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It is the policy of this district that no candidate for a position in this district shall be discriminated against on the 

basis of race, color, religion, national origin or citizenship status, creed or ancestry, age, gender, marital status, non-

disqualifying disability, height, or other protected categories. 
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 FIRST DAYS OF SCHOOL 

 

 

From the first moment a student enters WCCC and your lab and classroom, you are 

communicating the value you place on learning and the degree of acceptance of students as 

individuals.  What you do the first days of school will determine your success for the rest of the 

year.  The first days and weeks of school are critical in determining how well students will 

achieve for the remainder of the year. 

 

 

A. Lab/ Classroom – The lab/classroom structure can represent “students valued here” with 

the inclusion of posters and other visual effects that recognize student culture and 

interests.  The lab/classroom structure should allow students to move from whole group, 

to small group, pairs and individual learning experiences and support a variety of ways to 

engage in learning.   

 

 

B. Lesson Plans – Plan ahead.  When the students enter the classroom on the first day, 

teachers should be prepared with lesson plans for at least the first week.  A well planned 

lesson eliminates at least 90% of discipline problems.  Plan to structure an assignment the 

second the student walks into the lab/classroom.  If you do not structure your 

classroom/lab, your students will. 

 

 

C. Early Assignments – Students should get involved in their program/class the very first 

day of school.   Early assignments to be completed in class may be used to gain 

information about the pupil and to assist the teacher in finding out where he/she should 

begin instruction with the students.   

 

 

D. Classroom Procedures – The number one problem in the lab/class is not discipline; it is 

a lack of procedures and routine.  Consider what you want done and establish a procedure 

or set of procedures for each routine.  For example, what do students do when entering 

your lab/classroom?  How are students dismissed from class, etc? 
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STUDENT SCHEDULES 

 
Classes will operate at the Career Center from 8:15 a.m. to 2:30 p.m.  The student day begins at 8:10 with 

the ringing of an entrance bell.   

 

Instructors shall be present daily from 8:05 a.m. to 3:05 p.m.  Please note the following schedules. 

 

SCHEDULE 

 

Block Time Description Total Minutes 

First Bell 8:10   

Block 1 8:15 – 9:41 Class/Lab 86 

Block 2 9:42 – 11:07 Class/Lab 85 

Lunch A 11:08 – 11:38  30 

Lunch B 11:48 – 12:18  30 

Block 3 11:08 – 1:04 Class/Lab 86 

Block 4 1:05 – 2:30 Class/Lab 86 

 

ACTIVITY SCHEDULE 

 

Block 1  8:15 -9:30 

Block 2  9:31 – 10:46 

Activity Period  10:47 – 11:27 

Block 3A 
Lunch 

Class 

 

11:28 – 11:58 

11:59 – 1:13 

Block 3B 
Lunch 

Class 

12:08 – 12:38 

13:39 – 1:13 

Block 4  1:14 – 2:30 

 

 

CELEBRATION SCHEDULE 

 

Block 1 8:15 – 9:33 

Block 2 9:34 – 10:52 

Lunch 10:53 – 11:53 

Block 3 11:54 – 1:12 

Block 4 1:13 – 2:30 



 

 

6 

 

TWO-HOUR DELAY SCHEDULE 

 

This schedule will be implemented anytime there is a delay in the start of the school day.  

Teachers are to report no later than 10:05 

 

Students with Lab in the morning: 

Block 1 10:15 – 11:12 (lab) 

Block 2 11:12 – 12:08 (lab) 

Lunch 12:08 – 12:38 (lunch) 

Block 3 12:38 – 1:34 (academic) 

Block 4 1:34 – 2:30 (academic) 

   

Students with Academics in the morning: 

Block 1 10:15 – 11:12 (academic) 

Lunch 11:12 – 11:42 (lunch) 

Block 2 11:42 – 12:38 (academic) 

Block 3 12:38 – 1:34 (lab) 

Block 4 1:34 – 2:30 (lab) 

 

 

SCHOOL CLOSINGS/DELAYS 

 

All staff and students should listen to local radio stations; watch WTAP-TV or log on to 

www.wtap.com  for the school cancellations/delays. 

http://www.wtap.com/
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TEACHER WORKDAY 

 
The teacher work day is from 8:05 a.m. to 3:05 p.m. On Fridays teachers may leave school grounds after 

students have been dismissed and instructional areas have been put in order and secured.  No instructor 

shall leave the school grounds during school hours without notifying the director/assistant director.  

Instructors are to sign in and out in the director’s office. 

 

TEACHER’S ABSENCE 

 

All teachers and non-certified employees are expected to be present for duty at all required times. 

Any absence must be requested through the superintendent’s office as soon as possible.  

Absences for reasons other than those of an emergency nature are discouraged.  When an 

employee knows he/she will be absent because of sickness, he/she should contact the assistant 

director as soon as possible or by 6:00 a.m. on the day of the absence. 

 

Each full-time employee of the board of education shall be entitled for each completed month of 

service to sick leave of one and one-fourth (1-1/4) work days with pay.  Employees may use sick 

leave, upon approval of the superintendent of schools, for absence due to illness, injury, or 

exposure to contagious diseases that could be communicated to other employees, and illness or 

death in the employee’s immediate family.  Unused sick leave shall be cumulative up to 270 

days, with the exception referred to in Policy 3430.02. 

 

ABSENCE AND SUBSTITUTE TEACHERS 

 

The director or his/her designee is responsible for securing substitute teachers. The director or 

designee will notify the treasurer’s office of the absence and of the name of the substitute filling 

in during this time.  Teachers are not to obtain coverage for their classes. Teachers are also 

required to record their absence on the Employee Kiosk System. 

 

SUBSTITUTE TEACHERS 

 

Within the first week of school each teacher is to provide the assistant director with five 

emergency lesson plans.  When you are out of the building, please have a file for the substitute 

that contains the following: 

 

Lesson plans, seating chart, class roster, bell schedule (including teacher lunch time), fire drill, 

tornado and emergency procedures.  
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GRADING 

 

The Board of Education recognizes that a proper system of grading is necessary for monitoring 

student achievement and progress in the District’s program. 

 

Such grades shall indicate the student’s progress against his/her own potential for achievement. 

 

The Board directs that the instructional program of this District includes a system of grading for 

all grades, which is both reliable and valid. 

 

The Superintendent shall develop administrative guidelines for grading which include the 

following: 

 

A. each student should understand what behavior and/or achievement is expected at each 

grade level as well as what will produce a failing grade 

B. there should be frequent opportunities for each student to obtain information as to his/her 

progress toward the learning goals 

C. there should be clear, consistent criteria and standards particularly when grades are based 

on subjective assessment.  Students should have the opportunity to assess their own 

achievements and assess their areas of difficulty. 

D. no grading system should serve to inhibit the teacher from learning the strengths and 

weaknesses of each student on an individual basis. 

E. the grading system should be understood by the students and subject to continual review 

by staff, students, parents, and when appropriate, the participating local district.  

Revisions shall be made only when such changes will assure a clearer, more valid, or 

more reliable system of grading. 

 

Final decision on any grade shall be the responsibility of the Director. 

 

GRADING SCALE 

 

100 – 97 A+  79 – 77 C+  59 and below F 

  96 – 93 A  76 – 73 C 

  92 – 90 A-  72 – 70 C- 

  89 – 87 B+  69 – 67 D+ 

  86 – 83 B  66 – 63 D 

  82 – 80   B-  62 – 60 D- 
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MAKE-UP WORK 

 

A. The number of days absent determines the number of days permitted to makeup work and 

tests from class. 

B. If a student’s absence occurs at or near the end of the 1st, 2nd, or 3rd grading period, an “I” 

(incomplete) grade may be given and then will be changed to a letter grade.  The last 

grading period will be different.  All make-up work the last nine weeks will be completed 

on or before the last day of school.  No “I” (incomplete) may be given the last grading 

period.  

C. In cases where absences can be anticipated, work should be made up before the absence.  

All work must be made up within the number of days absent.  EX:  If a student is absent 

two days, the student must make up all work missed within two days after the student 

returns to school. 

 

ONLINE GRADE BOOK 

 

Keep grade book/parent assist entries up-to-date. Attempt to provide regular assessments for all 

students.  Teachers will submit a minimum of one assessment every week via the online 

grade book.  

 

GRADING PERIOD ENDING DATES 

 

Grading periods at Washington County Career Center will end on the following dates and grade 

cards will be issued as soon as possible following these dates: 

 

  1st period    October 17, 2014  

  2nd period    December 23, 2014 

  3rd period    March 13, 2015 

  4th period    May 22, 2015 

 

Teachers will be responsible to issue progress reports during each grading period. 

 

 

GRADUATION REQUIREMENTS AND PROCEDURES 

 

Students will graduate as a member of their class at their home school and receive the same high 

school diploma as other students in their school. 

 

During the course of the school year, the guidance department will be contacting each student to 

discuss his/her future plans and also to take a very careful look at the credits he/she will need to 

graduate.  If a student lacks sufficient credits for graduation, a plan will be charted whereby the 

student can complete his/her high school work. 

 

In addition, students who have not previously passed all portions of the Ohio Graduation Test are 

required to participate in both remediation and testing sessions. 
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CURRICULUM DEVELOPMENT/COURSE OF STUDY 

 

The curriculum in each of the career technical areas is based on the respective Career Field 

Technical Content Standard and course of study for each program.  The academic curriculum is 

based on the respective Academic Content Standard and course of study. 

 

CREDIT FLEXIBILITY 

 

Credit Flexibility is a new way for students to earn high school credit.  Directed by Ohio Senate 

Bill 311 (Ohio Core Legislation) the State Board of Education adopted a plan that allows 

students in all grades to earn high school credits in ways other than traditional coursework and 

classroom instruction.  This “credit flexibility” plan will allow students to earn graduation credit 

through one of the following options: 

 

1. Successfully completing coursework 

2. Testing out or showing mastery of course content 

3. Pursuing an educational option and/or an individually approved option 

4. Any combination of the above options 

 

Students applying for credit flexibility must return their credit flexibility application to their 

respective guidance counselor no later than September 17, 2015 for first semester courses and by 

December 17, 2015 for second semester courses. 

  

LESSON PLANS 

 

Lesson plans are due in the office no later than Monday morning at 8:10. 

 

TEXTBOOK COMMITTEE 

 

The purpose of the textbook committee is to select the best textbook available in a given program 

or academic area.   

 

The Career Technical textbook committee will include the teacher, an advisory committee 

member and an administrative representative. 

 

The academic textbook committee will be made up of the respective academic department, a 

representative from the Ohio Valley Educational Service Center, technology coordinator and an 

administrative representative. 
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ANNOUNCEMENTS 

 

Announcements will be made daily at 8:15. 

1. If you wish to have an announcement made please provide the information in writing to 

the office by 3:00 at least one day before the announcement is read. 

2. All announcements should be written out in full. 

3. All announcements MUST be signed by the teacher-sponsor of the activity.  

 

BUILDING CARE 

 

Each teacher is encouraged to join in an effort to build pride in our students for “their” career 

center.  If we are to keep our building free from misuse, all students will need to play a major 

role in this effort. 

 

Each teacher should make periodic checks of furniture, equipment, and the room.  Items needing 

repair should be brought to the attention of the director.  Misuse or defacing of school facilities 

should be investigated and reported to the office. 

 

BUILDING USE 

 

It is the desire of the Washington County Joint Vocational School District Board of Education 

that we get full use of our facilities.  The secondary and adult staff will share our facility; 

therefore, close cooperation and understanding is necessary, among teachers and supervisors, for 

maximum efficiency. 

  

BUILDING SECURITY 

 

It is the responsibility of each employee to help maintain building and equipment security.  

Anyone who has a key to the Career Center must assume that responsibility. 

 

General Procedures 

 

1. Teachers are to be in the building from 8:05 a.m. to 3:05 p.m. each school day.  Students 

should not be allowed in any lab area prior to 8:15 a.m. or after 2:30 p.m., without teacher 

supervision.  No students are allowed in the building on non-school days without 

administrative approval and supervision.  

 

2. Instructors, in cooperation with students, are responsible, daily, to ensure that all tools and 

materials are checked in and secured. 

 

3. Classroom and tool cages should be locked at all times classes are not in session. 

 

4. Instructors should make sure that all access doors to their area are secured and locked. 

 

5. Instructors must keep school keys with them at all times!  Any student using keys under the 

direction of his/her instructor should be closely supervised.  
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EDUCATIONAL FIELD TRIPS 

 

The educational field trip is a real learning experience because there is a direct connection 

between the school and the world outside the classroom.  It combines the theory of the classroom 

with the realities of life itself.  A field trip provides the student with first-hand information in a 

real life situation. 

 

A field trip is valuable: 

 

1. If the objectives are set up with student to establish purposes. 

2. If the follow-up and evaluation take place immediately after the field trip. 

3. If the students are accompanied by an instructor, parents, and when feasible, a member of the 

guidance department and/or director. 

 

The procedure to follow includes filing a Field Trip Request form with the director at least two 

(2) weeks in advance of the trip.  Students are not allowed to drive.  

 

All field trips should be taken during the laboratory period and should be limited to the area 

within the Washington County Joint Vocational School District. 

 

The field trip is a class learning experience and all members of a class are required to 

participate in this activity.  At no time is it permissible for part of a class to remain at school 

when a field trip has been planned for that particular class. 

