


Forbes Road CTC
2011-2012
Adult Training
Student Handbook










Table of Contents:									Page #

Table of Contents									2-4
Telephone Directory – Administration and Adult Education				5
School Staff										5		
Daytime and Evening Faculty								6
Joint Operating Committee								7
Nondiscrimination Policy								8
Forbes’ Mission Statement								9
Admission Policy, Standards and Application Procedures				9-14
	Student Information/Emergency/Insurance Cards				10
	Act 34 Clearance								10
	Placement Test									11
	Remediation Policy								11
	Provisional Acceptance							11
	Enrollment									11
	Daytime Program Schedule							12
	Tuition and Fees								12
	Payment Policy								12
	Financial Aid Programs/Eligibility						13
	Refund Policy for Non-Title IV Aid Recipients				13
	Refund Schedules								13-14
	Tools and Textbooks								14
Division of Veterans Education							14-15
Supplemental Programs and Information Available to Adults				15-16
	Child Care									15
	Job Search/Job Placement							15-16
	Services Offered to Students with Disabilities					16
	Student Body Diversity and Retention/Graduation Rates			16
	Transcripts									16
	Voter Registration								16
Attendance, Performance, and Completion Requirements				17-22
	Attendance Policy/Loss of Credit for Non-Attendance				17
	Absences									17
	Tardiness									17
	Make Up Work								17-18
	Removal of “INC” Grade							18
	Early Dismissal Procedure							18
	Illness During School Day							18
	Emergency School Closing							18
	Class Dismissal								18




Table of Contents:									Page #

Attendance, Performance, and Completion Requirements continued:
	Withdrawal from School							18
Extended Medical/Personal Emergencies					19
	Time Sheets									19
	Satisfactory Academic Progress						19
	Grading Policy/System								19-20
	Program Completion								21
	Certification Ceremony							21
	Certificate of Completion							21-22
	Probation									22
	Appeals Process								22
Student Rights										23-25
	Applicant’s or Enrollee’s Rights at Forbes Road				23
	Forbes Road Career and Technology Center Confidentiality of Records	23-24
	Local Grievance/Complaint Procedures					24-25
	Student Records (FERPA)							25
General Information									25-26
	Pledge of Allegiance/Opening Exercises					25
	Lunch										25
	Homework									25
	Field Trips									26
	Bulletins and Bulletin Boards							26
	Lost and Found								26
Open House									26
	Vehicle Repairs								26
	Work Orders									26
Safety and Security									27-30		
	Adult Visitors									27
	Campus Safety and Security Policy and Disclosure				27-28
	Dismissal Precautions								28
	Fire Drill Instructions								28-29
	Injury										29
	Notice of Annual Security Report						29
	Safety										29-30
	Safety Glasses									30
Student Discipline Information, Procedures, and Rules					30-50
	Student Discipline Policy							30
	Aggravated Assault								31
	Authority of Faculty								31
	Bomb Threats									31
	Cheating									31
	Destruction of School/Student Property					31
	Disrespect									32	
Table of Contents:									Page #

Student Discipline Information, Procedures, and Rules continued:
Dress Code/Personal Appearance						32
Electronic Communication Devices						32
	False Identification								33
	Fighting									33
	Fire Alarms									33
	Fireworks									33
	Forging/Falsifying Any School Form						33
	Gambling									33
	Harassment									33
	Leaving the Classroom								33
	Locker Regulations								33-34
Locker Search Policy								34
	Passengers									34
	Personal Relationships								34
	Personal Search								35
	Profanity									35
	Sexual Harassment								35
	Smoking									35
	Stealing									35
	Student Parking								35-36
	Student Standard of Conduct at School Sponsored Events			36
	Telephone Policy								36
	Transportation Guidelines for Field Trips and Other School Functions		36
	Weapons in the Schools/ACT 167						36-37
Computer Network/Internet Access and Usage					37-40
	Student Drug/Alcohol Use/Abuse/Possession					40-48
		Student Standard of Conduct						40
		Drug and Alcohol Policy						40-41
		Definitions								41-42
		Regulations								42
		Drug and Alcohol Prevention Information				42-43
		Resources								43
		Effects of Drugs and Alcohol						43-47
		Risk Factors for Addiction						47-48
	Disciplinary Procedures							48-50
Appendix										51		
2011/2012 Forbes Road CTC Calendar
Building Floor Plans
	Voter Registration Form

TELEPHONE DIRECTORY

ADMINISTRATION
      Administrative Director……………………..	Mr. Paul R. Balint	x212
      Assistant Director…………………………….	Mr. Jeffrey L. Geesey	x230
      Asst. Director/Supervisor of Voc. Curriculum…Ms. Georgiana Gamberoni	x242 
      Business Manager…………………….……..	Ms. Jennifer Kautz	x214 

ADULT PROGRAM DEPARTMENT STAFF
     Adult Program Office Manager		x223
     Adult Training Coordinator	Ms. Christine Scalise	x253
     Gas Well Tending Program Coordinator	Mr. Jim Wright	x254

SCHOOL STAFF
SECRETARIAL STAFF
     Administrative Director’s Assistant	Ms. Christina Zvirman 
     School Office Secretary	Ms. Danielle Clark
     School Office Secretary	Ms. Darla G. Lennox

BUSINESS OFFICE STAFF
     Business Manager………………………………………Ms. Jennifer Kautz
     Accounting Clerk……………………………………Ms. Diane Etherington
     Business Office Clerk……………………………………..Ms. Donna Kitch

ORGANIZATION SUPPORTIVE SERVICES
     Technology Coordinator	Mr. Chris Varner
     Building/Grounds Coordinator	Mr. William F. Arndt
     ABC Day Care Coordinator 	……….Ms. Kelly McCord













DAYTIME AND EVENING FACULTY

FACULTY – daytime programs
Advertising Design	Ms. Janel Perretta
Automotive Technology	Mr. Donald Kosker
Automotive Technology	Mr. James Herman
Building Construction Technology	Mr. Anthony Kresicki
Building Construction Technology	Mr. James Cristillo
Child Care Services	Ms. Cherie O’Neal
Collision Repair Technology	Mr. John Lyman
Computer Networking and Security 	Mr. George Karnbauer
Cosmetology	Ms. Sue Stewart
Cosmetology 	Ms. Janice Schano
Culinary Arts	Ms. Christine Miranda
Culinary Arts	Mr. Roy Olsavsky
Diesel Technology	Mr. Rob Lydiard
Dental Careers	Ms. Sandra Semcoski
Electrical Technology	Mr. Daniel Shorthouse
Emergency Response Services 	Ms. Elizabeth Willcox
English Communications	Ms. Paula MacArthur
Gas Well Tending	Mr. Bill Powers/Mr. Jim Wright
Health Science Technology	Ms. Patrice Cormier
Heating, Ventilation & Air Conditioning	Mr. Matt Bornak
Information Technology and Gaming	Ms. Beverly Koch
Landscape Design	
Math/Science	Ms. Deborah Trumble
Multimedia Design 	Mr. Eric Pino
Machine Tool Technology 	Mr. Keith Rhodes
Physical Education/Health…………………………………	Mr. Jeffrey Peters
Social Studies……………………………………………………………………
Warehouse Management……………………………….…Ms. Roxanne Oberst

FACULTY – evening programs
Auto Body II…………………………………………………...Mr. John Lyman
Automotive Mechanics………………………………………...Mr. Don Kosker
Certified Production Technician (CPT)…………………....Mr. Dan Shorthouse
Emissions Inspection and Re-Certification………………..…. Mr. Rob Lydiard
Heating, Ventilation & Air Conditioning…………………Mr. Matthew Bornak
Nurse Aide 	
State Safety……………………………………………………..Mr. Don Kosker

JOINT OPERATING COMMITTEE

President	………………..………………………………….…………………….….. David Magill
Vice President………………………………………………………………. ……Robert Tomasic
Secretary	…………………...…………………………………..................................Jennifer Kautz
Treasurer………………………..…………………….….……………………..….Arlene Loeffler


DISTRICTS	        REPRESENTATIVES		ALTERNATES

Allegheny Valley	                   Joseph Gajdosik			Larry Pollick

East Allegheny                             Frank B. Pearsol			Stephen Volpe

Gateway	                   David Magill			 	Jim Rosipal

Highlands	                   Carrie Fox			            Debbie Beale

Penn Hills	                   John Zacchia			   	 Margie Krogh

Plum	                   Jeffrey Russo				Rose McGuirk

Riverview	                   Arlene Loeffler			 Dean Hornsby

Wilkinsburg	                   Jerome Garrett			 Nanete Hamlin-Black
				             or Barbara Thompson

Woodland Hills	          	      Robert Tomasic	     	             Robert Clanagan

ADMINISTRATION
Superintendent of Record	……………………….…Mr. Roger D’Emidio
Assistant Superintendent of Record	……………….Dr. Lillian Naccarati 
Administrative Director	………………………………Mr. Paul R. Balint
Assistant Director/Principal…………………………	Mr. Jeffrey L. Geesey
Super. of Voc. Ed./Assist. Principal………………. 	Ms. Georgiana Gamberoni
Business Manager	…………………………………...Ms. Jennifer Kautz






NONDISCRIMINATION POLICY

AFFIRMATIVE ACTION PROGRAM FOR EQUAL EDUCATION OPPORTUNITIES AND PRACTICES

In accordance with the Pennsylvania Human Relations Act (43P.S. §951-963) no student shall be denied access to a free and full public education on the basis of race, religion, national origin, or handicap.  Forbes Road Career and Technology Center provides equal education opportunities, as well as access to its programs and services that are designed to meet the varying needs of each student. Referrals, admissions, and services shall be made without regard to race, color, religion, handicap, disability, national origin, ancestry, age (limitations due to applicable law) or gender. Program services shall be accessible to handicapped/disabled students through the most practical and economically feasible methods available. For information regarding services, activities, programs, and facilities that are accessible to and usable by handicapped persons, contact the Assistant Director of Career and Technical Education. These methods may include, but are not limited to, equipment redesign, the provision of aids, the referral of alternative service delivery locations and structural modification. Further, no student will, on the basis of gender, be excluded from participating in, denied the benefits of, or subjected to discrimination under any educational program or activity conducted by the school. Any student, parent or guardian, resident or client who believes he/she has been discriminated against may file a complaint of discrimination.
Any student who believes they have been discriminated against may file a complaint of discrimination with any of the following:

Jeffrey L. Geesey, Assistant Director of Vocational Career and Technical Education; Title IX; 503/504; ADA Coordinator
Forbes Road Career & Technology Center
607 Beatty Road
Monroeville, PA  15146-1550
(412) 373-8100 X230

Bureau of Civil Rights Compliance			Office of Civil Rights
Department of Public Welfare				US Dept. of Health & Human Services
Room 521 - Health & Welfare Bldg.			Region III
PO Box 2675				PO Box 13716
Harrisburg, PA  17105				Philadelphia, PA  19101

PA Human Relations Commission			Bureau of Civil Rights Compliance
Executive House				Dept. of Public Welfare
101 S. Second Street - Suite 300				Western Field Office
PO Box 3145				702 State Office Bldg.
Harrisburg, PA  17105				300 Liberty Avenue
				Pittsburgh, PA  15222

Commission on Secondary Schools, Middle States Association of Colleges & Schools
3624 Market Street
Philadelphia, PA  19104-2680

Publication of this policy is in accordance with State and Federal laws including Title IX of the Educational Amendments of 1972, Sections 503/504 of the Rehabilitations Act of 1973 and the Americans with Disabilities Act of 1992.

Inquiries should be directed to Jeffrey L. Geesey, Assistant Director of Vocational Education/Title IX Coordinator, 503/504 Coordinator, Forbes Road Career & Technology Center, 607 Beatty Road, Monroeville, PA  15146-1550, phone (412) 373-8100, jeffreyg@forbesroad.com.
FORBES’ MISSION STATEMENT

The mission of Forbes Road Career & Technology Center is to provide a quality educational program that enables all individuals to achieve their fullest potential in the pursuit of high skill employment and advanced education.  Each student shall be equipped with the technical, academic, human relation and life-long learning skills necessary to adapt in a changing economy and to compete in the global marketplace.

ADMISSION POLICY, STANDARDS AND APPLICATION PROCEDURES

Selection of adult students will be the responsibility of the administration of Forbes Road Career and Technology Center. It will be the policy of Forbes that all course (program) announcements, guidance materials, and brochures originating from Forbes convey the philosophy of equal access to all students considering enrollment in its Technical Training programs. It is further affirmed that all curriculum offerings, student organization membership, and student employment practices will be handled without discrimination based on sex, race, color, religion, age, national origin, or handicap.

Enrollment in Forbes’ intergenerational training is based on the number of vacancies in each vocational program. Vacancies will be filled on a first-come/first-serve basis with priority given in the following order: 1) high school students before adults, 2) participating school district residents before applicants residing outside of the participating school districts’ area.

Prospective adult students must be 18 years of age and are required to possess a high school diploma or GED. The school may not require a high school diploma or GED for short term community education courses.

