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Welcome to Goodwill of the Olympics & Rainier Region!

Thank you for your interest in Goodwill of the Olympics & Rainier
Region!

We are here to help you get the training you need to go to work. Our
employment services are available—at no-cost to all members of the
public.

At Goodwill, we offer a full range of career readiness and life skills education, along
with job placement and support services, to prepare people to enter the workforce
and advance in their field. Our experienced trainer/instructors and success coaches
are here to help you succeed and we partner with employers throughout the
community who turn to Goodwill for qualified candidates who are ready to work.

Our vision is that every person has the opportunity to learn, work, and thrive in all
aspects of life.

To achieve our vision, we are committed to dismantling racism and advancing equity,
diversity, and inclusion so that we can help people reach their fullest potential
through our education, job placement, and career pathway services that are made
possible by community donations, purchases, and partnerships.

We look forward to helping every student achieve their goals and thrive in all aspects
of life.

(ﬁmﬁf #WJL.__

Lori Forte Harnick
President & CEO
Goodwill of the Olympics & Rainier Region



Vision, Mission and Values

GOODWILL OF THE OLYMPICS & RAINIER REGION
2025

OUR VISION

Every person has the opportunity to learn, work, and thrive in all aspects of life.

OUR MISSION

To achieve our vision, we are committed to dismantling racism and advancing equity,
diversity, and inclusion so that we can help people reach their fullest potential
through our education, job placement, and career pathway services that are made
possible by community donations, purchases, and partnerships.

OUR VALUES

Goodwill CARES. We:

Champion Diversity

Act with Integrity & Gratitude
Respect Everyone

Educate & Serve with Compassion

Strive for Excellence
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ABOUT GOODWILL

In 1902, Edgar J. Helms, a Methodist minister, founded Goodwill in Boston.

When he faced a group of people who asked him for help getting food and clothes,
Helms took a burlap bag and went to Boston’s wealthy citizens. Instead of asking for
money, he asked for whatever clothing they could spare. The Goodwill store was born
when Helms hired people in need - many of who were considered unemployable - to
repair damaged items and sell the donated goods.

“A hand up, not a hand out” was his motto. Helms opened Goodwill’s doors to anyone
with a “willingness to work” and became the pioneer of an organization that gave
people hope, dignity and independence by providing them with the means to earn a
paycheck and support their families.

His social innovation set in motion a worldwide movement - Goodwill Industries - that
has touched millions for over a century.

Goodwill of the Olympics & Rainier Region opened in 1922 as the 19th Goodwill agency
in the United States, offering its own job training and placement services. Today,
Goodwill operates work opportunity training centers in Tacoma, Longview and Union
Gap, as well as a fully online Digital Work Opportunity Center (DWOC) available to
everyone across our 15-county service area. Training programs in digital skills,
warehousing, information technology, customer service and other in-demand
industries help prepare our students to move into competitive jobs in today’s
economy. Our Career Readiness Education Development program supplements that
training by assisting with interpersonal development, resume drafting, interview
techniques and financial education and coaching.

Goodwill is a unique, self-supporting 501(c) (3) nonprofit that utilizes donations sold
in its stores across a 15-county service area in Western and South-Central Washington,
and through online sales to fund its free job training programs. More than 91 percent
of Goodwill expenses go to support mission programs and services and its retail
operations. Additional funding comes from public grants and financial contributions
from the community.

Goodwill of the Olympics & Rainier Region’s Executive Leadership Team is led by Lori
Forte Harnick, President & CEO, Eu-wanda Eagans, Senior Vice President of Workforce
Development, Keith Hall, General Counsel & Chief People Officer, Greg Medlyn, Senior
Vice President of Retail, Ken Ryals, Chief Advancement Officer, Anne Porter, Chief
Financial Officer and Terryl Ross, Vice President of Anti-racism, Diversity, Equity and
Inclusion.

Goodwill is governed by a volunteer Board of Directors that provide direction and
stewardship of this community-based, not for profit organization. The 2025 Board of
Directors are: Terry Jones, Chair of Board of Directors, Jacqueline Justice, Immediate
Past Chair, Karen Koch, Chair of Mission Services Committee, Bev Losey, Chair of
Fundraising and Community Engagement Committee, Jahmad Canley, Chair of AEDI

6



Committee, Charelle Foege, Chair of Board Development & Governance Committee,
Collette Stewart, Member-At-Large, Paige T. Abbott, Ashton Alvarez, Greg Biersack,
Jimmy Chandler, Dan Glover, Jerald Kennedy, Patty McCray-Roberts, Ali Modarres,
Aleigha Nation, Timothy Rhee, Nancy Dailey Slotnick, Andy Stolz, and Shellie Willis
Directors.



LOCATIONS

Goodwill of the Olympics & Rainier Region offers in-person and hybrid training
programs and services at three Work Opportunity Centers within Washington State,
as well as online training resources through our Digital Work Opportunity Center
(DWOC). More detailed information about course offerings can be found at
http://www.goodwillwa.org.

Digital Work Opportunity Center

Counties include: Clallam, Clark, Cowlitz, Grays Harbor, Jefferson, Klickitat, Kittitas,
Lewis, Mason, Pacific, Pierce, Skamania, Thurston and Yakima

Website: www.goodwillwa.org/dwoc

The Digital Work Opportunity Center (DWOC) is a dedicated page on our website
featuring essential digital workforce development resources. The information is
organized to enable individuals to gain new skills while working toward their career
goals using only an internet-connected device. Our offerings include our patented
Resume Guide, a variety of employment readiness materials, and self-paced digital
skills courses.