 

All forms for field trips are available in the teacher workroom. 

 

Instructors conducting field trips are responsible for notifying staff members affected by the 

student’s absence from class.  This notification needs to occur at least one week prior to the 

field trip.   
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EMERGENCY PROCEDURES 

 

  

 

 
Washington County Career Center Safety Plan 

SCHOOL-BASED EMERGENCY EVENTS AND RESPONSES 

 

Natural Disaster & Severe Weather 

 
Key School Personnel: 

 Dennis Blatt - Superintendent  

 Dave Combs - Adult Director 

 Kathy Webb - Adult Education Evening Supervisor   

 Mike Elliott - Secondary Director 

 Tony Huffman - Assistant Secondary Director 

 Keelan McLeish - Teacher/Sheriff ‘s Deputy 

 Mindy Barth - Teacher/CMA 

 Ken Gebhart - Teacher/EMT 

 Becky Jones - School Nurse/RN 

 Lenora Lada - Teacher/EMT, CMA, RMA 

 Emma Otstot - Teacher/RN 

 Vickie Post - CMA 

 Karolyn Schafer - Teacher/RN 

 Cindy Schwendeman - Adult Supervisor 

 Amy West - Teacher/CST 

 Pete Spaziani - Maintenance Supervisor 

 Gerald Bookman - Day Shift Custodian   

 Byron Butts - Evening Custodian 

 

Emergency Notification Procedures 
 To make a school-wide announcement, press #911 to report the nature and location of the 

emergency. 

 Dial 9-911 and report the emergency to the dispatcher, who will notify all necessary 

emergency responders. 

 Hand held unit to be used for direct communication with the sheriff’s dept. 
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Communication Procedures 
 Utilize PA system for announcements and update of current situation 

 Communicate necessary information via hand held radios  

 Utilize computerized call system to parents’ emergency phone numbers for details on the 

situation. 

Evacuation/Staging Site 
 Move to pre-established locations – Insure all classroom and other doors are closed when 

exiting. 

 

Security Procedures 
 Move students to a safe and secure location away from windows and unsecured objects, 

and against an interior structural wall. 

 

Utility and Traffic Control 
 Maintenance Supervisor and custodial staff will:  monitor gas, electric and water as 

necessary.  If utilities are turned off, do not turn back on until public utility officials 

authorize to do so. 

 Law enforcement will monitor traffic control with assistance from school personnel to 

establish a perimeter and allow for necessary passage of vehicles. 

Student Accountability Procedure  
 Attendance will be taken and reported to main office 

 

Parental Notification 
 An automated phone call will be placed, if needed, using the student information system. 

 All local media will be notified and briefed 

 

Resource Allocation 
 Washington County Emergency Services 

 Washington County Joint Vocational School District 

Student Reunification Procedures 
 Students will be transported from staging locations to the Washington County 

Correctional Housing Unit. 

 

 

 

 

 



 

 

15 

 

Fire/Explosion 
 

Key School Personnel: 
 Dennis Blatt - Superintendent  

 Dave Combs - Adult Director  

 Kathy Webb - Adult Education Evening Supervisor  

 Mike Elliott - Secondary Director 

 Tony Huffman - Assistant Secondary Director 

 Keelan McLeish - Teacher/Sheriff’s Deputy 

 Mindy Barth - Teacher/CMA 

 Ken Gebhart - Teacher/EMT 

 Becky Jones - School Nurse/RN 

 Lenora Lada - Teacher/EMT, CMA, RMA 

 Emma Otstot - Teacher/RN 

 Vickie Post - CMA 

 Karolyn Schafer - Teacher/RN 

 Cindy Schwendeman - Adult Supervisor 

 Amy West - Teacher/CST 

 Pete Spaziani - Maintenance Supervisor 

 Gerald Bookman - Day Shift Custodian   

 Byron Butts - Evening Custodian 

 

Emergency Notification Procedures 
 If fire alarm does not automatically sound, immediately use manual “pull station” to 

sound alarm. 

 To make a school-wide announcement, press #911 to report the nature and location of the 

emergency. 

 Dial 9-911 and report the emergency to the dispatcher, who will notify all necessary 

emergency responders. 

 Hand held unit to be used for direct communication with the sheriff’s dept. 

 

Communication Procedures 
 Utilize PA system for announcements and update of current situation 

 Communicate necessary information via hand held radios  

 Utilize computerized call system to parents’ emergency phone numbers for details on the 

situation. 

Security Procedures 
 Check outside environment to ensure safety of students and staff.  Move if necessary. 

 No students will return to the area until health/emergency responders give the “ok.” 
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Evacuation/Staging Site 
 Evacuate to pre-established locations - Insure all classroom and other doors are closed 

when exiting.  Upon approval of fire chief or emergency personnel, relocate to a safe 

building and prepare for possible evacuation from premises.   

Utility and Traffic Control 
 Maintenance Supervisor and custodial staff will:  monitor gas, electric and water as 

necessary.  If utilities are turned off, do not turn back on until public utility officials 

authorize to do so. 

 Law enforcement will monitor traffic control with assistance from school personnel to 

establish a perimeter and allow for necessary passage of vehicles. 

Student Accountability Procedure  
 Attendance will be taken and reported to school officials 

 Remain in designated area until otherwise instructed 

Parental Notification 
 An automated phone call will be placed, if needed, using the student information system 

 All local media will be notified and briefed 

Allow students to call parents on their phones to inform them that they have been asked to 

remain at school until further notice and that they are safe.  

Resource Allocation 
 Washington County Emergency Services 

 Washington County Joint Vocational School District 

 

Student Reunification Procedures 
 Students will be transported from staging locations to the Washington County 

Correctional Housing Unit. 
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Active Shooter 

Hostage Situation 

Act of Terrorism 
 

 Key School Personnel: 
 Dennis Blatt - Superintendent   

 Dave Combs - Adult Director 

 Kathy Webb - Adult Education Evening Supervisor   

 Mike Elliott - Secondary Director 

 Tony Huffman - Assistant Secondary Director 

 Keelan McLeish - Teacher/Sheriff’s Deputy 

 Mindy Barth - Teacher/CMA 

 Ken Gebhart - Teacher/EMT 

 Becky Jones - School Nurse/RN 

 Lenora Lada - Teacher/EMT, CMA, RMA 

 Emma Otstot - Teacher/RN 

 Vickie Post - CMA 

 Karolyn Schafer - Teacher/RN 

 Cindy Schwendeman - Adult Supervisor 

 Amy West - Teacher/CST 

 Pete Spaziani - Maintenance Supervisor 

 Gerald Bookman - Day Shift Custodian   

 Byron Butts - Evening Custodian 

 

Emergency Notification Procedures 

 Announcement: To initiate an emergency procedure use the telephone system: 
Press#911.  Hold down any key for 5 seconds which activates an alarm.  Report the 
situation.  Identify the area where the situation is occurring.  The person initiating the 
emergency procedure must then call 9-911 to notify emergency responders.  Additional 
people may call 9-911.  Press #911 to provide additional information.  If #911 is 
inoperable, call both #912 (high school) & #913 (adult). 

  Hand held unit to be used for direct communication with the sheriff’s dept. 

  Computerized call system to parents’ emergency numbers 
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Communication Procedures  

 Utilize PA system for announcements and update of current situation 

 Communicate necessary information via hand held radios  

 Utilize computerized call system to parents’ emergency phone numbers for details on the 

situation. 

 Under a lockdown situation, silence cellphones and refrain from talking. 

Evacuation/Staging Site 
 Implement A.L.I.C.E. procedures as appropriate. 

 Without returning to campus and when safe to do so, relocate to pre-established locations 

at the Soil and Water Conservation Office or Kern Road.  

Utility and Traffic Control 
 Maintenance Supervisor and custodial staff will:  monitor gas, electric and water as 

necessary.  If utilities are turned off, do not turn back on until public utility officials 

authorize to do so. 

 Law enforcement will monitor traffic control with assistance from school personnel to 

establish a perimeter and allow for necessary passage of vehicles. 

Student Accountability Procedure  
 All efforts will be made to safely relocate and account for students at the unification sites. 

Parental Notification 
 An automated phone call will be placed using the student information system  

 All local media will be notified and briefed 

 Allow students to call parents on their personal phones to inform them that they are safe, 

as long as lockdown conditions are not in place 

Resource Allocation 
 Washington County Emergency Services 

 Washington County Joint Vocational School District 

 

Student Reunification Procedures 
As directed in safety meetings and without crossing school grounds, students will travel 

to either Kern Rd. or the Soil and Water Conservation Building where reunification will 

take place.  
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Significant Accident or 

Medical Emergency 

 
Key School Personnel: 

 Dennis Blatt - Superintendent 

 Dave Combs - Adult Director 

 Kathy Webb - Adult Education Evening Supervisor   

 Mike Elliott - Secondary Director 

 Tony Huffman - Assistant Secondary Director 

 Keelan McLeish - Teacher/Sheriff’s Deputy 

 Mindy Barth - Teacher/CMA 

 Ken Gebhart - Teacher/EMT 

 Becky Jones - School Nurse/RN 

 Lenora Lada - Teacher/EMT, CMA, RMA 

 Emma Otstot - Teacher/RN 

 Vickie Post - CMA 

 Karolyn Schafer - Teacher/RN 

 Cindy Schwendeman - Adult Supervisor 

 Amy West - Teacher/CST  

 Pete Spaziani - Maintenance Supervisor 

 Gerald Bookman - Day Shift Custodian   

 Byron Butts - Evening Custodian 

 

Emergency Notification Procedures 
 Utilize PA system for announcements and update of current situation 

 Communicate necessary information via hand held radios  

 Utilize computerized call system to parents’ emergency phone numbers for details on the 

situation. 

Communication Procedures 
 Utilize PA system for announcements and update of current situation 

 Communicate necessary information via hand held radios  

 If necessary, utilize computerized call system to parents’ emergency phone numbers for 

details on the situation. 

 

Evacuation/Staging Site 
 Move to shelter in place  

 Update as needed, based upon circumstances 
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Utility and Traffic Control 
 Maintenance Supervisor and custodial staff will:  monitor gas, electric and water as 

necessary.  If utilities are turned off, do not turn back on until public utility officials 

authorize to do so. 

 Law enforcement will monitor traffic control with assistance from school personnel to 

establish a perimeter and allow for necessary passage of vehicles. 

 

Student Accountability Procedure  
 If necessary, student attendance will be taken and reported. 

 

Parental Notification 
 An automated phone call will be placed, if needed, using the student information system. 

 All local media will be notified and briefed 

 

Resource Allocation 
 Washington County Emergency Services 

 Washington County Joint Vocational School District 

 

Student Reunification Procedures 
 Students will be transported from staging locations to the Washington County 

Correctional Housing Unit. 
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Bomb Threat 
 

Key School Personnel: 
 Dennis Blatt - Superintendent   

 Dave Combs - Adult Director  

 Kathy Webb - Adult Education Evening Supervisor  

 Mike Elliott - Secondary Director 

 Tony Huffman - Assistant Secondary Director 

 Keelan McLeish - Teacher/Sheriff’s Deputy 

 Mindy Barth - Teacher/CMA 

 Ken Gebhart - Teacher/EMT 

 Becky Jones - School Nurse/RN 

 Lenora Lada - Teacher/EMT, CMA, RMA 

 Emma Otstot - Teacher/RN 

 Vickie Post - CMA 

 Karolyn Schafer - Teacher/RN 

 Cindy Schwendeman - Adult Supervisor 

 Amy West - Teacher/CST  

 Pete Spaziani - Maintenance Supervisor 

 Gerald Bookman - Day Shift Custodian   

 Byron Butts - Evening Custodian 

 

Emergency Notification Procedures 
 If fire alarm does not automatically sound, immediately use manual “pull station” to 

sound alarm. 

   To make a school-wide announcement, press #911 to report the nature and location of the 

emergency. 

 Dial 9-911 and report the emergency to the dispatcher, who will notify all necessary 

emergency responders. 

 Hand held unit to be used for direct communication with the sheriff’s dept. 

Communication Procedures 
 Utilize PA system for announcements and update of current situation 

 Communicate necessary information via hand held radios  

 Utilize computerized call system to parents’ emergency phone numbers for details on the 

situation. 

Security Procedures 
 Check outside environment to ensure safety of students and staff.  Move if necessary. 

 No students will return to the area until health/emergency responders give the “ok.” 
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Evacuation/Staging Site 
 Evacuate to pre-established locations - Insure all classroom and other doors are closed 

when exiting. Upon approval of fire chief or emergency personnel, relocate to a safe 

building and prepare for possible evacuation from premises.   

 

Utility and Traffic Control 
 Maintenance Supervisor and custodial staff will:  monitor gas, electric and water as 

necessary.  If utilities are turned off, do not turn back on until public utility officials 

authorize to do so. 

 Law enforcement will monitor traffic control with assistance from school personnel to 

establish a perimeter and allow for necessary passage of vehicles. 

Student Accountability Procedure  
 Attendance will be taken and reported to school officials 

 Remain in designated area until otherwise instructed 

Parental Notification 
 An automated phone call will be placed, if needed, using the student information 

system 

 All local media will be notified and briefed 

 Allow students to call parents on their phones to inform them that they have been 

asked to remain at school until further notice and that they are safe. 