ADMISSION PROCEDURES
Requirements for admission are listed below.  Please review and follow these procedures to complete the enrollment process at Forbes.
REQUIREMENTS
You must have the following documentation on file to be accepted into the program:
· Completed Admission Application
· $30 Non-Refundable Application Fee
· High School Diploma, GED Diploma, or College Degree
· Proof of age – must be at least 18 years old
· Signed Release Form
· Background Check - approved
· Placement Test 
· FAFSA completed for financial aid
PROCESS
Complete Admission Application and return with the signed Release Form, copy of High School Diploma, and $30 non-refundable application fee.
The candidate can apply for financial aid online by going to www.fafsa.ed.gov and completing the FAFSA.
After Forbes reviews your Admission Application, you will receive a phone call to schedule a date and time to take the Placement Test.  The Placement Test is required to evaluate the need for academic brush up and assist the student in selecting the most appropriate training program.  
After completing the Placement Test and reviewing the results of the Background Check, Forbes will contact you to inform you of your status.  
Upon approval, you will be given a date and time to meet with the Adult Training Coordinator for your orientation.  At this meeting, you will be asked to bring your photo I.D. as proof of age.  It is MANDATORY to attend this meeting.  You will not be enrolled in the program until the orientation paperwork has been completed.
For special training programs that are not financial aid eligible, the school may not require a high school diploma or GED.  The Forbes Road CTC Student Admission Committee will review all applications to determine their status. Students applying for enrollment at Forbes will be required to participate in a post-admission interview and complete the following:

1. Admission’s Application
2. Shop Permit/Medical Authorization & Student Information Form
3. Student Handbook Agreement
4. Student Survey
5. Act 34 Clearance - No Criminal Offenses
6. Parking Permit
7. Network/Internet Access, Media Release & Usage Agreement
8. Applicant or Enrollee’s Rights at Forbes Road CTC
9. Local Grievance/Complaint Procedures Form

Any change in student information (employment status, income, address, phone, etc.) must be reported to the Adult Education Office promptly.

STUDENT INFORMATION/EMERGENCY/INSURANCE CARDS

At the beginning of the school year, usually during orientation, all students are given an emergency information form. It must be completed and returned to the Adult Program Department. Students will not be permitted to operate equipment until the completed form is returned. Any change in the student information card (address, phone number with area code, social security number etc.) is to be reported to the Adult Program Department promptly.

Included on this form is student insurance information.  It is strongly recommended by the Administration that adult students have medical insurance. Although Forbes Road CTC has an excellent safety record, the potential for accidents is high due to the industrial type of equipment in the programs. The school is not responsible for the cost of medical treatment. Therefore, unless sufficient medical coverage is carried by the student a sizable hospital bill could be incurred for x-rays, treatment, or other medical expenses.

ACT 34 CLEARANCE

All students must have an Act 34 Clearance form completed, processed and approved prior to enrollment. Any student who has been involved in any criminal activity or convicted of a criminal act may be terminated at the administration’s discretion.  Information about any previous arrests or convictions must be disclosed when the Admission’s Application is completed.

PLACEMENT TEST

Assessment tests may include the Keys to Work and the TABE (Test of Adult Basic Education). Results will be kept confidential and used for determining a students’ need for remediation and support services.

REMEDIATION POLICY

Students may be required to take Skills Specific Remediation and Job Search/Job Readiness classes in addition to the vocational training classes. Students are not charged for these courses, nor are the hours of attendance included in the calculation of enrollment status.

PROVISIONAL ACCEPTANCE

Adult students will be accepted on a provisional basis for 2 weeks. The admissions team will evaluate attendance, attitude and employability to determine continued participation in training.

ENROLLMENT

Nine hundred hour vocational training programs are available during the regular school year which begins August 29, 2011 and ends June 4, 2012. Three hundred hour evening vocational training programs are also available during the regular school year.  Students may enroll for shorter term programs of 450 hours to upgrade their skills.  All training programs are competency-based.  Former high school students who attended Forbes Road CTC and are in good standing are eligible to apply for enrollment in Adult Training programs to complete the required hours for a program not finished during high school.

Forbes offers vocational training in the following programs:
900 hour Daytime Vocational Programs:		300 hour Evening Vocational Programs:
Advertising Design*					Automotive Technology
Automotive Technology*				Heating, Ventilation and AC
Building Construction Technology*			Machine Tool Technology
Child Care Services*					Manicuring
Collision Repair Technology*
Computer Networking & Security*			Short Term Training Programs:
Cosmetology*						Certified Production Technician (CPT)
Culinary Arts*						Gas Well Tending
Dental Careers*					Nurse Aide
Diesel Technology*
 (
Middle States accredited programs
*Programs approved for Title IV funds
)Electrical Technology*
Emergency Response Services*
Health Science Technology*
Heating, Ventilation and AC*
Information Technology & Gaming*
Landscape Design
Machine Tool Technology*
Multimedia Design*



DAYTIME PROGRAM SCHEDULE

			900 hour Daytime			300 hour and Short Term Training
			Training Programs			Programs start and end times will
								Differ depending on the class.
Arrival Time		7:25 AM
Class Start Time	7:30 AM
Class End time		1:00 PM

Daytime programs require all adult students to clock in and out each day.  STUDENTS MUST CLOCK IN BEFORE GOING TO CLASS AND CLOCK OUT DAILY ON THE TIME CLOCK IN THE ADULT EDUCATION OFFICE. FAILURE TO CLOCK IN OR OUT COULD RESULT IN EXPULSION FROM FORBES ROAD CTC. AFTER CLOCKING IN, STUDENTS ARE TO REPORT DIRECTLY TO CLASS AND BEGIN WORKING ON ASSIGNMENTS.  Time cards are collected each week to verify attendance.  If a student does not punch in or out, they will not receive credit or clock hours for that day.

TUITION AND FEES

Adult tuition is determined annually by the Forbes Road CTC Joint Operating Committee. Arrangements for tuition payment for students on a payment plan must be made prior to start of the class. Tuition does not include the cost of books, tools, and supplies. The tuition cost for the 2011-2012 program year is $5,850 for a 900 hour program for all classes, with the exception of Cosmetology. The tuition for Cosmetology is $8,125 for a 1250 hour program. The tuition cost for a 300 hour program ranges from $2,250 to $2,550.  Tuition costs for short term programs are available in the program catalog.  The cost of books, tools and supplies varies by program. The cost of these will be added to the tuition costs to arrive at a total amount due. Students are required to pay a one-time $30 non-refundable application fee. Students who are paying their own tuition must make payments by the fifth business day of each month. If payment is not made by the fifth of the month, the student will not be permitted to continue in the training program. Once payment is made the student may return to class. Each day of non-attendance due to failure to pay tuition will be recorded as an absence.

TUITION FOR RETURNING STUDENTS
Cosmetology:
Cosmetology students returning to make up hours or receive additional training will be charged $7.50 per hour.  
900 hour programs:
Students returning to make up hours, complete industry certification(s) or receive additional training in a previously attended program will be charged as follows:
Less than 450 hours			$7.50/hour
450 hours or one term			$2,925
900 hours or full academic year	$5,850

PAYMENT POLICY

Students being funded by outside agencies must have a written contract or official letter of approval from the agency prior to beginning classes.  Any fees not funded by the agency, must be paid by the student according to the due dates.  Forbes will bill the Funding Source for the amount due after the student attends the first day of class.  Payment options are by the semester or the school year.  Payment is due immediately upon receiving the invoice.  
FINANCIAL AID PROGRAMS

Financial Aid programs available at Forbes Road are:
1. Pell Grant
2. Subsidized Stafford Loan
3. Unsubsidized Stafford Loan
Forbes provides a supplemental Financial Aid Handbook to those students qualifying for Title IV funds.  The Financial Aid Handbook is also available on the Forbes’ website.

FINANCIAL AID ORDER OF AWARD

Forbes Road Career & Technology Center requires all students who would like to be considered for financial aid to apply for a Pell Grant, using the Free Application for Federal Student Aid. In addition to the Pell Grant, students are encouraged to seek out funding through PA Career Link, TRA, OVR and any other outside sources of aid.

FINANCIAL AID ELIGIBILITY

To be eligible to receive federal financial aid available through Forbes Road Career & Technology
Center, a student must:
· Have applied online for Free Application for Federal Student Aid
· Be enrolled in an approved course of study
· Have a high school diploma or a GED certificate
· Be a US citizen or eligible non-citizen
· Make satisfactory academic progress
· Register with Selective Service if required
· Not be in default on a Title IV loan
· Not owe a refund on a Title IV grant

REFUND POLICY FOR NON-TITLE IV AID RECIPIENTS

If a student withdraws from the Forbes Road Career and Technology Center Adult Education Programs, he/she will be automatically reviewed for a refund of tuition paid according to the schedule below.  
Students withdrawing from the program prior to the start of the program will receive a full refund of all payments received except for the non-refundable fees and costs.  Students who withdraw after the program starts will have refunds made to the appropriate federal programs. Students on a regular payment plan would receive a refund according to the schedule below.  Agencies funding tuition and fees will also receive a refund according to the schedule below.  Official withdrawal must be made in writing. Non-attendance, notification to an instructor, or telephone calls to the school DO NOT constitute official withdrawal.

REFUND SCHEDULES 

Withdrawal through the Official First Day of the semester		100% Tuition & Fees
First calendar week of classes						100% Tuition Only
Second calendar week of classes					70% Tuition Only
Third calendar week of classes						55% Tuition Only
Fourth calendar week of classes					25% Tuition Only
After the fourth calendar week of classes				None
All withdrawals must be requested and processed by the end of the third week of classes to be eligible for refund.  There are no refunds after the fourth calendar week of classes.  Students withdrawing from the program prior to the start of the program will receive a full refund of all payments received except for the non-refundable fees and costs.  Student fees and costs for expendable items are not refundable. No refunds of $25.00 or less will be made.

TOOLS AND TEXTBOOKS

After acceptance into the program, the student will receive a list provided by the program instructor which includes books, supplies, tools, etc. that will be required for the course.  Items that are ordered by the School for the student will be purchased with the understanding that when the student’s funding becomes available, the item(s) will be charged to their account for payment.  Other items will be the responsibility of the student to purchase.

All tools, supplies, equipment, or texts provided by the Funding Source (ex. Career Link) must remain on school property until completion of the program and become property of the student upon completion. When receiving any tools, supplies, equipment, or texts provided by the Funding Source, the student must sign a receipt to acknowledge acceptance. Returning students who have received tools, supplies, and equipment in previous Forbes Training Programs, are not eligible to receive duplicates. 

DIVISION OF VETERANS EDUCATION

STATE APPROVING AGENCY

The State Approving Agency's (SAA) role is to approve and supervise the programs of education and training for eligible veterans, dependents, National Guard members and reservists.  The Pennsylvania SAA operates within the Pennsylvania Department of Education.

POLICIES FOR STUDENT VETERANS/ELIGIBLE PERSONS/RESERVISTS RECEIVING V. A. EDUCATIONAL ASSISTANCE

Information regarding time limits, benefit eligibility, and benefit information can be found by contacting the U.S. Department of Veterans Affairs (VA) at www.gibill.va.gov.

V. A. EDUCATIONAL ASSISTANCE ALLOWANCE LEAVE

Leave of absence is granted only to students who wish to temporarily interrupt their training for personal reasons. A request for leave must be made in advance in writing, or time away from school will be considered an absence. The Veterans Administration will be notified immediately when a veteran student is granted a leave of absence.

CLASS CUTS

Class cuts are not permitted and shall be recorded as absences.

MAKE UP WORK

Make up work is not permitted for the purposes of receiving Veterans Administration Training Allowances.


CREDIT FOR PREVIOUS EDUCATION AND TRAINING

Appropriate credit is given for comparable previous education and training, and the training period will be shortened accordingly.

REFUND POLICY (Non-accredited Programs)

In the event a veteran or eligible person fails to enter the program, or withdraws or is discontinued there from at any time prior to completion, the amount charged to the veteran/eligible person for tuition, fees and other charges for a portion of the program shall not exceed the approximate pro rata portion of the total charges for tuition, fees and other charges that the length of the completed portion of the program bears to its total length.

SUPPLEMENTAL PROGRAMS AND INFORMATION AVAILABLE TO ADULTS

CHILD CARE

All students must adhere to the policies outlined in the ABC Daycare Parent Handbook. Parents driving to school with children enrolled in the on-site Child Care Center should temporarily park near the Bldg. #1 west side doors and drop their children off at the Child Care Center. They should move their car to the regular student parking lot and proceed to class. Children should not go to class with their parent.

Enrollment arrangements must be made with the Child Care Center Coordinator in advance. Eligibility for DPW or Title XX funding must be determined by the Department of Public Welfare or the Coordinated Child Care Services Office and verified prior to receiving any child care service. Parents will be provided a written financial agreement upon enrollment in the center. 

