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Academy of Careers & Technology 

390 Stanaford Road

Beckley, West Virginia 25801

(304)-256-4615

August 23, 2010
Welcome to the ACADEMY OF CAREERS AND TECHNOLOGY!  

The staff at ACT is pleased to be part of your educational plans.  We trust that the skills you learn here will equip you with the necessary foundation for your future.

Whether you plan to enter the work force, continue your education at another technical institution, college, university, retraining program, or enter military service, we will work with you to ensure that you are well prepared.  

Remember that ACT is a school for students who are serious about their careers.  The staff will expect you to give your best and to respect the rules and regulations that make ACT a safe and effective school.  In turn, we will give you our best!

This handbook is for your information.  It is each student's responsibility to follow the rules and policies set forth.  If you should have any questions pertaining to the contents, please feel free to inquire.

Again, welcome from ACT and best wishes for a good school year.  Please do not hesitate to contact any member of the administrative staff when problems or questions arise.  We shall make every effort to be of assistance.

Sincerely,

Venida McDaniel
Adult Coordinator
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ACCREDITATION

The Academy of Careers & Technology is accredited by the following agencies:

Raleigh County Board of Education

West Virginia State Board of Education

West Virginia Division of Rehabilitation Services

West Virginia Department of Employment Security

United States Department of Education

North Central Association of Secondary Schools

North Central Association of Colleges and Schools

West Virginia State Board of Examiners for Licensed Practical Nursing

The center is also approved for Veteran’s benefits.

The policies and practices outlined in this publication may be revised, revoked, or supplemented at the discretion of the administration subject to reasonable time notifications.  They are in no way to be considered contractual obligations.

The Academy of Careers & Technology reserves the right to limit enrollment in a course, or to withdraw a course from the program because of insufficient enrollment.

The information outlined in this handbook is true and correct in content and policy is enforced.

EQUAL OPPORTUNITY IN EDUCATION
As required by federal laws and regulations, the Raleigh County Board of Education and the Academy of Careers & Technology does not discriminate on the basis of age, sex, race, religion, disability, marital status or national origin in its educational programs, activities, or employment practices...  Inquires may be referred to Nelson Spencer, Director of Secondary Schools of the Raleigh County Board of Education,, 105 Adair St., Beckley, WV 25801, Telephone (304) 256-4500 ext. 3331. Reporting forms are available from the principal of each building or from the Board of Education Central Office.  Use of formal reporting forms is not mandatory.
MISSION STATEMENT

The mission of the Academy of Careers & Technology is to empower its students with the technical and academic skills necessary to be competitive, productive, members of the work force ready to meet the challenges of the 21st century.

OBJECTIVES FOR ADULT TRAINING PROGRAMS
Objective 1:
To develop skills in all students that will enable them to find successful employment, to help all students to prepare for college or other technical and post-secondary education and training, and to help all student in acquiring new skills for re-employment, advancement and promotion.

Objective 2:
Design curriculum based on current technology and industry standards that reflect high expectations for all students.

Objective 3:
Increase opportunity for academic and vocational integration.

SCHOOL GOALS

Goal 1:
Parents of all Academy of Careers & Technology students will be involved with their child’s education.

Goal 2:
Academy of Careers & Technology will provide curriculum based on well-defined standards that reflect high expectations for all students.

Goal 3:
Academy of Careers & Technology will increase opportunity for academic and technical integration.

Goal 4:
Academy of Careers & Technology will provide a safe and orderly working, learning environment for all students and staff.

Goal 5:
Academy of Careers & Technology will improve students’ ability to appreciate diversity in the workplace.

Goal 6:
Establish a working relationship with county and state agencies that are involved in economic development opportunities.

TRAINING PROGRAM COMPONENTS

OCCUPATIONAL KNOWLEDGE:  Students will master subject matter knowledge through traditional classroom instructing methods such as discussion, lectures, small groups, and laboratory assignments.