Resource Allocation 
 Washington County Emergency Services 

 Washington County Joint Vocational School District 
 

Student Reunification Procedures 
 Students will be transported from staging locations to the Washington County 

Correctional Housing Unit. 
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School Floor Plan 
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ALICE Announcement Procedure 

 

 

(Any school person may initiate this 

procedure.)  To initiate an emergency 

procedure use the telephone system: Press 

# 911.  Hold down any key for 5 seconds 

which activates an alarm.  Report the 

situation.  Identify the area where the 

situation is occurring.  The person 

initiating the emergency procedure must 

then call 9-911 to notify emergency 

responders.  Additional people may call 9-

911.  Press #911 to provide additional 

information.  If #911 is inoperable, call 

both #912 (high school) & #913 (adult).   
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Washington County Career Center 

Summarized Emergency Responses   
 

Below, find general responses to threats or emergencies.   

 
 

 

Fire: normal fire alarm will sound – move to established evacuation locations.  

Bomb threat: fire alarm will be activated to evacuate building.  

 

Tornado Disaster Plan/Lockdown Procedure:  When the Director has been notified that a 

tornado or personal safety issue has been identified; or that a drug search is to be conducted; 

he/she will announce “Lockdown” or “Tornado” and direct all personnel to go immediately to 

pre-assigned locations. 

 

Fire Alarm/Bomb Threat:  Teachers are responsible for the supervision of students under their 

care at the time of the emergency procedure.  Teachers are responsible for taking their grade 

books/class roster with them.  Teachers must insure that students follow the designated 

evacuation routes.  
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LOST AND FOUND 

 

All lost books and articles are to be turned into the office.   

 

MAILBOXES 

 

Teachers’ mailboxes are located in the teacher workroom.  Teachers are expected to check 

their mailboxes, personally, each morning and evening.   

 

PARENT-TEACHER CONFERENCE 

 

Parent/Teacher Conference dates are listed in the school calendar. Teachers are encouraged to 

write or call parents on a regular basis to share important information.   

 

PROFESSIONAL DRESS 

 

Teachers are expected to dress in an appropriate manner.  

 

SAFETY STANDARDS 

 

Industry safety standards and procedures should be maintained at all times.  Each trade area 

must conform to established safe practices for that trade.  Safety glasses will be worn in all 

shop areas. 

 

TEACHER EVALUATION  

 

A formal process of teacher evaluation will be an integral part of the overall effort to improve 

and enhance the quality of the educational programs of the Washington County Career 

Center.  Teachers are encouraged to discuss, with their supervisor, any problems or concerns 

that they feel impede in any way their effectiveness as a teacher.  A sign of the true 

professional is one who recognizes problems as they arise and makes a conscious effort to 

work with available personnel in overcoming such problems rather than to simply hope that 

such problems will disappear.  Teachers, themselves, will be expected to participate actively 

in the evaluation process.  Teacher evaluation will become a part of the permanent record. 

 

All evaluations will be conducted in accordance with the provisions of the current negotiated 

agreement between the Washington County Joint Vocational School District Board of 

Education and recognized Career Center Teachers Association. 

 

TEACHERS’ MEETINGS 

 

Occasionally it will be necessary for the total staff (professional and classified) to meet as a 

group.  Most meetings, however, will include only the professional staff.  Teachers’ meetings 

may be held as necessary.  Ten (10) meetings may take place during planning time.  Five 

faculty meetings could extend the school day not more than one hour. 
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TELEPHONE 

 

Telephones have been provided in all classrooms and laboratory areas.  These phones are to 

be used to conduct school business only.  Cell phones are not to be used by staff, nor students, 

during instructional time except in emergency situations.   

 

Students are not to use classroom and lab telephones without permission unless the purpose is 

to announce a threat to staff.  Students have access to a telephone in the front office in cases 

of emergency. 

 

VISITORS TO THE SCHOOL 

 

Parents are welcome to visit the Career Center at anytime. Any visitor to the school is 

required to sign in at the office and obtain a visitor’s pass. Please inform students that they are 

not permitted to bring student visitors to school. 

 

STUDENT ATTENDANCE  

 

The attendance policy at WCCC requires all students who are absent more than six (6) days in 

a given semester, to have a physician/medical excuse in order for any absence(s) to be 

excused. 

   

Any unexcused absence will result in a consequence that will affect all graded 

assignments/tests.  A student is expected to complete all work missed; however, an unexcused 

absence of any kind will result in a student receiving a zero for all graded work.   

 

Admission Slip 

 

1. Teachers will always obtain a written admission slip from students who have been absent 

from class.    

2. Teachers are responsible to note the date and type of absence (excused/unexcused).  If a 

graded assessment occurred on the date of an unexcused absence, the student will receive a 

zero for that assessment. 

 

Early Dismissal 

 

Early dismissal requests will be processed by the attendance secretary.   

No student is to be dismissed early from class without presenting an early dismissal slip. 

 

Tardiness 

 

Tardiness is defined as any appearance of a student after the scheduled time a class begins.  

The teacher must insist on prompt attendance.  Teachers who have students arriving to school 

after 8:15 must send those students to the attendance office.   
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RECORDING OF ATTENDANCE 

 

1. Attendance shall be taken during first period.  Teachers must report their absences to the 

office between 8:25 and 9:00 via the Infinite Campus attendance reporting program.  

2. If a student does not have a first period class, it is the responsibility of the second period 

teacher to inform the attendance office of any absences. 

3. Teachers will send all students to the office who do not have an admit slip.  

4. Teachers are responsible for student attendance each period.    

5. Teachers are to report to the Attendance secretary any student who has been marked 

absent but is now present and any student who is absent but his/her name does not appear 

on the absence list. 

6. Large groups of students having delays or late arrival times will have instructions 

announced by the school secretary. 

        

STUDENT PASSES 

 

All students must be issued a pass when they are out of class. Excuse students from class only 

when absolutely necessary.  All passes must be dated with time issued and signed by teacher.  

The teacher will collect the pass when student returns to class. 

 

STUDENT RESTROOM USAGE 

 

Students are expected to use restrooms before school, during class changes, at lunch and after 

school.  Students may be permitted to use the restroom if the teacher deems it permissible and 

issues a hall pass.  

 

PROCEDURES FOR SENDING A STUDENT TO THE OFFICE 

 

If a student needs to be written-up/removed from your class for disciplinary reasons, the 

following procedures need to be followed: 

  

 If the behavior does not constitute immediate removal, ensure you have made an 

attempt to remediate the behavior through classroom-level interventions.  These 

include any or all of the applicable: redirection, a private meeting with the student, 

moving the student’s seat, communication with guardian, or detention served with 

the teacher either before school, during lunch, or after school. 

 

 Removal from class 

 

o If the situation is not dire, send the student to ISS.  Call extension 385 to 

communicate with the ISS monitor.  Complete the behavior referral within 

Infinite Campus with as much detail as possible.  The ISS monitor will notify 

administration that a student has been sent to ISS 

o If the situation is dire, send the student directly to the office.  Call extension 

314 (assistant director) or 315 (director) to communicate with an administrator 

regarding the behavior in question.  Complete the behavior referral within 

Infinite Campus with as much detail as possible. 
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WASHINGTON COUNTY JOINT VOCATIONAL SCHOOL DISTRICT 

REQUISITIONING, PURCHASING AND RECEIVING PROCEDURE 

 

On-Line Requisition Process 

https://webapp.seovec.org/usasweb/home.do      

 
Query the Vendor that you want to use to determine the “Vendor #” 

 

Click on the green checkmark to select vendor  

Enter your Initials and date (I.e. JC0824) in the ”Requisition#” Box 

 
In the Deliver to Vendor# enter 2297 

In the “Requisition Description” Box enter a brief description 

In the “Attention” box enter to whom the items need delivered then click the BLUE  sign 

Enter the Quantity, Units, Price, Description, Account Number 

Search on 

the vendor 

you want to 

use.  If not 

in file please 

call Joann 

and provide 

her with the 

information 

to enter. 

https://webapp.seovec.org/usasweb/home.do
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You can enter your account number from the “BUDSUM” report that you received. 

After completed with item select the green checkmark   

Enter your next item. 

After entering all items select the “Validate” function to verify account number 

 
After validated – Post and Print (2 Copies) 

Forward to Director for approval  

Wait for Purchase Order to be issued before placing order. 

 

 

Emergency Items 

Emergency purchases are for maintenance or building care only and should be a true 

emergency. 

 

Open Purchase Orders 

This particular purchase order will be issued at the beginning of each month for the current 

standing orders.  Changes need to be directed to the Treasurer’s Office. 

 

MONTHLY TRAVEL & EXTENDED SERVICE REPORT PROCESS 

 

Application for Travel Expense 

 

The Application for Travel Expense is filled out and signed by the employee requesting the 

travel and then submitted to the Director for approval.  After the Director signs the form it is 

forwarded to the Superintendent for approval and signature.  Once all approvals ** are 

obtained a copy is returned to the employee indicating approval/disapproval.  The original 

form is forwarded to the Treasurer’s Office to initiate a purchase order to be used to pay when 

the Monthly Travel Report is submitted. 

**If the Application for Travel Expense is for “Out-of-State” travel the travel will be 

submitted at the Board Of Education at its next Regular Scheduled meeting for approval. 

 

Monthly Travel Report 

 

The Monthly Travel Report is filled out once the employee has completed the travel indicated 

on the Application for Travel.  All itemized receipts should be attached to the form, the form 

signed, and forwarded to the Director for approval.  After the Director signs the form it is 
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forwarded to the Superintendent for approval and signature.  Once all signatures obtained the 

form it is forwarded to the Treasurer’s Office to be processed for payment. 

 

Application for Per Diem Reimbursement 

 

The Application for Per Diem Reimbursement form is filled out and signed by the employee 

requesting the Per Diem payment and then it is submitted to the Director for approval.  After 

the Director signs the form it is forwarded to the Superintendent for approval and signature.  

Once all approvals are obtained a copy is returned to the employee indicating 

approval/disapproval.  The original form is forwarded to the Treasurer’s Office to maintain on 

file until the Stipend Payment Form is submitted. 

 

Stipend Payment Form 

 

The Stipend Payment Form is filled out once the employee has completed the event indicated 

on the Application for Per Diem Reimbursement and it is forwarded to the Director for 

approval.  After the Director signs the form it is forwarded to the Treasurer’s Office to be 

processed for payment through the next payroll process. 

 

HANDLING OF REQUISITIONS 

 

Staff Requisitions 

 

1. To Director 

a. Check appropriation 

2. To Superintendent 

3. Treasurer’s Department 

4. Treasurer for certificate of availability of funds 

 

Administration Office Requisitions 

 

1. To Superintendent 

2. Treasurer’s Department 

3. Treasurer for certificate of availability of funds 
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INVENTORY 

 

A yearly inventory shall be taken of all equipment belonging to the board of education 

(R.C. 3313.20).  The Treasurer’s Office will provide an inventory form to each department.  

The instructional staff will complete the inventory form at the end of each school year and 

submit to the Treasurer’s Office.  

 

Materials purchased will be classified either as supplies or equipment.  Supplies are 

expendable materials that normally will have a life of less than five years.  Equipment will be 

those items that normally will cost $1,000.00 or more and have a useful life of five or more 

years.  All furniture and equipment purchased through building and state money is classified 

as equipment.  Capital items purchased from general fund appropriation (equipment) shall be 

inventoried.  Consumable inventory is to be completed annually (June 30) by instructors and 

returned to treasurer’s office.  Information to be provided is item description, quantity, price 

per unit and total value on hand.  Note:  end of year inventory levels should be kept at a 

minimum. 

 

Equipment 

Equipment classified in two categories.  Electronic equipment $300.00 and over will be 

inventoried all other items $1,000.00 and over will be inventoried. The Treasurer’s Office 

shall prepare inventory information sheets, one for each piece of equipment.  The serial 

number, description, and other information requested on the form will be provided.   

 

Loss of Equipment or Damage 

Any equipment that is damaged, lost, or stolen needs to be reported immediately to the 

Treasurer’s Office.  Proper forms will be filled out and the lost or stolen items removed from 

the inventory books. 

 

If damage or loss is suspected of being done by an unlawful act, a report shall be made to the 

proper law enforcement office. 

 

Insurance companies shall be notified via the treasurer if equipment is insured. 

 

BUDGET PROCEDURES 

 

From time to time the director will be contacting you for information regarding equipment, 

supplies, and teaching materials, which are vital in your program and the budget procedure. 

 

This information will be channeled to the superintendent.  It will then be considered in 

preparing the total budget of the Board of Education.  Your help and participation in this is 

important.  Additional information will be supplied in April to assist each teacher in 

identifying needs for the coming year and to play a role in budget planning. 
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ACQUIRING SUPPLIES, TEACHING MATERIALS AND EQUIPMENT 

 

A. Basic Supplies – The basic everyday supplies are ordered at the beginning of each school 

year.  

B. Supplies, Teaching Material, Equipment – Purchase Requisition 

 

Many items will need to be acquired from commercial suppliers.  They may be acquired 

by submitting a purchase requisition providing there is categorical money available. 