ABC’s at Forbes administers a variety of payment plans. Parents are responsible for ensuring that all agreements are maintained, all forms (as required) are submitted to the proper authorities, and that payments are made promptly.

JOB SEARCH/JOB PLACEMENT

Forbes Road Career and Technology Center offers its students the opportunity to locate and secure employment through the services of the job search center located in the Adult Program Department. While the school does not guarantee employment, students may avail themselves of a variety of services to aid them as they look for work. These services include workshops in resume preparation, cover letter writing, interviewing skills, follow-up letter writing, and application preparation.  Local job vacancies are posted in the job search center.  

The Forbes Adult Program Department provides employment assistance through enrollment in the Pennsylvania Career Link database.  Students are provided with instructions and guidance for enrollment in the Commonwealth Workforce Development System.  All students enrolled in adult training are expected to pursue training-related employment.

The goals of the Job Search Services are to:
1. Prepare students for job search
2. Identify job openings
3. Inform students of job openings
Local employers in the field often contact Forbes’ instructors when job opportunities arise.  The instructor will recommend the most qualified, dependable person for the position.  Job shadowing, on-the-job training or paid/unpaid internships are options used by employers to ease the student into the position.  The student gains valuable experience and the employer has a chance to observe the student’s work skills and habits on the job.  

Data submitted in the Middle States Annual Report for the 2009-2010 program year reflects a 100% placement rate within two years of completion of the program.

SERVICES OFFERED TO STUDENTS WITH DISABILITIES

A school may not discriminate on the basis of disability. It must insure that the programs it offers are accessible to students with disabilities.  

If a student requests accommodations because of his/her disability, they must disclose this information in order to receive special services.  For those with hidden disabilities, such as learning disabilities, psychiatric disabilities or a chronic health impairment, it is reasonable and appropriate for Forbes to request documentation to establish the validity of the request for accommodations, and to help identify what accommodations are required.

Forbes realizes each student’s needs are individual.  Possible accommodations will be determined based on a qualified professional’s evaluation and documentation provided by the student. Documentation should be completed and signed by a professional familiar with the applicant and the applicant’s disability—such as a physician, psychologist or rehabilitation counselor. It should verify the disability and suggest appropriate accommodations.

Qualified interpreters, assistive listening systems, captioning, TTYs, qualified readers, audio recordings, taped texts, Braille materials, large print materials, materials on computer disk, and adapted computer terminals are examples of auxiliary aids and services that provide effective communication.  

Examples of testing accommodations Forbes’ instructors may use are allowing a student extended time to complete a test or providing a distraction free space, or readers.

STUDENT BODY DIVERSITY AND RETENTION/GRADUATION RATE

All institutions participating in Title IV, HEA Student Financial Aid Programs must make available information about the student body diversity, retention rate and completion/graduation rates.  Current and prospective students can access this information on the College Navigator website at http://nces.ed.gov/collegenavigator/. 

TRANSCRIPTS

Transcripts of grades will be sent to employers, educational institutions, and the armed services upon written request of the student.

VOTER REGISTRATION
Forbes provides voter registration forms to all adult students.  A copy of the form is included in the appendix of the Adult Training Student Handbook.  Additional registration forms are available in the job search area in the Adult Program Department.

ATTENDANCE, PERFORMANCE, AND COMPLETION REQUIREMENTS

ATTENDANCE POLICY/LOSS OF CREDIT FOR NON-ATTENDANCE

The Board of Forbes Road Career and Technology Center recognizes that the primary function of vocational education cannot be carried out unless students are present. It is our belief that only through regular attendance can a student progress at a successful rate. Also, because attendance is part of the student’s cumulative record, it is important that good school attendance habits be established for successful employment. The responsibility for attendance at school is the student’s, while the responsibility for attendance accounting is the schools.  
Adult students can miss 45 clock hours (nine days) in a 900 or 300 hour program during the enrollment period to successfully complete the program.

Students enrolled in a short term program will be provided with a separate attendance policy.

When a student exhibits a pattern of excessive absenteeism or when a teacher or any other staff member becomes aware of any unnecessary absence(s), that staff member will discuss the problem with the student at the first opportunity. Staff members will meet with the student to discuss ways to solve the problem.

Any student absent more than 20 days of class will receive no credit (NC) for the period of enrollment.  

ABSENCES

When a student is absent two (2) or more days, a conference may be held and the funding agency may be notified regarding the reason of absenteeism and its effects on the student’s grade. Students must call 373-8100 ext. 253 or 223 by 8:00 AM to report off for each day of absence.

TARDINESS

Students who are tardy (arriving after 7:30 a.m.) are to report directly to the Adult Program Department Secretary or Coordinator after punching in.  The student will receive a late admittance slip, and report directly to class. Excessive tardiness will not be tolerated and may be cause for disciplinary action. If a student arrives after 7:45AM, they must sign the attendance log in the Adult Program Department.  Students may be marked absent by the instructor if attendance is taken before they arrive.  Students are advised to call 373-8100 ext. 253 or 223 by 8:00 AM to notify Adult Program Department in the event a student is tardy.

MAKE-UP WORK

Class work

Students who are absent from school for any reason are to be given the opportunity to make up any work they have missed. It is the student’s responsibility to approach the instructor and request to make up the work lost. Every effort should be made by the student to make up the missed work by the end of the grading period. Cosmetology students must be present in order to receive state board certified hours.



Tests or other Assessments

If a student is unable to take an examination because of absence, the teacher will record a grade of Incomplete (INC) for the student. The adult training coordinator and school counselor will be advised when the makeup work is completed and a grade is substituted. Any exam not made up will become a failure.

REMOVAL OF “INC” GRADE

For every “INC” grade that is recorded on the report card, the teacher will place on file with the adult training coordinator and school counselor a contract setting forth the work to be made up in order to remove the incomplete grade. The coordinator and school counselor will be advised when the make-up work is completed, and a grade substituted for the “INC”. Unless special approval is given by the administration, an “Incomplete” grade must be cleared within two (2) weeks following the student’s return. Failure to do so will result in the grade becoming an automatic failure.

EARLY DISMISSAL PROCEDURE

Any student who requests an early dismissal must request an early dismissal excuse from the Adult Program Department upon their arrival at school. Students will then present their early dismissal form, on the day of dismissal, to their teacher for signature, and return the signed form to the Adult
Program Department, Building #1.

ILLNESS DURING SCHOOL DAY

If a student becomes ill during the school day, a hall pass must be obtained from the teacher and the student must report to the Adult Program Department in building #1. The Adult Program staff determines if the student needs to see the School Nurse, except for emergency situations. Leaving the school because of illness without the proper authorization will be considered a class cut.

EMERGENCY SCHOOL CLOSING

In the event Forbes Road CTC closes or plans for a 2-hour delay, an announcement will be made on radio stations KQV, KDKA (1020 AM), WTAE (1250 AM), 3WS and on TV channels 2, 4 and 11. In the event of a 2-hour delay, adult students are to arrive 2 hours after their scheduled arrival time.

CLASS DISMISSAL

Students are expected to remain in their program area until the instructor releases them at the designated time. Please keep in mind that the instructor dismisses the class, not the dismissal bell.

WITHDRAWAL FROM SCHOOL

Students who wish to withdraw from Forbes Road CTC prior to completion of training must notify the Adult Program Department and complete a Withdrawal Form. The student must have all debts cleared through the Business Office. All texts and materials must be returned unless the student has paid for the materials. The V.A. will be notified when a veteran withdraws from school.




EXTENDED MEDICAL/PERSONAL EMERGENCIES

In cases of extended medical/personal emergencies, the student must withdraw and re-enroll at a later time. Re-enrollment is based on space availability, funding eligibility and approval of the funding agency.  More detailed information regarding Leave of Absence is outlined in the Financial Aid Handbook.

TIME SHEETS

Time sheets will be completed by the student and signed by the instructor for eligible adult students. The student is responsible for turning in the time sheets to the funding source every week. While enrolled in school, students who are eligible for need-based payments will not be paid for any excused or unexcused absences or holidays. Students should not sign their time sheets ahead of time.

SATISFACTORY ACADEMIC PROGRESS

To maintain satisfactory academic progress a student must be in compliance with the attendance policy and average a 73% - C grade or better during the period of enrollment. The student is evaluated in theory and/or clinical at the end of each level. The student is promoted to the next level when level objectives have been achieved along with the requirements of the current curriculum.  To attain advancement, the student must satisfactorily complete clinical courses, maintain adequate theory grades, demonstrate aptitude, skills and adhere to school standards.

The academic year is based on 900 hours:
1st Semester - 450 Clock Hours
2nd Semester - 450 Clock Hours

Eligibility for receiving credit at Forbes Road CTC will require the student to be in attendance and miss no more than the maximum number of days.  Any adult student who exceeds the maximum number of days of absence will be placed on academic notice and may be terminated.  The student’s attendance and performance will be evaluated by the instructor and discussed with the Adult Training Coordinator. Exceeding the maximum number of days may result in class withdrawal initiated by the instructor. 

If a student is terminated or withdrawn from the program, he/she will receive a no Credit (NC) grade for the period of enrollment and will not be issued a Certificate of Completion.  Students may appeal a termination in accordance with the Forbes Road CTC appeals process.  Faithful attendance alone, however, does not guarantee a student will pass the course.  Significant achievement and regular attendance ensure passing.

Forbes Road’s policy regarding absences from school is in strict accordance with the Pennsylvania School Code.

GRADING POLICY

Students’ evaluations will be determined every nine (9) weeks.  A grade report will be given to the student. A copy of the report card will be maintained in the students file.




GRADING SYSTEM

The following grading scale is used to determine letter grades at Forbes Road CTC:

Percentage Letter Grade
93 - 100	Excellent 		A
83 - 92 		Above Average	B
73 - 82 		Average 		C
63 - 72		Below Average		D
55 - 62 		Failure			F

20+ 		days absent		NC (no credit)

The final grade is the average of the grading periods for which the student is enrolled. The minimum passing grade is 73%. Any student achieving less than a 73% in a course at the end of the course is not given credit for the course and will not achieve the level objectives.

Students are continually evaluated during each theoretical course by tests, quizzes, projects, lab demonstrations and instructor assignments. Students may obtain their course grade average to date from their instructor anytime throughout each level. Students will receive documentation of their final grade in each course. Monthly evaluations based on competency are prepared by the teacher and includes the student’s grade.

Any student whose grade falls below 73% on the monthly evaluation and/or report card in any course will be placed on academic probation for two months until completion of their current level, whichever comes first, during which time academic improvement must take place. The Adult Training Coordinator will counsel the student and provide written documentation of the counseling session. Counseling will be available during the probationary period and if no improvement is made, the student will be dismissed from the program and becomes ineligible for financial aid.

The final grade for the year is the average of the four (4) grading periods.  If the student has any outstanding financial obligations to Forbes the final report card and/or certificate of completion will be held until the obligation is paid in full. 

The Health Science Technology course requires clinical experiences and the students will also be given clinical grades. Clinical grades will be determined based on the Forbes Road CTC grading scale according to the student’s achievement of the Clinical Performance Objectives. Considered in the clinical grade is the student’s ability to:

A. Provide direct patient care/restorative care/mental health and social service needs, assist in dietary/assist in surgical packing
B. Provide safe, competent direct patient care that protects both client/patient and student from legal implications
C. Follow school and agency policies during clinical affiliations
D. Become self-directed personally and professionally in functioning with the role of the nursing assistant

The grading scale for Health Science Technology Clinical is as follows:
S - Satisfactory Clinical 85 points or greater
U - Unsatisfactory Clinical 84 points or less
In the clinical setting, the student is required to maintain satisfactory progress.
PROGRAM COMPLETION

Completion is determined by the fulfillment of specified hours and achievement of appropriate course competencies necessary to acquire and maintain entry-level employment.  The definition of completion may vary depending on the funding source — it is each student’s responsibility to learn his/her own completion requirements as specified by the funding source.

CERTIFICATE CEREMONY

Adult students, who satisfactorily complete their program training hours by June 30 of the program year that they are enrolled, may participate in the Certificate Ceremony if recommended by their instructor.  Students will receive notification of the location, date and time from the Adult Program Department.