Milgard Work Opportunity Center
714 South 27th Street, Tacoma, WA 98409
Phone: (253)573-6508

The Milgard Work Opportunity Center (MWOC) is a four-story, 63,000 square-foot
LEED certified building designed to more efficiently use environmental resources. The
facility includes a Distance Learning Theater, an Adaptive Computer Lab, a
WorkSource Connection site, and numerous training rooms. The MWOC service area
encompasses Pierce, South King and Thurston counties.

Longview Work Opportunity Center
1030 15th Avenue, Suite 300, Longview, WA 98632
Phone: (253)573-6508

The Longview Work Opportunity Center (LWOCQC) is a nearly 4,000 square foot
facility that houses a Resource Room, a Distance Learning Theater, an Adaptive
Computer Lab and a variety of job skills training programs and placement services.
The LWOC service area includes Cowlitz, Lewis, Skamania and Wahkiakum counties.

South Lacey Work Opportunity Center
4800 Yelm Highway SE, Lacey WA 98503
Phone: (253)573-6508

The South Lacey Work Opportunity Center (SLWOC) is located just to the outside
left of our South Lacey retail store. Opened in 2025, it offers digital skills training, job
readiness courses and job search services. The SLWOC service area includes
Thurston, Mason, Lewis and South Pierce counties with a focus on serving the
Veteran community.


http://www.goodwillwa.org/
http://www.goodwillwa.org/

Union Gap Work Opportunity Center
1907 South 1t Street, Yakima, WA 98903
Phone: (253)573-6508

The Union Gap Work Opportunity Center (UGWOQC) is located inside of our Union
Gap retail store. Opened in 2019, it has offered digital skills training, job readiness
courses and credentialing offerings. The UGWOC service area includes Yakima,
Kittitas and Klickitat counties.



GOODWILL OF THE
OLYMPICS & RAINIER REGION
VOCATIONAL SKILLS TRAINING

TRAINING PROGRAMS OVERVIEW

Accreditation

Goodwill of the Olympics & Rainier Region has consistently received the highest
endorsement in skills training from CARF - the Commission on Accreditation of
Rehabilitation Facilities - since 1973. The Vocational School is licensed through the
Workforce Training and Education Coordinating Board (WTECB) of the State of
Washington under Chapter 28C.10 RCW. Inquiries or complaints regarding the
vocational school may be made to the Workforce Training and Education Coordinating
Board, 128 Tenth Avenue SW, Box 43105, Olympia, Washington 98504-3105. Web:
wtb.wa.gov - E-mail Address: pvsa@wtb.wa.gov.

Admission Procedures

All applicants who are interested in a specific training are directed to connect with a
member of Goodwill’s Career Hub and encouraged to complete a training
Information Session. Applicants can connect with the Career Hub by completing our
online registration, emailing Careerhub@goodwillwa.org or calling our message line
at (253)573-6508 to learn more about the programs and services Goodwill offers as
well as register and enroll in specific programs.

Individuals desiring training from Goodwill of the Olympics & Rainier Region are often
referred by an outside governmental or nonprofit agency (third party), which will pay
for training costs. However, individuals are not required to be sponsored by a third
party. Our programs and services are provided free-of-charge to those who need
services in the community and meet programmatic requirements if any exist.

Anti-Racism, Equity, Diversity and Inclusion (AEDI) Commitment

Goodwill of the Olympics and Rainier Region is committed to creating and sustaining
a culture of equity, diversity and inclusion in our organization and across our
communities. This begins with an immediate focus on becoming an antiracist
organization that actively works to dismantle structural and institutional racism and
condemns racist practices and behaviors in all forms.

With this aim in mind, we will advance and administer antiracist, equity-based
policies and champion diversity and inclusion throughout our organization and the
communities we serve. Our commitment is foundational to our ability to realize our
vision alongside community partners and deliver our mission to all we serve.

With this focus, we have instituted and strengthened a number of organizational
policies and will continue to evaluate our policies and practices going forward. To
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help guide us on our journey in becoming an antiracist organization, we have
developed a strategy map that provides an overview of how we will build antiracism
work into the foundation of our organization and integrate strategies and actions
throughout all aspects of our operations and service.

AEDI Months of Note
As part of Goodwill of the Olympics & Rainier Region’s commitment to champion
diversity and inclusion throughout our organization and the communities we serve,
the Vocational School administration, faculty and staff are developing opportunities
for student and community education and engagement. Observations and practices
may vary and all aim to celebrate and reinforce achievements of humanity.
Monthly of note include but not limited to:

February - Black History Month

March - Women’s History Month, and Irish American Heritage Month

April - Arab-American Heritage Month

May - Asian Pacific American Heritage Month, and Jewish American Heritage

Month, Mental Health Awareness Month

June - LGBTQ+ Pride Month, and Juneteenth

July - Disability Pride Month

September - Hispanic Heritage Month

October - Filipino American History Month, Italian American Heritage and

Culture Month, National Disability Employment Awareness Month, and Polish

American Heritage Month

November - Native American/Alaska Native Heritage Month

Assessment

Students entering programs will be assessed prior to program entry to evaluate their
ability to participate in and ability to benefit from the training before actual training
proceeds. Assessments can be used to determine the length and content of training.

