-1449319274 Available on Ama-
zon.

H NEW!  AUTOCAD 2015 BASICS
You will develop skills in computer-aided drafting and design 
(CADD), using AutoCAD software. Learn the features and con-
siderations associated with this computer drafting/design tool. 
You will also learn the basics and receive step-by-step instruc-
tion on the AutoCAD commands, modes settings, drawing aids, 
shortcuts and more. No previous AutoCAD experience required. 
Prerequisite:  Knowledge of basic computer operations. Instruc-
tor: Trevor Weaver, EGUSD Instructor
20523.00     Tu   March 7-28    6-8 pm  Sheldon High School-Rm 335     $149
Recommended for reference, AutoCAD and IT’s Applications-Basics, ISBN-13: 
978-1619609181, Available on Amazon. 
Sheldon High School is located at 8333 Kingsbridge Drive, Sacramento

                           Technology for Home 
and Work

Students interested in either the Custodial Training or 
Paraeducator Training Programs must attend an orienta-
tion and placement test appointment. For the Custodial 
Training program, register for Custodial Orientation and 
for the Paraeducator Training register for the Paraeduca-
tor Training Orientation. Register for an orientation and 
testing appointment at www.egusd.net/egace under the 
Always Learning registration link or call (916) 686-7783 
for assistance. 

*Scholarships are available to those who qualify through 
Sacramento Employment Training Agency-Sacramento 
Works South County Job Center. Information about  this 
resource can be found on page 16.

PARAEDUCATOR TRAINING CERTIFICATE 
Our students, teachers, administrators and other members of 
our education team need well-trained Paraeducators working 
in our schools. To help meet the growing demand for Paraedu-
cators, EGACE is offering a 45-hour Paraeducator Training 
program. Topics covered include:  
•	 Roles and Responsibilities of Paraeduators
•	 Mandated Reporters
•	 PBIS, Special Education
•	 English Language Learners
•	 Stress Management
•	 Communication
•	 NCLB Test requirement 
•	 Resume review and interviewing skills
TWTh Feb 7-March 9 2-5 pm EGACE-Rm 2       FREE
TWTh May 30-June 29 2-5 pm EGACE-Rm 2       FREE
This class is subsidized through block grant funds.

CUSTODIAL TRAINING PROGRAM
In this 120-hour training program, students will learn the ba-
sics in custodial operations. Students will complete 88-hours 
of classroom theory and 32-hours job shadowing with EGUSD 
Custodial Department.. Topics covered include:
•	 Basic procedures in custodial and housekeeping operations
•	 Janitorial equipment and basic repair of equipment
•	 Cleaning chemicals and material data safety sheets
•	 Resume review and interviewing skills workshop
T/Th March 21-May 25 12:45-5:45 pm EGACE-Rm 2 $950*  
(No class April 11 & 13) (Job shadowing dates -TBD) 
includes registration, materials, fingerprinting and TB test
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Languages                                                                         

SPANISH BASICS – LEVEL I
This class is the perfect place to start your journey to learn the 
Spanish language. In this six-week class, you will learn all the basics 
such as the alphabet, numbers, present tense verb conjugation, 
adjectives, sentence structures and more! Students will cover 
chapters 1-4 of required book in this class. Instructor:  Eric Sanchez  
20711.01 M/W 6:30-8:30 pm  Feb 27-March15     
EGACE-Rm 2 $129 
Required book:   Practice Makes Perfect: Basic Spanish
ISBN-13: 978-0071849210 or ISBN-10: 0071849211
Available at Amazon.com

SPANISH BASICS – LEVEL II
Ready to continue your journey with the Spanish language? 
The Spanish Basics-Level II class will continue from where the 
Level I class left off. Students will start at chapter 5 and work to 
complete	section	8	which	includes:		adverbs,	pronouns,	reflexive	
verbs and more! After completing this class, student can take 
Conversational Spanish-Level I. Instructor:  Eric Sanchez
20715.01 M/W 6:30-8:30 pm  March 20-April 5 & April 17-May 3  
EGACE-Rm 2 $129
Required book:  Practice Makes Perfect:  Basic Spanish
 ISBN-13: 978-0071849210 or ISBN-10: 0071849211
Available at Amazon.com

Learn Spanish at EGACE!
Spanish is California’s fastest growing second language! Unlock the riddle of speaking and interacting in Spanish. 

Each class level meets twice a week for six weeks. Each class is 24 hours of instruction. 
Certificates are issued upon completion of each course. 

H NEW!  ELIMINATE CLUTTER FROM YOUR HOME  
AND OFFICE
Are you tired of searching for items lost in piles of chaos?  
Do you stumble over stuff strewn throughout your house?  
Clutterology will change your life by making your environment 
work for you! Don’t let your clutter dictate your life. Discover 
how Clutterology’s® innovative ideas can get your clutter in 
order. You CAN change your environment to work for you with 
simple, easy and practical ideas on how to get organized and 
remove clutter from your life. Stop stressing over mess and put 
an end to the havoc!  
You will learn how to:
•	 Put a stop to junk mail
•	 Distinguish the difference between organized and neat
•	 Remove clutter to improve your life
•	 Create	an	efficient	environment	so	you	can	get	more	done
Please bring charitable donations including old cell phones, 
empty printer cartridges, books, something from the kitchen and 
two items from the closet. Instructor: Nancy Miller, Rounds, 
Miller & Associates
20416.00 Sa March 18 1-4 pm EGACE-Rm 6 $35
plus $30 materials fee for Clutterology® 4th Edition (978-1-891440-62-5)

H NEW!  MEDITATION BASICS
Start off the 2017 year with peace of mind!  In this class, you will 
learn about: peace and improving mental health, how to improve 
self-esteem	 and	 confidence,	 improving	 self-actualization	 and	
improving your overall mental and spiritual wellbeing. This 
four-week class meets for 90 minute sessions. What a great 
way to start off your Saturday morning!  Instructor:  Pardeep K. 
Nanglu, Ph.D. Psychotherapy & Medicinal Herbalism  
20417.00 Sa March 4-25 9:30-11 am EGACE-Rm 7 $69 
20417.01 Sa April 22-May 13 9:30-11 am EGACE-Rm 7 $69

H NEW!  SELF DEFENSE
Learn how to stay safe!  This class will teach you how to avoid 
or respond to violent situations including: assault, robbery, or 
active shooter incidents. You will learn how to escape violence, 
de-escalate situations and what the legal considerations might 
be. Your instructor has over 34 years of experience in law en-
forcement! Instructor:  Ivan Rose, Martial Arts Instructor 
20419.00 Sa March 4-April 29 EGACE-Conference Room $129
(No class 4/15)