CERTIFICATE OF COMPLETION

A “Certificate of Completion” will be issued to students in their course of study outlining the competencies completed.  Certificates will be withheld until all financial obligations to Forbes are met.  To receive a “Certificate of Completion”, the following are required:
· A final average of 73% or better in the grading periods for which the student is enrolled
· The recommendation of the Instructor
· Acceptable attendance record
There are different levels of completion.  A Certificate will be issued to students in their course of study provided they meet the standards listed below for one of the eligible certificates. To receive one of the certificates, it is required that you must meet the following standards:

   Certificate of Excellence

•	A final average 93-100% in the four (4) grading periods
•	Passed the NOCTI with advanced rating for both the written and performance test
•	Missed from 0-8 days combined total of excused and unexcused 
•	Passed 90% or more of competencies for their chosen career objective with 80% or higher 
•	Instructor recommendation
•	Completed senior project
•	Completed senior portfolio

Certificate of Proficiency

•	A final average of 83-92% in the four (4) grading periods
•	Passed the NOCTI test with either advanced or competent ratings on both the written and performance test
•	Missed 9-12 days combined total of excused and unexcused
•	Passed 80% or more of competencies for their chosen career objective at 80% or higher 
•	Instructor recommendation
•	Completed senior project
•	Completed senior portfolio

Certificate of Attainment

•	A final average of 73-82% in the four (4) grading periods
•	Attained NOCTI test with a basic rating in both the written and performance test
•	Missed 13-16 days combined total of excused and unexcused 
•	Passed 70% or more of competencies for their chosen career objective at 80% or higher
•	Instructor recommendation
•	Completed senior project
•	Completed senior portfolio

Certificate of Attendance
•	A final average of 63-72% in the four (4) grading periods
•	Attained NOCTI test with a below basic or basic rating in both the written and performance test
•	Missed 17-20 days combined total of excused and unexcused
•	Passed 60% or more of competencies at 80% or higher
•	Instructor recommendation
•	Completed senior project
•	Completed senior portfolio

PROBATION

The progress of each student will be evaluated by the Adult Training Coordinator monthly.  At that time, any student who is in danger of not making satisfactory progress due to poor performance or poor attendance/tardiness will be placed on probation for two months or until completion of their current level, whichever comes first. During the probationary period the student will be given assistance by the coordinator and/or the faculty to improve attendance and/or grades. The student retains their eligibility to receive funding during the probation period. If the student has not achieved satisfactory progress (73% or higher) at the end of the probation period, then the student will be terminated from the program. 
Each level is prerequisite for the next; therefore, satisfactory completion of each grading period is necessary for promotion to the next grading period. Students who participate in externships receive a satisfactory or unsatisfactory grade based on individualized basic performance objectives. Employers provide a monthly and final evaluation.

APPEALS PROCESS

Procedure for appeal of a negative determination by the student is as follows:
Students who fail to meet one or more of the satisfactory progress requirements must submit a written appeal to the Adult Training Coordinator for review. The student will be notified of the decision within two weeks of receipt of the appeal. The following types of information may be considered in determining if the student is still maintaining satisfactory progress:

1. An extended illness
2. Death in the family
3. Personal injury
4. Other special or unusual circumstances that result in undue hardship to the student

If none of these situations exist, then the student is dismissed.  No appeals will be granted if a student’s absence exceeds 20 days. If a student is not satisfied with the outcome of the appeal process he/she may, within five calendar days, continue to pursue the matter under Forbes Road Career and Technology Center’s Grievance Procedures. Students who appeal a termination because of absences that exceed the maximum number of days, and are approved for re-enrollment must make up any days beyond the allowable days of absence.

STUDENT RIGHTS

APPLICANT’S OR ENROLLEE’S RIGHTS AT FORBES ROAD

Forbes Road has assured the U. S. Department of Labor and the Pennsylvania Department of Labor and Industry that no person shall, on the basis of race, color, religion, sex, national origin, age, handicap, or political affiliation or belief, be excluded from participation in, denied the benefits of, be subjected to discrimination under, or denied employment in the administration of or in connection with any program or activity funded under the Act. That means that:

· You may not be segregated or treated any differently from other applicants or enrollees because of your race, color, religion, sex, national origin, age or handicap, while you are
registered, interviewed, counseled, or tested; or while you are working or attending classes.
· No benefits or services may be denied you because of your race, sex, age. Color, religion, handicap, political affiliation or beliefs or national origin.
· You may be provided an equal chance to use all facilities available.
· No individual may be discriminated against because of race, sex, age, color, national
origin, (etc) with regard to recruitment, examination, appointment, training, promotion,
retention discipline or any other aspect of personnel administration.
It is against Forbes Road policies for any employee or participant, male or female, to sexually harass another employee or participant by (a) making unwelcome sexual advances or request for sexual favors or other verbal or physical conduct of a sexual nature, a condition of employment or participant or (b) making submission to or rejection of such the basis for decision affecting the employee or participant or (c) creating an intimidating, hostile or offensive work environment by such conduct.

If you have any questions regarding the above information, contact the Assistant Director of Vocational Education, Forbes Road Career and Technology Center, 607 Beatty Road, Monroeville, PA 15146.

The Civil Rights Act of 1964, as amended, and the Workforce Investment Act of 1998 guarantee you the right to file a complaint of alleged action in any area stated above. The complainant must contact the EEO/Grievance Officer to acquire the necessary form to register the complaint with the U. S. Department of Labor. Filing of a complaint to the U. S. Department of Labor must be within 180 days of the alleged occurrence.

Students will be required to read and understand the above statement and acknowledge with their signature.

FORBES ROAD CAREER AND TECHNOLOGY CENTER CONFIDENTIALITY OF RECORDS

Student records will remain confidential.  No person other than the individual student may review or release information from that student’s record without written signed permission of the student, except for:


1. Those specifically entitled by law to review such material.
2. The Coordinator of the Program.
3. Persons within the institution having legitimate need in reviewing or copying the files.

The following information contained within the student records is considered directory information and may, at the discretion of the Forbes Road Career and Technology Center administrative personnel, be made available to any member of the public.

1. Student name
2. Address, city, state
3. Date and place of birth
4. Dates of attendance
5. Most recent and previous academic institution attended.
6. Date of graduation
7. Current schedule of class locations

If a student does not wish this information released during his/her training at Forbes Road CTC, he/she must submit a request in writing to the Adult Training Coordinator.

LOCAL GRIEVANCE/COMPLAINT PROCEDURES

If a Forbes Road applicant or enrollee feels that regulations have not been followed, or if there is any complaint arising in connection with the Adult Program Department, or if it is felt that treatment has been applied unjustly, the following process is available for appeal.

STEP 1 
Discuss problem with program instructor and/or Adult Training Coordinator within five (5) calendar days of the date in which the grievous act occurred. 

STEP 2 
Discuss problem with next level of supervision (Supervisor of Vocational Education, Assistant Director, School Director, etc.) within five (5) calendar days of fulfilling the requirements of Step 1 or until agency/employer grievance procedure is exhausted.

STEP 3 
If the problem remains unresolved, the grievance must be submitted in writing to the EEO/Grievance Officer within five (5) calendar days of fulfilling the requirements of Step 2. The EEO/Grievance Officer must submit a written response to the grievant within five (5) calendar days from the receipt of the response to request an impartial hearing be held into the merits of the complaint. If the student does not feel that the matter has been settled, they can contact Middle States Commission on Secondary Schools at 3624 Market Street, Philadelphia, PA 19104 or by phone at 215-662-5603.

*Time limitations are counted in calendar days. If the fifth day occurs on a Saturday, Sunday or a non-working holiday, the next working day will be counted as the fifth day.

If the grievant fails to proceed to the next step in the grievance procedure within the prescribed time period, the grievance will be considered settled on the basis of the most recently rendered response.

The above described grievance procedure must be completed within sixty (60) days of the filing date.

More details and specific information about this procedure, multiple grievance and charges of discrimination, as well as assistance in filing grievances can be obtained by contacting the EEO/ Grievance Officer at 412-373-8100 x230.

The student will sign a form of this document which acknowledges that his/her attendance at the orientation session for applicants or enrollees, that the above described grievance procedure has been read him/her, and reviewed by the student and that he/she have a copy of the grievance procedure.

STUDENT RECORDS (FERPA)

Eligible students have the right to inspect their own educational records, to receive copies of the records in most cases, and to have a school official explain the records if requested as per the Family Educational Rights and Privacy Act (FERPA). To inspect your records, contact the Adult Program Department at Forbes Road Career and Technology Center. The school presumes that the student has authority to inspect and review the education records unless the school has been provided with the evidence that there is a legally binding instrument or a state law or court order governing the divorce, separation, or custody, providing to the contrary. Eligible students have the right to request that their educational records be changed if they are inaccurate, misleading, or violate student’s rights, and to have a hearing or file a complaint with the Department of Education if that request is refused. FERPA provides that educational records cannot be released without the written consent of the parent or eligible student, except in certain specified instances. 

GENERAL INFORMATION

PLEDGE OF ALLEGIANCE/OPENING EXERCISES

After taking the roll, the teacher will lead the a.m. students in a salute to the flag and shall make any daily announcements to the class.  Students (citizens) will be expected to take part in the flag salute and the Pledge of Allegiance unless excused for religious convictions.  These students will be asked to stand quietly and respect their fellow students during the flag salute.

LUNCH

Students will be allowed 20 minutes for lunch. They will be assigned one of five lunch periods:

First lunch	10:40 AM to 11:00 AM
Second lunch	11:05 AM to 11:25 AM
Third lunch	11:30 AM to 11:50 AM
Fourth lunch	11:55 AM to 12:15 PM

The price of the lunch is $2.85 for adult students. Additional ala carte items can be purchased.

HOMEWORK

It is recognized that all courses will require daily homework assignments. Students shall undertake to build a serious attitude toward the completion of outside assignments. Each assignment shall be defined by the instructor and have a due date to receive credit.




FIELD TRIPS

Field trips as a part of the instructional program will be made available at the discretion of the administration and the instructor. Instructors or supervisory personnel will accompany students and supervise field trips. They will have complete authority concerning student conduct. Grooming, personal appearance and good behavior are very important. Extremes in dress and appearance when representing our school may be detrimental to a favorable opinion of the Forbes Road Career and Technology Center.

BULLETINS AND BULLETIN BOARDS

The School Office - Building 2 must approve all bulletins or notices before they are posted. General announcements will be given when they are needed; otherwise the instructor will make any announcements that are relative to the program. Each program also has available a bulletin board that can be used for posting information.

LOST AND FOUND

Lost articles will be kept in the School Office, Building #2, and students may go there to identify their property.

OPEN HOUSE

Open House is a semi- annual event at Forbes Road Career and Technology Center. Parents, friends, and relatives are cordially invited.

VEHICLE REPAIRS

Students bringing in vehicles for repair in the Auto Programs must have a Driving License and a completed Work Order Form. Work Orders may be picked up in the School Office in Building #2 between 7:30 and 8:00 a.m. These forms are to be completed and submitted to the School Office, Building #2 at least one day prior to driving. Work Orders must be approved by the Administration. Vehicles scheduled for service in one of the Auto Programs will be parked in a designated area outside the Auto Programs.

WORK ORDERS

Students desiring to work on private projects while in the shops will first complete a Work Requisition form. The teacher will tentatively approve or disapprove the project.  Once this process is complete a student must obtain a work order.  The work order form will include the name of the student, nature of the work to be completed, the teacher’s signature and also the signature of the Assistant Director or Supervisor of Curriculum and Instruction. The Work Orders will be in effect for a reasonable period of time to allow for completion of the project. Work Order forms may be obtained at the School Office, Building 2. All Work Orders must be paid in full in the Business Office. Projects cannot be removed from the school until the Work Order Invoice is paid.






SAFETY AND SECURITY

ADULT VISITORS

All adult student visitors must schedule an appointment with the Adult Program Department to visit Forbes Road CTC. All visitors must register and sign in upon entering the building they wish to visit. All visitors must wear a visitor pass.  

CAMPUS SAFETY AND SECURITY POLICY AND DISCLOSURE

This policy is provided in compliance with the Crime Awareness and Campus Security Act of 1990.
The campus of the Forbes Road CTC includes the buildings, surrounding grounds, and parking lots.
The school strives to provide a safe environment for all students, employees, and visitors.

In compliance with existing case law, the Forbes Road CTC may either prosecute or report to the police for prosecution any individual who is in a school building or on school property without prior permission from the administration of Forbes Road CTC. Trespassing in an area of the building is a potentially unsafe and dangerous act not only to the trespasser, but to the individuals having approval to use the facilities and to the building itself.

‘Trespass’ shall include any unauthorized entry or presence on, or in, school property, including, by way of example only, any of the following:

1. When a person enters or remains in or on school property after failing to obey an order not to enter or remain on said property.
2. When a person enters or remains on school property which is at the time not open to the public.
3. When a person fails to obey any posted restrictions noting prohibited usage of school facilities or grounds.
Persons with school related business are welcome in the school buildings, grounds, and facilities. All visitors must, however, report to the main administrative office of each building upon entering and register the nature of his/her business and receive a visitor’s pass. Failure to do so may constitute trespass as described in this policy.

There are 863 students enrolled at Forbes Road CTC and 76 non-student employees working on the campus.

All suspicious or criminal activities and emergencies should be reported immediately to any member of the school administration. The administrator in charge of security will be responsible for reporting any criminal occurrence to the local or state police. The security office is located in the main office of Building #2.

Forbes’ security personnel will be comprised of a minimum of three (3) uniformed guards.  These individuals patrol the building and grounds on a daily basis during the normal secondary student contact day, 7:30AM to 1:00PM.  As a part of their responsibilities they will also aid in and help conduct searches, which may included, but not necessarily be limited to, utilizing portable metal detectors when deemed necessary.  In addition, the Monroeville and/or Allegheny County Police forces are present in and on school grounds on a regular basis.