 

This request develops as follows: 

1. Complete requisition. On-line using USAS web (through seovec). 

2. Forward to the director for review. 

3. It will be forwarded to the superintendent’s office further review and for approval. 

4. Forwarded to treasurer’s office where a purchase order will be issued. 

5. The approved purchase order will be emailed to initiator once approved. 

6. Purchase order mailed to vendor by treasurer’s office unless otherwise directed.      

During the school year, once the initiator receives the emailed copy back, it is their 

responsibility to order goods and let the Treasurer’s office know if they received the 

item by forwarding a copy of the purchase order and any packing slips back to the 

Treasurer’s office for payment.  Summer orders will be mailed unless noted otherwise.     

 

C. When You Have Received Supplies Requisitioned  
a. Note any damaged items 

b. Note any missing items 

c. If your order is complete, notify the Treasurer’s Office it is in and ready for 

payment by forwarding a copy of the purchase order and any packaging slips. 

d. All orders delivered to the Treasurer’s office  must be checked in by the 

Treasurer’s office before delivery to person ordering supplies 

 

 ITEMS ON APPROVAL 

 

The same procedure that is used in requisitioning items should be used in acquiring items on 

approval.  Please place a requisition!  Items acquired without a requisition may result in a 

misunderstanding.  We encourage examination of materials and the acquisition of 

complimentary supplies and books.  However, if the supplier expects to receive payment for 

the items upon your approval, a requisition is necessary.  If items are not approved and 

returned, notify the Treasurer’s Office to cancel purchase order. 

 

CHARGE FOR CUSTOMER SERVICE 

 

Payment for services performed for customers will be paid to the department in which the 

services were performed.  This will give students an opportunity to make our service cost 

records and to write receipts.  The following procedure will be used for departments in which 

customer service will be involved in the training program. 

 

1. Prior to customer service being performed, a work order must be filled out by the 

department and signed by the customer. 
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2. Each teacher involved in customer service will outline a plan for charging for customer 

service.  This would include costs for various services, method of posting costs, how a 

customer can make arrangements for service, and type of receipt or record of work 

completed.  The charge may include cost for parts, supplies, tools, and equipment, and 

maintenance, but not labor.  (The student’s role in this procedure should be clearly 

outlined.  Invoices associated with customer service should have work noted on the 

invoice.) 

 

This plan will need the approval of the director. 

 

3. No project will be released from the Career Center unless the total cost has been paid.  We 

are strictly “Cash and Carry”.  No exceptions!! 

 

4. Money collected from this source will be turned in to the treasurer’s office at the end of 

each day. 

5.  Records should be kept on all work done.  This may be used as part of the training 

program. 

 

PARENT INVOLVEMENT IN THE SCHOOL PROGRAM 

 

The Board believes that parent/guardian involvement is an important part of the educational 

programs.  Current research indicates that a home-school partnership and greater involvement 

on the part of parents/guardians in the education of their children generally results in higher 

achievement scores, improved student behavior, and reduced absenteeism. 

 

All parents/guardians of students enrolled in the district are encouraged to take an active role 

in the education of their children. 

 

The Board directs the administration to develop the necessary regulations to ensure that this 

policy is followed and that parent/guardian involvement is encouraged.  The regulations will: 

 

A. encourage strong home-school partnerships; 

B. provide for consistent and effective communication between the parents/guardians and 

school officials; 

C. offer parents/guardians ways to assist and encourage their children to do their best; 

D. offer ways parents/guardians can support classroom learning activities; 

E. provide opportunities for parents/guardians to be involved in parental involvement 

programs. 

 

For the benefit of the child, the Board believes that parents have a responsibility to encourage 

their child’s career in school by: 

 

A. supporting the schools in requiring their children observe all school rules and 

regulations, and by accepting their own responsibility for their child’s willful in-

school behavior; 

B. sending their children to school with proper attention to his/her health, personal 

cleanliness, and dress; 
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C. maintaining an active interest in their child’s daily work and making it possible for 

him/her to complete assigned homework by providing a quiet place and suitable 

conditions for study; 

D. reading all communications from the school, signing, and returning them promptly 

when required; 

E. cooperating with the school in attending conferences set up for the exchange of 

information of their child’s progress in school. 

 

R. C. 3313.472 

 

ADOPTION OF COURSES OF STUDY 

 

The Board of Education shall provide a comprehensive vocational education program to serve 

the needs of the students of this District.  In furtherance of this goal and pursuant to law, the 

Board shall periodically adopt courses of study. 

 

The Superintendent shall recommend to the Board such courses of study as are deemed to be 

in the best interests of the students.  The Superintendent’s recommendation shall include the 

following information about each course of study: 

A. an enumeration of those groups of students to be affected; 

B. its scope and sequence; 

C. its justification in terms of the goals of this District, especially when it is proposed to 

take the place of an existing course of study; 

D. its instructional methods and learning strategies, including the manner in which the 

learning of democratic principles and ethics is provided for, if appropriate to the 

content of the course; 

E. the resources that its implementation will require, including texts, materials, 

equipment, specially trained personnel, etc.; 

F. the criteria standards and plans for its continuous assessment; 

G. its development and operational history and results data, where available. 

Each course of study is intended to provide the basic framework for instruction and learning.  

Within this framework, each teacher shall use the course of study in a manner best designed to 

meet the needs of the students for whom he/she is responsible.  Any deviation from its content 

must be approved in accordance with the Superintendent’s administrative guidelines. 

 

Since one of the District’s goals is to prepare students to enter the world of work, the Board 

directs that each course of study include as part of its learning outcomes that students can 

demonstrate their willingness and ability to be punctual, to be present at the learning site each 

day unless absent for a legitimate reason, and to complete assignments on time and as 

directed.  The superintendent’s guidelines should include recommendations to staff on how to 

instruct students in these important work ethics and how to include the learning outcomes in 

the grades students receive. 

 

The director shall maintain a current list of all courses of study offered by this District. 

 

R. C. 3301.07, 3313.60, 3313.602 

A. C. 3301-35-02, 3301-37-02 



 

 

37 

 

CONTROVERSIAL ISSUES 

 

The Board of Education believes that the consideration of controversial issues has a legitimate 

place in the instructional program of the schools. 

 

Properly introduced and conducted, the consideration of such issues can help students learn to 

identify important issues, explore fully and fairly all sides of an issue, weigh carefully the 

values and factors involved, and develop techniques for formulating and evaluating positions. 

 

For purposes of this policy, a controversial issue is a topic: 

 

A. on which opposing points of view have been promulgated by responsible opinion; 

B. likely to arouse both support and opposition in the community. 

 

The Board will permit the introduction and proper educational use of controversial issues 

provided that their use in the instructional program: 

 

A. is related to the instructional goals of the course of study and level of maturity of the 

students; 

B. does not tend to indoctrinate or persuade students to a particular point of view; 

C. encourages open-mindedness and is conducted in a spirit of scholarly inquiry. 

 

Controversial issues related to the program may be initiated by the students themselves 

provided they are presented in the ordinary course of classroom instruction and it is not 

substantially disruptive to the educational setting. 

 

Controversial issues may not be initiated by a source outside the District unless the 

appropriate program supervisor has given prior approval. 

 

When controversial issues have not been specified in the course of study, the Board will 

permit the instructional use of only those issues that have been approved by the 

superintendent and director. 

 

In the discussion of any issue, a teacher may express a personal opinion, but shall identify it 

as such, and must not express such an opinion for the purpose of persuading students to 

his/her point of view. 

 

The superintendent shall develop administrative guidelines for dealing with controversial 

issues. 
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PROGRAM ACCOUNTABILITY AND EVALUATION 

 

The professional staff is responsible for providing evaluations of all instructional programs 

and processes.  This responsibility will be carried out as part of the long-range planning 

process, which requires evaluation of all operational areas and a report to the Board each year. 

 

District administrators will place strong emphasis on supervision and assessment of district 

instructional programs. 

 

The purpose of evaluation of instructional programs will be to: 

 

A. determine educational needs and provide information for planning; 

B. indicate instruction strengths and weaknesses; 

C. check on the suitability of programs in terms of community requirement; 

D. show the relationship between achievement and the system’s stated goals; 

E. provide data for public information. 

 

PHYSICAL EXAMINATION 

 

The Board of Education or Superintendent reserves the right to require, after a conditional 

offer of employment, that the candidate submit to an examination in order to determine the 

physical and/or mental capacity to perform assigned duties.   Such examinations shall be done 

in accordance with the Superintendent’s guidelines and/or the terms of the negotiated, 

collective-bargained agreements. 

 

Reports of all examinations or evaluations shall be delivered to the Superintendent, who shall 

protect their confidentiality.  Reports will be discussed with the employee or candidate and 

made a part of an employee’s personal record.  In the event of a report of a condition that 

could influence job performance, the Superintendent shall base a non-employment 

recommendation to the Board upon a conference with a physician and substantiation that the 

condition is directly correlated to defined job responsibilities. 

 

The Board shall assume any uninsured fees for required examinations. 

 

The Board requires, at initial employment, that all professional staff members undergo a 

tuberculosis examination in accordance with law. 
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STUDENT SUPERVISION AND WELFARE 

 

Professional staff members, because of their proximity to students, are frequently confronted 

with situations, which, if handled incorrectly, could result in liability to the District and 

personal liability to the professional staff member.  It is the intent of the Board of Education 

to direct the preparation of guidelines that would minimize the possibility. 

 

It is the responsibility of the Superintendent to prepare administrative guidelines to ensure the 

maintenance of the following standards: 

 

A. Each professional staff member shall maintain a standard of care for supervision, 

control, and protection of students commensurate with assigned duties and 

responsibilities. 

 

B. A professional staff member should not volunteer to assume responsibility for duties 

he/she cannot reasonably perform.  Such assumption carries the same responsibilities 

as assigned duties. 

 

C. A professional staff member shall provide proper instruction in the safety matters 

presented in assigned course guides. 

 

D. Each professional staff member shall immediately report to the Director any accident 

or safety hazard he/she detects. 

 

E. A professional staff member shall not send students on any personal errands. 

 

F. A professional staff member shall not associate with students, particularly those of the 

opposite gender, at any time in a manner which gives the appearance of impropriety, 

including, but not limited to, the creation or participation in any situation or activity 

which could be considered abusive or sexually suggestive or involve illegal substances 

such as tobacco, alcohol, or drugs.  This provision should not be construed as 

precluding a professional staff member from associating with students in private for 

legitimate or proper reasons. 

 

G. If a student comes to a staff member to seek advice or to ask questions regarding a 

personal problem related to sexual behavior, substance abuse, mental or physical 

health, and/or family relationships, the staff member may help the student make 

contact with certified or licensed individuals in the District or community who 

specialize in the assessment, diagnosis, and treatment of the student’s problem.  Under 

no circumstances should a staff member attempt, unless properly licensed and 

authorized to do so, to counsel, assess, diagnose, or treat the student’s problem or 

behavior. 

 

H. A professional staff member shall not transport students in a private vehicle without 

the approval of the Director, unless it is for official school business. 
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I. A student shall not be required to perform work or services that may be detrimental to 

his/her health. 

 

Pursuant to the laws of the State, each professional staff member shall report to the proper 

legal authorities immediately any sign of suspected child abuse or neglect. 

 

R. C. 2151.421, 2714.01 et seq. 

 

 

USE OF TOBACCO BY PROFESSIONAL STAFF 

 

The Board of Education recognizes that the American Cancer Society reports that tobacco 

smoking is the “single most preventable cause of cancer and the single most preventable 

cause of disease”.  The Board further recognizes that smoking can be hazardous to the health 

of both smoker and non-smoker.  Non-smokers can be affected by breathing the toxic 

products that tobacco smoke adds to the air. 

 

The Board believes that it is the right of the nonsmoker to breathe clean air.  The Board also 

believes that tobacco smoke in a school building denies the students’ access to clean air, 

introduces a substantial health hazard to those students, and interferes with learning.  

Likewise, the Board is concerned about the health of its employees and also recognizes the 

importance of adult role modeling for students during their formative years. 

 

Because the Board is dedicated to providing a healthy, comfortable, and productive 

environment for its staff, students, and citizens, it is the intention of the Board that the school 

be smoke-free.  To reach this goal, the Board bans smoking and the use of all tobacco 

products in all school buildings and premises in the District by all persons including staff and 

visitors at all times during the hours from 7:00 a.m. to 4:00 p.m.  From the hours of 4:00 p.m. 

to 7:00 a.m., adult individuals wishing to use tobacco should be permitted to do so in their 

vehicles. 

 

The Board issues this ban in a sincere appeal to all employees, students, and citizens to 

cooperate in helping to create within our facilities a truly healthy environment for all 

concerned. 

 

R. C. 3313.20, 3313.47, 3791.031 
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PROFESSIONAL MEETINGS 

 

The Board of Education encourages opportunities for professional staff members to develop 

increased competence, beyond that which they may attend through the performance of their 

assigned duties through attendance at professional meetings. 

 

For purposes of this policy, a professional meeting shall be defined as: 

 

A. Any meeting that is related to the activities, duties, or responsibilities of professional 

staff members as determined by the Superintendent. 

B. A meeting through which direct value can be derived for the person in attendance for 

later use in the performance of District duties. 

 

The superintendent shall prepare administrative guidelines to implant this policy. 

