
Well-be ing by Design  Coach  Tra in ing Institu te  is  com m itted  to  foste ring an  inclusive , equ itab le , and  
accessib le  learn ing environm ent grounded  in  re spect, d ign ity, and  we ll-be ing by design . 
WBD-CTI does not d iscrim ina te  on  the  basis  of race , color, e thn icity, na tiona l o rigin , ancestry, sex, 
gende r iden tity or expre ssion , sexual orien ta tion , age , d isab ility, neurod ive rsity, m arita l s ta tus, 
ve te ran  sta tus, re ligion  or sp iritua l be lie f, politica l a ffilia tion , or any o the r sta tu s p rotected  by 
app licab le  law. 
The  Institu te  active ly supp orts  Dive rsity, Equity, Inclu sion , and  Justice  (DEIJ) by: 
 

• Design ing learn ing expe riences tha t honor m ultip le  pe rspectives, lived expe riences, and  
cu ltu ra l con texts  

• Provid ing reasonab le  accom m od ations for qua lified  ind ividua ls with  d isab ilitie s in  
accordance  with  app licab le  law 

• Train ing facu lty to  app ly inclusive , traum a-in form e d , and  cu ltu ra lly re sponsive  teach ing 
p ractice s 

• Addressing b ias, harassm ent, or exclusionary behavior p rom p tly and  transp aren tly 

1. Disab ility Policy 
Participan ts requesting d isab ility-re la ted  accom m odations shou ld  sub m it a  written  request with  
supporting docum enta tion  a t le ast 14 days p rior to  p rogram  sta rt wheneve r possib le . Requests will 
be  hand led  confiden tia lly and  in  good  fa ith . 
 
2. Complaint and Grievance Policy 
WBD-CTI is  com m itted  to  fa ir, re spectfu l, and  tim e ly re solu tion  of conce rns. 
A com pla in t or grievance  m ay re la te  to  p rogram  de live ry, facu lty conduct, ad m in istra tive  p rocesse s, 
e th ica l conce rns, or pe rce ived  viola tions of Institu te  policie s or the  ICF Code  of Eth ics. 
Proce d u re : 
 

1. In form al Resolu tion : Participan ts a re  encouraged  to  first addre ss conce rns d irectly with  the  
involved  party when  appropria te . 

2. Form al Com p la in t: If unre solved , a  written  com pla in t m ay be  subm itted  to  the  Program  
Director or de signa ted  adm in istra tor with in  30 d ays of the  inciden t. 

3. Review: The  Institu te  will acknowledge  rece ip t with in  7 business days and  conduct a  review, 
which  m ay include  in te rviews or docum enta tion  review. 

4. Dete rm ina tion : A written  re sponse  ou tlin ing find ings and  actions will be  p rovided  with in  30 
business days wheneve r possib le . 

No re ta lia tion  will be  to le ra ted  aga inst ind ividua ls who ra ise  conce rns in  good  fa ith . 
3. Enrollment Agreement Policy 
Enrollm ent in  any WBD-CTI p rogram  constitu te s agreem ent to : 
 

• Adhere  to  Institu te  policie s and  p rocedures 
• Uphold  the  ICF Code  of Eth ics 
• Participa te  fu lly and  profe ssiona lly in  learn ing activitie s 



• Com ple te  a ll requ ired  coursework, coach ing p ractice , m entor coach ing, and  a sse ssm ents 

Enrollm ent is  confirm ed  on ly upon  rece ip t of a  signed  enrollm ent agreem ent and  app licab le  tu ition  
paym ent. 
The  Institu te  re se rves the  righ t to  deny adm ission  or d iscon tinue  enrollm ent for viola tions of e th ica l, 
behaviora l, or acade m ic standards. 
4. Partial Completion Policy 
Participan ts who do not com ple te  a ll p rogram  requ irem ents a re  conside red  to  have  partia lly 
com ple ted  the  p rogram . 
Partia l com ple tion  does not qua lify a  participan t for: 
 

• A ce rtifica te  of com ple tion  
• ICF Leve l 1 or Leve l 2 creden tia l e ligib ility docum en ta tion  