Security personnel are duly authorized to correct student misconduct or refer students in violation of school policies and procedures to the Assistant Director for disciplinary action. As an additional safety measure, the school may conduct searches at the point of entry. All students may be required to stand in a line before a table and empty their pockets, backpacks, coats etc. Students while in line may be scanned with a portable metal detector before being admitted into the school. As an additional measure of security thirty-two (32) surveillance cameras are utilized to monitor the buildings and grounds 24 hours a day.

The school buildings are unlocked from 6:00 AM to 10:00 PM. The school buildings are locked and secured during periods of scheduled time off. There are no housing units on the Forbes Road CTC campus. Students and employees have access to the school facilities during regular working/class hours. A fire alarm system is maintained and fire drills are conducted on a routine basis.

All employees of Forbes Road CTC are required to have an ACT 34 and Act 151 prior to hire. All adult students must have an Act 34 Clearance and may be required to have an Act 151 clearance. Employees/students who work with children in Day-Care are required to have an ACT 34 Clearance.
In addition, employees/students who work with children in Day Care are required to have an Act 33 Clearance and/or Act 151 Clearance.

Weapons and replicas of weapons are forbidden in any school building on school property, school buses or vehicles used for school purposes or at any school sponsored event. Weapons shall include, but not be limited to, firearms, knives, metal knuckles, straight razors, cutting instruments or tools, numb-chuck sticks, explosives, noxious, irritating or poisonous gases, poisons, drugs or other items fashioned with the intent to use, sell, harm, threaten or harass students, staff members, parents and patrons.

“Weapon” means any weapon, device, instrument, material or substance, animate or inanimate, which under the circumstances in which it is used, attempted to be used or threatened to be used is readily capable of causing death or serious physical injury.

Any loaded or unloaded firearm or weapon possessed on or about a person while on school property is subject to seizure or forfeiture. Incidents of student possessing weapons may be reported to the police. Violation of this policy shall initiate the process for expulsion of the student.
The possession, use or distribution/sale of illegal drugs and alcohol by students and employees at Forbes Road CTC or as part of any of its activities is prohibited. An information packet about the dangers of drug and alcohol abuse and available alcohol and drug counseling, rehabilitation and assistance programs, is distributed annually to all students and employees.

The Forbes Road CTC campus maintenance personnel maintain an attractive campus and keep the shrubs and hedges low for safety reasons. Buildings and grounds are inspected routinely to discover and correct any health, safety and maintenance problems.

DISMISSAL PRECAUTIONS

No student may leave the campus for any reason without prior approval, except for break and lunch time. No student will be sent from the school grounds by a teacher or other staff members during the regular school day without administrative approval.

FIRE DRILL INSTRUCTIONS

The danger of a fire at Forbes Road CTC is greater than at the home school because of the nature of the programs. Therefore, it is imperative that all persons leave the school in a swift orderly fashion upon the sounding of the fire alarm. Any student who is out of class in another part of the building should leave by the nearest exit and report to the closest instructor. Each instructor will take roll call. No student is to re-enter the school until the “all clear” signal has been sounded. Each instructor will explain the assigned route of exit. A diagram of this route is posted in each classroom.

INJURY

All accidents, regardless of the severity, must be reported to the instructor immediately. The instructor will refer the student to the Adult Program Department where the extent of injury will be evaluated, except for emergencies. When necessary, students will be referred to the nurse. The family or a designated individual will be contacted if it becomes necessary to transport an Adult student to a doctor or hospital. It is the responsibility of the student to assume any charges for transportation or necessary treatment either through insurance or by direct payment. Under no circumstances may a student leave the building for home, a hospital, or a doctor’s office without authorization from the Adult Program Department.

NOTICE OF ANNUAL SECURITY REPORT AVAILABILITY  

This report includes applicable statistics from the previous three years concerning reported crimes that occurred on-campus and on public property within or immediately adjacent to and accessible from, the campus. 

The report also includes institutional policies concerning campus security, such as policies regarding sexual assault, and other related matters. You may obtain a copy of this report by contacting Mr. Jeffrey Geesey, Assistant Director/Principal at 412.373.8100 x230; or Christine Scalise, Adult Training Coordinator at x253.  You may also obtain a copy from our website.  Our URL address is: www.forbesroad.com.

SAFETY
All students will be advised of safety procedures to be followed in each program. The following regulations are to be observed:
· Students must wear the proper type clothing and footwear as prescribed by the instructor. This may include hard topped and soled work shoes (no tennis shoes).
· Loose/ragged clothing is “poor safety practice” when power driven machinery is being operated. NO shorts may be worn in lab areas.
· Students must wear eye protection devices as recommended by the instructor. Law and Forbes Road CTC require it. Eye protection devices must be worn in all trade and industrial vocational-technical school programs. Students may purchase approved safety glasses at the beginning of the year.
· Hairstyles should conform to regulations. In some cases, hair nets will be required.
· The classroom must be kept clean and orderly. Cleanliness of the school is essential for good safety habits.
· Wearing jewelry is prohibited in shops with machinery and food.
· Practical jokes and “horseplay” in any form will not be tolerated.
· Tools/materials should be placed in their appropriate space and at no time be left lying on the floor.
· Students must use tools as instructed.
· Students must never operate machinery without previous instruction.
· Students will be tested on safety procedures pertaining to that particular class/piece of equipment, prior to operating.
· Students are to report all damaged tools and equipment to their instructor.
· Students must report all accidents to the instructor immediately.
· Students must never leave the program area without the instructor’s permission.
· Students will write all safety procedures pertaining to that particular class/piece of equipment, prior to operating.
· Students not adhering to safety regulations will not be permitted in program areas until the student conforms. Persistent violations of safety regulations will lead to suspension and/or expulsion from program.

SAFETY GLASSES

Safety glasses are mandatory for all required shops and will be included on the list of necessary supplies for the student.  The cost of the glasses if purchased through Forbes will be included on the list.  The student will have the choice of purchasing the glasses from Forbes or on their own.

In keeping with Act #116 regarding the use of eye protective devices by persons engaged in hazardous activities or exposed to known dangers in schools, colleges and universities, the General Assembly of the Commonwealth of Pennsylvania hereby enacts as follows: Section 1. Every teacher, student, visitor, spectator, and every other person in any shop or laboratory in public or private schools, colleges, and universities who is engaged in or is within the area of known danger created by:
(1) the use of hot liquids, solids or gases, or caustic explosive materials, or
(2) the milling, sawing, turning, shaping, cutting, grinding or stamping of solid materials
(3) the tempering heat treatment of kiln firing of metals and other materials, or
(4) the repairing or servicing of vehicles
must wear industrial quality eye protection devices at all times while engaged in such activities or exposed to such known dangers.

STUDENT DISCIPLINE INFORMATION, PROCEDURES, AND RULES

STUDENT DISCIPLINE POLICY

The discipline policy of Forbes Road Career and Technology Center is designed to establish a code of behavior that will benefit the student, the school, and society in which the student will eventually live and work. 

Students at Forbes Road CTC are expected to exercise foresight and judgment in the manner in which they conduct their lives. All disciplinary action will be administered fairly and firmly for the good of the student and school. All hours and missed work due to an out-of-school suspension is the responsibility of the student.  Student will not receive a refund of any tuition or fees when expelled or removed from a program by Administration due to failure to comply with the policies in this handbook.

Students are attending Forbes Road CTC to acquire the fundamental skills, knowledge, and work habits that are essential for employability. Rule infractions disrupt the educational process and create a detrimental effect that is harmful to the students and teachers. 

The Discipline Policy will be given to and reviewed with students.  Students will acknowledge in writing that they have received and have reviewed the Discipline Policy with the appropriate Adult Program Department staff.


AGGRAVATED ASSAULT

A person is guilty of aggravated assault if they intentionally attempt or knowingly cause bodily injury to staff members, school board members, other employees, or students of a publicly funded elementary or secondary education institution. Adult students who commit aggravated assault will be expelled.

AUTHORITY OF FACULTY

There is no division of authority among the faculty of Forbes Road. Security and instructors are authorized to correct and reprimand students from any program who are in violation of acceptable school behavior.

BOMB THREATS

Any adult student who furnishes false information to any other student, teacher, administrator, or other school employee, concerning the placement or setting of a bomb or other explosive, knowing the same to be false, shall be subject to expulsion.

The seriousness of such false bomb threats shall be called to the public’s attention through appropriate news releases. Further, such news releases shall point out that the making of such false threats is considered a misdemeanor and that a penalty can be imposed under the Penal Code of June 24, 1939, P.I. 872, Section 329 as amended, which reads as follows:

“Section 5308 False Information Concerning Bombs”

Any person who furnishes any false information to a police officer or elected officials or to any employee of any political subdivision of this Commonwealth or to any official or employee of any public, private or parochial school, railroad or railroad depot or station, theater or other place of assembly concerning the placement of setting of a bomb or other explosive, knowing the same to be false, is guilty of a misdemeanor, and shall, upon conviction thereof, be sentenced to pay a fine not to exceed five thousand dollars ($5,000) or undergo imprisonment not to exceed five years or both. The Board will cooperate fully with the proper authorities in prosecuting any individual guilty of furnishing false information concerning the placement or setting of a bomb or other explosive in any of the school facilities.

CHEATING

An adult student who is guilty of cheating on tests or assignments will receive a 0% grade for that test or assignment.

A second offense will result in the student’s referral to the program case manager and an administrative conference. Continued cheating will result in failure of the course.

DESTRUCTION OF SCHOOL/STUDENT PROPERTY

An adult student involved in the destruction of property will be required to pay for damages. An administrative conference will be held. Depending on the severity of the damage, penalties may range from a three-day out-of-school suspension to expulsion and the incident may be reported to the police. Adult students, who fail to complete their obligations such as lost texts, property damage, etc., may have grades, certificates, and transcripts withheld until the obligation is met.

DISRESPECT

Any adult student showing disrespect to an administrator, faculty or staff member may receive a two to three-day out-of-school suspension plus an administrative conference. A second offense may warrant up to a ten-day out-of-school suspension.

DRESS CODE/PERSONAL APPEARANCE

Student’s apparel should be neat, clean, and in good taste. Extreme styles of clothing may be safety hazards and are discouraged.

Students participating in clinic, internship, and apprenticeship activities may not have eyebrows, lips, nose, face or tongue pierced.

Student Dress Code

· Styles that disrupt the educational process are prohibited.
· Hats, sweatbands, head coverings
· Pants, shirts, and blouses must not be revealing
· Exposed undergarments or midriffs are not acceptable
· Tank tops and tube tops must be worn with a shirt with sleeves
· Shorts and skirts must come down to the length of the student’s extended fingertips
· Spandex clothing is not permitted
· Sagging pants, hanging chains, sunglasses and clothing that displays profanity, encourages
violence or the use of drugs, alcohol or tobacco or has sexual connotations are not
permitted
· Spiked jewelry or jewelry creating a hazard.
· Gang related dress (headbands/bandannas/insignia/patches/colors) any external sign of gang activity.
· Shoes must offer proper support.  Slippers and flip flops may not be worn in Lab areas.
In addition:
· Coats, jackets or garments designed for protection from outside weather shall not be worn in the classroom area.
· Shorts are not permitted to be worn in programs requiring a uniform or any area in which the wearing of shorts could cause a health or safety problem.
· Students are to wear appropriate attire in instructional areas where uniforms or a prescribed type of clothing is required and at specified times as indicated by the instructor.
· School officials may impose limitations on student participation in the regular instructional program where non-appropriate attire and evidence of the lack of cleanliness constitutes a health hazard.

ELECTRONIC COMMUNICATION DEVICES

Students are not permitted to bring radios, cassette, beepers, cell phones and CD players to Forbes Road CTC without prior approval from the Administration. No student is permitted to wear a beeper or paging device unless he/she is a member of a local fire department and/or enrolled in the Emergency Response Technology Program or have a documented medical reason. Cell phones are not permitted. Failure to follow procedures may result is up to ten (10) days out-of-school suspension. All cell phones must be turned off on school property and kept in the locker. Emergency calls can be made from the Adult Education office in Building 1.
FALSE IDENTIFICATION

Any student who gives a false name or refuses to identify himself/herself to a member of the staff is subject to a minimum of two days out-of-school suspension.

FIGHTING

If proof can be obtained regarding the blame or cause of a fight, that individual will receive up to a ten-day out-of-school suspension and/or expulsion. If no proof can be established, all students involved will receive up to a ten-day out-of-school suspension.

FIRE ALARMS

Any student who intentionally sets off a fire alarm may be expelled and subject to legal action.

FIREWORKS

The act of any student who uses or possesses any type of “fireworks” will result in expulsion and the matter will be reported to the police for further investigation.

FORGING/FALSIFYING ANY SCHOOL FORM

Any alteration or misuse of a school form is a distortion of the person whose signature appears on the document. Violations may result in a two to ten-day out-of-school suspension.