Personal Development                                                      AlwAys leArning

CONVERSATIONAL SPANISH – LEVEL I
This class provides you with a solid foundation for building 
conversational Spanish skills. Students will learn the 
fundamentals of communicating in Spanish, organized around 
everyday themes including meeting people, making plans, 
and talking on the phone. Students will work on essential 
communication skills; (such as asking a question or making 
comparisons), review of key grammar points; and written 
and verbal activities to reinforce new communication skills. 
This class will use technology via www.edmondo.com. 
Prerequisites:  Students should have successfully completed 
Spanish Basics Level I and II courses or have equivalent 
knowledge.	24	hours	of	instruction			Instructor:		Martha	A.	Aviňa 
20712.01 W 6:30-8:30 pm Feb 8-April 5 & April 19-May 3  
EGACE-Rm 5 $129  
Required book:  Communicating in Spanish Novice/Elementary Level, 
by Conrad J. Schmitt and Protase E. Woodford,  ISBN: 0-07-056642-9    
Available on Amazon.com 
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Turn your passions into paychecks 
... and your dreams into careers!

CAREER TRAINING PROGRAMS
The EGACE Career Training Institute (CTI) offers career training 
programs in the Allied Health Care field that lead to one or more 
industry-recognized certificates. Each program includes multiple 
courses. 
Benefits of enrolling in a CTI program include:
•	 Affordable
•	 Small class sizes – low teacher to student ratio 
•	 Convenient access to supportive teachers and staff
•	 Access to Job Developers for employment resources
•	 Highly successful certification and employment placement rate

Career Training Institute
9362 Elk Grove-Florin Road, Elk Grove 95624

(in the Elk Grove Shopping Center)

 Website: egusd.net/egace

 Email: cti-info@egusd.net

 Phone: (916) 686-7724

CAREER 
TRAINING 
INSTITUTE

Career Training Institute - CTI

“Great goals make great people. 
People cannot hit what they do not aim for.”  

―	Roy	Bennett



Allied Health Care
n MEDICAL ASSISTANT

24-week program/664 hours

Employment Outlook
2014 Median Pay: $35,027 per year/$16.84 per hour 
Entry-Level Education:  High school diploma or equivalent 
On-the-job Training  Moderate-term on-the-job training 
Number of Jobs, 2012-2022:  6,960 
Job Outlook, 2012-2022  27.7% (Much faster than average) 
Employment Change, 2012-2022:  1,510

What Medical Assistants Do
Medical assistants complete administrative and clinical tasks 
in	the	offices	of	physicians,	podiatrists,	chiropractors,	and	
other health practitioners. Their duties vary with the location, 
specialty, and size of the practice.
•	 Medical	assistants	typically	do	the	following: 
•	 Obtain	patient	history,	vital	signs	and	measurements 
•	 Assist	healthcare	provider	with	patient	exams/procedures															 
•	 Collect	and	prepare	blood	for	laboratory	tests																															 
•	 Schedule	patient	appointments 
•	 Prepare	blood	for	laboratory	tests 
Clinical medical assistants have different duties, depending on 
the state where they work. They may perform basic laboratory 
tests, dispose of contaminated supplies, and sterilize medical 
instruments. Additional responsibilities may include assisting 
in patient education such as instructing patients about medica-
tion or special diets, preparing patients for x-rays, removing 
stitches, or changing dressings.

Prerequisites
•	 High school diploma or equivalent  

Must pass a reading and math placement test
•	 Successfully passing Introduction to Medical Terminology

Benefits of Attending EGACE CTI
•	 Earn	a	Certificate	of	Completion	as	a	Medical	Assistant
•	 Complete the program in 24 weeks, including a six-week 

externship
•	 All books are included
•	 Receive one set of scrubs
•	 One	NCCT	Certification	exam	included	in	cost	of	program
•	 First Aid/CPR/BLS
•	 Immunization check included 

Class Focus
•	 Medical terminology and anatomy 
•	 Customer service
•	 Health Information Management
•	 Clinical	(back	office)	procedures:	vital	sign	tray	set-up,	ster-

ilization, document accurate information in patient’s medical 
record etc.

•	 Venipuncture
•	 Injections
•	 Externship (192 hours)

EGACE Program Data
Graduation Rate: 87%
Passing	rate	on	Industry	Certification	Exam:	88%	

Required Orientation & Assessment
Call (916) 686-7724 or email cti-info@egusd.net to set up an 
orientation and assessment appointment. Please bring your gov-
ernment issued picture ID (i.e. Driver’s License, DMV ID card, 
etc). No children please.

CLASS DATES:  Feb. 21 - Aug. 8, 2017
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H

Students are responsible for understanding 
the EGACE refund policy, listed on page 24, 
prior to registration. 

For more information on these courses, please 
call (916) 686-7724.



Coming in February 2017!
Certified Nurse Assistant Program

Call (916) 686-7724 for more information
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n MEDICAL OFFICE SPECIALIST

22-week program/270 hours

Employment Outlook
2014 Median Pay: $30,923 per year/$17.57 per hour
Entry-Level Education: Postsecondary non-degree award
Work Experience in a Related Occupation: None
On-the-job Training: None
Number of Jobs, 2012-2012: 5,170
Job Outlook, 2012-2022: 32.6% (much faster than average)
Employment Change, 2012-2022: 1,270

What do Medical Office Specialists Do 
These specialists complete administrative and clinical tasks in 
the	 offices	 of	 physicians,	 podiatrists,	 chiropractors,	 and	 other	
health practitioners. 

Medical Office Specialist Duties
Specific	duties	vary	from	office	to	office	due	to	size,	location,	
and specialty
•	 Administrative	office	procedures
•	 Take and record patient history and personal information
•	 Schedule patient appointments
•	 Utilization	of	computerized	medical	office	software
•	 Health insurance processing and billing
•	 Transcription of medical reports

Prerequisites
•	 High school diploma or equivalent
•	 Must pass reading and math placement test
•	 Recommended typing speed of 25 wpm

Benefits of Attending EGACE CTI
•	 Earn	a	Certificate	of	Completion	as	a	Medical	Office	Special-

ist
•	 Complete the program in 22 weeks
•	 All	text	books	and	certification	test	prep	book	for	NCCT	Med-
ical	Office	Assistant	are	included

•	 Upon successful completion of the program, eligible to take 
the NCCT/MOA test 

Class Focus
•	 Administrative	office	procedures
•	 Customer service
•	 Computerized	medical	office	software
•	 Health insurance processing
•	 Billing
•	 Transcription of medical reports

EGACE Program Data
Graduation Rate: 86%
Passing	rate	on	Industry	Certification	Exam:	70%

Required Orientation and Assessment
Call (916) 686-7724 or email cti-info@egusd.net to schedule an 
orientation and assessment appointment. Please bring your gov-
ernment-issued picture ID (i.e. driver’s license, DMV ID card, 
etc.). No children please.