At the  Institu te ’s d iscre tion , participan ts m ay be  e ligib le  to  re -en te r a  fu tu re  cohort with in  12 m onths 
to  com ple te  ou tstand ing requ irem ents, sub ject to  adm in istra tive  fee s and  curricu lum  a lignm ent. 
5. Payment and Fees Policy 
All tu ition , fee s, and  paym ent schedule s a re  clearly d isclosed  p rior to  enrollm ent. 
Accep ted  paym ent m e thods include  e lectron ic paym ent and  othe r m e thods as designa ted  by the  
Institu te . 
Paym ent p lans, when  offe red , requ ire  tim e ly insta llm ent paym en ts. Fa ilu re  to  m ee t paym ent 
ob liga tions m ay re su lt in : 
 

• Suspension  from  classe s or coach ing se ssions 
• Withhold ing of ce rtifica te s or transcrip ts  
• Adm inistra tive  fee s 

All fee s a re  lis ted  in  U.S. dolla rs un le ss othe rwise  specified . 
6. Refund Policy 
Refund  e ligib ility is  de te rm ined  by the  da te  of written  withdrawal notice : 
 

• Withdrawal p rior to  p rogram  sta rt: Fu ll re fund  m inu s a  non-re fundab le  adm in istra tive  fee  
• Withdrawal a fte r p rogram  sta rt bu t with in  the  first 14 days: Partia l re fund  on  a  p rora ted  

basis  
• Withdrawal a fte r 14 days: No re fund  

Re funds a re  not issued  for m issed  se ssions, partia l participa tion , or fa ilu re  to  com ple te  p rogram  
requ irem ents. 
7. Transfer of Credit Policy 
WBD-CTI does not guaran tee  accep tance  of cred its  by othe r institu tions. 
Transfe r or recognition  of p rior le arn ing m ay be  conside red  on  a  case -by-case  basis  and  m ust: 
 



• Align  with  curren t ICF com pe tency standards 
• Match  instructiona l hours , le arn ing ou tcom es, and  a sse ssm ent rigor 

All de te rm ina tions a re  fina l and  docum ented  in  writing. 
8. Illness and Medical Leave Policy 
Participan ts expe riencing illne ss, in ju ry, or m edica l em ergencie s a re  encouraged  to  p rioritize  we ll-
be ing and  notify the  Institu te  as soon  as possib le . 
Short-te rm  absences m ay be  accom m oda ted  th rough  se ssion  record ings or a lte rna te  assignm ents 
when  feasib le . 
Extended  m edica l le ave  m ay qua lify for de fe rred  participa tion  or re -en try in to  a  fu tu re  cohort, 
sub ject to  docum enta tion  and  adm in is tra tive  review. 
9. Ethical Marketing Policy 
WBD-CTI com m its to  e th ica l, accura te , an d  transparen t m arke ting p ractice s. 
The  Institu te  will: 
 

• Represen t p rogram  ou tcom es, creden tia l pa thways, and  accred ita tion  sta tus tru th fu lly 
• Avoid  guaran tee s of ce rtifica tion , em p loym en t, incom e , or creden tia l approval 
• Clearly d istingu ish  be tween  coach  tra in ing, the rapy, consu lting, and  supe rvision  

All m arke ting m ate ria ls  a lign  with  ICF brand ing and  accred ita tion  gu ide lines whe re  app licab le . 
10. Business License and Legal Status Policy 
Well-be ing by Design  Coach  Tra in ing Institu te  ope ra te s as a  lega lly registe red  business en tity in  good  
stand ing. 
Evidence  of incorpora tion , registra tion , and  requ ired  licenses is  m ain ta ined  an d  ava ilab le  upon  
request for accred ita tion , regu la tory, or aud it purposes. 
The  Institu te  com plie s with  app licab le  fede ra l, s ta te , and  loca l laws gove rn ing educa tion , tra in ing, 
p rivacy, and  business ope ra tions. 
Policies a re reviewed annua lly and subject to revision. Pa rticipants will be notified of ma teria l changes. 
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