GAMBLING

Gambling will not be permitted at Forbes Road CTC. The student will receive a three to ten day out-of-school suspension plus an administrative conference. NOTE: Gambling devices and/or money will be confiscated.

HARASSMENT

Forbes Road CTC will not tolerate any form of harassment by any student, supervisor, and/or employees. The student will receive a three to ten day suspension and/or expulsion.

LEAVING THE CLASSROOM

No student may leave the classroom without a signed hall pass. Continued abuse may result in a one to three-day out of school suspension.

LOCKER REGULATIONS

Instructors assign lockers to students. Students are not to tell anyone their combination. The school is not responsible for lost/stolen property from the locker. If a problem exists with the locker, it must be reported to the instructor immediately. Lockers are provided for items such as coats, purses, textbooks, cell phones, etc. Every student is cautioned against leaving large sums of money or valuable items in the locker. Forbes Road CTC will not be responsible for articles stolen from lockers.

No decals or pictures are permitted on any part of the locker. Any student who is having a mechanical problem with their locker should notify the teacher. The proper operation of lockers will serve to deter theft. Only school supplied combination locks can be used on the lockers. Any locks not supplied by Forbes Road CTC will be cut off.

LOCKER SEARCH POLICY

The locker is the property of the Forbes Road CTC and is provided to the student for storing school related items and clothing. The school has an obligation to insure that the locker is properly used and that no item placed in the locker jeopardizes the protection of the health, safety, and welfare of the students, faculty, school property, and the educational process. To fulfill this obligation, school officials have the right to conduct locker searches.

Search Based on Reasonable Suspicion - This search will be made on the basis of reasonable suspicion that the student is concealing something, possession of which is either in violation of the law or of school rules. The Administration and another member of the school staff will conduct the search. The student shall be given all reasonable opportunity to be present when a search of his/her locker is conducted. In circumstances where the suspected item is of such a nature that there is likelihood of harm to persons/property or a reasonable likelihood that the evidence will be removed/destroyed, the student’s presence at the locker may not be required. 

Items not permitted in lockers. Should any of the following items be found in a locker, appropriate disciplinary and/or criminal proceedings will be instituted against the student in accordance with Forbes Road CTC Discipline Policy and State/Federal Laws. Examples include:

· Any weapons including but not limited to knives, firearms/ammunition or look-alike weapons, mace, firecrackers/smoke bombs or any other incendiary or explosive device.
· Tobacco products in any form.
· Drugs (controlled substances) in any form. (Including “look-alike” drugs).
· Alcohol in any form.
· Stolen property.
· Any other illegal materials.
· Obscene materials.
· Paraphernalia (drug related).
· Spray paint or large indelible markers.

PASSENGERS

Transporting high school students as passengers or accompanying high school students to or from Forbes Road CTC is strictly prohibited. Under no circumstances will permission be granted. Failure to comply with this policy may result in expulsion.  
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PERSONAL RELATIONSHIPS

While in the classroom, a professional relationship with high school students is acceptable. Forbes strongly discourages the establishment of personal relationships with high school students outside the classroom. Public displays of affection are not considered appropriate behavior and may warrant probation/dismissal.  Adult students involved in improper sexual activity or harassment of a high school student will be expelled.

Sexual misconduct and indecent exposure shall result in expulsion.
PERSONAL SEARCH

If a student is suspected to have an illegal drug, drug related paraphernalia, or stolen materials or weapons, the administration will request that the student empty his/her pockets or purse and volunteer all drug substances or stolen materials. The student’s locker will be searched according to policy. If the student refuses to cooperate the police may be called in to conduct a search. Students suspected of having a weapon in their possession may be subject to a metal detector search as well.

PROFANITY

Students are not permitted to use profanity in school. Those students who use and direct profanity towards other students, instructors, administrators, or other individuals may receive a minimum of three days out-of-school suspension.

SEXUAL HARASSMENT

Forbes Road CTC will not tolerate any form of sexual harassment by students, supervisors and/or employees. Violators of this policy may warrant disciplinary action such as suspension and or expulsion.  Any incident of sexual harassment should be immediately reported to the Administration.

SMOKING

Adult students are not permitted to smoke or use tobacco products anywhere on school grounds including the bus stop and parking lot. Possession of tobacco products shall include having on one’s person or personal property, smoking or smokeless tobacco in any form. School grounds are defined as property owned by, leased by, or under the control of the school board including sidewalks, roadways, parking lots, courtyards, school buildings, and other campus areas not located in school buildings. Students who violate the school’s non-smoking policy will have all tobacco products, matches, lighters, or other related materials confiscated and will be subject to the consequences in the discipline code.  Violators will be subject to a minimum of 3 day out-of-school suspension, subject to civil and criminal penalties, and may be fined or cited for failure to follow local building and fire codes.

If a student continues to violate this policy, expulsion from Forbes Road CTC may result.

STEALING

Any student caught stealing school property, tools, instruments, books, or personal property of a fellow student, teacher, administrator, or other school employee, will receive a three to ten day out-of-school suspension from Forbes Road CTC and the matter reported to the police for further investigation. The student will be responsible for the return or payment of the item or items taken. Before the student returns to school, there will be a conference. The student may be recommended to the Director for expulsion from Forbes Road Career and Technology Center.

Adult students must report theft in a timely manner.  Reports of theft can be made to the instructor, Adult Training Coordinator, or administration by completing a Theft/Missing Item Report.  

STUDENT PARKING

All numbered parking spaces are reserved for FORBES STAFF. Only the un-numbered spaces in parking lot C are to be used by adult students driving to school.
Students will be issued parking permits upon completion of the vehicle identification form. The driving permit must be prominently displayed on the student’s car. Students are to observe Pennsylvania speed limits and driving laws at all times. Reckless driving or failure to follow driving regulations will result in an out-of-school suspension and administrative conference.

Only those students having work done on their cars may park in the designated area outside the auto shops; all other cars must be parked in the Parking Lot.

Reckless driving and failure to obey school driving regulations and speed limits above (15 mph) will result in loss of driving privileges and disciplinary action.

The school is not responsible for damage or theft of vehicles or their contents. Student vehicles parked on school property may be inspected when circumstances warrant such action.

STUDENT STANDARD OF CONDUCT AT SCHOOL SPONSORED EVENTS

Students are expected to behave in a responsible manner at Forbes Road CTC field trips, conferences, competitions, internships, clinical sites or any school sponsored activities. All school rules apply to any school sponsored activity.

TELEPHONE POLICY

Students will not be called from class to the telephone. If a message is urgent, it will be delivered to that student promptly. The office phones will not be used by students unless the office staff determines it an emergency.

TRANSPORTATION GUIDELINES FOR FIELD TRIPS, CLINICAL EXPERIENCE AND/OR SPECIAL PROJECTS:

Failure to follow school policies is potentially more dangerous while in a vehicle than in a school building. Therefore, in addition to the student discipline policy, the following shall apply:

1st offense 	three-day out of school suspension
2nd offense 	three-day out of school suspension, possible loss of future bus privileges, and an administrative conference     
3rd offense	termination of bus privileges for the remainder of the school year  

Proper bus behavior includes:
· No smoking
· No shouting out the windows
· No food or drinks are to be consumed on the bus
· No use of abusive language or profanity
· Sitting in the seats - not standing
· Boarding and leaving buses in an orderly fashion
· No misconduct, disobedience, or obnoxious behavior at any time
· Following all school rules/regulations as outlined in the student discipline policy

WEAPONS IN THE SCHOOLS/ACT 167

The General Assembly of the Commonwealth of Pennsylvania enacted Act 167 in December 1980. The Act provides criminal penalties for carrying weapons on school property and defines aggravated assault as it relates to a teaching staff member, an employee, or student of any elementary or secondary public school. 

Weapons and replicas of weapons are forbidden in any school building on school property, school buses or vehicles used for school purposes or at any school sponsored event.

Weapons shall include, but not be limited to any knife, cutting instrument, cutting tool, nun-chuck stick, brass or metal knuckles, firearm, shotgun, rifle, look-a-like gun, chemical agent such as mace, explosive device, and any other tool, instrument or implement capable of inflicting serious bodily injury and fashioned with the intent to use, sell, harm, threaten or harass students, staff members, parents and patrons.

A weapon authorized by the school, possessed and used in conjunction with a lawful, supervised school activity or course shall be permitted. Any student, however, using any such object in an aggressive, threatening and/or intimidating manner shall be considered in possession of a weapon.

Any loaded or unloaded firearm or weapon possessed on or about a person while on district property is subject to seizure or forfeiture. Incidents of students possessing weapons may be reported to the police. Violation of this policy shall initiate the process of expulsion for the student.
Students are not permitted to possess any type of weapon or engage in making a weapon at Forbes Road Career and Technology Center.

COMPUTER NETWORK/INTERNET ACCESS & USAGE

COMPUTER NETWORK/INTERNET

Any student found violating Forbes Road CTC Computer Network Policy will be suspended and, if warranted, be held libel for civil or criminal penalties and have his/her user privileges revoked. All students will be required to sign a Network/Internet Access and Usage Agreement.

Purpose

The Board supports the use of the Internet and other computer networks in the school’s instructional program in order to facilitate learning and teaching through interpersonal communications, access to information, research and collaboration.  The use of network facilities shall be consistent with the curriculum adopted by the school, as well as the varied instructional needs, learning styles, abilities and developmental levels of the students.
Authority

The electronic information available to students and staff does not imply endorsement of the content by the school, nor does the school guarantee the accuracy of information received on the Internet.
The school shall not be responsible for any information that may be lost, damaged or unavailable when using the network or for any information that is retrieved via the Internet.

The school shall not be responsible for any unauthorized charges or fees resulting from access to the Internet.

The Board reserves the right to view and monitor all applications provided through the Internet and to log Internet and network use by students and staff.

E-mail is restricted to teacher assigned projects as an integral part of the curriculum process. E-mail is subject to administrative review and should never be utilized for personal use.

The Board establishes that use of the Internet is a privilege, not a right; inappropriate, unauthorized and illegal use will result in the cancellation of those privileges and appropriate disciplinary action. 

The school shall make every effort to ensure that students and staff use this educational resource responsibly.

Administrators, teachers and staff have a professional responsibility to work together to help students develop the intellectual skills necessary to discriminate among information sources, to identify information appropriate to their age and developmental levels and to evaluate and use the information to meet their educational goals.

Students and staff have the responsibility to respect and protect the rights of every other user in the school and on the Internet.

The Administration shall have the authority to determine what is inappropriate use, and their decision is final.

Network accounts or only the authorized user will use access to the Internet for its authorized purpose. Account/access will be given only to those individuals who indicate agreement with the
Network/Internet Access & Usage Policy by signing the agreement form and returning it to the appropriate school authority. Students must also have their parent/guardian sign the agreement form indicating agreement with the policy and consent for the student to access and use the Internet.

Prohibitions

Students and staff are expected to act in a responsible, ethical and legal manner in accordance with school policy and accepted rules of network etiquette.

The use of the Internet computer network for illegal, inappropriate, unacceptable or unethical purposes by students or employees is prohibited. All users of the network strictly prohibit the following activities. The school reserves the right to determine if any activity not listed constitutes an acceptable or unacceptable use of the network. These restrictions are in effect any time school resources are accessed in any way, whether in the school, or indirectly through another Internet service provider.

· Allowing an unauthorized person to use an assigned computer or account.
· Use of the network to facilitate illegal activity.
· Use of the network for commercial or profitable purposes.
· Use of the network for non-school related purposes.
· Use of the network for product advertisement or political lobbying.
· Use of the network for hate mail, discriminatory remarks and/or offensive, inflammatory communication.
· Unauthorized or illegal installation, distribution, reproduction or use of copyrighted materials or software.
· Use of the network to access obscene or pornographic material.
· Use of inappropriate language or profanity on the network.
· Use of the network to transmit material likely to be offensive or objectionable to recipients.
· Use of the network to intentionally obtain or modify files, passwords and data belonging to other users.
· Impersonation of another user, anonymity and pseudonyms.
· Loading, downloading or use of unauthorized games, programs, files or other electronic media.
· Destruction, modification or abuse of network hardware and software.
· Use of the network to order or purchase in the name of the school or any individual any type of merchandise or service.

Summary of Civil and Criminal Penalties for Violation of Federal Copyright Laws

Copyright infringement is the act of exercising, without permission or legal authority, one or more of the exclusive rights granted to the copyright owner under section 106 of the Copyright Act (Title 17 of the United States Code).  These rights include the right to reproduce or distribute a copyrighted work.  In the file-sharing context, downloading or uploading substantial parts of a copyrighted work without authority constitutes an infringement.  

Penalties for copyright infringement include civil and criminal penalties.  In general, anyone found liable for civil copyright infringement may be ordered to pay either actual damages or “statutory” damages affixed at not less than $750 and not more than $30,000 per work infringed.  For “willful” infringement, a court may award up to $150,000 per work infringed.  A court can, in its discretion, also assess costs and attorney’s fees.  For details, see Title 17 United States Code, Sections 504, 505.