CLASS DATES:  Feb. 27 - June 30, 2017
Meet with advisor for schedule

H
HH

H



n MEDICAL ADMINISTRATIVE ASSISTANT WITH BILLING AND CODING

22-week program/526 hours — daytime program

Employment Outlook
2014 Median Pay: $34,478 per year/$19.59 per hour 
Entry-Level Education:  Postsecondary non-degree award
Work Experience in a Related Occupation:  None
On-the-job Training: None 
Number of Jobs, 2012-2022: 3,390
Job Outlook, 2012-2012: 25% 
Employment Change, 2012-22: 680

What Medical Administrative Assistants 
with Billing and Coding Do: 
These	specialists	are	entry-level	medical	front	office	assistants	
and are the healthcare professionals responsible for processing 
patient data such as treatment records and related insurance in-
formation.

Medical Administrative Assistant 
with Billing and Coding Duties:
Specific	duties	vary	from	office	to	office	due	to	size,	location,	
and specialty
•	 Administrative	office	procedures
•	 Take and record patient history and personal information
•	 Schedule patient appointments
•	 Utilization	of	computerized	medical	office	software
•	 Health insurance processing and billing
•	 Transcription of medical reports
•	 Process patient data such as treatment records and related in-

surance information
•	 Code a patient’s diagnosis
•	 Record, register and keep track of each patient’s account

Prerequisites
•	 High school diploma or equivalent
•	 Must pass reading and math placement test
•	 Recommended typing speed of 25 wpm

Benefits of Attending EGACE CTI
•	 Earn	a	Certificate	of	Completion	as	an	Insurance	and	Coding	

Specialist
•	 All instructors have California Teaching Credentials
•	 Complete the program in 22 weeks
•	 All	text	books	and	certification	test	prep	book	for	NCCT	In-

surance and Coding Specialist are included
•	 Upon successful completion of the program, eligible to take 

the NCCT Insurance and Coding Specialist examination
•	 Small size classes

Class Focus
•	 Administrative	office	procedures
•	 Customer service
•	 Computerized	medical	office	software
•	 Insurance billing procedures
•	 ICD-10 and CPT coding
•	 HCPCS 2015

EGACE Program Data
Graduation Rate: 92%
Passing	rate	on	Industry	Certification	Exam:	100%

Required Orientation and Assessment
Call (916) 686-7724 or email cti-info@egusd.net to schedule an 
orientation and assessment appointment. Please bring your gov-
ernment-issued picture ID (i.e. driver’s license, DMV ID card, 
etc.)  No children please.

CLASS DATES:  Feb. 27 - June 30, 2017
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“Goals are your destinations in life;  
objectives are the stops along the way.”  
―	Gerard	de	Marigny,	The Watchman of Ephraim
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n BILLING AND CODING SPECIALIST

23-week program/372 hours — daytime program

Employment Outlook
2014 Median Pay: $34,478 per year/$19.59 per hour 
Entry-Level Education: Postsecondary non-degree award
Work Experience in a Related Occupation: None
On-the-job Training: None 
Number of Jobs, 2012-2022: 3,390
Job Outlook, 2012-2022: 25% 
Employment Change, 2012-2022: 680

What Billing and Coding Specialists Do 
Compile, compute, and record billing, accounting, statistical, 
and other numerical data for billing purposes. Prepare billing 
invoices	for	services	rendered	in	a	physician’s	office	and	medi-
cal specialty practices for health care providers.

Billing and Coding Specialist Duties
•	 Process patient data such as treatment records and related in-

surance information
•	 Code a patient’s diagnosis
•	 Record, register and keep track of each patient’s account
•	 Utilize	medical	office	software

Prerequisites
•	 High school diploma or equivalent
•	 Must pass reading and math placement test
•	 Recommended typing speed of 25 wpm

Benefits of Attending EGACE CTI
•	 Earn	a	Certificate	of	Completion	as	an	Insurance	and	Coding	

Specialist
•	 All instructors have California Teaching Credentials
•	 Complete the day program in 23 weeks
•	 All	text	books	and	certification	test	prep	book	for	NCCT	In-

surance and Coding Specialist are included
•	 Upon successful completion of the program, eligible to take 

the NCCT Insurance and Coding Specialist examination.
•	 Small size classes

Class Focus
•	 Computerized	medical	office	software
•	 Insurance billing procedures
•	 ICD-10 and CPT coding
•	 HCPCS 2015

EGACE Gainful Employment Data
Graduation Rate: 88%
Passing	rate	on	Industry	Certification	Exam:	100%

Required Orientation and Assessment
Call (916) 686-7724 or email cti-info@egusd.net to schedule an 
orientation and assessment appointment. Please bring your gov-
ernment-issued picture ID (i.e. driver’s license, DMV ID card, 
etc.) No children please.

CLASS DATES & TIME:  Feb. 27 - June 30, 2017

                                                                                                                                      Refresher Courses

These introductory courses provide a user-friendly method of developing a solid foundation in the course of choice. These courses 
are great for continuing education and workforce training. The classes are designed to meet the needs of users from a broad range 
of	experience	levels.	Students	will	find	the	step-by-step	instructions	and	“Quick	Tips”	helpful	in	reaching	their	learning	outcomes	
while staying engaged and on track! Class location: EGACE Access Center, 9362 Elk Grove-Florin Road, Elk Grove.

Register with the CTI staff by calling: (916) 686-7724. Register online at www.egusd.net/egace

Keyboarding — This course will provide training in touch-typ-
ing, including mastery of keyboard, and development of cor-
rect technique. The class is designed for students who need to 
increase typing speed and decrease typing errors. The course 
utilizes Keyboarding Online. 32 hours of instruction.
06312 T/Th 4/4-5/15 6-9 pm $189, includes software access 
(no class April 11 and 13)

10-Key Mastery — This course is designed to teach the nu-
meric keyboard with speed and accuracy. Course includes actual 
employment tests for students to practice. 32 hours of instruc-
tion. 
06313 M/W 2/27-4/3 6-9 pm $189, includes book
    

Word 2013 — Students are introduced to Word 2013 basics 
where they will learn how to create, edit, store and print docu-
ments. Topics covered include the new coverage of the Ribbon 
Interface and Mail Merge. 
06320 T/Th 4/4-5/15 6-9 pm $189, includes book
(no class April 11 and 13)
 
Excel 2013 — Students are introduced to Excel 2013 basics 
where they will learn to navigate around worksheets, input data 
and select cells. Students learn how to create formulas and func-
tions to calculate values and more. This is an ideal short course 
for continuing education students and workforce training. 
06330 M/W 2/27-4/3 6-9 pm $189, includes book 
 

n CTI INTRODUCTORY and REFRESHER COURSES — USING TECHNOLOGY for WORK
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Sacramento Works Job Center
South County

Located on the EGACE campus at 
8401-A Gerber Road, Sacramento, 95828

 Phone: (916) 793-2319     Fax: (916) 688-0984

Job Center Hours: 
M-Th 8:30 am-4 pm, Fri. 8:30 am-Noon

Visit our website at www.egusd.net/egace
select “Job Center” tab

Gina Wandell, Workforce Development Resource Teacher
Monica Mercado, Employment Training Specialist
Juliana Vasquez, Employment Training Specialist

CalJOBS registration required to use Job Center services
Must have the right-to-work documents in the form of ID, Social Security Card, Resident Alien Card, etc.