 

R. C.  3313.20 

 

STUDENT ACCIDENTS 

 

The Board of Education believes that District personnel have certain responsibilities in case of 

accidents that occur in school.  Said responsibilities extend to the administration of first aid by 

persons trained to do so, summoning of medical assistance, notification of administration 

personnel, notification of parents, and the filing of accident reports. 

 

Employees should administer first aid within the limits of their knowledge of recommended 

practices.  All employees should make an effort to increase their understanding of the proper 

steps to be taken in the event of an accident. 

 

Regardless of the seriousness of any accident, the teacher in charge must submit an accident 

report.  This report form may be obtained from the Director.  

 

The Superintendent shall develop administrative guidelines to implement this policy. 

 

R.C. 2305.23 (Good Samaritan), 3313.20 

 

HONOR ROLL 

 

The Board of Education recognizes the value, authorizes, and encourages the publication of 

honor roll lists. 

 

The Board recognizes the publication of such lists shall be the responsibility of the six (6) 

county schools and may or may not be published.  However, such a list may be established in 

accordance with procedures and standards established by the vocational school 

superintendent. 
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STUDENT HAZING 

 

The Board of Education believes that hazing activities of any type are inconsistent with 

educational goals of the district.  Employees of the District shall be alert, particularly to 

possible situations, circumstances or events that might include hazing.  If hazing or planned 

hazing is discovered, the students involved shall be informed by the discoverer of the 

prohibitions contained in this policy and shall be ordered to end all hazing activities or 

planned activities immediately.  All hazing incidents shall be reported immediately to the 

Superintendent.  Students, administrators, faculty members, and other employees who fail to 

abide by this policy may be subject to disciplinary action and may be held personally liable 

for civil and criminal penalties in accordance with law. 

 

The Superintendent shall distribute this policy to all students and District employees, and 

shall incorporate it into building, staff and student handbooks.  It shall also be the subject of 

discussion at employee staff meetings or in-service programs. 

R.C. 2307.44, 2903.31 

 

THE DISTRICT AND COMMUNITY AGENCIES 

 

The Board of Education is committed to protect students from individuals not associated with 

the District but also recognized its responsibility to cooperate with law enforcement agencies, 

social service departments, and other government agencies. 

 

When such agencies request permission to interrogate a student at school, the director shall 

attempt to notify the student’s parents, when appropriate and/or ensure that the agency has 

informed or will inform the parents, when appropriate. 

 

A student at WCCC may not be interrogated by any authority without the knowledge of a 

school official. 

 

Any interrogation must be done in private. 

 

Whenever it has been determined that an agency has a legitimate purpose in interrogating a 

student within the confines of a District building, the director or representative shall be 

present throughout the proceedings.  She/he should also verify that the student (s) has been 

informed of his/her rights to refuse to answer questions, to be informed that anything she/he 

says may be used against him/her in court, and to consult with and be advised by legal 

counsel. 

 

When an agency requests permission to arrest or remove a student, the director shall notify 

the superintendent. 

 

No student shall be released to an agency without proper warrant or written parental 

permission, except in the event of emergency or for the protection of life or property as 

determined by the director. 

 

R.C.  3313.20, 3319.321 
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STUDENT DISCIPLINE 

 

The Board of Education acknowledges that conduct is closely related to learning – an 

effective instructional program requires an orderly school environment and the effectiveness 

of the educational program is, in part, reflected in the behavior of students. 

 

The Board believes that the best discipline is self-imposed and that students should learn to 

assume responsibility for their own behavior and the consequences of their actions. 

 

The Board shall require each student of this District to adhere to the Code of Conduct 

promulgated by the administration and to submit to such disciplinary measures as are 

appropriately assigned for infraction of those rules.  Such rules shall require that students: 

 

A. conform to reasonable standards of socially acceptable behavior; 

B. respect the person and property of others; 

C. preserve the degree of order necessary to the educational program in which they are 

engaged; 

D. respect the rights of others; 

E. obey constituted authority and respond to those who hold that authority. 

 

Data regarding disciplinary action (s) may be entered on a student’s record when such 

notation can be used to assist counselors. 

 

Any student disciplined by an employee of this Board shall have the right to notice of the 

infraction and a hearing before s/he is disciplined, and may appeal the determination thereof. 

 

The superintendent shall disseminate administrative guidelines for student conduct which 

carry out the purposes of this policy and: 

 

A. are not arbitrary but bear a reasonable relationship to need to maintain a school 

environment conducive to learning; 

B. do not discriminate among students; 

C. do not demean students; 

D. do not tend to violate any individual rights constitutionally guaranteed to students. 

 

The superintendent shall designate sanctions for the infractions of rules, excluding corporal 

punishment, which shall: 

 

A. relate in kind and degree to the infraction. 

B. help the student learn to take responsibility for his/her actions. 

 

 

The Superintendent shall publish to all students and their parents the rules of this District 

regarding student conduct and the sanctions, which may be imposed for breach of those 

rules. 
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When District vehicles are used for field trips and other District activities, however, the 

professional staff member in charge shall be responsible for student discipline. 

 

R.C.  3313.20, 3313.66, 3313.661, 3315.07 

A.C.  3301-35-03 (G), 3301-83-07 

 

DISCIPLINE HANDICAPPED STUDENTS 

 

The Board of Education and staff support the concepts of appropriate education and least 

restrictive environment for all handicapped students as defined in Public Law 94-142.  The 

Board recognized the unique needs of students with handicaps; however, our primary concern 

is for the safety and well being of all students and staff.  In an effort to identify critical issues 

and set up legal, appropriate procedures to address these issues, the following procedures will 

be used concerning students with handicaps enrolled at WCCC. 

 

A. During the writing of the Individualized Education Plan (IEP), committee members 

will review patterns of behavior and note all modifications to the WCCC discipline 

policies in the Student Handbook.  The committee will then identify alternative 

discipline strategies with written long-term and short-term objectives.  For students 

entering the Career Center from their home school, it is to be noted the Rules for the 

Education of Handicapped Children state that, “the District of residence shall consult 

with the JVSD placement is being considered for a handicapped child.” 

B. All administration and staff working directly with the student under IEP will be 

informed of the discipline policy modifications and receive a copy of them. 

C. Every handicapped student enrolled at WCCC will be made aware in writing of all 

unacceptable behavior and possible consequences.  Students will be required to sign 

that they have been informed of the above. 

D. The Vocational Special Education Coordinators will be notified promptly of all 

discipline problems involving a handicapped student. 

E. Since suspension may be considered restrictive to a student’s education, the following 

acceptable alternatives are recommended, but are not limited to: 

a. Counseling 

b. Notification of parents and parent conferences 

c. Behavior contracting with student 

d. Written behavior intervention plat developed by special education coordinator, 

teacher, and administrators 

e. Restriction of student privileges 

f. Detentions 

g. Time-out 

h. In-school suspension 

i. More restrictive environment at Career Center; i.e. Occupational Lab 

j. Modified school day 

k. Extra aide and other home school funded options 

l. Return to home school. 

F. As the home school is ultimately responsible for the appropriate education of the 

handicapped student, home schools will receive a copy of all hearing results regarding 
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handicapped students.  Parents will also receive a copy of the hearing results by 

certified mail 

G. If a student is determined to be an immediate danger to him/herself or to others, he 

may receive a temporary immediate suspension of up to three (3) days.  At the end of 

the days, the IEP committee will meet.  An interim placement is an option when 

parents and school administration agree on such a placement. 

H. No handicapped student shall receive more than ten (10) days of suspension within 

one (1) school year.  The IEP committee will convene when a student under IEP 

reaches a total of six (6) days of suspension to discuss further options and alternatives. 

I. When all options at WCCC have been exhausted and/or ten (10) days of suspension 

have been served, the IEP committee will reconvene and an alternative placement will 

be determined at that time.  Rules for the Education of Handicapped Children, state if 

“the JVSD is determined to be an inappropriate placement by the IEP committee, the 

District residence will need to make alternative placements available.” 

J. If there is no relationship between the misconduct and the handicap, the student may 

be disciplined in the normal manner through proper procedures. 

 

STUDENT GRIEVANCE 

 

The Board of Education recognized that, as citizens, students have the right to request redress 

of grievances.  Further, the Board believes that the inculcation of respect for lawful 

procedures is an important part of the educational process.  Accordingly, individual and group 

grievances should be provided for and appropriate appeal procedure implemented. 

 

For purposes of this policy, a student complaint or grievance shall be any such that arises out 

of actions, procedures, and policies of this Board or its employees or the lack of such policy 

or procedure. 

 

This Board or its employees will hear the complaints and grievances of the students of this 

District provided that such complaints and grievances are made according to procedures 

established by Board Policy 9130. 

 

PREGNANT STUDENTS 

 

The Board recognizes that educational opportunities are part of the value system of a free 

society and education in our increasing complex and technological society is a prerequisite for 

the opportunity to lead a full and productive life.  Therefore, the Board affirms the right of a 

pregnant student to continue her participation in the public school program. 

 

As soon as the pregnancy is medically confirmed, the Board recommends that the student 

consult with the guidance counselor, school Director, and/or GRADS teachers to plan her 

educational program. 

 

With the staff member involved, the student may elect any of the following educational plans 

or suggest alternatives: 
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A. She may remain in her present school program, with modifications as necessary, until 

the birth of the baby is imminent or until her physician states that continued 

participation would be detrimental to her health. 

B. She may temporarily withdraw from school and, at school expense, receive 

homebound instruction from the date of her withdrawal until her physician states that 

she is physically able to return to school. 

C. She may temporarily withdraw from school and, at school expense, enroll in an 

approved educational program where she can continue her education and receive pre 

and post-natal care. 

 

Effort will be made to see that the educational program of the student is disrupted as little as 

possible; that she receives health and counseling services, as well as instruction; that she is 

encouraged to return to high school after delivery; and that she is given every opportunity to 

complete high school. 

 

R.C.  3321.01, 3321.04 

 

SEARCH AND SEIZURE 

 

The Board of Education recognizes that the privacy of students or their belongings may not be 

violated by unreasonable search and seizure and directs that no student be searched without 

reasonable suspicion or in an unreasonable manner. 

 

The Board acknowledges the need for in-school storage of student possessions and shall 

provide storage places, including desks and lockers, for that purpose.  Such spaces remain the 

property of the Board and, in accordance with law, may be the subject of random search.  

Where locks are provided for such places, students may lock them against incursion by other 

students, but in no such places shall students have such an expectation of privacy as to prevent 

examination by a school official.  The Board directs the Directors to conduct a routine 

inspection at least annually of all such storage places. 

 

School authorities are charged with the responsibility of safeguarding the safety and well 

being of the students in their care.  In the discharge of that responsibility, school authorities 

may search the person or property, including vehicles, of a student, with or without the 

student’s consent, whenever they reasonably suspect that the search is required to discover 

evidence of a violation of law or of school rules.  The extent of the search will be governed by 

the seriousness of the alleged infraction and the student’s age. 

 

This authorization to search shall also apply to all situations in which the student is under the 

jurisdiction of the Board. 

 

Administrators are permitted to conduct a random search of any student’s locker and its 

contents at any time, providing proper notice has been posted in the locker areas of each 

building. 

 

Search of a student’s person or intimate personal belongings shall be conducted by a person of 

the student’s gender, in the presence of another staff member of the same gender, and only in 
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exceptional circumstances when the health or safety of the student or of others is immediately 

threatened. 

 

The Board also authorizes the use of canines, trained in detecting the presence of drugs, when 

the Superintendent has reasonable suspicion that illegal drugs may be present in a school.  

This means of detection shall be used only to determine the presence of drugs in locker areas 

and other places on school property where such substances could be concealed.  Canine 

detection must be conducted in collaboration with law enforcement authorities and is not to be 

used to search individual students unless a warrant has been obtained prior to the search. 

 

Except as provided below, a request for the search of a student or a student’s possessions will 

be directed to the Director or those specifically designated, who shall notify the student and 

seek the freely offered consent of the student to the inspection.  Whenever possible, a search 

will be conducted by the Director in the presence of the student and a staff member other than 

the Director.  A search prompted by the reasonable belief that health and safety are 

immediately threatened will be conducted with as much speed and dispatch as may be 

required to protect persons and property. 

 

The Director shall be responsible for the prompt recording in writing of each student search, 

including the reasons for the search; information received that established the need for the 

search and the name of informant, if any; the persons present when the search was conducted; 

any substances or objects found; and the disposition made of them.  The Director shall be 

responsible for the custody, control, and disposition of any illegal or dangerous substance or 

object taken from a student. 

 

The Superintendent shall prepare administrative guidelines to implement this policy. 