Willful copyright infringement can also result in criminal penalties, including imprisonment of up to five years and fines of up to $250,000 per offense.  For more information, please see the Web site of the U.S. Copyright Office at www.copyright.gov, especially their FAQ’s at www.copyright.gov/hel/faq.

Security

System security is protected through the use of passwords. Failure to adequately protect or update passwords could result in unauthorized access to personal or school files. To protect the integrity of the system, the following guidelines shall be followed:

· Employees & students shall not reveal their passwords to another individual.
· Users are not to use a computer that has been logged in under another student or teacher’s name.
· Any user identified as a security risk or having a history of problems with other computer systems may be denied access to the network.
Safety

To the greatest extent possible, users of the network will be protected from harassment or unwanted or unsolicited communication. Any network user who receives threatening or unwelcome communications shall immediately bring them to the attention of a teacher or administrator.

Network users shall not reveal personal addresses or telephone numbers to other users on the network.




Consequences for Inappropriate Use

The network user shall be responsible for damages to the equipment, systems and software resulting from deliberate or willful acts.

Any user of the network, whether student or employee, who violates this policy, engages in any other act determined to be unacceptable use of the network by School authorities, or violates any school policy will have his/her user privileges revoked and may be subject to other disciplinary procedures according to existing and applicable school policies. In addition, illegal use of the network, intentional deletion or damage to files of data, destruction of hardware, copyright violations, or any other activity involving the violation of local, state or Federal laws will be reported to the appropriate legal authorities for prosecution.

STUDENT DRUG/ALCOHOL USE/ABUSE/POSSESSION

Forbes Road CTC strongly upholds the position that the use of illicit drugs and the unlawful possession/use of alcohol is wrong. Any student who on school grounds during the time when school is in session, or anywhere during a school activity, does sell, use, or is under the influence of, possesses or aids in the procurement of intoxicating beverages, narcotics, or restricted drugs, including marijuana or any materials purported to be as such, shall be subject to expulsion from Forbes Road Career and Technology Center. The appropriate authorities may immediately give notice to the police of the incident and obtain positive identification of the subject involved as being a narcotic, restricted drug or marijuana. When an outside referral is appropriate, the student will be informed. A plan of recommendation for rehabilitation by an appropriate agency must be followed to insure successful re-entry into school.

STUDENT STANDARD OF CONDUCT

All students are to report to school mentally alert and prepared to perform their responsibilities. Any student that violates our drug policy will be referred to an outside agency for counseling and rehabilitation.

DRUG AND ALCOHOL POLICY

Purpose

The Board recognizes that the misuse of drugs is a serious problem with legal, physical and social implications for the whole school community.

Authority

The Joint Board prohibits the use, possession, or distribution of any drug during school hours, immediately before or after school hours, on school property or at any clinical site.

This policy, including its rules, regulations, and guidelines is a coordinated effort by Forbes Road Career and Technology Center to openly and effectively respond to the potential use and abuse of drugs, alcohol and mood altering substances by members of the Adult Program Department and Forbes’ Administration.

Forbes Road CTC is committed to coordinate effectively the efforts of the school with those of the community and law enforcement agencies to prevent and intervene in the use and abuse of all mood altering substances, including alcohol, by the student.

To accomplish the above goal, Forbes Road CTC will provide a description of the applicable sanctions under local, State and Federal law for unlawful possession, use, or distribution of illicit drugs and alcohol, a description of the health risks associated with the use of illicit drugs and alcohol and a list of drug and alcohol counseling treatment or rehabilitation programs that are available to students.

An adult student enrolled in an Adult Training Program will be referred for prosecution and dismissed without a prior probationary period for evidence of possession, use, transmission or being under the influence of any dangerous or narcotic drug of any kind either at Forbes Road CTC or at any clinical setting relating to Forbes Road CTC.

If necessary, an assessment will be done by a professional in the addiction field who can determine what, if any, treatment is needed for the student. The cost for the assessment and treatment is the responsibility of the student.

The guidelines set forth in this policy will assist the faculty and administration in their efforts to prevent and intervene in situations involving drug and alcohol use/abuse or possession among the Adult Education students. It is the intent of this policy to provide clear guidelines for immediate and effective action in meeting all drug and alcohol related situations.

DEFINITIONS

Drug/Mood Altering Substance/Alcohol - shall include any alcohol or malt beverage, any drug listed in Act 64 (1972) as a controlled substance, chemical abused substance or medication for which a prescription is required under the law, and/or any substance that is intended to alter moods.
Examples: including, but are not limited to, beer, wine, liquor, marijuana, hashish, crack, cocaine, chemical solvents, chemical inhalants, anabolic steroids, and look-alike substances or pills not registered with administration.

Core Team/Student Support Team - a multi-disciplinary team composed of school and community professionals. This team, trained to understand and deal with issues of chemical use, abuse and dependency, will play a primary role in the identification and referral process of students coming to their attention through the procedures outlined in this policy. The team will identify dysfunctional behaviors, play a role in the referral process, and coordinate community resources as well as become a support system for students.

Cooperative Behavior - the willingness of a student to work with staff and school personnel in a reasonable and helpful manner and to comply with requests and recommendations of the members of the Student Assistance Core Team.

Uncooperative Behavior - is resistance or refusal, either verbal, physical or passive, on the part of the student to comply with a reasonable request or recommendation of school personnel. Defiance, assault and deceit shall constitute examples of uncooperative behavior and shall also include the refusal to comply with the recommendations of school personnel or licensed drug and alcohol facilities.

School Property - includes but is not limited to actual buildings, facilities and grounds operated by
or in conjunction with the school, school buses and bus stops, school parking area and any facility or real property being utilized for school related functions.

Distributing - is delivery, selling, passing, sharing or giving any substance (as defined by this policy) from one person to another or to aid therein.

Possession - possessing or holding, without any attempt to distribute, any substance (as defined by this policy). Such restricted materials found in a student’s locker, vehicle, or other personal property is equivalent to possession.

Drug Paraphernalia - includes any utensil or item which in the school’s judgment can be associated with the use of a substance (as defined by this policy). These include but are not limited to roach clips, pipes and bowls.

Assessment - includes evaluation of use by recommended agency. Recommendations for treatment or further evaluation at the student’s expense.

REGULATIONS

A student on school grounds, during a school session, or anywhere at a sponsored activity who is under the influence of alcohol, drugs, or mood altering substances or possesses, uses, dispenses, sells or aids in the procurement of alcohol, narcotics, restricted drugs, mood altering substances or any reported to be restricted substance or over-the-counter drug, shall be subjected to discipline pursuant to the provisions and procedures outlined in the Student Handbook.

All employees, faculty and students will be given a copy of this Drug Free Workplace/Drug Free Schools policy upon its adoption and to all new employees/students.

The Forbes Road CTC will notify the Department of Education of the Commonwealth of Pennsylvania and/or the contracting Federal agency, within the meaning of the Drug-Free Workplace Act of 1988, of any criminal drug statute conviction of a student/employee within ten days after receiving notification of the same by a student/employee.

The Forbes Road CTC shall maintain a Drug-Free Awareness Program for its employees which explains: (1) the dangers of drug abuse in the workplace; (2) the Forbes Road CTC policy of maintaining a drug-free workplace; (3) the availability of drug counseling, rehabilitation and employee assistance program; and (4) the penalties that may be imposed upon employees for drug abuse violations.  Legal sanctions are outlined in the Financial Aid Handbook and the Forbes’ Security Report.

A biennial review of the Forbes Road CTC program will be conducted to determine the program’s effectiveness and to ensure that the charges against those who violate the policy are enforced consistently.

DRUG AND ALCOHOL PREVENTION INFORMATION

It is the intent of Forbes Road Career and Technology Center to prevent misuse and abuse of restrictive drug and alcohol substances within the school. The use or possession of illicit drugs and alcohol is wrong and harmful. The possession, use or distribution of illicit drugs and alcohol by students and employees at Forbes Road Career and Technology Center or part of any of its activities is prohibited. A statement of specific actions that will be taken against students or employees can be found in each individual policy.

If necessary, an assessment will be done by a professional in the addiction field, who can determine what, if any, treatment is needed for the student/employee. Health insurance may or may not cover the cost. The cost for treatment is the responsibility of the student/parent/employee.
It is important to know where to turn for assistance when a problem is identified. Resources are available within the community for counseling, treatment or information for alcohol and drug problems. Some of the resources are listed below and on the following page:

RESOURCES

Alcohol Abuse and Addiction:

Non Emergency Drug and Alcohol Questions			412-350-3328

24-hour Crisis Hotline						1-888-7YOU CAN
								1-888-796-8226

Drug and Alcohol Program					412-350-4457
(Allegheny County)

After Hours Access to Drug/Alcohol Services			1-800-553-7499

Narcotics Anonymous Hotline					412-391-5247
Alcohol Anonymous						412-471-7472

Mercy Behavioral Health					1-877-637-2924						
Gateway Rehabilitation Center 				412-373-2234
4327 Northern Pike
Monroeville, PA 15146

Drug and Alcohol Programs:

120 East 9th Avenue				 		412-673-5856
Homestead, PA 15120	

519 Penn Avenue 						412-824-9300
Turtle Creek, PA 15145

70 South 22 Street 						412-381-2100
Pittsburgh, PA 15203	

755 Washington Avenue 					412-257-1030
Bridgeville, PA 15017

EFFECTS OF DRUGS AND ALCOHOL

For your information, these are some of the most commonly used drugs and the effects they have on the body and mind.
Tobacco

The smoking of tobacco products is the chief avoidable cause of death in our society. Smokers are more likely than nonsmokers to contract heart disease — some 170,000 die each year from smoking related coronary heart disease. Lung, larynx, esophageal, bladder, pancreatic, and kidney cancers also strike smokers at increased rates. Some 30 percent of cancer deaths (130,000 per year) are linked to smoking. Chronic obstructive lung diseases such as emphysema and chronic bronchitis are 10 times more likely to occur among smokers than among nonsmokers.

Smoking during pregnancy also poses serious risks. Spontaneous abortion, preterm birth, low birth weights, and fetal and infant deaths are all more likely to occur when the pregnant woman/mother is a smoker.

Cigarette smoke contains some 4,000 chemicals, several of which are known carcinogens. Other toxins and irritants found in smoke can produce eye, nose, and throat irritations. Carbon monoxide, another component of cigarette smoke, combines with hemoglobin in the blood stream to form carboxyhemoglobin, a substance that interferes with the body’s ability to obtain and use oxygen.

Perhaps the most dangerous substance in tobacco smoke is nicotine. Although it is implicated in the onset of heart attacks and cancer, its most dangerous role is reinforcing and strengthening the desire to smoke. Because nicotine is highly addictive, addicts find it very difficult to stop smoking. Of 1,000 typical smokers, fewer than 20 percent succeed in stopping on the first try.

Although the harmful effects of smoking cannot be questioned, people who quit can make significant strides in repairing damage done by smoking. For pack-a-day smokers, the increased risk of heart attack dissipates after 10 years. The likelihood of contracting lung cancer as a result of smoking can also be greatly reduced by quitting.

Alcohol

Alcohol consumption causes a number of marked changes in behavior. Even low doses significantly impair the judgment and coordination required to drive a car safely, increasing the likelihood that the driver will be involved in an accident.

Low to moderate doses of alcohol may also increase the incidence of a variety of aggressive acts, including spouse and child abuse. Moderate to high doses of alcohol cause marked impairments in higher mental functions, severely altering a person’s ability to learn and remember information. Very high doses may cause respiratory depression and death. If combined with other depressants of the central nervous system, much lower doses of alcohol will produce the effects just described.

Repeated use of alcohol can lead to dependence. Sudden cessation of alcohol intake is likely to produce withdrawal symptoms, including severe anxiety, tremors, hallucinations, and convulsions. Alcohol withdrawal can be life threatening. Long term consumption of large quantities of alcohol, particularly when combined with poor nutrition can also lead to permanent damage to vital organs such as the brain and the liver.

Mothers who drink alcohol during pregnancy may give birth to infants with fetal alcohol syndrome.
These infants have irreversible physical abnormalities and mental retardation. In addition, research indicates that children of alcoholic parents are at greater risk than other youngsters of becoming alcoholics.

Cannabis (Marijuana)

All forms of cannabis have negative physical and mental effects. Several regularly observed physical effects of cannabis are a substantial increase in the heart rate, bloodshot eyes, a dry mouth and throat, and increased appetite.

Use of cannabis may impair or reduce short term memory and comprehension, alter sense of time, and reduce ability to perform tasks requiring concentration and coordination, such as driving a car.
Research also shows that students do not retain knowledge when they are “high.” Motivation and cognition may be altered, and learning becomes harder. Marijuana can also produce paranoia and psychosis.

Marijuana is damaging to the lungs and pulmonary system. Its smoke contains more cancer causing agents than tobacco smoke.

Long term cannabis users may develop psychological dependence and require more of the drug to get the same effect. The drug can become the center of their lives.