Basic Services
Available to all, after CalJOBS registration is completed. See website for Calendar of Events

WORkfORCE DEvELOPMENT

•	 Job application assistance
•	 Workshops/Orientation
•	 Access to computers, fax and copy machines
•	 Hiring events

•	 Job leads
•	 Community resource information
•	 Onsite re-entry and veteran specialists

Individualized Services
Individualized program case managers provide:

•	 One-on-one case management
•	 Resume development
•	 Academic and vocation counseling
•	 Partial scholarships
•	 Career pathway development 

•	 Access to HSD/HSE classes
•	 Access to job leads, job training, and 

employability skills
•	 Development of work readiness and life skills

To be eligible for the individualized services you must meet two of the following criteria:

•	 Veteran
•	 Lack a high school diploma, high school 

equivalency credential
•	 Lack workforce skills required for  

high-demand occupational sectors 

•	 Unemployed or underemployed due to lack of 
skills

•	 Individual with a disability, dislocated worker, 
or ex-offenders

•	 Limited-English speaker
•	 Meet federal income guidelines



•	 Must have a significant barrier to employment. 

WORkfORCE DEvELOPMENT

We assist youth with education attainment and workforce 
development including: 

•	 Access to High School Diploma and High School 
Equivalency classes

•	 Paid or unpaid Work Experience, and job search services.
•	 Access to employment and training resources, opportunities 

to attend interview, resume, and “How-to-get-a-job” 
workshops.

•	 We provide services to transitioning foster youth within 
the Elk Grove Unified School District along with many 
community resource partners

•	 Other Youth Services include: developing leadership and 
life skills, mentoring for academic completion and personal 
goals, and assistance with transportation costs

Participants must meet the following criteria:

•	 Youth must not be enrolled in school
•	 Must live in Sacramento County
•	 Must meet federal income requirements set forth by WIOA 

eligibility guidelines
•	 Males must be registered with selective service
•	 Must provide right to work documentation, (ID and Social 

Security card)

Out-of-School Youth Services
Ages 18-24
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Out-of-School Youth Job Developers:
Larry Lim

Richard Cruz

Limited space — sign up now!
Call (916) 763-2335

Through the Workforce Innovation and Opportunity Act (WIOA), EGACE and Sacramento Em-
ployment and Training Agency (SETA) will once again collaborate to provide comprehensive re-
sources for qualified individuals seeking training, job readiness, vocational skills, employment 
services, and the academic support necessary to begin to move from a job to a career.

“Think little goals and expect little achievements. Think big goals and win big success.”  
―	David	J.	Schwartz
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ACADEMICS and CAREER PATHWAYS                                            Academics

High School Diploma
This program is for students earning credits toward an Elk Grove 
Unified Adult Education diploma. Please bring a copy of your official 
transcript in a sealed, unopened envelope to your assessment and 
enrollment appointment. 

Class Days and Time  Independent Study
M-F 10:10 am-12:10 pm   By appointment
M-F 12:30 am-2:30 pm   T/W/TH 9 am-2 pm
M/W 5:30-8:30 pm   T/TH 4-9 pm  
T/Th 6-9 pm

High School Equivalency: Test Preparation
This class provides students with test preparation and assess-
ment to help pass the high school equivalency exams, including 
GED® and HiSET®. 
Class Days and Times 
English  M-F   10:10 am–12:10 pm
 M-F    12:30-2:30 pm
 M/W 5:30-8:30 pm
 T/Th    5:30-8:30 pm at Cosumnes River College (CRC)
Spanish T/Th    6-9 pm  

n High School Diploma (HSD)  
n High School Equivalency (HSE)    
n Career and Academic Preparation (CAP) 

Testing Services
GED® Test 
EGACE is an approved Pearson VUE Testing Center. MyGEDTM 
is	 your	 start-to-finish	 tool	 for	 the	GED® program. Visit GED.
com to get more information, to register and pay for your GED® 
tests, and to check your scores.

GED® and GED Testing Service® are registered trademarks of 
the American Council on Education (ACE) and administered 
exclusively by GED Testing Service LLC 
under license. This material is not en-
dorsed or approved by ACE or GED Test-
ing Service.

H H H  Classes are open to all persons 18 years of age and older. Classes are free. H H H

To enroll in our classes, you must register online for an orientation and assessment date: www.egusd.net/egace. 
Registration dates are announced on the website. Due to high demand for this program, space fills up quickly. 

 

Academics - ACCP   |   ESL   |   HSD   |   HSE
 
   

HiSET®
EGACE is an approved HiSET Testing Center. MyHiSET® is 
your tool for more information, to register and pay for your Hi-
SET® tests, and to check your scores.

ETS, the ETS logo and HiSET are registered trademarks of Ed-
ucational Testing Service (ETS) and used in the United States 
under license.

Math Lab
This program offers students class time to develop math skills 
necessary for their academic goals.  Students are supported with 
one-on-one tutoring.

Class Days and Times
 M-F  9-10 am    
 M-F  11:20 am - 12:20 pm   

Distance Learning — Study at Home!
This program is for students who want to prepare for their high 
school equivalency exams independently at home. Students 
meet with the teacher weekly to review progress. Students must 
have home Internet access and commit to studying at least 10 
hours per week.  
Distance Learning Office Hours
M/W   9 am–Noon EGACE - Gerber/Distance Learning Office
T/Th 5:30-8:30 pm EGACE - Gerber/Distance Learning Office

The class schedule can change. Please check the website 
at www.egusd.net/egace for the latest information.

Academics    HSD | HSE | CAP | ESL
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Career and Academic Preparation Classes
Are your reading, writing, math, or language skills keeping you from getting the job you desire?  