Attendance and Punctuality

Regardless of the method of delivery, whether online or in-person, Goodwill expects
that students will treat Goodwill of the Olympics & Rainier Region training as a work
assignment and that failure to attend training will be viewed much like an employer
views absenteeism. Good participation during training is as important as it is on the
job. Training programs are comprehensive sets of classes designed to build upon
lessons learned in previous classes, therefore attendance and attention are a required
component of every class. Successful completion of a Goodwill of the Olympics &
Rainier Region training program requires at least 90% attendance to the required
course components. Goodwill of the Olympics & Rainier Region acknowledges that
individual circumstances may prevent a student from attending a particular class
period. Whenever possible, an absence should be prearranged with the
trainer/instructor and the agreed upon time away from program will not count against
a Student’s attendance rating. Students are responsible for all materials covered and
announcements made during absences.

To maintain a safe and productive training environment, whether it is online or in-
person, Goodwill of the Olympics & Rainier Region expects students to be reliable and
punctual. Just as absenteeism and tardiness place a burden on employers and
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employees in a workplace, it can place a burden on fellow students and
trainer/instructors in the classroom. Multiple absences can compromise the integrity
of the learning experience for other students in the class. While all vocational training
programs follow the policy as outlined above, specific training programs may impose
supplemental attendance requirements based on industry standards and class needs.

Exceptions to the attendance policy include: holidays, cancellations/closures of
training, jury duty or subpoena to court, military leave, leaving class early at the
instigation of a trainer/instructor, pre-arranged leave and emergency leave.
Consecutive days off for illness are counted as one (1) absence. A medical provider’s
note may be required prior to returning to training from an extended illness.

Pre-arranged leave is an absence of a limited amount of time which has been discussed
with the trainer/instructor three (3) full class days before the absence occurs. Pre-
arranged leaves of absence are suggested if and when students know they will be
unable to participate in training for extended consecutive days. In cases where leaves
of absence are requested for medical issues, a note from the doctor may be required
prior to instituting the leave. Pre-arranged time off, as defined by the terms of this
policy, does not count as an absence or tardy.

Emergency leave is defined as a limited time absence that is requested by the student
to attend to an extraordinary personal matter which has occurred with little or no
previous warning. Students must discuss the request with their trainer/instructor and
are expected to give as much notice as is possible. Emergency leave requests are
considered on a case-by-case basis. If an emergency leave, as defined by the terms of
this policy, is granted, it does not count as an absence or tardy.

Students must call their trainer/instructor to report an absence as early as possible.
Students must endeavor to speak directly with their trainer/instructor. If the
trainer/instructor cannot be located, an appropriate message may be left. If a student
calls in more than one (1) hour after the start of the scheduled training class, it will be
considered a “no-call, no-show” for that scheduled training day. Students who do not
call in or participate in training for three (3) consecutive scheduled training classes
will be considered to have voluntarily left their training program.

Trends or patterns of absenteeism or tardiness will result in an immediate discussion
with the trainer/instructor regarding noted trends. Additionally, as excessive breaks
are not tolerated in the workplace they will not be tolerated in the classroom unless
special accommodations necessitate such breaks. In the event a student walks out of
class without permission, the student is required to schedule and attend a meeting
with the Trainer/Instructor or Program Manager before being allowed to return to
class. During this meeting a review of the circumstances, expectations and
responsibilities and determination of corrective actions or support will take place.

Attendance will be evaluated on a regular basis as determined by the length of the
training program. In cases where student attendance and punctuality become a
concern, a meeting will be conducted with the members of their vocational serves
team (if appropriate), student and trainer/instructor at the earliest possible
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convenience to remedy/resolve the issues. Attendance contracts and/or Corrective
Action Plans may be implemented if necessary.

Cancellation of Classes
The school reserves the right to cancel a training class at any time.

Disabilities and Accommodations

Goodwill of the Olympics & Rainier Region is committed to providing reasonable
accommodations to qualified students with disabilities. Individuals with a disability
wishing to participate in training should inform the case manager or trainer/instructor
of any accommodations needed at the time of enrollment into the training. Individuals
may be requested to document their functional limitations which will outline any
activities they are prohibited from participating in and give a reasonable prognosis of
their ability to benefit from training.

Dress Code

The goal of all Goodwill of the Olympics & Rainier Region Workforce Development
programs is to promote a professional image and create a professional business
environment. We believe that professional image, dress and personal cleanliness
standards contribute to the morale and success of each student in our training
programs. Good judgment and common sense should always be applied. As a general
guideline for classes, clothing should be selected that is comfortable and
communicates a professional image. Clothing that presents a safety hazard must be
modified or not worn, and arrangements may be available to assist with clothing on a
case-by-case basis. Students are advised to choose something else to wear if they are
not sure if an item is appropriate or professional.

Specific programs have specific dress codes while students are in the program. The
dress code during training programs is to help prepare students for a work
environment. Please review specific program dress codes as outlined in the dress
codes and uniform requirements in individual program descriptions.

Reasonable accommodation may be requested for a person with a disability or specific
religious beliefs or practices.

Enrollment

Enrollment for new students to Goodwill is offered on a first-come, first-served basis,
contingent upon the applicant’s ability to successfully pass the program’s entrance
assessment and demonstrate the potential to complete the program successfully.
Admission decisions are made in the order in which completed applications are
received, provided all eligibility criteria are met.