Inhalants

The immediate negative effects of inhalants include nausea, sneezing, coughing, nosebleeds, fatigue, lack of coordination, and loss of appetite. Solvents and aerosol sprays also decrease the heart and respiratory rates and impair judgment. Amyl and butyl nitrite cause rapid pulse, headaches, and involuntary passing of urine and feces. Long term use may result in hepatitis or brain damage. Deeply inhaling the vapors, or using large amounts over a short time, may result in disorientation, violent behavior, unconsciousness, or death. High concentrations of inhalants can cause suffocation by displacing the oxygen in the lungs or by depressing the central nervous system to the point that breathing stops. Long term use can cause weight loss, fatigue, electrolyte imbalance, and muscle fatigue. Repeated sniffing of concentrated vapors over time can permanently damage the nervous system.

Cocaine

Cocaine stimulates the central nervous system. Its immediate effects include dilated pupils and elevated blood pressure, heart rate, respiratory rate, and body temperature. Occasional use can cause a stuffy or runny nose, while chronic use can ulcerate the mucous membrane in the nose.
Injecting cocaine with contaminated equipment can cause AIDS, hepatitis, and other diseases.
Preparation of freebase, which involves the use of volatile solvents, can result in death or injury from fire or explosion. Cocaine can produce psychological and physical dependency, a feeling that the user cannot function without the drug. In addition, tolerance develops rapidly.
Crack or freebase rock is extremely addictive and its effects are felt within 10 seconds. The physical effects include dilated pupils, increased pulse rate, elevated blood pressure, insomnia, loss of appetite, tactile hallucinations, paranoia, and seizures.

Cocaine can also cause death by cardiac arrest or respiratory failure.

Other Stimulants

Stimulants can cause increased heart and respiratory rates, elevated blood pressure, dilated pupils, and decreased appetite. In addition, users may experience sweating, headache, blurred vision, dizziness, sleeplessness, and anxiety.
Extremely high doses can cause a rapid or irregular heartbeat, tremors, loss of coordination, and even physical collapse. An amphetamine injection creates a sudden increase in blood pressure that can result in stroke, very high fever, or heart failure.

Users also report feeling restless, anxious, and moody. Higher doses intensify the effects. Persons who use large amounts of amphetamines over a long period of time can develop an amphetamine psychosis that includes hallucinations, delusions, and paranoia. These symptoms usually disappear when drug use ceases.

Depressants

The effects of depressants are in many ways similar to the effects of alcohol. Small amounts can produce calmness and relaxed muscles, but somewhat larger doses can cause slurred speech, staggering gait, and altered perception. Very large doses can cause respiratory depression, coma, and death. The combination of depressants and alcohol can multiply the effects of the drugs, thereby multiplying the risks. The use of depressants can cause both physical and psychological dependence.
Regular use over time may result in a tolerance to the drug, leading the user to increase the quantity consumed. When regular users suddenly stop taking large doses, they may develop withdrawal symptoms ranging from restlessness, insomnia, and anxiety, to convulsions and death.
Babies born to mothers who abuse depressants during pregnancy may be physically dependent on the drugs and show withdrawal symptoms shortly after they are born. Birth defects and behavioral problems also may result.

Hallucinogens

Phencyclidine (PCP) interrupts the functions of the neocortex, the section of the brain that controls the intellect and keeps instincts in check. Because the drug blocks pain receptors, violent PCP episodes may result in self-inflicted injuries.

The effects of PCP vary, but users frequently report a sense of distance and estrangement. Time and body movement are slowed down. Muscular coordination worsens and senses are dulled.
Speech is blocked and incoherent.

Chronic users of PCP report persistent memory problems and speech difficulties. Some of these effects may last six months to a year following prolonged daily use. Mood disorders, depression, anxiety, and violent behavior also occur. In later stages of chronic use, users often exhibit paranoid and violent behavior and experience hallucinations. Large doses may produce convulsions and coma, as well as heart and lung failure.

Lysergic acid (LSD), mescaline, and psilocybin cause illusions and hallucinations. The physical effects may include dilated pupils, elevated body temperature, increased heart rate and blood pressure, loss of appetite, sleeplessness, and tremors.

Sensations and feelings may change rapidly. It is common to have a bad psychological reaction to LSD, mescaline, and psilocybin. The user may experience panic, confusion, suspicion, anxiety, and loss of control. Delayed effects, or flashbacks, can occur even after use has ceased.





Narcotics

Narcotics initially produce a feeling of euphoria that often is followed by drowsiness, nausea, and vomiting. Users also may experience constricted pupils, watery eyes, and itching. An overdose may produce slow and shallow breathing, clammy skin, convulsions, coma, and possible death.
Tolerance to narcotics develops rapidly and dependence is likely. The use of contaminated syringes may result in disease such as AIDS, endocarditis, and hepatitis. Addiction in pregnant women can lead to premature, stillborn, or addicted infants who experience severe withdrawal symptoms.

Anabolic Steroids

Anabolic steroids are a group of powerful compounds closely related to the male sex hormone testosterone. Developed in the 1930’s steroids are seldom prescribed by physicians today. Current legitimate medical uses are limited to certain kinds of anemia, severe burns, and some types of breast cancer. Taken in combination with a program of muscle building exercise and diet, steroids may contribute to increases in body weight and muscular strength.

But steroid users subject themselves to more than 70 physical and psychological side effects that may range from acne to liver cancer. The liver and cardiovascular and reproductive systems are most seriously affected by steroid use. In males, it can cause withered testicles, sterility, and impotence. In females, irreversible masculine traits can develop along with breast reduction and sterility. Psychological effects in both sexes include very aggressive behavior known as “road rage” and depression. While some side effects appear quickly, others, such as heart attacks and strokes, may not show up for years. Steroids come in tablet or capsule form for oral ingestion, or as a liquid for intramuscular injection.

Source: What Works: Schools Without Drugs, U.S. Department of Education

ALCOHOLISM - THE DISEASE CONCEPT

Alcoholism is a chronic progressive and potentially fatal disease. It is characterized by tolerance and physical dependency, pathologic organ changes, or both, all of which are direct or indirect consequences of the alcohol ingested. This definition was drafted jointly by the American Medical Association and the National Council on Alcoholism.

The concept that alcoholism is a disease and is not a loss of willpower or an immoral condition has led to more effective treatment and better means of evaluation treatment. A characteristic of alcoholism is loss of control or the inability to predict accurately what will happen if the victim takes one or more drinks. The physical dependency demands a drink. When enough alcohol is ingested to alleviate the withdrawal symptoms, the victim is out of control. The disease is a vicious cycle in which denial is a common reaction.

Source: American Medical Association, National Council on Alcoholism and Drug Abuse

RISK FACTORS FOR ADDICTION

Many of us have been told by our family doctor that we are at an increased risk for heart disease.
The doctor doesn’t know for certain that the patient will suffer a heart attack, but he or she can identify risk factors in the patient’s life that increase the risk, such as smoking, obesity, stress, diet, etc. These give us an early warning so that we change our lifestyle before the problem starts.

In the same way, we cannot predict with absolute certainty who will become addicted to alcohol and other drugs. But we can identify proven risk factors. And we can change some of those risk factors before alcohol and other drugs become a temptation, thus preventing the problem before it begins.

Some proven risk factors for substance abuse include:

1. Family history of alcoholism or other addiction.
2. Family management problems - inconsistent family rules, lack of communication.
3. Antisocial behavior - misbehavior in school, fighting, shyness, withdrawal, lack of self confidence.
4. Parents having a positive attitude toward drug use.
5. School problems - learning disabilities, poor self-esteem, lack of interest in school,
skipping school, academic failure.
6. Friends who use drugs - also friends who are involved with other negative behavior, such
as stealing, vandalism, fighting.
7. Early first use of drugs - especially before age 15.
8. Poor coping skills - poor skills in communication, making decisions, making friends.

Source: Catalano, Hawkins, 1988, Developmental Research and Programs, Inc.		
Further information can be obtained from:  U.S. Department of Health and Human Services Office of Substance Abuse Prevention

DISCIPLINARY PROCEDURES

Disciplinary action is determined by the seriousness of the act and the frequency of occurrence. Infractions are divided into four levels: Level I misbehavior involves minor infractions while Level III misconduct involves criminal acts that may require the intervention of law enforcement authorities and Level IV actions will result in expulsion. Adult students are expected to follow the rules and policies of Forbes Road CTC.  Student will not receive credit for hours spent in out-of-school suspension.  All missed work is the responsibility of the student. 

INFRACTIONS

Level I
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-Dress code violation
-Attendance problem
-Personal relationship problem
-Class cut/truancy
-Leaving class without pass
-Lunchroom misbehavior
-Repeated tardiness (five days or more)
-Refusal to participate in class/lab activities
-Sleeping in class
-Insubordination
-Inappropriate Public Display of Affection (i.e. hugging, kissing, etc.)
-Dishonesty/lying
-Cheating (plus academic penalty)
-Failure to follow program rules
-Failure to complete assignments

					
Level I Infraction may result in the following:

1st OFFENSE: Warning, probation, and/or early dismissal from class without credit
2nd OFFENSE: Warning, probation and/or early dismissal from class without credit
3rd OFFENSE: Probation and/or three (3) days of out-of-school suspension + conference with administration



Level II

-Unmodified Level I behavior
-Unmodified Insubordination
-Disruptive behavior
-Reckless driving
-Disrespect to staff/administration
-Falsifying/forging school forms
-Snowballing
-Violent disruptive behavior
-Driving/passenger without permission
-False identification
-Defacing school or another’s personal property
-Bullying
-Possession and/or use of electronic device(s)
-Inappropriate verbal or written comments
-Presence in unauthorized areas of the school building or grounds
-Possession of obscene or offensive materials
-Possession of flammable devices (i.e. lighter or matches)


Level II Infractions, being of a more serious nature, shall result in the following:

1st OFFENSE:  Warning, probation and/or two (2) to three (3) days out-of-school suspension depending on the severity of the infraction.
2nd OFFENSE:  Warning, probation and/or up to five (5) days out-of-school suspension depending on the severity of the infraction.
3rd OFFENSE:  Up to ten (10) days out-of-school suspension, as well as conference with administration and/or possible expulsion.

Students committing driving violations will receive three (3) days out-of school suspension.

Level III


-Unmodified Level II behavior
-Theft of school or personal property
-Violent disruptive behavior
-Possession/furnishing/use of alcohol/drugs/paraphernalia or “look-a-likes”
-Possession/furnishing/use of tobacco/smokeless product or “look-a-likes”
-Sale of alcohol/drugs
-Possession/furnishing/use of unauthorized prescription drugs
-Destruction of school property of another’s personal property
-Threats to students/staff
-Harassment (i.e. intimidation, ethnic slurs)
-Sexual harassment
-Sexual misconduct
-Gambling
-Gang related dress/activities
-Fighting (any physical contact regardless of severity)
-Possession/use of spray paint
-Possession/use of large tip permanent markers
-Computer Network/Internet/LAN abuse
-Profanity (profane/obscene language or gestures)
-Plagiarism
-Attempting to, or breaking into another student’s locker
-Dissemination of unauthorized papers, posters, bulletins, newsletters, etc.
-Extortion of money or material goods
-Theft/possession/sale or purchase of stolen goods or property
-Failure to fully cooperate in a level IV investigation


Level III Infractions may result in probation and/or a three (3) to ten (10) days out-of-school suspension and/or expulsion. The offenses at this level represent a violation of the law and are subject to civil and/or criminal penalties. The local law enforcement agency may be notified.

DRUG and ALCOHOL INFRACTIONS – ten (10) days out-of-school suspension to expulsion. Submit documented evidence (proof) of successfully completing a mandated rehabilitation program for reentry to school after the suspension has concluded.  

TOBACCO POSSESSION and/or USE – three (3) days out-of-school suspension, plus a citation which will include a fine determined by the magistrate plus court costs.  Additional violations have a higher imposed cost at the magisterial level.

COMPUTER/INTERNET ABUSE - Suspension, libel for civil/criminal penalties and have privileges revoked.	

FIGHTING – Regardless of the severity, ten (10) days out-of-school suspension to expulsion

Level IV


-Unmodified Level III behavior
-Possession/use of dangerous weapons including, but not limited to knives, firearms, razor blades, explosives and/or, flammable devices (firecrackers, fireworks, smoke bombs, etc.) or chemical protection devices (mace, pepper spray, etc.), cutting instruments or tools, nun-chucks, brass knuckles, acid, metal pipes, sharpened wood, stun guns, or any other tool, instrument, or implement that is capable of inflicting serious injury
-Possession of “look-a-like” weapons
-Violent acts
-Aggravated assault of a staff member, student or visitor
-Arson, bomb threats, unwarranted setting off of the fire alarm
-Indecent exposure
-Engaging in any conduct contrary to the criminal code or ordinances of the Commonwealth/community on school grounds or at a school sponsored event or activity
-Gender or handicap discrimination
-Racial and/or ethnic intimidation of any race by any race


Level IV Infractions shall result in expulsion.  Student will be subject to civil and/or criminal penalties.
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