Build your skills with one of EGACE’s Career and Academic Preparation (CAP) classes!

CAP I: Vocabulary Development and Beginning 
Composition
Prepare for Entry into Career and Academic Training

This class is appropriate for students who wish to update their 
skills, transition from ESL, or prepare for CAP II.
•	 Study Skills
•	 Academic Reading
•	 Explicit Vocabulary Instruction 
•	 Intense Grammar Instruction
•	 Academic Writing
•	 Workforce Readiness Skills Focusing on Business English 

and Math Using KeyTrain

HSD students who complete course requirements will earn 
elective credits. Instruction includes online curriculum, direct 
instruction, and group work. This is an 18-week course. Daily 
attendance is required. 
18-Week Course M-F 10:10 am – 12:10 pm   Location:  EGACE

Returning in Fall 2017

CAP II: Reading Development and Composition
Prepare for College and Career Success

This class is appropriate for college and career bound students 
seeking to improve their English reading and academic writing 
skills for high school and post-secondary education.
•	 Reading Skills and Strategies
•	 Literary and Academic Vocabulary
•	 Grammar Review
•	 Note-Taking and Annotating
•	 Essay Composition for College Readiness
•	 Plagiarism
•	 MLA Style 
•	 Writing in the Workplace 

HSD students who complete course requirements will earn 
15 English or elective credits. Instruction includes online 
curriculum using Apex, direct instruction, and group work. 
This is an 18-week course. CAP I is strongly recommended. 
Daily attendance is required.
18-week course M-F 8-10 am  Location:  EGACE

CAP III: Career Planning, Personal Develop-
ment, and Communication Skills
Prepare for Career Training and Life Planning

Students will explore a wide range of education and career 
options while improving their reading, writing, speaking and 
listening skills. 
•	 Create an Education, Career and Lifestyle Plan
•	 Create a Budget to Support Desired Lifestyle
•	 Deepen an Appreciation for the Value of Education and 

Lifelong Learning
•	 Make Researched and Achievable Career and Lifestyle 

Goals 

HSD students who complete course requirements will earn 
elective credits. 
18-week course M-F 10:10 am-12:10 pm Location:  EGACE
18-week course M-F 2:30-4:30 pm  Location:  EGACE 
36-week course M/W 6-9 pm Location:  EGACE
 

CAP classes are free. Students must attend a registration and orientation appointment.
and score a minimum of 226 on a CASAS placement test. 

For more information call Melinda Rasul 
at (916) 793-2341 or email her at mrasul@egusd.net

“If you want to live a happy life, tie it to a goal, not to people or things.”  
―	Albert	Einstein
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ENGLISH AS A SECOND LANGUAGE                                               Academics

Do you want to improve your English speaking, listening, reading and writing skills?
Classes are open to persons 18 years of age and older. Classes are free.

ESL/Civics Class Days Time

Beginning Low M-F           8-10 am

Beginning Low T/Th 6-9 pm

Beginning High M-F           8-10 am

Beginning High M-F 10:30 am-12:30 pm

Beginning High  T/Th 6-9 pm

Beg. High/Int. Low  M-Th 12:45-1:45 pm 
Listening & Speaking

Intermediate Low M-F 8-10 am 

Intermediate Low  M-W-F 10:10 am-12:10 pm

Intermediate Low T/Th 6-9 pm

Int High/Advanced T-F             10:30 am-12:30 pm

Intermediate High  M-F 8-10 am

Intermediate High  T/Th                      6-9 pm 

Intermediate/Advanced  M-F       8-10 am

Intermediate/Advanced   M-F  10:30 am–12:30 pm

Advanced                        M-F 8-10 am 

Advanced                       T/Th 6-9 pm

The ESL (English as a Second Language) program is for people 
who do not speak English as their first language and want to 
learn English to get a job, get a better job, go to college or voca-
tional school, or become a United States citizen.

ESL: Learn to read, write, understand and speak English as it 
relates to everyday life through topics such as health, employ-
ment, and education. 

ESL/Distance Learning: Learn to understand, read, write, and 
speak English in your own home! 

ESL/Citizenship: Learn to understand, read, write, and speak 
English as you learn how to be successful in the application and 
interview process for United States citizenship. 

ESL classes are at the main Elk Grove Adult and Community 
Education (EGACE) campus on Gerber Road and in several 
neighborhood locations in the community (See page 21). There 
are morning, afternoon and evening ESL classes. Classes are 
offered at 5 levels. Classes start at the beginning level for those 
who do not read or write English, and progress to the advanced 
level. Some classes have students at one level and other classes 
have students at several different levels in the same class. New 
students take a test to find out what level is best for them. 

Classes offered at EGACE Campus 
8401-B Gerber Road

Adult Education English as a Second Language Classes

To enroll in any of our ESL classes, you must 
make an appointment for an orientation and test 
date. These dates are announced on the EGACE 
website: www.egusd.net/egace.  

Space is limited and appointments for class 
registration fill up fast. Check the website weekly! 

The registration process for these classes can 
take up to three hours. You must arrive on time. 
Please do not bring children to your appointment. 

If you need help making an appointment, call 
(916) 686-7717.

How to Register for an ESL Classes



Anna Kirchgater Elementary School
8141 Stevenson Ave., Sacramento 95828
Mondays and Wednesdays  5:30-8:30 pm
No Babysitting

Charles Mack Elementary School 
4701	Brookfield	Drive,	Sacramento	95823
Tuesdays and Thursdays  3-6 pm
Babysitting for children 3-12

David Reese Elementary School
7600 Lindale Drive, Sacramento  95828
Tuesdays and Thursdays  3:30-6:30 pm
Babysitting for children ages 3-12

Elitha Donner Elementary School
9461 Soaring Oaks Drive, Elk Grove 95758
Tuesdays and Thursdays    5:30-8:30 pm
No Babysitting

Florin Elementary School 
7300 Kara Drive, Sacramento 95828
Mondays and Wednesdays   2:45-5:45 pm
Babysitting for children ages 3-12

Maeola R. Beitzel Elementary School
8140 Caymus Drive, Sacramento 95829
Tuesdays and Thursdays    5:30-8:30 pm
No Babysitting

Marion Mix Elementary School
4730 Laguna Park Drive, Elk Grove  95758
Mondays and Wednesdays  6-9 pm
No Babysitting

Mary Tsukamoto Elementary School 
8737 Brittany Park Drive Sacramento  95828
Tuesdays and Thursdays 5:30-8:30 pm 
No Babysitting 

Prairie Elementary School
5251 Valley Hi Drive, Sacramento 95823
Tuesdays and Thursdays  3-6 pm
No Babysitting 

Roy Herburger Elementary School
8670 Maranello Drive, Elk Grove 95624
Mondays and Wednesdays 5:30-8:30 pm
No Babysitting

Academics                                                                           ENGLISH AS A SECOND LANGUAGE

Neighborhood ESL Classes — Winter and Spring 2017
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Samuel Kennedy Elementary School 
7037 Briggs Drive, Sacramento 95828
Tuesdays and Thursdays  5:30-8:30 pm
Babysitting for children ages 3-12

EGACE Main Campus 
8401-B Gerber Road, Sacramento 95828
   

In addition to classes at the EGACE main campus, ESL classes are offered  
at	several	locations	in	the	Elk	Grove	Unified	School	District	listed	below.