Our training programs are designed with the primary goal of preparing students for
direct entry into employment. Students are generally not encouraged to enroll in
multiple Goodwill Job Skills Training programs. As such, scholarships are prioritized
for new students of the school and returning or continuing students may be
considered for a scholarship only after new student needs have been met.
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If a scholarship is available and the returning or continuing student can demonstrate
the ability to successfully participate in an additional training program, this
restriction may be waived at the discretion of the program coordinator.

Financial Assistance

Students are not required to personally pay for training at any Goodwill Work
Opportunity Center. Goodwill’s administration works hard to find and manage
alternative funding so that students who are not sponsored through an external
agency or third-party payer may participate in trainings at no-cost to the student. One
of those funding options is the Washington State Department of Social and Health
Services (DSHS) SNAP Employment and Training program that provides match
funding for SNAP recipients, and can assist individuals with a variety of support
services during training.

Fragrance
Goodwill of the Olympics & Rainier Region has a “light fragrance” policy, and students
should not wear any heavily-fragranced perfume, cologne, scented lotions or
ointments.

Hygiene
As a courtesy to fellow Students, good personal hygiene must be practiced at all times.

Information Sessions

Goodwill of the Olympics & Rainier Region offers the opportunity for students and
partners to connect directly with Goodwill Workforce Development staff for
information, registration and enrollment. Applicants should call our Goodwill Career
Hub at (253)573-6508 or email Careerhub@goodwillwa.org or register for an
Information Session, either in-person (as available) or online at www.goodwillwa.org.
Attendance at these sessions allow individuals to receive further information regarding
available programs and to register for the specific program they would like to attend.
During this process, applicants will also have an opportunity to determine if they can
be successful with the training format (in-person, online or hybrid) and objectives.

Non-Discrimination

Goodwill of the Olympics & Rainier Region training programs do not discriminate
against students or potential students on the basis of sex (including pregnancy,
childbirth, breastfeeding, or related medical conditions), gender, national origin, race,
color, age, religion, sexual orientation, disability, genetic information, gender identity
(including transgender status, gender expression, gender transitioning or perceived
gender transition), military and veteran status, marital status, or any other protected
status or characteristics protected by applicable federal, state, or local discrimination
laws.

Official Termination Date
The official date of termination of a student from training shall be the last date of
recorded attendance when withdrawal occurs in any of the following manners:

1. When the school receives notice of the Student's intention to discontinue the
training.
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2. When the student is terminated for a violation of a published school policy
which provides for termination.

3. When a Student, without notice to the institution, fails to participate in classes
for three (3) class days.

A student, who fails to maintain satisfactory progress, violates safety regulations,
interferes with other Students’ work, is boisterous/vulgar/obscene or is under the
influence of alcohol or drugs, is subject to immediate termination.

Except in the most egregious violations of school policy, termination of training will
take place after all interested parties are notified and all other means of handling the
situation are not successful. A grievance policy is in place for a student who disagrees
with a disciplinary action or other concerns. A student who has been terminated may
return at the discretion of Goodwill of the Olympics & Rainier Region.

Physical Accessibility
Goodwill of the Olympics & Rainier Region training facilities are located in physically
accessible buildings.

Placement Assistance (DWOC and Tacoma)

The Career Hub is the front door for Goodwill’s Vocational School and offers a variety
of services. Designed to aid individuals in successfully accessing and participating in
our programs and training, the Career Hub is made up of a team of Career Navigators
and coaches who are available to connect with job seekers either by video chat, phone,
email, social media, or in-person appointments as available. The Career Hub offers
monthly Work Readiness Workshops, access to valuable resources such as labor
market and occupational information, career-job search tools and access to job
postings.

The Job Resource Room at the Milgard Work Opportunity Center in Tacoma is a
certified WorkSource Affiliate site and is open to the public for a variety of services.
Designed to aid individuals in their on-going job search, the room is equipped with
multiple computers, a printer, and a telephone. From this location, the job seeker can
access valuable resources such as labor market and occupational information, career-
job search tools, job search assistance and access to job postings. Staff members are
available to assist in job search activities.

Retention of Records

Goodwill of the Olympics & Rainier Region will retain a student’s educational records
in digital files, located in our double-authenticated database, for a minimum of 50
years from the date of the Student’s enrollment, as per WAC 490-105-200.

School Calendar

The Work Opportunity Centers hours of operation for appointment, in person
assistance, are Monday through Friday from 9:00 AM - 4:00 PM. Classes are offered
Monday through Friday from 8 AM - 4:30 PM in either an in person, hybrid or fully
online learning environment. Please consult the program descriptions for individual
program information.
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Classes are not held on New Year’s Day, Martin Luther King Day, President’s Day,
Memorial Day, Juneteenth, Independence Day, Labor Day, Veteran’s Day, Thanksgiving
Day and Christmas Day.
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GENERAL REQUIREMENTS

General requirements are applicable to all Goodwill of the Olympics & Rainier Region
Job Skills Training programs.

1

All training programs require students to complete a Vocational Assessment as
part of enrollment. If it is determined that the student does not demonstrate the
basic skills to participate and benefit effectively from training, they will be first
enrolled in Goodwill’s Basic Digital Skills Training, Goodwill’s Northstar Digital
Literacy training provider website or referred to an outside training resource
that will better fit the needs of that individual. The Vocational School may waive
assessment requirements if previous experience and skill can be demonstrated
by the applicant.