OCCUPATIONAL PERFORMANCE SKILLS:  Students will develop related performance skills through lab experience and on-the-job training with actual work performed according to industrial standards.

EMPLOYABILITY SKILLS:  Students will participate in employability skills training component in which they will learn how to get and keep a job.

SAFETY:  Students will learn to use tools and equipment in a safe and correct manner.  Safety instruction is an integral part of each training program.

GENERAL ADMISSIONS REQUIREMENTS

THE STUDENT MUST:

· Complete application for admissions.

· Submit a copy of their high school diploma, high school transcript or GED certificate.  Students may enroll in certain programs without a high school diploma or GED but must present a copy of the required form from the Raleigh County ABE showing current enrollment in a GED preparation class.   Students must possess a diploma or GED before being awarded a Certificate of Applied Studies.  Students must have a high diploma or GED to qualify for Title IV financial aid assistance.

· Apply for financial aid.

· Take the Work Keys test before registration or shortly thereafter at Workforce WV  304 253-1214.  Any student not meeting the minimum academic standards will be offered remediation activities.

· Agree to abide by the rules and regulations adopted by the Raleigh County Board of Education and the Academy of Careers & Technology.

· Meet other requirements unique to each program of study.

Applications for admission and program requirements are available in the school office.

GRADING POLICY
Teachers will evaluate classroom work assignments, quizzes, tests, and skill activities.  The following grading scale is used for the permanent record:



A - 100 - 93%

Excellent



B -   92 - 85%

Above Average



C   - 84 - 75%

Average



D -   74 - 65%

Unsatisfactory


Conditional (work incomplete) becomes F if work is not completed within next marking period.



F - 64% & Below

Failure

S
STANDARDS OF SATISFACTORY ACADEMIC PROGRESS FOR 

ADULT STUDENTS
In order to maintain Satisfactory Academic Progress (SAP) a student must:

•
Maintain a “C” average

•
Successfully complete at least 90% of his assignments (proportionate to attempted assignments to date)

•
Be present for at least 90% of the programs hours EACH 6 WEEKS grading period. Three (3) tardies equal one absence to include tardies from Break
•
Complete his/her course within the originally scheduled course hours.
Each student's progress will be reviewed at the end of each 6 weeks by the instructor. Any student not meeting the required standards will have a conference with the Adult Coordinator.  Each student's progress will be reviewed at each semester by the Financial Aid Office to determine Satisfactory Academic Progress prior to Title IV Aid disbursement.
If a student fails to maintain satisfactory academic progress, he/she will be placed on probation.  The student will be given the probation form.  Failure to complete probation requirements can result in dismissal from the program. 

Some students are required, as a condition of enrollment, to attend non-credit remedial courses.  While the institution monitors the student’s progress in such courses, the student’s non-credit remedial work has no impact upon the student’s maintenance of satisfactory academic progress.

A student may withdraw from school either temporarily or permanently.  Such periods of non-enrollment are counted toward the student’s maximum time frame usage.  A student may be readmitted so long as he/she was maintaining satisfactory academic progress at the time of his/her withdrawal.  Upon re-enrollment, the student may be (with approval) granted credit for time present for completed course work for which they had earned a “C” grade or better.  A student who was dismissed because of their failure to maintain satisfactory academic progress or for disciplinary reasons may be readmitted to school, on probation, and at the discretion of the program administrator.

VOCATIONAL CERTIFICATES

The Academy of Careers & Technology awards two types of vocational certificates.  They are the Certificate of Applied Study and the Adult Training Certificate.

•
Certificate of Applied Study programs requires a minimum of 600 clock hours of instruction to complete all course requirements.

•
Adult Training Certificate programs require fewer than 600 clock hours of study.

CERTIFICATE OF APPLIED STUDY
Criteria for awarding the certificates of Applied Study and Adult Training Certificates are:


1.
Maintain a “C” average for all course work attempted.

2.
Attend a minimum of 90% of training hours scheduled for the each six weeks of study.

3.
Recommendation by the instructor - based on instructor’s observance of student performance.


4
All tuition and fees must be paid or Completion Certificate, grades and job 



placement assistance will be withheld.