New students need to make an appointment to take a test and register for class. See registration instructions on page 20.

Class schedules are subject to change. Additional classes 
or registration dates may be available. Please check the 
website, www.egusd.net/egace,  or call 916-686-7717 for 
the latest information.
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ENGLISH AS A SECOND LANGUAGE                                               Academics

Learn English at Home!
 
Distance Learning is for students who cannot come to 
class every day or for students who are in a class and want 
to learn more English. Distance Learning offers ESL in-
struction via DVD and online. 

Distance Learning — ESL DVD checkout
Learn to listen to, read, write, and speak English in your 
own home! Our DVD checkout program teaches students 
English as it relates to life, work, and citizenship prepara-
tion. Meet with your teacher at the EGACE Main Campus 
for 15 minutes each week to check your progress and get 
new study packets.

Distance Learning – ESL Online
Do you have a home computer with internet access? Do 
you like to use the computer to learn? If so, Distance 
Learning ESL online may be for you! Improve your read-
ing, writing, listening and speaking skills with our ESL 
online program, Burlington English. Students attend an 
ESL online new student orientation and meet with their 
teacher for one-on-one assistance during tutoring hours.

New! — Starting in January 2017
ESL Listening and Speaking for Beginning and Low 
Intermediate Students
This beginning level course for non-native speakers 
of English will help students to improve their ability to 
understand and communicate in English. The emphasis 
of this class will be to recognize sound patterns, create 
and respond to questions, follow spoken directions, and 
maintain a conversation in a variety of situations. 
12:45-1:45 pm M-Th

New students need to make an appointment
to take a test and register for class. 

See registration instructions on page 20.

Citizenship Preparation Classes
Saturdays,  9 am – Noon 

Ready to become a United States Citizen?
Citizenship class will help you:
•	 Prepare for the USCIS (United States Citizenship and Immi-

gration Services) Interview
•	 Study US History and Government
•	 Improve your English reading, writing, and speaking

Classes are for permanent residents who have met residency re-
quirements and plan to apply for US Citizenship within the next 
six months.

Register for citizenship classes on the EGACE main  
campus at 9 am on one of the following Saturdays:
January 7, February 4, March 4, April 1 or May 6

Registration and testing can take up to 3 hours. Please come on 
time and plan to stay for the whole 3 hours. Students who come 
after the start time may not be able to register. No babysitting is 
available.
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TESTING/ASSESSMENT SERvICES

Typing Test
Typing tests are offered on a regular basis. Tests consist of two 3-minute 
practice tests and two 5-minute actual tests. The test process takes 
approximately one hour, and certificates are issued upon completion 
of the exam. Please bring a valid photo ID to your testing appointment.

No Child Left Behind (NCLB)  
Paraeducator Examination
The NCLB/Paraeducator exam is offered on a regular basis. The two-
part multiple-choice exam covers math and English skills. The test 
can take up to three hours to complete. Pre-registration is required, 
and	 testing	dates	fill	 up	 quickly.	Study	guides	 are	 available	 for	 both	
subjects	for	$2	each	at	the	EGACE	front	office.	(Please check the job 
description of the position you are applying for to make sure you are 
required to take this exam.) Please bring a valid photo ID to your testing 
appointment. 

Register for Typing Test and NCLB Test online under Testing Services at  
www.egusd.net/egace or by calling (916) 686-7783. 

Pre-registration is required and fees must be paid at the time of
registration. Location:  EGACE, 8401-B Gerber Road, Sacramento 

Fee:  $15  There are no refunds!  
Please visit our website for an updated testing schedule

Adults with Disabilities 
In cooperation with Elk Grove Adult Community Training 
(EGACT) we offer a wide range of programs for adults with 
developmental disabilities. Courses focus on developing life 
and vocational skills so that students may gain a greater sense 
of independence and maintain a less restrictive lifestyle. Cli-
ents must be eligible for services through Alta Regional Cen-
ter. 

Elk Grove Adult and Community Training
8810 Elk Grove Blvd., Elk Grove, CA  95624   

EGACE is an approved Pearson VUE Testing Center. MyGEDTM	is	your	start-to-finish	tool	for	the	GED® 
program. Visit GED.com to get more information, to register and pay for your GED® tests, and to check 
your scores.

GED® and GED Testing Service® are registered trademarks of the American Council on Education (ACE) and administered ex-
clusively by GED Testing Service LLC under license. This material is not endorsed or approved by ACE or GED Testing Service.

EGACE is an approved HiSET Testing Center. MyHiSET® is your tool for more information, to register 
and pay for your HiSET® tests, and to check your scores.

ETS, the ETS logo and HiSET are registered trademarks of Educational Testing Service (ETS) and used in the United States 
under license.

Partners Parent-Participation Preschool
Our preschool program is theme-based and 
emphasizes the following:
•	 Hands-on learning
•	 Occasional fun field trips
•	 Positive social interaction
•	 Acquisition of pre-reading and math skills 

based on each child’s developmental stage           
•	 Two parent conferences to review child’s progress
•	 One evening parent education meeting per month

Program is offered 4 days per week 
Monday-Thursday mornings,  8:30-11:30 am 
Fee: $200 per month, plus $25 registration fee per child

Irene B. West Elementary School
8625 Serio Way, Elk Grove, CA 95758
(916) 682-5583
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GENERAL INfORMATION & POLICIES
Americans With Disabilities Act
The	Elk	Grove	Unified	School	District	is	committed	to	achieving	full	compliance	with	the	Americans	with	
Disabilities Act (ADA) and does not:
1.	Deny	the	benefits	of	district	programs,	services	and	activities	to	qualified	individuals	with	a	disability	
on the basis of a disability.
2. Discriminate on the basis of disability in access to or provision of programs, services, activities of the 
district,	or	application	for	employment	or	employment	to	qualified	individuals	with	disabilities.
3. Provide separate, unequal or different programs, services or activities, unless the separate or different 
programs	are	necessary	to	ensure	that	the	benefits	and	services	are	equally	effective.	
The district operates its programs so that, when viewed in their entirety, they are readily accessible to or 
usable by individuals with disabilities. EGACE welcomes those with disabilities to participate fully in the 
programs, services and activities offered to students, parents, guardians and members of the public. If you 
need	a	disability-related	modification	or	accommodation,	including	auxiliary	aids	or	services,	to	participate	
in any program, service or activity offered to you, contact us at (916) 686-7717 at least 48 hours before 
the scheduled event so that we may make every reasonable effort to accommodate you. If you have an 
observation of a possible barrier to access or a complaint about access, please contact the district’s ADA 
Coordinator.[Government Code Section 54953.2; Americans with Disabilities Act of 1990, Section 202 (42 
U.S.C. Section 12132), (42 U.S.C. Section 12132, Section 35.106)]