Goodwill of the Olympics & Rainier Region operates a drug and alcohol-free
workplace and training facility at all locations.

Documentation of Disability - Students with a disability may be requested to
provide documentation from a medical provider that describes the disability
and barriers to employment as well as the ability to benefit from training.
Intake, enrollment packets, and all required paperwork must be completed.
Assistance is available if needed.

Students must be at least 18 years of age at the beginning of training. Specific
offerings may be offered through Goodwill’s Youth Programs (ages 16 - 24
years) with prior approval from the Director of the Vocational School.

All students will be required to sign that they acknowledge receipt of the
Goodwill of the Olympics & Rainier Region Training Programs Catalog and will
adhere to the policies contained within, including program dress codes,
attendance and punctuality, drug/ alcohol/violence/weapons-free training site
and a student code of conduct.

Our training programs are designed with the primary goal of preparing
students for direct entry into employment. Students are generally not
encouraged to enroll in multiple Goodwill Job Skills Training programs. As
such, scholarships are prioritized for new students and returning or continuing
students may be considered for a scholarship only after new student needs
have been met.

If a scholarship is available and student returning or continuing student

can demonstrate the ability to successfully participate in an additional training
program without compromising their job placement progress, this restriction
may be waived at the discretion of the program coordinator.
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TRAINING COSTS and LENGTH OF PROGRAMS

The cost of training for each program is listed below. Many individuals referred to
Goodwill of the Olympics & Rainier Region for training are funded by an external
agency (i.e. Division of Vocational Rehabilitation (DVR), Department of Labor and
Industries (L&), Washington State Department of Services for the Blind (DSB),
the Workforce Innovation and Opportunity Act (WIOA) or other similar agency or
organization). The third-party payee will facilitate arranging for alternative payments
whenever appropriate.

Students are never required to personally pay for training. Students who are not
sponsored through an external agency or third-party payer may still participate in
our trainings for free as available, with the exception of Skills Assessment and
Individualized Training.

INDIVIDUALIZED SERVICES - ALL PROGRAMS

Cost: $100 per hour. *Referral from 3@ Party Required. Goodwill scholarship
spots open to general public based on trainer availability.

Skills Assessment 4

Program skill assessment of Student’s aptitude for the work and ability to | hours

learn and process information.

Individualized Training Case-
Combination of supervised and/or self-paced training assigned to by-
students based on Skill Assessment and vocational goals. Includes case

periodic Skill Assessments and Individualized Employment Plan overseen
by Goodwill Vocational Trainer/Instructor.

CAREER ESSENTIALS

COSsT: $1,000 PER PERSON PER CLASS.
Basic Digital Skills Training 12
In-person training that includes basic computer components, typing, | hours
internet basics, and emailing.

Financial Education Training
Combination live classroom (virtual or in-person) training and self-paced | 10

learning that includes basic money management, budgeting, credit and | hours
investments.

Career Readiness Education & Development Training 18
Combination live classroom (virtual or in-person) training that includes | hours
basic math, inter-personal skills, personal finance, career preparation and
employment placement.
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INTRODUCTION TO INDUSTRY

CosT: $2,500 PER PERSON PER CLASS.
Introduction to Industry: Construction Trades Training Academy
Combination live classroom (in-person) training and skill labs learning that
includes workplace safety, teamwork, construction tool use and
instructions, leadership, employer engagement activities and an industry-
recognized credential of Pre-Apprenticeship Construction Trades and
OSHA 10.

Introduction to Industry: Help Desk Technician

Combination live classroom (in-person) training, and skill labs that
includes computer functions, managing and maintaining a laptop and a
desktop, emotional intelligence, leadership, employer engagement
activities and an industry-recognized credential of Help Desk Tech
through CompTIA.

Introduction to Industry: Green Career Explorer

Combination live classroom (in-person) training, and skill labs that
includes solar, wind and kinetic energy, inventory, logistics, energy
industry safety and advocacy, emotional intelligence, leadership,
employer engagement activities and an industry-recognized credential
Energy Industry Fundamentals 2.0.

weeks

weeks

weeks

ONLINE SKILLS TRAINING

CosT: $100 PER PERSON PER HOUR.
Skillsoft Percipio
Online courses through Skillsoft Percipio provide job relevant training
opportunities in over 7,000 courses, 65,000 instructional videos, and
46,000 digital books. Courses are available in multiple formats such as
videos, audiobooks, interactive labs, and coding sandboxes, allowing
individuals to choose how they want to engage with content. Learners
can explore a wide variety of subjects, including business, information
technology, leadership, compliance, and personal development. Training
is completed remotely, with opportunities to practice and test new skills.
This flexible learning environment makes it easy to gain job-relevant
knowledge and build skills for today’s workforce.

GMetrix Certification Resources

Goodwill of the Olympics & Rainier Region now provides access to
GMetrix practice and certification preparation tools through a partnership
with the Washington State Library. These resources support learners
preparing for industry-recognized certifications such as Microsoft Office
Specialist (MOS), Adobe, and IC3 Digital Literacy. Learners are supported
by our Vocational Training Team to ask questions, received guidance and
be issued GMetrix access codes.

Self-
paced

Self-
paced
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REFUND POLICY

The following cancellation and refund policies apply to third-party payees (external
agencies) ONLY.

All book fees and funds expended for training materials such as uniforms, safety shoes,
etc. are non-refundable.