STUDENT CLUBS AND ORGANIZATIONS

Vocational student organizations are part of the curriculum for every area.  They promote employability skills important for job success, leadership, cooperation, responsibility, attitude, and initiative.  Clubs include:

· Skills USA
· DECA
Distributive Education Clubs of America

· HOSA
Health Occupations Students of America
· TSA
Technical Student Association 
· FACS
Family and Consumer Science
NATIONAL VOCATIONAL - TECHNICAL HONOR SOCIETY

The Academy of Careers & Technology Chapter of the National Vocational-Technical Honor Society recognizes students who have achieved excellence in vocational studies.  Each year, eligible students are honored during an induction ceremony held at the Academy as well as special vocational honors.  The National Office of the NV-THS sends letters of recommendation to prospective employers. 

In order to qualify for membership, students must be enrolled in a one or two year program, have and maintain a 94 percent average in career-technical education, demonstrate leadership ability, and have good attendance and behavior with no disciplinary referral forms.  Teachers submit candidate’s names to the administration who review the applications and approve the final selection of members.  Students are urged to strive to attain this high honor.

STUDENT RECORDS AND RIGHT TO PRIVACY

Records of student grades, competencies, behavior, etc., are made and retained at the Academy for the time the student is attending.  The privacy of these records is assured and information contained in them will not be divulged to unauthorized individuals or agencies. 

The collection, maintenance, and disclosure of these records will be in accordance with guidelines established by the West Virginia Department of Education and the Raleigh County Board of Education.  Students who have questions about their records or policy guidelines should see the Adult Coordinator.

Upon completion of class or withdrawal from class, permanent record cards are sent to the Raleigh County Board of Education   Students needing a transcript must submit a request in writing.   Request should include full name of the student, maiden name, birthday, program of study and date student attended the program.  Requests should be sent to TRANSCRIPTS, Raleigh County Board of Education, 105 Adair Street, Beckley, WV  25801, or call 256-4521.

Most transcripts will be prepared and mailed within 72 hours of receipt of request.  Students are entitled to one free transcript.  Thereafter, transcripts mailed to schools or employers may be charged a fee.

Notification of Rights under the Family Educational Rights

And Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) afford students certain rights with respect to their education records.  These rights are:

1.
The right to inspect and review the student’s education records within 45 days of the day the school receives a request for access.

a.
Students should submit to the adult coordinator written requests that identify the record(s) they wish to inspect.  

b.
The adult coordinator will arrange for access and notify the student of the time and place where the records may be inspected.

c.
If the records are not maintained by the school official to whom the request was submitted, that official shall advise the student of the correct official to whom the request should be addressed.

2.
The right to request the amendment of the student’s education records that the student believes is inaccurate or misleading.

a.
Students may ask the school to amend a record that they believe is inaccurate or misleading.  They should write the official responsible for the record, clearly identify the part of the record they want changed, and specify why it is inaccurate or misleading.

b.
If the school decides not to amend the record as requested by the student, the school will notify the student of the decision and advise the student of his or her right to a hearing regarding the request for amendment.

c.
Additional information regarding the hearing procedures will be provided to the student when notified of the right to a hearing.

3.
The right to consent to disclosures of personally identifiable information contained in the student’s education records, except to the extent that FERPA authorizes disclosure without consent.

a.
One exception, which permits disclosure without consent, is disclosure to school officials with legitimate education interests.  A school official is defined as a person employed by the school in an administrative, supervisory, academic, or support staff position (including laws enforcement unit and health staff); a person or company with whom the school has contracts (such as an attorney, auditor, or collection agent); or assisting another school official in performing his or her tasks.

b.
A school official has a legitimate education interest if the official needs to review an education record in order to fulfill his or her professional responsibility.

c.
Upon request, the school discloses education records without consent to officials of another school in which a student seeks or intends to enroll. 