NON-DISCRIMINATION and ACCESS POLICIES | District programs and activities shall be free from 
discrimination, including harassment, intimidation and bullying based on a student’s actual or perceived 
disability, gender identity, gender expression, nationality, race, ethnicity, color, ancestry, religion, sexual 
orientation, age, marital or parental status, or association with a person or group with one or more of these 
actual or perceived characteristics. This policy applies to all acts related to school activity or school at-
tendance occurring within a school under the jurisdiction of the District Superintendent. The Elk Grove 
Unified	School	District	welcomes	those	with	disabilities	to	participate	fully	in	the	programs,	services,	and	
activities offered to students, parents, guardians and members of the public. If you need a disability-related 
modification	or	accommodation,	including	auxiliary	aids	or	services,	to	participate	in	any	program,	service	
or activity offered to you, please contact Elk Grove Adult and Community Education at 916-686-7717 at 
least 48 hours before the scheduled event so that we may make every reasonable effort to accommodate 
you. Government Code: Section 54953.2; Americans with Disabilities Act of 1990, Section 202 (42 U.S.C. 
Section 12132.)

Sexual Harassment Policy
The	Elk	Grove	Unified	School	District	prohibits	unlawful	sexual	harassment	of	or	by	any	student	by	anyone	
in and of the district.
Teachers shall discuss this policy with their students in age-appropriate ways and should assure them that 
they need not endure any form of sexual harassment.
Any student who engages in the sexual harassment of anyone in or from the district may be subject to 
disciplinary action up to and including expulsion. Any employee who permits or engages in the sexual 
harassment may be subject to disciplinary action up to and including dismissal.
The Board expects students or staff to immediately report incidents of sexual harassment to the principal or 
designee or to another district administrator.
Any student who feels that he/she is being discriminated against or harassed should immediately contact 
the	principal	or	designee.	In	addition,	a	written	complaint	can	be	filed	in	accordance	with	BP/AR	1312.3.	
Written complaint forms and policies are at all school sites and online at:
http://www.egusd.net/students_parents/district_policies.cfm
The district prohibits retaliatory behavior against any complainant or any participant in the complaint pro-
cess. Each complaint of sexual harassment shall be promptly investigated in a way that respects the privacy 
of all parties concerned.
Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for 
sexual favors and other verbal, visual or physical conduct of a sexual nature, when:
•	 Submission to the conduct is explicitly or implicitly made a term or condition of an individual’s em-

ployment, academic status or progress;
•	 Submission to, or rejection of, the conduct by the individual is used as a basis for academic or employ-

ment decisions affecting the individual;
•	 The conduct has a purpose or effect of having a negative impact upon the individual’s academic or   

work performance, or of creating an intimidating, hostile or offensive work or educational environ- 
ment; and

•	 Submission to, or rejection of, the conduct by the individual is used as the basis for any decision af-
fecting	the	individual	regarding	benefits,	services,	honors,	programs	or	activities	available	at	or	offered	
through the school. [E.C. 212.5]

Other types of conduct which are prohibited in the district and which may constitute sexual harassment 
include:
•	 Unwelcome	leering,	sexual	flirtations	or	propositions;
•	 Unwelcome sexual slurs, epithets, threats, verbal abuse, derogatory comments or sexually degrading 

descriptions;
•	 Graphic verbal comments about an individual’s body or overly personal conversation;
•	 Sexual jokes, stories, drawings, pictures or gestures;
•	 Spreading sexual rumors;
•	 Teasing or sexual remarks about students;
•	 Touching an individual’s body or clothes in a sexual way;
•	 Cornering or blocking of normal movements for sexual purposes;
•	 Displaying sexually suggestive objects in the educational or work environment;
•	 Any act of retaliation against an individual who reports a violation of the district’s sexual harassment 

policy or who participates in the investigation of a sexual harassment complaint.

The principal or designee shall take appropriate actions to reinforce the district’s sexual harassment policy. 
These actions may include:
•	 Removing	vulgar	or	offending	graffiti;
•	 Providing	staff	inservice	and	student	instruction	or	counseling.
•	 Taking	appropriate	disciplinary	action	as	needed.

The	Board	of	Education	designates	the	following	compliance	officers	to	receive	and	investigate	all	sexual	
harassment complaints and ensure district compliance with the law:
•	 Against employees—Associate Superintendent, Human Resources, 9510 Elk Grove-Florin Road, Elk 

Grove, CA 95624, 916.686.7795.
•	 Student against student—Associate Superintendent, PreK-6 Education, 916.686.7704; or Associate Su-

perintendent, Secondary Education, 916.686.7706; 9510 Elk Grove-Florin Road, Elk Grove, CA 95624.

CIVIC CODE
1714.1 Liability of parents/guardians for willful misconduct of minor.
EDUCATION CODE
200-240 Prohibition of discrimination on the basis of sex, especially:  E.C. 231.5; 48904 Liability of parent/
guardian for willful student misconduct; 48980 Notice at beginning of term.
UNITED STATES CODE, TITLE 42
2000d & 2000e et seq. Title VI and Title VII, Civil Rights Act of 1964 as amended 2000h-2 et seq. Title IX, 
1972 Education Act Amendments, Franklin vs Gwinnet County Schools (1992) 112 S.Ct. 1028.