Funding sources will receive a 100% refund of all money paid if the school does not
accept a student. This includes cases where a starting class is cancelled by the school
or if the student cancels training within one (1) business day (excluding weekends and
holidays) after signing a vocational services plan, provided training has not
commenced. After training starts, funding sources are entitled to a pro-rata refund for
all funds paid in advance.

The school may retain an established registration fee if a student cancels after the first
(1% business day (excluding weekends and holidays) after signing the enrollment
contract. The fee may be either fifty dollars ($50.00) or an amount equal to ten
percent (10%) of the tuition, whichever is greater, but no greater than one hundred
fifty dollars ($150.00).

If training is terminated after the student enters classes, the school may retain the
registration fee, plus a percentage of the total tuition as described in the following
table:

If the student
completes this The school may keep this
percentage of percentage of the tuition
lessons: cost:
0% through 10% 10%
1% through 25% 25%
26% through 50% 50%
More than 50% 100%

When calculating refunds, the official date of a student’s termination or withdrawal of
a student shall be determined in the following manner:

(a) When the school receives notice of the student’s intention to discontinue the
training program, or

(b) When the student is terminated for a violation of a published school policy which
provides for termination, or
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(c) When a Student, without notice, fails to attend classes for thirty (30) calendar
days. Refunds must be paid within thirty (30) calendar days of the student’s official
date of withdrawal or termination.

Application/registration fees may be collected in advance of a student signing an
enrollment agreement; however, all monies paid shall be refunded if the student does
not sign an enrollment agreement and does not commence participation in the
program.

For discontinued programs:

If instruction in any program is discontinued after training has begun or if the school
moves from one location to another, it must either provide pro rata refunds of all
tuition and fees paid or arrange for comparable training at another public or private
vocational school. Students must have the opportunity to accept or reject comparable
training in writing.

If the school plans to discontinue a program it must notify the agency and affected
students in advance. The notification must be in writing and must include at a
minimum, the data required under WAC 490-105-210(3).

Funding sources affected by a discontinuation must request a refund within ninety
(90) days.

21


http://apps.leg.wa.gov/WAC/default.aspx?cite=490-105-210

WORKFORCE DEVELOPMENT
VOCATIONAL SKILLS TRAINING
PROGRAMS

CAREER ESSENTIALS PROGRAMMING

Philosophy and Mission Statement

Labor market and community demographic research indicates that it is imperative to
provide career readiness skills to those looking for work or those looking to advance
their position. Providing access to career exploration, digital platforms and skills,
interpersonal professional development and personal finance knowledge is necessary
for job seekers to successfully join and contribute as a team member in any
organization. As such, Goodwill of the Olympics & Rainier Region offers Career
Essentials Programming designed to support students in learning the skills necessary
to get, keep and progress in a job. Training includes basic digital skills, career
preparation and placement, interpersonal skills (work habits), workplace
communications, and personal finance management.

General Information

Our Career Essentials Programming is offered in-person monthly at our Milgard
(Tacoma), Longview and Union Gap locations. Depending on a student’s interests and
the availability of training in their area, modified training can be offered. This will be
documented in their student record and a student who completes all components of
a training within their assigned timeframe will be awarded a certificate of completion.
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BASIC DIGITAL SKILLS TRAINING

Goodwill of the Olympics & Rainier Region offers a Basic Digital Skills Training
Program for students 18 years of age or older. The program is designed as a basic
level training and is for students who are new to using computing devices to find
employment, new to job training on a digital device, and for students who wish to
build a strong foundation of digital literacy skills. As defined by the American Library
Association, digital literacy is the ability to use information and communication
technologies to find, evaluate, create, and communicate information, requiring both
cognitive and technical skills.

Locations
The Basic Digital Skills Training Program is available at the Milgard (Tacoma),
Longview, South Lacey and Union Gap Work Opportunity Centers.

General Information

The goal of the Basic Digital Skills Training Program is to provide students, 18 years
of age and older, with basic digital literacy. Students with limited computer skills will
find it easier to pursue hybrid training and/or certifications offered at Goodwill, the
public library, and other hosts for online certifications, after developing their Basic
Digital Skills through this program.

Key features of the Basic Digital Skills Training Program are the hands-on training
that teaches job search and online access skills. The trainer/instructor to student
ratio is at least 1to 14, but usually closer to 1to 7. This translates into training that
focuses on students’ needs and, if needed, will be provided on assistive technology,
giving students the ability to perform tasks required in the business environment.
Instruction is provided individually and in groups. All tasks are hands-on
performance-based followed by practical application, and progress is documented
through case notes and monthly performance reports.

The Basic Digital Skills Training Program covers the core digital skills needed to use a
digital learning device, access and store information, and navigate the internet to find
and apply for employment. Goodwill recognizes that it may take a different amount
of time and support for each student. This is where the additional lab and/or office
time is essential for students to take advantage of. Each student can receive an
individualized employment plan that assesses any barriers such as English as a
Second Language or a learning disability, upon enrollment.

Daily attendance is critical to the successful completion of this program. Students
should treat training as a job, demonstrating their motivation and dependability when
it comes to completing assigned tasks. Depending on the software studied in the
classroom, appropriate Certificates of Completion will be awarded to students upon
successfully completing the program.
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Schedule

The Basic Digital Skills Training Program has monthly enrollment and Information
Sessions are held online the first Wednesday of the month at 9am and in-person at
the Milgard (Tacoma) Work Opportunity Center the third Wednesday of the month
at 9am. If enrollment capacity has not been met, the Vocational School reserves the
right to cancel class and students may request a modified start date with a
trainer/instructor. If a student has a scheduling conflict, they may request a modified
attendance plan with a trainer/instructor.