4.
The right to file a complaint with the U.S. Department of Education concerning alleged failures by the school to comply with the requirements of FERPA.  The name and address of the Office that administers FERPA is:





Family Policy Compliance Office





U.S. Department of Education





400 Maryland Avenue, S.W.





Washington, DC  20202-4605

ATTENDANCE POLICY

The required attendance in all programs is 90% of classroom hours (per six weeks) and during clinical hours.  Any adult student who fails to meet the required 90% attendance policy will be placed on probation and the probation will be for the rest of the year.  The student, teacher, and adult coordinator will receive the probation form.  Failure to complete probation requirements can result in dismissal from the program.  Any student is subject to dismissal once they are absent for 10% of total classroom hours.  Students who have missed more than 10% of classroom hours will not be allowed to advance to clinical or on-the-job training.  Three tardies are equal to one full day of classroom time.  Tardies may be given at break also.
Adult students attending classes must provide a written excuse following an absence.  Arrangements for makeup work are the joint responsibility and cooperation of the teacher and student on the first day that the student returns to school for secondary and evening students.   Students having prior knowledge of any scheduled testing or assignment may be required to make up work on the first day of returning to class.  This includes both excused and unexcused absences.  Assignments not made up may result in the following: loss of credit, failing grade, no certificate, no job recommendation, and dismissal from program.  In special circumstances deemed appropriate by the student/teacher/administration certain make-up assignments may be allowed.
TARDY AND EARLY DISMISSAL PROCEDURES

All students who are not in class on time will be considered tardy.  A tardy will be excused for medical appointments and for circumstances beyond the control of the student and if approved by the instructor and/or the Adult Coordinator prior to tardy.  Three tardies are equal to one day of classroom time.  This includes tardies from break.  
Adult students in day classes who leave early must sign out at the office.  Adult students in evening classes must sign out with the instructor.

The following actions will be taken for unexcused tardies or times leaving class early:

· Any unexcused tardy or early dismissal exceeding 30 minutes will be counted as one and 1/2  hours absent from class.

· Any unexcused tardy or early dismissal for more than one and 1/2 hour will be considered absent for the entire class.

· Three unexcused tardies or three early dismissals for less than 30 minutes may be counted as one unexcused absence.
· All adult night students arriving over 30 minutes late should report to the office for a pass or for admission to enter the class.
BREAKS

One fifteen-minute break will be allowed for every three hours of classroom instruction.  Break times are scheduled at a designated time normally during the mid-point of the class time frame.  Students are expected to be in class at all other times.

SCHOOL SCHEDULE

The Academy of Careers & Technology is part of the Raleigh County School System and follows the Raleigh County School calendar.  We observe all holidays, school closing due to bad weather conditions, school morning delays because of bad weather, and other scheduled days off as set by the Raleigh County Board of Education. Adult students should attend school in accordance with approved program calendars and all other missed days must be made up.  Night classes may be held when day classes are canceled.  Notification will be given on radio and TV stations normally posting such cancelations.  In case of cancellation of evening programs only, the local radio stations will receive the announcement around 4:30 PM.

COUNSELING AND JOB PLACEMENT SERVICES
Counseling is available to all participants as needed.  When it is felt that counseling is needed, please contact the office.

ACT has a person who may help students find permanent jobs (both part-time and full-time).  This person works with the teacher and the student to help the student learn employability skills (positive work attitudes, preparing a resume, filling out job applications and interviews).
The Academy of Careers & Technology will follow the State of West Virginia and Raleigh County’s guidance plans.  The lack of English language skills is not a barrier to participation in any course at ACT.

EMPLOYABILITY SKILLS TRAINING

Employability Skills training is provided as part of the student’s training program to learn about the importance of developing positive school attitudes and what good grades and good attendance tells a potential employer.

Adult students learn how to conduct a successful job search, prepare a resume, fill out a job application, and how to interview.