Statement of Civil Rights Compliance
All educational and vocational opportunities are offered without regard to race, color, national origin, sex 
or disability. A lack of English language skills will not be a barrier to admission and participation in educa-
tional and vocational programs. (Federal Regulation, Title IX; Board Policy 0201)

Uniform Complaint Procedure
You	may	contact	your	school’s	office	or	the	district	office	to	obtain	a	copy	of	the	district’s	complaint	pro-
cedures. Policies, procedures and forms can also be found online at
http://www.egusd.net/students_parents/district_policies.cfm.
Complaints	alleging	discrimination	shall	be	filed	by	a	person	on	their	own	behalf	or	on	behalf	of	another	
person	or	group	of	people.	An	unlawful	discrimination	complaint	must	be	filed	not	later	than	six	months	
from	the	date	the	alleged	discrimination	occurs	or	six	months	from	the	date	the	complainant	first	obtains	
knowledge of the facts of the alleged discrimination. Complaints regarding a special needs student may be 
filed	within	12	months	of	the	occurrence.	[E.C.	56500.2]
The complaint procedure can be used for a variety of issues not mentioned above including, but not limited 
to, employee issues, school safety planning requirements in the No Child Left Behind Act and policies and 
procedures	of	the	district.	Confidentiality	and	privacy	shall	be	respected	in	all	complaint	investigations.	The	
following	procedures	shall	be	used	to	file	UCP	complaints:		[5	C.C.R.	4600	et	seq.]
•	 Complaints	made	 under	 this	 procedure	 shall	 be	 directed	 to	 the	UCP	 officer	who	 is	 responsible	 for	

processing the claims.
•	 A decision must be issued within 60 days from the receipt of the complaint unless the complainant  

agrees in writing to extend the timeline.
•	 You	may	contact	the	UCP	officer	to	obtain	a	copy	of	the	complaint	process	at	916.686.7795.
•	 The complainant has the option of having the complaint mediated.
•	 After receiving the complaint, there shall be an investigative meeting.
•	 The	compliance	officer	shall	send	a	written	report	about	the	investigation	and	decision.
•	 You may forward the complaint directly to CDE and it may choose to intervene immediately based on 

established criteria.
•	 There is nothing in this process that precludes a complainant from pursuing available civil law remedies 

outside of the district’s complaint procedures. Such remedies may include mediation, attorneys and 
legal action. Civil law remedies may include, but are not limited to, injunctions and restraining  
orders.

•	 An	unlawful	discrimination	complaint	must	be	filed	no	later	than	six	months	from	the	date	the	alleged	
discrimination	occurred	or	six	months	from	the	date	the	complainant	first	obtains	knowledge	of	the		
facts	of	the	alleged	discrimination.	Complaints	regarding	a	special	needs	student	must	be	filed	within	
12 months of the date of occurrence.

•	 For	discrimination	complaints,	60	days	must	elapse	from	the	time	an	appeal	is	filed	with	CDE	before	
pursuing civil remedies except for an injunction.

•	 Complaints may also be forwarded to appropriate state or federal agencies in the following cases:

Refund Policy
Career Training Institute Programs/Certification Programs
EGACE	partners	with	outside	agencies	 to	provide	career	 technology	certificates	and	 training	programs.	
These agencies have written refund policies in their orientation packets. Please read these policies carefully 
before signing your agreement:
•	 No refund without original receipt.
•	 Request for refund should be in writing.
•	 All approved refunds are subject to $100.00 service fee.
•	 There is no refund for Books, Supplies, Fingerprinting, TB/Health History/CPR/First Aid/Exam/Im-

munization fees once those services have been completed or supplied to students. 
•	 A prorated refund will be made for students who withdraw from the program prior to completing 60% 

of the program. No refund is due after 60% of the enrollment period has been completed. 

Always Learning Community Education Classes/CTI Introductory and Refresher Courses
Please make your selection carefully.
•	 Refunds	or	letters	of	credit	are	allowed	if	requested	in	writing	up	to	five	(5)	business	days	prior	to	the	

start of the class.
•	 Refunds may be requested by fax, walk-in, email or by mail.
•	 A $5 processing fee will be assessed for each class canceled by the student.
•	 A full refund will be given if a class is canceled by Always Learning.
•	 Please allow up to four (4) weeks for processing.
•	 No refunds, credits, or transfers will be issued for non-attendance.
•	 No refunds are given for material fees and books that students have received.

NCLB/ Typing Test
•	 Sorry, no refunds 

Please visit EGUSD.net
for up-to-date information 

about EGUSD policies.



                      REGISTRATION IS EASY!

MAIL:  Print and send this completed form with check or money order to:
Elk Grove Adult and Community Education, 8401-B Gerber Road, Sacramento, CA 95828

CHARGE BY PHONE: Call (916) 686-7783     CHARGE BY FAX:  (916) 689-5752

WALK IN:  Monday – Friday, 8 a.m. – 4 p.m.     REGISTER ONLINE:  www.egusd.net/egace

Refund Policy: Always Learning Community Education Classes
Please make your selection carefully. Refunds or letters of credit are allowed if requested in writing up to five business days 
prior to the start of the class. Refunds may be requested by fax, walk in, email, or by mail. A $5 processing fee will be assessed 
for each enrollment cancelled by the student. A full refund will be given if a class is cancelled by Always Learning. Please allow 
up to four weeks for processing. No refunds, credits or transfers will be issued for non-attendance. No refunds are given for 
materials and books that students have purchased.

Date of Registration: ______________________________________

First Student: ____________________________________________q Male q Female Date of Birth: _______________

Address: _______________________________________________________________________________________________

City: _____________________________________________________________________ Zip: __________________________

Telephone (Home): __________________________________(Cell): ________________________________________________

COURSE NUMBER & TITLE  START DATE  FEE 

__________________________________________________________________ ________________   ____________

__________________________________________________________________ ________________   ____________

__________________________________________________________________ ________________   ____________

 First Student TOTAL:      _____________

Second Student: __________________________________________q Male q Female Date of Birth: _______________

COURSE NUMBER & TITLE  START DATE  FEE 

__________________________________________________________________ ________________   ____________

__________________________________________________________________ ________________   ____________

 Second Student TOTAL:      ____________

 Senior or Early Bird Discount:  ______________

 GRAND TOTAL DUE:      ____________

             

e-mail: tmschult@egusd.net  •  www.egusd.net/egace  •  (916) 686-7783                                                            

ALWAYS LEARNING REGISTRATION fORM

Always Learning Community Education

Method of Payment     q  Check     q  VISA     q  MasterCard

Card #: _______________________________________________________  

Exp. Date: _________________________________CVV# _______________

Signature: _____________________________________________________  

To receive a confirmation/receipt, please provide an email address: ______________________________________________



8401-B Gerber Road
Sacramento, CA 95828
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Elk Grove Adult and Community Education

Learn new skills that will help you at work or at play! 
Explore what interests you — from fine arts to finance. 
Learn to speak Spanish or play the guitar ... and more! 

Early Bird Registration Days! Save 10%!
Jan. 3 - Feb. 3, 2017

Register for affordable, close-to-home classes on our website
www.egusd.net/egace

ALWAYS LEARNING CLASSES

Enhance Your Skills • Pursue Your Passions • Discover a Career Path