Basic Digital Skills Training Program is one week, Monday through Thursday from
9am-12pm. In addition to structured class time, the Trainer/Instructor is available
Monday through Thursday Tpm - 4pm by appointment for office hours and support
as available.

This is a one-week training program.

Accommodations are available to provide for accessibility. Students should identify
accommodations needed during intake process.

Staff Objectives & Strategies
M The Basic Digital Skills Training Program is a beginner-level computer class.

Students will complete a Vocational Assessment as part of enrollment and are
welcome to attend first day of class if the Trainer/instructor has identified the
student would benefit from the training.

T Goodwill staff provides classroom instruction, monitors attendance and
assignments and supervises classroom behavior.

T While enrolled in the program, as well as upon completion, Goodwill staff will
assist with finding other training opportunities and job search.

T Goodwill Staff will provide support as needed as well as liaison with various referral
sources - i.e. Washington Division of Vocational Rehabilitation, Department of
Labor and Industries counselors / providers and local school districts.

Responsibilities of the Student

i Students are expected to attend the training each scheduled training day on
time, appropriately groomed, attired and ready to work.

i A student will be considered absent if they do not attend all assigned training
sessions upon enrollment.

i Students will sign enrollment contracts regarding Goodwill of the Olympics &
Rainier Region policies on ethical behavior, drug/alcohol-free workplace and
weapons and violence free-workplace.

i Disciplinary action is taken when a student violates policies set by Goodwiill of
the Olympics & Rainier Region. Termination of the program will take place after
all interested parties are notified and other means of handling the situation are
unsuccessful.
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i A grievance policy is in place for a student who disagrees with a disciplinary
action or other concerns. An individual who has been terminated may return at
the discretion of Goodwill of the Olympics & Rainier Region.

Keyboarding

Each student is asked to practice keyboarding skills for one hour per day. The goal is
for students to progress through keyboarding lessons while focusing on accuracy.
Students have the option of taking typing tests where the focus is on Words per
Minute (WPM). The goal for each student is to keyboard with a high rate of accuracy
at or as close to 35-40 WPM. Accuracy is most important.

Productivity Skills
Getting started with computers
M Logging on and passwords

Windows 10 desktop
Mouse and keyboard
Navigating a home screen
Program windows

Power options

= =4 =4 =4 =4

Microsoft Office Programs 101
M Introduction to Microsoft products

M Creating a new document
i Basic editing
1 Formatting and review

Digital/Cloud File Management
M Creating new folders
1 Organizing documents
T Moving files and folders to other locations

Internet Skills

Internet Safety
Understanding the Cloud
Using a web browser
Understanding hyperlinks
Downloading and uploading
Using search engines
Understanding URLs

Composing a new E-mail message
Sending and forwarding E-mail messages
Attaching documents to E-mails

Email etiguette and safety

Email violations can jeopardize your job
Avoiding spam and phishing

|22 A=A
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FINANCIAL EDUCATION TRAINING

Goodwill of the Olympics & Rainier Region offers a Financial Education Training
Program for students 18 years of age or older. The program is designed to provide
students a safe space to explore their relationship with their own personal finances
and develop a plan to improve their confidence while navigating their career journey.
The course covers the core topics around money management with the goal of
building personal financial stability and independence.

Locations

The Financial Education Training Program is available in-person at the Milgard
(Tacoma), Longview, South Lacey and Union Gap Work Opportunity Centers, and self-
paced online through our Digital Work Opportunity Center.

General Information
The goal of the Financial Education Training is to provide students, ages 18 years of
age and older, with basic money management skills.

Key features of the Training are the flexibility of the program and individualized
training. The trainer/instructor to student ratio is at least 1 to 14, but usually closer to
1to 7. This translates into training that focuses on students’ needs. Instruction is
provided individually and in groups. Assistance is available during office hours, which
are provided either by appointment at a designated Work Opportunity Center, at a
partner site, or online after enrollment. Progress is documented by the
trainer/instructor through case notes.

Goodwill recognizes that it may take a different amount of time and support for each
student. This is where the additional office hours is essential for students to take
advantage of. Each student can receive a personalized training plan that assesses
any barriers such as English as a Second Language or a learning disability, upon
enrollment.

Communication and participation are critical to the successful completion of this
program. Students should treat training as a job, demonstrating their motivation and
dependability when it comes to completing assigned tasks and responding to emails
from their trainer/instructor.

Schedule

The Financial Education Training Program has monthly enrollment and Information
Sessions are held online the first Wednesday of the month at 9am and in-person at
the Milgard (Tacoma) Work Opportunity Center the third Wednesday of the month
at 9am. If enrollment capacity has not been met, the Vocational School reserves the
right to cancel class and students may request a modified start date with a
trainer/instructor. If a student has a scheduling conflict, they may request a modified
attendance plan with a trainer/instructor.
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The Financial Education Training Program is one week, Monday through Thursday
from 9am-12pm. In addition to structured class time, the Trainer/Instructor is
available Monday through Thursday 1om - 4pm by appointment for office hours and
support as available.

This is a one-week training program.