ON - THE - JOB - TRAINING (OJT)

Students may be placed in on-the-job training assignments while they are students at ACT.  An OJT training experience is a valuable training too.  It helps students understand industry standards and procedures.   Also, it gives one an opportunity to polish those technical skills studied in the classroom.  The OJT assignment is considered school.  Attendance will be monitored and a grade given.  The OJT assignment may be either paid or unpaid.  The procedures are as follows:


1.
Adult students must be in the last quarter of training.

2.
The teacher must agree that the job is directly related to the program area and that the student is job ready.

3.
The teacher/coordinator and the employer will develop a training plan describing in detail the competencies to be learned by the student at the worksite.  The teacher/coordinator must use the training plan to check the student’s progress during the training period.

4.      Students must sign the training contract and return it to the Job Placement Coordinator.  The contract is not valid until everyone has signed.

5.
The minimum amount of occupational experience required by the student is fifteen hours per week.

6...
Students absent from work are considered absent from school.  The student must call the employer; and then call ACT (256-4615 ext. 302 or 305) and report the absence.

CLINICAL TRAINING

Clinical training or work based learning that is part of the class curriculum is mandatory.  The school in cooperation with local hospitals, clinics and businesses, will schedule the training.  Clinicals are part of the curriculum and times scheduled for clinicals are at the discretion solely of the instructor.  Students in clinical training are expected to maintain 90% attendance.  Any student whose absence rate exceeds 10% of clinical hours is subject to immediate dismissal from the program.

As required by federal laws and regulations, the Raleigh County Board of Education and the Academy of Careers & Technology does not discriminate on the basis of age, sex, race, religion, disability, marital status or national origin in its educational programs, activities, or employment practices..  Inquires may be referred to the Director of Secondary Schools of the Raleigh County Board of Education,, 105 Adair St., Beckley, WV 25801, Telephone (304) 256-4500 ext. 3331. Reporting forms are available from the principal of each building or from the Board of Education Central Office.  Use of formal reporting forms is not mandatory.
STUDENT CODE OF CONDUCT
All students are expected to know, understand and follow the policies for student code of conduct at ACT.  They are required to sign the student acknowledgment located in the Student Handbook and return to teacher.  This contract is implemented to ensure that all students receive information on expected behavior and student performance.  Information in the contract, student handbook etc. will be the basis for resolving disputes and for communicating the proper mechanism for problem resolution.

SUSPENSION AND EXPULSION

All Raleigh County Board of Education Policies are enforced at the Academy of Careers & Technology.  Discipline policies will be uniformly applied to secondary and adult students.  

GROUNDS FOR IMMEDIATE DISMISSAL

In addition to the Raleigh County Board of Education Policies, violation of any of the following may be grounds for immediate dismissal from the Academy of Careers & Technology.

1. Violation of drug or alcohol abuse policy.

2. Violation of Raleigh County Schools weapons policy.

3. Insubordination.

4. Theft.

5. Violent acts or threats of violent acts against a school employee or another student.

6. Fraud or academic dishonesty.

7. Habitual offenders of the attendance policy.

8. Unreasonable absences or tardies.

9. Non-payment of tuition.

10. Persistent safety violations.

11. Illegal or improper use of the Internet.

DRUG AND ALCOHOL ABUSE POLICY

· Students who are suspected of alcohol or drug abuse may be required to submit to drug testing.  Refusal to submit to drug testing will be considered as positive testing results.

· Students who are found to be abusing drugs or alcohol on school premises are subject to immediate dismissal.

· Students who are dismissed from a program due to alcohol or drug abuse will not be eligible to return to that program.
ADULT STUDENT COMPLAINT PROCEDURE

The purpose of this standard procedure is to provide the student a mechanism for resolving complaints related to school conditions, policies, or practices.

LEVEL 1
· Within 5 days of incident, student must submit informal complaint to Adult Program Coordinator.

· Adult Coordinator must provide written response within 3 days.