 

R.C.  3313.20 

  

 

PROTOCOL FOR SCHOOL SYSTEMS WITHIN WASHINGTON COUNTY 

 

A. REPORTING CHILD ABUSE AND NEGLECT 

a. Mandated Reporters 

Pursuant to the Ohio Revised Code 2151.421 (A)(1), persons mandated to 

report alleged child abuse and neglect include any attorney, physician, 

including a hospital intern or resident, dentist, podiatrist, practitioner of limited 

branch of medicine or surgeon, register nurse, licensed practical nurse, visiting 

nurse, other health care professional licensed psychologist, licensed school 

psychologist, speech pathologist or audiologist, coroner, administrator or 

employee of a child day-care center, administrator or employee of a certified 

child care agency or other public or private children services agency, school 

teacher, school employee, school authority, social worker, licensed 

professional counselor, or person rendering spiritual treatment through prayer 

in accordance with the tenants of a well-organized religion, who is acting in his 

official or professional capacity. 
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b. Responsibility of the Mandated Reporter 

House Bill 274 removed an option in the law that permitted mandatory 

reporters to cause report to be made of their knowledge or suspicion that a 

child has suffered, or faces a threat of suffering any abuse or neglect.  This 

means that professionals considered by law to mandated reporters, cannot 

implement reporting protocol that requires a chain of command.  Mandated 

reporters must personally report. 

c. Reporter Immunity 

Pursuant to Ohio Revised Code 2151.421 (G)(1), anyone making a report of 

child abuse or neglect, or participating in good faith in a judicial proceeding 

resulting from the report, shall be immune form any civil or criminal liability 

for injury, death, or loss to person or property that otherwise might be incurred 

or imposed as a result of the making of the report or the participation in the 

judicial proceeding. 

d. Reporter Confidentiality 

Each report and investigation of alleged child abuse or neglect is confidential 

and may be shared only when dissemination is authorized by law.  The identity 

of the reporter is considered a part of the report and will not be released or 

affirmed by Washington County Children Services except when allowed by 

law and deemed necessary.  Washington County Children Services will inform 

the reporter that a subpoena for judicial testimony may be issued, if court 

intervention is deemed necessary.  The school employee will not keep any 

copies of correspondence regarding the allegations of abuse or neglect in the 

child’s educational records.  Anyone who illegally disseminates information 

contained in report of child abuse or neglect is guilty of a misdemeanor of the 

fourth degree.  

e. Reporter Liabilities 

i. Criminal Liability 

In accordance with Ohio Revised Code 2151.00, when any mandated 

reporter fails to immediately report alleged child abuse and neglect, 

WCCS is required to give written notification of such failure to the 

Washington County Prosecuting Attorney.  If said reporter is convicted 

of such a violation, he/she will be guilty of a misdemeanor of the fourth 

degree. 

ii. Civil Liability 

In accordance with Ohio Revised Code 2151.281, the Guardian ad 

Litem is permitted to bring a civil action against any mandated reporter, 

who fails to file a report of abuse or neglect, if the alleged child victim 

suffers additional injury or harm after the failure to file the report. 
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f. Sharing of Information 

WCCS is permitted by law to share the following information with a mandated 

reporter: 

i. Whether or not the Agency has initiated the investigation 

ii. If the Agency is continuing the investigation 

iii. If the Agency has other involvement with the alleged child victim 

iv. If the report has generated court proceedings 

v. The condition of the child 

g. Reporting Protocol for School Employees 

i. Any school employee who has reason to believe that a child is being 

abused or neglected, has been abused or neglected, or faces a threat of 

abuse or neglect, will immediately make a report of the suspicion to 

WCCS at 740-373-3485. 

ii. The report should include (if known) the following information 

regarding: 

1. The Alleged Child Victim 

a. Name, address and telephone number 

b. Age, Behavioral and functional level 

c. Current location 

d. Present condition 

e. Whether there is current risk to the child, and if so, 

where and what type? 

2. The Caretaker 

a. Name, address and telephone number 

b. Caretaker’s behavioral and functional level 

c. Current location 

d. Is the caretaker the alleged perpetrator? 

e. If the caretaker has taken any measures to reduce risk to 

the alleged child victim; if so, what measures have been 

implemented? 

3. The Alleged Perpetrator 

a. Name, address, and telephone number 

b. Behavioral and functional level 

c. Any prior suspected incidents of abuse/neglect by the 

alleged perpetrator? 

d. Current location 

e. Relationship to the alleged child victim; current/future 

access alleged perpetrator has or may have to the alleged 

child victim. 

4. Collateral Sources 

a. Name, address, and telephone number of anyone else 

with knowledge of the current allegation. 

b. Any witnesses to the alleged abuse/neglect 
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5. Other Children 

a. Are other children living in the home, or 

residing/attending the out-of-home care setting; if so, 

their names, approximate ages, and relationship to the 

alleged child victim. 

b. Have the other children living in the home, or residing in 

the out-of-home care setting, currently or previously 

been alleged child victims; if so, the identity of their 

alleged perpetrator. 

6. The Incident 

a. When and where alleged abuse or neglect occurred, and 

duration. 

b. Type and extent of the abuse or neglect 

c. When, where and how child is at risk of abuse and/or 

neglect 

d. Circumstances surrounding the incident, which might be 

helpful in establishing the cause of abuse or neglect. 

h. If the school employee is making a report before or after WCCS’s normal 

operating hours 8:00 a.m. to 5:00 p.m.), the employee will call WCCS at 740-

373-3485.  A report can be given at the number 24 hours a day, 365 days a 

year.  If, for any reason, the school employee is unable to contact WCCS at this 

number, the employee will call the  appropriate county or municipal law 

enforcement agency and make the report. 

i. The school employee will inform the building principal or immediate 

supervisor of any report of suspected child abuse and/or neglect made to 

WCCS, or the appropriate county of municipal law enforcement agency. 

j. The school employee will document the time and date of any report of child 

abuse and/or neglect made to WCCS or the appropriate county or municipal 

agency. 

k. WCCS may request that a mandated reporter submit a written copy of the 

report of abuse or neglect.  

B. INTERVIEWING AN ALLEGED CHILD VICTIM 

a. WCCS’s personnel bear the legal obligation to investigate reports of child 

abuse and/or neglect, including an essential component of the investigation 

process – interviewing the alleged child victim.  WCCS personnel have 

received specialized training in the appropriate methods for interviewing 

victims of abuse and/or neglect, and they are responsible for determining if the 

best interest of the child would be served by conducting the interview on 

school property. 

b. An interview of an alleged child victim is typically conducted with the 

knowledge/consent of the parent, guardian or custodian.  Occasionally, an 

interview of the alleged child victim will be conducted without the prior 

consent or knowledge of the custodial parent, when deemed necessary by the 

WCCS worker.  When this situation arises, the WCCS employee will notify the 

custodial parent that the interview has taken place, immediately after the 

completion of the interview. 
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c. When an interview of an alleged child victim occurs on school property, the 

building principal, or his designee, may be present at the interview.  The 

designee should be a person, within the school, who is identified as an 

advocate for students (i.e., guidance counselor, school nurse, assistant 

principal, or teacher).  If the interview is the result of the student having 

confided to a school representative, that individual should be the designee 

present at the interview.  The designee should be a non-threatening individual, 

with whom the child feels comfortable, and whom the child knows and trusts. 

d. If the school employee, who made the report of abuse/neglect, is not able to be 

present at the interview, the principal or the designee will communicate 

information, obtained through the interview of the alleged child victim, to the 

employee who made that original referral.  The dissemination of any 

information obtained through the interview will be executed within the 

constraints set by Ohio Revised Code, and respect the personal rights of the 

child. 

e. If the WCCS worker determines that it would be in the best interest of the 

alleged child victim to conduct the interview without the presence of school 

personnel, a choice may be made from the following: 

i. WCCS may conduct the interview during non-school hours, when 

possible. 

ii. Legal documents, permitting the removal of the alleged child victim 

from school premises, may be obtained by WCCS personnel. 

iii. WCCS may seek emergency custody from the appropriate county or 

municipal law enforcement agency, per Ohio Revised Code 2151.31. 

f. WCCS and the school systems of Washington County agree to work in a 

collaborative effort to conduct the interviewing of children in a manner that 

will minimize trauma to the alleged child victim, and reduce the number of 

times an alleged child victim is interviewed, as defined in Part II, Section N of 

this County Plan. 

g. Nothing in this plan will absolve WCCS from its legal obligation to respond to, 

and investigate all reports of child abuse and/or neglect.  It is the responsibility 

of WCCS personnel to investigate reports of abuse/neglect. 
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STUDENT ACTIVITY FUND 

 

It is the purpose of this policy to establish financial controls for the administration of the 

normal, legitimate, co-curricular activities of the student body organization. 

 

For purposes of this policy, a “student activity fund” may include, but not be limited to co-

curricular and approved extra-curricular activities such as clubs, publications, etc. 

 

Each activity covered by this policy must be recognized by the Board of Education before 

moneys can be collected or disbursed in the name of said activity. 

 

The Superintendent is directed to obtain annually and submit at the October Board meeting a 

list of student activities with a brief description of their objectives, activities, and limitations 

of each fund. 

 

The Board will review the list upon submission to determine if the objective of each fund 

serves a continuing District need. 

 

The Board authorizes the maintenance of approved activity funds. 

 

The Treasurer shall be the treasurer of the student activities fund.  S/He may delegate 

responsibility to school Director. 

 

The Board authorizes the Director to act on its behalf to review and approve each expenditure 

from a student activity fund prior to disbursement.  In approving an expenditure, the Director 

shall ensure that it is related to achieving one or more of the stated purposes for which the 

student activity has been organized.  An expenditure shall not be approved if it accrues to the 

personal benefit of a member of the staff or a member of the student group.  Monies are not 

be disbursed to a school class or group for any activity or event that will occur after the 

students have graduated.  Exception: The Cultural and Benevolent Account (200-4600-510-

0027) from which expenditures must be approved by the Superintendent. 

 

Fund raising for all student activities will be in accordance with Board Policy 5830 and 9700. 

 

All monies accumulated in the account of a specific class or activity will, upon the 

discontinuance of the activity, be disposed of in accordance with the recommendation 

approved by the Superintendent. 

 

The Superintendent shall implement administrative guidelines, which will ensure that all 

student activity funds are managed, recorded, and deposited in accordance with law and sound 

fiscal practice. 

 

The Board of Education believes that student activity programs contribute to the educational 

objectives of the school and authorizes the sponsoring of various activities within the school.  

Such activities shall conform to the requirements of Section 3315.062 of the Ohio Revised 

Code.   
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Student activities in the Career Center shall be approved by the Board of Education and shall 

be selected from and conform to the list of activities adopted by the State Board of Education. 

 

A uniform system of accounting for student activity funds as established by the Bureau of 

Inspection and Supervision of Public Offices shall be followed. 

 

The purpose of student activity funds should be to promote the general welfare, education and 

morale of all students and to finance the normal, legitimate co-curricular activities of the 

student body organizations.  To achieve this purpose, the Board of Education establishes the 

following guidelines: 

 

A. The Board must authorize those student activity programs it wishes to be operational. 

B. Projects for the raising of student activity money shall in general contribute to the 

educational experience of students and shall not conflict but add to the instructional 

program. 

C. Student participation is an important factor in the democratic management of money 

raised by the student body and expended for its benefit.  The appropriate student 

activity group must approve expenditures. 

D. Student activity money shall, insofar as possible, be expended in such a way to benefit 

those students currently in school who have contributed to the accumulation of such 

money. 

E. Money derived from the student body as a whole shall be so expended as to benefit the 

student body as a whole, and not for the benefit of a special group. 

F. Student activity funds shall not be used for any purpose, which represents an 

accommodation, loan or credit to Board of Education employees or other persons.  

Post-dated checks may not be accepted and checks may not be cashed for anyone.  

Board of Education employees or others may not make purchases through a student 

body in order to take personal advantage of student body purchasing privilege. 

G. No student body organization shall be obligated for purchases made by students, 

faculty and others unless supported by a written purchase order signed by Treasurer. 

H. A budget must be submitted and approved by the Board of Education for each student 

body organization. 

I. All sources of revenue must be approved by the Board of Education and shall be 

included in the student activity group’s current year budget. 

J. All expenditures by the student activity program shall be in accordance with the 

budget as approved by the Board of Education.  The authorization for the expenditure 

must be accompanied by an approved requisition processed by a formal purchase 

order, certified by the Treasurer that funds are available or in the process of collection 

for the expenditure (Section 5705.41 (D) of the Ohio Revised Code).  Installment and 

lease purchases are prohibited. 

K. Investments shall be approved by the Board of Education.  Interest earned on the 

investment of monies should be handled in accordance with Section 135.21, Revised 

Code.  Such interest will be prorated and then be transferred from the General Fund 

Budget 001-4300-890 to activity accounts, which have a minimum balance of $1,000 

at the end of each month and recorded as a contribution. 

L. Monthly and annual financial reports for student activity funds shall be prepared by 

the Treasurer and submitted to the Board of Education as part of the Treasurer’s report 
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(Section 3319.29, Revised Code).  Funds must be accounted for on a fiscal year basis.  

Financial reports should also be furnished to each sponsor on a regular basis. 

M. The school will furnish transportation for students from the school to student 

activities.   

 

 

The Board of Education will, when approving the annual appropriations resolution, give 

consideration to and may appropriate funds to the activity program under Section 315.062 of 

the Ohio Revised Code.  Said funds to be identified in the appropriation resolution as 001-

4000-890.  Said appropriation shall not exceed one half of one percent (1/2 of 1%) of the 

Board’s annual operating budget. 

 

The Treasurer and the Board of Education shall be the Treasurer of all student activity funds. 

 

The Superintendent shall prepare for board approval rules and regulations for the 

establishment and operation of the student activity program. 