The Financial Education Training Program online/distance learning course is self-
paced for a 30-day training assignment period. During these 30-days, live virtual
training sessions may be offered for one to two hours depending on subject and

student need Monday through Thursday. Students may schedule virtual meetings
with the trainer/instructor for independent support sessions as well.

Accommodations are available to provide for accessibility. Students should identify
accommodations needed during intake process.

Staff Objectives & Strategies

1 The Financial Education Training is a beginner-level financial course. The
Financial Education Trainer/instructor will interview and assess students’
financial knowledge as part of entry into the training.

1 Goodwill staff provides classroom instruction, monitors attendance and
assignments and supervises classroom behavior.

1 For the virtual modules, a trainer/instructor will be available by email or
phone. A student may also choose to schedule a virtual meeting with the
trainer/instructor to be shown how to complete a tasks or assignment.

T While enrolled in the program, as well as upon completion, Goodwill staff will
assist with finding other training opportunities and job search.

1 Goodwill Staff will provide support as needed as well as liaison with various

referral sources - i.e. Washington Division of Vocational Rehabilitation,
Department of Labor and Industries counselors/ providers and local school
districts.

Responsibilities of the Student
i Students are expected to attend the training each scheduled training day on
time, appropriately groomed, attired and ready to work.

i A student will be considered absent if they do not attend all assigned training
sessions upon enrollment.

1 Self-paced and distance learning students are expected to respond to email
communication from the Goodwill staff within 48 hours of their committed
training schedule.

i Students will sign enrollment contracts regarding Goodwill of the Olympics &
Rainier Region policies on ethical behavior, drug/alcohol-free workplace and
weapons and violence free-workplace.

i Disciplinary action is taken when a student violates policies set by Goodwill of
the Olympics & Rainier Region. Termination of the program will take place after
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all interested parties are notified and other means of handling the situation are
unsuccessful.

i A grievance policy is in place for a student who disagrees with a disciplinary
action or other concerns. An individual who has been terminated may return at
the discretion of Goodwill of the Olympics & Rainier Region.

Productivity Skills

Financial Basics
M Spending Habits
1 Goal Setting

Money Management
1 Understanding Income and Expenses

M Creating a Spending Plan

Your Credit History
1 Accessing a Credit Report

1 FICO Score
1 Improving your Credit Score

Money in the Marketplace
T Consumer Shopping
M1 Credit Card Interest

Protect Your Finances
M Identity Theft

T Insurance
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CAREER READINESS EDUCATION & DEVELOPMENT
TRAINING

Goodwill of the Olympics & Rainier Region offers a Career Readiness, Education &
Development Training Program for students 18 years of age or older. Based on local
employer feedback and labor market data, this program is a combination of all the
core competencies job seekers need to be competitive in today’s employment
market. It includes digital skill practice, personal finance review, work readiness,
career planning and Peace Literacy. The course walks students through career
decision making, building a professional portfolio, and a safe space to practice work
readiness skKills with the goal of building confidence in taking their next career step.

Locations

The Basic Digital Skills Training Program is available at the Milgard (Tacoma),
Longview, South Lacey and Union Gap Work Opportunity Centers, and self-paced
online through our Digital Work Opportunity Center.

General Information

The Career Readiness Education & Development Program (CRED) provides
approximately 18 hours of training facilitated by Goodwill Vocational Staff. The course
covers the skills necessary to be successful while navigating today’s labor market. All
skills training programs incorporate the CRED curriculum into their specific course
content, but CRED classes are also taught on a stand-alone basis to any student 18
years of age and older who is interested in learning about and applying these work
readiness skills. The program curriculum includes classes in basic math, interpersonal
skills in communication, conflict resolution and customer service, personal finance,
career preparation and job placement. Students will be provided one-on-one support
if needed.

Participation is critical to the successful completion of this program. Students should
treat training as a job, demonstrating their motivation and dependability when it
comes to completing assigned tasks. The CRED Credential will be awarded to students
upon successfully completing the program.

Schedule

The Career Readiness Education & Development Program (CRED) has monthly
enrollment and Information Sessions are held online the first Wednesday of the
month at 9am and in-person at the Milgard (Tacoma) Work Opportunity Center the
third Wednesday of the month at 9am. If enrollment capacity has not been met, the
Vocational School reserves the right to cancel class and students may request a
modified start date with a trainer/instructor. If a student has a scheduling conflict,
they may request a modified attendance plan with a trainer/instructor.

Career Readiness Education & Development Program (CRED) is two weeks, Tuesday
through Thursday from 9am-12pm. In addition to structured class time, the
Trainer/Instructor is available Monday through Thursday 1pm - 4pm by appointment
for office hours and support as available.

29



This is a two-week training program.

The Career Readiness Education & Development Program (CRED) online/distance
learning course is self-paced for a 30-day training assignment period. During these
30-days, live virtual training sessions are offered for one to two hours depending on
subject and student need Monday through Thursday. Students may schedule virtual
meetings with the trainer/instructor for independent support sessions as well.
Accommodations are available to provide for accessibility. Students should identify

Staff Objectives & Strategies
M The Career Readiness Education & Development Program (CRED)

1 Goodwill staff provides classroom instruction, monitors attendance and

trainer/instructor to be shown how to complete a tasks or assignment.
assist with finding other training opportunities and job search.
1 Goodwill Staff will provide support as needed as well as liaison with various

referral sources - i.e. Washington Division of Vocational Rehabilitation,

districts.

i A student will be considered absent if they do not attend all assigned trainin
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