LEVEL 2
· If student wishes to appeal the Level 1 decision, he/she must submit written appeal to Adult Coordinator within 5 days.

· Adult Coordinator must provide written response within 5 days.

LEVEL 3
· If student wishes to appeal the Level 2 decision, he/she must submit written appeal to Vocational Director within 5 days.

· Vocational Director must provide written response within 5 days.

LEVEL 4
· If student wishes to appeal the Level 3 decision, he/she must submit written appeal to Superintendent of Raleigh County Schools within 5 days.

· Superintendent must provide written response within 5 days.

TUITION AND FEES
One half of all semester tuition and all fees are due on or before the first day of class; the balance is assessed at the semester’s midpoint.  Private pay students may enter a payment plan program by special arrangement with the Adult Coordinator and Financial Aid Secretary.  

· No student will receive a certificate from any course until all charges are paid in full. 
· No transcripts will be issued for a student who has not paid in full.
· No student will be allowed to participate in clinical experience until tuition is paid in full.
FINANCIAL AID SERVICES

Financial assistance is available to those students who qualify.  The primary source of financial aid at the Academy of Careers & Technology is the Federal Pell Grant.  The Federal Pell Grant does not require repayment and is available to assist eligible students with tuition and school related expenses.  Eligibility for the Federal Pell Grant is based on the student’s prior year’s income, family size and selected program of training.  Pell Grant applications and specific information is available in the Financial Aid Office.

Pell Grant Filing Procedures

Students registered to attend the Academy of Careers & Technology who are interested in applying for the Pell Grant should use the following filing procedures:

1. Complete the Pell Grant Application found online at www.fafsa.ed.gov. Please document the school code as 015748.

2. Anyone needing help in completing the application can call the financial aid   

representative at the school at 256-4615 extension 302.

3. Students will be notified of their award once class starts or they may stop by the financial aid office at the school for more information.

Another source of financial aid is the Workforce Investment Act (WIA).  WIA is another grant that does not require repayment and is available for those who qualify.  To apply for WIA please contact the following agency:

Region 1 WorkForce Investment Board
New River Town Center

Beckley, WV  25801

304-256-6972
The Academy of Careers & Technology also accepts financial aid from the following agencies:

*Veterans Administration  

*Bureau of Vocational Rehabilitation

*Worker’s Compensation Fund
*Council of Three Rivers

*Individual Scholarships

*Student Payment Plan
The Academy of Careers & Technology does not administer student loans.

Award Letter and Verification Policies

Federal Pell Grant Program

Award Letters

Federal Pell award letters are sent to students once a determination is made that the student will attend the Academy of Careers & Technology.  The letter will contain the following information:

· Name of program

· Beginning date

· Award year

· Amount of award

· Request for any additional information

· Explanation of payment procedures

· Signature requirement

Award letter should be signed by the student and returned to the office with requested information within 14 days.

Verification Policies

1. Students selected for verification by US Department of Education will not receive aid until verification has been completed and all required corrections are processed. 
2. Students will be notified of any changes in Federal Pell award after verification.  Students who have not completed verification prior to their class start should expect to pay tuition, fees, books and supplies.  
3. Corrections that need to be made to student’s Student Aid Report because of the verification process, will be done electronically by the Financial Aid Administer.
LIVING COSTS

The Academy of Careers and Technology has estimated indirect living costs (per month) for students as follows:




Room and Board:



$500.00



Miscellaneous Personal Expenses:

$175.00



Transportation:



$175.00



Child Care (per child):


$380.00

These indirect living expense estimates are the result of a written student survey and a telephone survey (Child Care/Day Care Centers for the child care component in the community) conducted by the Adult Coordinator’s office, and reflects average expenses incurred by students who will be in attendance at that time.

Child Care/Day Care Centers

     Child Care Provider
        Telephone
  Cost



Learning Tree



252-0749
$95/wk

Bull Frogs and Butterflies

255-1090
$100/wk avg. depending on age 

Sophia Day Care


683-3227
$85/wk


Average per month




$380.00
SCHOOL REFUND POLICY

SCHOOL REFUND POLICY IS BASED ON COMPLETED ENROLLMENT PERIOD HOURS.