 

R.C.  9.39, 3313.47, 3313.51, 3313.53, 3315.01, 3315.062, 3315.12, 3315.14, 3317.024 

R.C.  5705.41, 5705.41 

A.C.  117-2-18, 117-2-20 

 

GIFTS, GRANTS, AND DONATIONS 

 

The Board of Education accepts its responsibility to provide from public funds sufficient 

supplies and equipment for an effective instruction program; it recognizes, however, that from 

time to time, individuals or organizations in the community may wish to contribute additional 

supplies or equipment to enhance or extend the instructional program. 

 

The Board may, by resolution duly passed at a public meeting, accept any gift or grant of land 

with or without improvement, and of money or other personal property, and acknowledge the 

purpose, if any, for which the gift was made. 

 

The Board reserves the right to refuse to accept any gift when the conditions and stipulations 

connected with it deprive the Board of control of the gift, when ownership of the gift would 

not contribute toward the achievement of the goals of this District, and/or when ownership 

would tend to deplete the resources of the District. 

 

Any gift accepted by the Board shall become the property of the Board, may not be returned 

without the approval of the Board, and is subject to the same controls and regulations as are 

other properties of the Board. 

 

The Board shall be responsible for the maintenance of any gift it accepts subject to any 

conditions or stipulations connected with the gift. 

 

Any equipment purchased by a parent organization for use in the school or at a District-

related event shall be submitted to the Board, prior to purchase, so it can determine if the 

District would incur any liability by its use. 
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The Board reserves the right to not accept such liability and thus deny the use of the 

equipment by students or District employees. 

 

The Board will make every effort to honor the intent of the donor in its use of the gift, but 

reserves the right to utilize any gift it accepts in the best interest of the educational program of 

the District.  In no case shall acceptance of a gift be considered to be an endorsement by the 

Board of a commercial product or business enterprise or institution of learning. 

 

The Superintendent shall: 

 

A. counsel potential donors on the appropriateness of gifts and encourage such donors to 

choose as gifts, supplies, or equipment not likely to be purchased with public funds; 

 

B. encourage individuals and organizations considering a contribution to the schools to 

consult with the Director or Superintendent before appropriating funds to that end; 

 

C. report to the Board all gifts that s/he has accepted by the School District; 

 

D. prepare fitting means for recognizing or memorializing gifts to the District as 

appropriate. 

 

R.C.  9.20, 9.26, 3313.36, 3313.37 

 

PLANT SECURITY 

 

Facilities and equipment constitute a major financial investment by the District.  It is in the 

best interest of the Board of Education to protect the District’s investment adequately. 

 

The Superintendent shall develop and supervise a program for the security of the school 

buildings, school grounds, and school equipment pursuant to statute and rules of the State. 

 

Every effort shall be made to apprehend those who knowingly cause serious physical harm to 

District property and to require such persons to rectify the damage or pay a fee to cover 

repairs.  A reward may be offered for apprehending such persons. 

 

Appropriate authorities may be contacted in the case of serious offenses. 

 

The Superintendent shall report to the Board each major case of vandalism and the extent of 

the damage. 

 

R.C.  2909.05, 3313.173, 3313.642 

A.C.  3301-35-03 
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USE OF DISTRICT FACILITIES 

 

The Board of Education believes that the grounds and facilities of this District should be made 

available for community purposes, provided that such use does not infringe on the original 

and necessary purpose of the property or interfere with the educational program of the schools 

and is harmonious with the purposes of this District. 

 

The Board will permit the use of District grounds and facilities when such permission has 

been requested in writing by a responsible organization of a group of citizens and has been 

approved by the Director. 

 

District grounds and facilities shall be available for the below-listed uses.  When there are 

competing interests, approval will be given according to the following priories: 

 

A. uses directly related to the schools and operations of the schools 

B. uses and groups indirectly related to the schools 

C. meetings of employee associations 

D. uses for voter registration and elections 

E. departments or agencies of the municipal government 

F. other governmental agencies 

G. community organizations or groups and/or individuals formed for charitable, civic, 

social, religious, recreational, and educational purposes. 

 

Facilities shall also be made available to any certified candidate for public office and any 

recognized political party or organization for the purpose of conducting public discussions of 

public questions and issues.  The facilities shall be free of charge and available only after 

regular school hours. Users shall abide by all District guidelines and rules regarding the use of 

District grounds and facilities and be liable for any damage incurred.  Under no circumstances 

shall the grounds or facilities be used to raise funds for political purposes. 

 

The use of District grounds and facilities shall not be granted for any purpose, which is 

prohibited by law. 

 

Should all or any part of the District’s community be struck by a disaster, the Board shall 

make District grounds and/or facilities available, at no charge, for the housing, feeding, and 

care of victims, or potential victims when requested by local, State, or Federal authorities.  

The Superintendent should meet with the Washington County Disaster Preparedness 

Committee to establish a disaster preparedness plan in order to ensure that proper procedures 

are established to minimize confusion, inefficiency, and disruption of the educational 

program.  (R.C. 5915.02-08) 

 

The Superintendent shall develop administrative guidelines for the granting of permission to 

use District facilities including a schedule of fees.  Such guidelines are to include the 

following: 

 

A. Each user shall present evidence of the purchase of organizational liability insurance 

to the limit prescribed by District administrative guidelines. 
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B. Use of District equipment in conjunction with the use of District facilities must be 

requested specifically in writing, and may be granted by the procedure by which 

permission to use facilities is granted.  The users of District equipment must accept 

liability for any damage or loss to such equipment that occurs while it is in their use.  

Where rules so specify, no item of equipment may be used, except by a qualified 

operator. 

C. Users shall be liable financially for damage to the facilities and for proper 

chaperonage. 

 

No liability shall attach to this District, or any of its employees and officers, specifically as a 

consequence of permitting access to these facilities. 

 

R.C.  3313.75-79, 3501.29 

P.L.  98-377 

 

STUDENTS RECORDS 

 

The educational interests of the student require the collection, retention, and use of 

information about individual students and groups of students.  At the same time, the student’s 

rights of privacy mandates careful custodianship and limitations on access to student records. 

 

The Board of Education is responsible for maintaining records of all students attending 

schools in this District.  Only records mandated by the State or Federal government or 

specifically permitted by this Board may be compiled by District employees.  The Board 

hereby authorizes collection of the following student records, in addition to the membership 

record required by law: 

 

A. observations and ratings of individual students by professional staff members acting 

within their sphere of competency 

B. samples of student work 

C. information obtained from professionally acceptable standard instruments of 

measurement such as: 

a. interest inventories and aptitude tests. 

b. vocational preference inventories. 

c. achievement tests. 

d. standardized intelligence tests. 

e. WebXamsassessments. 

f. proficiency tests. 

D. authenticated information provided by a parent or adult student concerning 

achievements and other school activities that the parent or students wants to make a 

part of the record 

E. verified reports of serious or recurrent behavior patterns 

F. rank in class and academic honors earned 

G. psychological tests 

H. attendance records 

I. health records 

J. custodial arrangements 
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In all cases, permitted, narrative information in student records shall be objectively based on 

the personal observation or knowledge of the originator. 

 

Student records shall be available only to students and their parents, adult students, and 

designated school officials and personnel, not including Board members who have a 

legitimate educational interest in the information.  In situations in which a student has both a 

custodial and a non-custodial parent, both shall have access to the student’s educational 

records unless stipulated otherwise by court order.  In the case of adult students (eighteen (18) 

and older), parents will be allowed access to the records without the student’s consent, 

providing the student is considered a dependent under section 152 of the Internal Revenue 

Code and has not graduated from the District. 

 

“Legitimate educational interest” shall be defined as a “direct or delegated responsibility for 

helping the student achieve one (1) or more of the educational goals of the District” including, 

but not limited to those officials with legitimate educational interests as defined in District 

administrative guidelines. 

 

The Board authorizes the administration to: 

 

A. forward education records on request to the home school; 

B. provide “personally-identifiable” information to appropriate parties in connection with 

an emergency if such knowledge is necessary to protect the health and safety of the 

student or other individuals; 

C. request each person or party requesting access to a student’s record to abide by the 

Federal regulations concerning the disclosure of information to a third party. 

 

The District will comply with a legitimate request for access to a student’s records within a 

reasonable period of time but not more than forty-five (45) days after receiving the request.  

Upon the request of the viewer, a record shall be reproduced, unless said record is 

copyrighted, and the viewer may be charged a fee equivalent to the cost of handling and 

reproduction. 

 

The District shall maintain a record of those persons to whom information about a student has 

been disclosed.  Such disclosure records will indicate the student, person viewing the record, 

information disclosed, and the date of disclosure. 

 

Only “directory information” regarding a student shall be released to any person or party, 

other than the student or his/her parent, without the written consent of the parent; or, if the 

student is eighteen (18) years of age or older, the written consent of the student, except those 

persons or parties stipulated by the District’s policy and administrative guidelines and/or 

those in the law. 
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DIRECTORY INFORMATION 
 

Each year the District will provide public notice to students and their parents of its intent to 

make available, upon request, certain information known as “directory information”.  The 

Board designates as student “directory information”: a student’s name; address; date and 

place of birth; photograph; major field of study; participation in officially recognized 

activities and sports; height and weight, it a member of an athletic team; sates of attendance; 

date of graduation; awards received; or any other information which would not generally be 

considered harmful or an invasion of privacy, if disclosed.  Directory information shall not be 

provided to any organization for profit making purposes. 

 

Parents and adult students may refuse to allow the District to disclose any or all of such 

“directory information” upon written notification to the District within thirty (30) days after 

receipt of the District’s public notice. 

 

Whenever parental consent is required for the inspection and/or release of a student’s health 

or educational records or for the release of directory information, either parent may provide 

such consent unless agreed to otherwise in writing by both parents or specifically stated by 

court order.  If the student is under the guardianship of an institution, the Superintendent shall 

appoint a person who has no conflicting interest to provide such written consent. 

 

The District may disclose “directory information” on former students without student or 

parent consent. 

 

The Superintendent shall prepare administrative guidelines to ensure that students and parents 

are adequately informed each year regarding their rights to: 

 

A. inspect and review the student’s educational records; 

B. request amendments if the record is inaccurate, misleading, or otherwise in violation 

of the student’s rights’ 

C. consent to disclosures of personally identifiable information contained in the student’s 

education records, except to unauthorized disclosures allowed by the law; 

D. file a complaint of District noncompliance with the Department of Education; 

E. obtain a copy of the District’s policy and administrative guidelines on student records. 

 

The Superintendent shall also develop procedural guidelines for the proper storage and 

retention of records. 

 

No liability shall attach to any member, officer, or employee of this District specifically as a 

consequence of permitting access or furnishing student records in accordance with this policy 

and regulations. 

34 C.F.R. 99 

20 U.S.C., Section 1232G (d), 

20 U.S.C., Section 1232G (B)(I)(H) 

26 U.S.C. 152 

The Family Educational Rights and Privacy Act of 1974 (FERPA) 

Education of the Handicapped Act - Part B of 1975 
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CONTROL OF NON-CASUAL-CONTACT COMMUNICABLE DISEASES 

 

The Board of Education seeks to provide a safe educational environment for both students and 

staff.  It is the Board’s intent to ensure that any student or member of the staff who contracts a 

communicable disease that is not communicated through casual contact will have his/her 

status in the District examined by an appropriate panel of resource people and that the rights 

of both the affected individual and those of other staff members and students will be 

acknowledged and respected. 

 

For purposes of this policy, “non-casual-contact communicable disease” shall include: 

 

A. AIDS - Acquired Immune Deficiency Syndrome; 

B. ARC - AIDS Related Complex; 

C. persons infected with HIV (human immunodeficiency); 

D. Hepatitis B; 

E. other like diseases that may be specified by the State Board of Health. 

 

In its effort to assist in the prevention and control of communicable diseases of any kind, the 

Board has established policies on Immunization, Hygienic Management, and Control of 

Casual-Contact Communicable Diseases.  The purpose of this policy is to protect the health 

and safety of the students, District personnel, and the community at large from the spread of 

the above-mentioned diseases. 

 

The Board seeks to keep students and staff members in school unless there is definitive 

evidence to warrant exclusion.  When the Superintendent learns that a student or District 

employee may be infected with a non-casual communicable disease, the Superintendent shall 

immediately convene a review panel consisting of appropriate staff members, the infected 

persons’ physician, and the Washington County Health Department to determine if the initial 

evidence warrants exclusion. 

 

If the evidence is not sufficient to justify exclusion, the person shall remain in his/her current 

school environment unless there exists a threat to the person’s health or safety through 

exposure to other communicable diseases. 

 

If the County Health Officer determines the evidence indicates the person should be excluded 

from the school environment, the person shall be temporarily excluded following due-process 

procedures as described in the District’s administrative guidelines. 

 

When the Superintendent learns that a disabled student may be infected with a non-casual-

contact communicable disease, the I.E.P Team will serve as the District’s representative on 

the communicable disease review panel, which will be convened within forty-eight (48) 

hours. 

 

The rights of any affected student, as well as those of any affected staff member, shall be 

protected in accordance with Federal and State laws on privacy, convey confidentiality, and 

due process.  In addition, the exclusion of any staff member from the District by the County 
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Health Officer’s decision will be done in accord with relevant sections of Ohio Statutes 

concerning sick leave. 

 

Further, it is the Board’s policy that all students and staff members should maintain normal 

contact with an affected staff member or student whose continued presence in the school 

setting has been determined by this process. 

