
THE VOCATIONAL NURSING INSTITUTE, INC.
	
ADMINISTRATIVE POLICY & PROCEDURE MANUAL

	Policy Number: 1
Page 1 of 1
	TITLE:  HIGH SCHOOL DIPLOMAS & GEDS 
	Effective Date: 5/2012
Revised Date: 9/25/2020

	PURPOSE:  
1. To define the school policy to meet the pre-admission requirements for a high school  diploma or GED achieved within the USA. 

2. To define the school policy to meet the pre-admission requirements for a high school diploma or GED achieved outside of the USA. 

3. To define students who have a Penn Foster diploma the school's position on a letter of preliminary education. 

Programs that require a high school diploma or GED state this requirement within the School Catalog: 
VN Program

Medication Aide Program

Medical Administrative Assistant Program (if older than 18 years of age or dropped out of high school)

Nurse Aide Program (if older than 18 years of age, or dropped out of high school)

Anatomy & Physiology ( only if older than 17 years of age)

Medical Terminology (16 years of age, or high school diploma or GED if 18 years or older)
POLICY: It is the school’s policy to define which programs require a high school diploma or GED and what documents will be adequate to support the student has a verified / qualified/ acceptable high school diploma or GED for this institution.
PROCEDURE:

1.  Admissions coordinator will ensure that they secure a copy of the student applicant's high school diploma or GED. As applicable by program requirements. 

2.  If the student applicant has a high school diploma from Penn Foster or that is on the list of "diploma mills" the student will be required to ask for a letter of preliminary education. This is a verification that the high school diploma meets the requirements for the State of Texas high schools. 

3. If the student achieved their high school diploma or GED outside of the United States, the school requires the student to obtain a scantran from the school appointed vendor. The financial aid department will provide the student with the link to obtain the transcribed non-expired scantran. Date of graduation must be on the scantran. This transcription is paid for by the student applicant. 

4. The school will view the original high school diploma,  GED, or scantran as applicable and make a copy. The school authorized representative will write on the copy, "original viewed" with the date and their printed name and signature. 
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