 

The Board directs the Superintendent to develop an educational program in accordance with 

Ohio Statute that will ensure proper instruction on students, professional staff, and/or support 

staff on the principal means by which non-casual-contact communicable diseases are 

transmitted, as well as how they are not transmitted, and the more effective methods for 

restricting and/or preventing these diseases. 

 

The Superintendent shall include in this program those educational materials, which advocate 

prevention through abstinence. 

 

TRANSPORTATION FOR FIELD AND OTHER DISTRICT-SPONSORED TRIPS 

 

It shall be the policy of the Board of Education to use regular or special-purpose school 

vehicles for transportation on field and other District-sponsored trips. 

 

The transportation for all field and other District-sponsored trips is to be by vehicles owned or 

approved by the District and driven by approved drivers.  Exceptions must have the approval 

of the Superintendent. 

 

The District shall assume transportation costs for all field trips. 

 

It will also assume the costs for co-curricular trips. 

 

Members of the staff shall supervise all field trips.  Either staff members or adults from the 

sponsoring organization shall supervise all other District sponsored trips.  Any time students 

are on the vehicle, at least one (1) sponsor, chaperone, or staff member is expected to ride in 

the vehicle as well as to supervise students upon return to the District and while they are 

waiting for rides home. 

 

All students are expected to ride the approved vehicle to and from each activity.  A special 

request must be made to the staff member or sponsor by the parent, in writing or in person, to 

allow an exception. 

 

No student is allowed to drive on any trip.  On an individual basis the Director may make an 

exception, provided the student has written parental permission. 

 

The Superintendent shall prepare administrative guidelines to ensure that all transportation is 

in compliance with Board policy on use of District vehicles and/or use of private vehicles. 

 

R.C.  3327.08, 3327.14, 3327.013 

A.C.  3301-83-16 
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SCHOOL CEREMONIES AND OBSERVANCES/PATRIOTIC EXERCISES 

 

The Board of Education believes one’s appreciation of country is promoted by the ceremonies 

and observances held in the schools and that the United States flag is a symbol of our 

democratic heritage, ideals and freedom. 

 

Furthermore, the Board believes saluting the flag and reciting the Pledge of Allegiance helps 

students learn and reinforce these principles. 

 

The Board does not require the daily recitation of the Pledge of Allegiance.  However, the 

Board encourages reciting of the Pledge on a regular basis as determined by the classroom 

teacher or school Director and reciting of the Pledge during opening and closing ceremonies 

of all vocational youth groups at Washington County Career Center. 

 

The Board recognized that beliefs of some persons prohibit participation in the Pledge, the 

salute to the flag or other opening exercise and therefore are excused. 

 

R.C.  3313.602, 3313.80 

 

RELATIONS WITH SPECIAL INTEREST GROUPS 

 

Any request from civic institutions, charitable organizations, or special interest groups which 

involve such activities as patriotic functions, contests, exhibits, sales or products to and by 

students, sending promotional materials home with students, graduation prizes, fund raising, 

and free teaching materials must be carefully reviewed to ensure that on balance such 

activities promote student interests without advancing the special interest of any particular 

group. 

 

It is the policy of the Board of Education that students, staff members, and District facilities 

not be sued for advertising or promoting the interests of any non-school agency or 

organization, public or private, without the approval of the Board or its delegated 

representative; and any such approval, granted for whatever cause or group, shall not be 

construed as an endorsement of said cause or group by this Board. 

 

A. Political/Commercial Interests 
All materials or activities proposed by outside political or commercial sources for 

student or staff use or participation shall be reviewed by the Director on the basis of 

their educational contribution to art or all of the school program, benefit to students, 

good taste, and no such approval shall have the primary purpose of advancing the 

name, product, or special interest of the proposing group. 

 

The Board shall permit the use of educational materials, programs, and equipment 

which contains commercial messages providing the content of such messages and the 

manner of presentation has been approved by the Superintendent and is in compliance 

with the District’s administrative guidelines. 
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Outside speakers representing commercial organizations will be welcome only when 

the commercial aspect is limited to naming the organization represented and the 

subject matter advances the educational aims of the District. 

 

B. Contests/Exhibits 
 

The Board recognizes that contests, exhibits, and the like may benefit individual 

students or the District as a whole, but participation in such special activities may not: 

 

a. have the primary affect of advancing a special product, group, or company; 

b. make unreasonable demands upon the time and energies of staff or students or 

upon the resources of the District; 

c. involve any direct cost to the District; 

d. interrupt the regular school program; 

e. unless the student body as a whole derives benefit from such activities; 

f. cause the participants to leave the School District, unless 

g. the Board’s policy 2340 - Field and Other District-Sponsored Trips has been 

complied with in all aspects. 

 

C. Distribution/Posting of Literature 
 

No outside organization or staff member or student representing an outside 

organization may distribute or pose literature on that organization’s behalf on District 

property either during or after school hours without the permission and prior review of 

the Director. 

 

 The Superintendent shall establish administrative guidelines, which ensure that: 

 

a. criteria established in policy 5722 - Student Publications and Productions are 

used to make a decision regarding materials that students seek to post or 

distribute; 

b. distribution or posting of materials employees wish to distribute on behalf of 

an employee organization comply with the terms of negotiated collective 

bargaining agreements; 

c. the school mail system is not sued by students or staff for distribution of non-

school-related materials; 

d. the time, place, and manner of distribution of all non-school-related materials 

is clearly established and communicated. 

 

D. Solicitation of Funds 
 

Any outside organization or staff member representing an outside organization 

desiring to solicit funds on school property must receive permission to do so from the 

Superintendent. 

 

 The Board disclaims all responsibility for the protection of, or accounting for, such f

 funds. 
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Solicited funds are not to be deposited in any regular or special accounts of the 

District. 

 

A copy of this policy as well as the relevant administrative guidelines shall be given to 

any individual granted permission to solicit funds on District property. 

 

This policy does not apply to the raising of funds for District-sponsored or school-

sponsored activities. 

 

E. Prizes/Scholarship 
 

The Board of Education is appreciative of the generosity of organizations, which offer 

scholarships or prizes to deserving students in this District.  But, in accepting the offer 

of such scholarships or prizes, the Board directs that these guidelines be observed: 

a. No information either academic or personal shall be released from the 

student’s record for the purpose of selecting a scholarship or prizewinner 

without the permission of the student who is eighteen (18), or the parents of a 

student who is younger in accordance with the Board’s policy on student 

records. 

b. The type of scholarship or prize, the criteria for selection of the winner, and 

any restrictions upon it shall be approved by the Superintendent. 

c. The Director, together with a committee of staff members designated by the 

Director, shall be involved in the selection of the recipient and, if agreeable to 

the sponsoring organization, the selection shall be left entirely to the Director 

and staff committee. 

 

F. Sale of School Supplies 
 

On determining the appropriateness of the sale of school supplies by organizations 

other then the school District, the Board requires that: 

 

a. the organization have a purpose which will benefit the School District and its 

students; 

b. the organization’s planned activities are clearly in the best interest of the 

School District and its students; 

 

All funds generated by the sale of such school supplies shall be kept separate from 

other activity funds or other transactions of the Board. 
 

G. Surveys and Questionnaires 
 

Neither District-related not non-district-related organizations shall be allowed to 

administer a survey or questionnaire to students or staff unless the instrument and the 

proposed plan is submitted, in advance, to the Superintendent.  If approved, a copy of 

the results and the proposed manner of their communication are to be provided to 

him/her for review and approval before they are released. 

 

R.C.  3313.75-787 
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The Uniformed Services Employment and Reemployment Rights Act   of 

1994     

The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA, 38 

U.S.C. §§ 4301 – 4335) is a federal law intended to ensure that persons who serve or have 

served in the Armed Forces, Reserves, National Guard or other “uniformed services:” (1) are 

not disadvantaged in their civilian careers because of their service; (2) are promptly 

reemployed in their civilian jobs upon their return from duty; and (3) are not discriminated 

against in employment based on past, present, or future military service. The federal 

government is to be a “model employer” under USERRA. See 38 U.S.C. § 4301. 

Standards of Ethical Assessment Practice and Assessment Security 

Procedures 

The District shall require that all appropriate staff have knowledge of the prescribed 

standards of ethical assessment practice and shall monitor the assessment practices for 

compliance with these standards.  These duties shall include: 

1. Communicating standards of ethical assessment practice; 

2. Communicating security procedures for assessment; 

3. Establishing procedures for reviewing assessment materials and procedures and 

assessment preparation materials and procedures; 

4. Establishing channels of communication that allow teachers, other educators, 

students, parents, and other members of the community to voice concerns about 

assessment practices; 

5. Establishing written procedures for investigating complaints, allegations, and/or 

concerns about assessment practices, protecting the rights of an individual, the 

integrity of an assessment, and the results of an assessment. 

Student Supervision and Welfare 

Professional staff members shall maintain professional staff/student boundaries that are 

consistent with their legal, professional and ethical duty of care for students. 

1. Staff members shall report any accidents or safety hazards immediately. 

2. Staff members shall immediately report any knowledge of threats of violence by 

students. 

3. Staff members shall not associate or fraternize with students at any time in a manner 

that may give the appearance of impropriety.  Any sexual or other inappropriate 
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conduct may lead to potential criminal prosecution/and or/ disciplinary action by the 

Board up to and including termination. 

4.  Staff should not under any circumstances attempt to counsel, assess, diagnose or treat 

a student’s problem or behavior unless certified or licensed to do so. 

5. Professional staff member shall not transport students in a private vehicle without 

prior approval of the director.  

6. Students shall not be required to perform work or services that may be detrimental to 

his/her health. 

7. Staff needs to be sensitive when sharing confidential information with persons who 

may not be authorized to receive this information. 

8. Professional staff shall report to the proper legal authorizes immediately any sign of 

suspected child abuse or neglect. 
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Work Ethic Rubric 
 

       
 

CATEGORY 

 

Excellent (4) 

A 

 

Good (3) 

B 

 

Satisfactory (2) 

C 

 

Needs    

Improvement 

(1,0) 

D, F 
 

Attendance 

 

Missed no 

unexcused 

days during the 

nine weeks. 

 

Missed no 

more than (1) 

one unexcused 

day during the 

nine weeks. 

 

 

Missed no more 

than (2) two 

unexcused days 

during the nine 

weeks. 

 

 

Missed (3) three 

or more 

unexcused days 

during the nine 

weeks. 

Performance Work reflects 

this student’s 

best effort. 

Work reflects a 

strong effort 

from this 

student. 

Work reflects 

some effort from 

this student. 

Work reflects 

very little effort 

on the part of 

this student. 

 
Preparedness Brings needed 

materials to lab 

and is always 

ready to work. 

Almost always 

brings needed 

materials to lab 

and is ready to 

work. 

Almost always 

brings needed 

materials but 

sometimes needs 

to settle down and 

get to work. 

 

Often forgets 

needed materials 

or is rarely ready 

to get to work. 

Teamwork Always listens 

to, shares with, 

and supports 

the efforts of 

others.  Tries to 

keep people 

working 

together. 

Usually listens 

to, shares with, 

and supports 

the efforts of 

others.  Does 

not cause 

“waves” in the 

group. 

Often listens to, 

shares with, and 

supports the 

efforts of others; 

but, sometimes is 

not a good team 

member. 

Rarely listens to, 

shares with, and 

supports the 

efforts of others.  

Often is not a 

good team 

player. 
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Class/Lab/Project Rubric 
 

Student Name: ____________________ 

 

 
 

 

 

Grade CATEGORY Excellent (4 ) 

A 

Good (3) 

B 

Satisfactory (2) 

C 

Needs   (1) 

Improvement D 

 Preparedness Brings needed 

materials to class 

and is always 

ready to work. 

Almost always 

brings needed 

materials to 

class and is 

ready to work. 

Almost always 

brings needed 

materials but 

sometimes needs 

to settle down and 

get to work. 

Often forgets 

needed materials or 

is rarely ready to 

get to work. 

 Focus on the 

Task 

Consistently 

stays focused on 

the task and 

what needs to be 

done.  Very self-

directed. 

Focuses on the 

task and what 

needs to be 

done most of 

the time. 

Focuses on the 

task and what 

needs to be done 

some of the time. 

Rarely focuses on 

the task and what 

needs to be done. 

 Work Ethic Work reflects 

this student’s 

best efforts. 

Work reflects a 

strong effort 

from this 

student. 

Work reflects 

some effort from 

this student. 

Work reflects very 

little effort on the 

part of this student. 

 Attitude Never is publicly 

critical of the 

project.  Always 

has a positive 

attitude about the 

task (s). 

Rarely is 

publicly 

critical of the 

project.  Often 

has a positive 

attitude about 

the task (s). 

Occasionally is 

publicly critical 

of the project.  

Usually has a 

positive attitude 

about the task (s). 

Often is publicly 

critical of the 

project.  Often has 

a negative attitude 

about the task (s). 

 Quality of 

Work 

Provides work of 

the highest 

quality. 

Provides high 

quality work. 

Provides work 

that occasionally 

needs to be 

checked/redone.  

Provides work that 

usually needs to be 

checked/redone.  
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Work Ethic Grade 

 

Washington County Career Center students will be receiving a Work Ethic 

grade.  

 

Students may earn .25 credits for Work Ethic each nine weeks in their career 

technical program.  This credit will be included in each student’s Career Center 

grade point average. 
 

 