An enrollment period consists of half the total required hours for classes over 800 hours.  Example:  the enrollment period for a 900-hour class is 450 hours.  For classes under 900 hours, there is one enrollment period.

If the student withdraws:

Prior to first day of class, 100% refund

From start to 10% of enrollment period, 75% refund

From 10.01% to 25% of enrollment period, 50% refund

After completion of over 25% of enrollment period, no refund 

· No refund on fees

RETURN OF TITLE IV (PELL) FUNDS POLICY
This institution participates ONLY in the Federal Pell Grant Program; in accordance with the Title IV Return of Federal Funds regulations, Federal Pell Grant recipients should be aware that their Federal Pell Grant disbursements must be earned through the 60% point in each payment period (i.e., 270 hours of a 450 hour payment period).  A student’s withdrawal or termination from school prior to completion of 60% of their payment period will result in the application of a pro rata schedule to determine the amount of Federal Pell Grant the student has earned at the time of withdrawal.  After the 60% point in the payment period, the student has earned 100% of the Federal Pell Grant disbursement for that payment period.  This is a separate calculation from the institutional refund policy.

The percentage of hours completed in the payment period is calculated by dividing the number of scheduled hours or completed hours through the student’s last date of attendance by the hours in the payment period (generally 450).  After 60% of the payment period is completed, there is no return of Title IV (Pell) funds.  The amount of Pell Grant earned is calculated by multiplying the total amount of Pell Grant that could have been awarded for the payment period by the percentage of time completed.  The amount to be returned to the U.S. Department of Education is determined by taking the amount of Pell earned and subtracting it from the amount of Pell disbursed.  The institution’s share of the amount to be returned is calculated by multiplying the institutional charges (registration fee, application fee, activity and lab fees, and tuition) by the percentage of time not enrolled.  The student’s share is calculated by subtracting the amount the school must return from the total amount to be returned.  The amount of the student’s share is then divided in half, and must be repaid to the school within 45 days of notification of the repayment due, or the student’s account will be turned over to the U.S. Department of Education for collection, and the student becomes ineligible for further federal financial aid.
Should the Return of Federal Funds calculation show a repayment due, any refund due the student from the institutional refund calculation will be applied toward the student’s unearned Pell before any funds are disbursed to the student.  Should the school’s return of federal funds result in a balance due the school, the student will be billed.

Breakdown of Payment Periods

1.
1080 hour classes
2 (450 hour) and 1 (180 hour) payment periods.  If all three are completed in one year, only the 2 (450 hour) payment periods are Pell eligible.

2.
1350 hour classes
3 (450 hour) payment periods.

3.
900 hour classes
2 (450 hour) payment periods.

4.
648 hour classes
2 (324 hour) payment periods.

5.
600 hour classes
2 (300 hour) payment periods
13TH-YEAR STUDENTS
A 13th-year student is one who:

•
Attended ACT as a senior;

•
Graduated last year May/June;

•
Wishes to continue in the same program this year.

The 13th year student is given free tuition in a secondary program for one year or until he/she completes his/her program, whichever comes first.  The 13th year student must pay for books, test fees, VICA dues, insurance, and any other cost (except tuition) normally charged to an adult student.

STUDENT DRIVING

All adult students, including evening students, are to park on the rear parking lot, excluding front row and by the shops.  (Handicapped students with the appropriate seal on the WV Vehicle tag may park in one of the reserved parking spaces if attending a program housed on the first floor of the building.)  Parking permits are required for adults in secondary programs and are available at the office for a $25.00 fee per year.  Violators may be towed.  Students who drive will leave at the final dismissal bell only.  The Raleigh County Board of Education is not responsible for damage to vehicles while parked at the Academy of Careers & Technology.  Adult night students will also be issued parking permits that are a part of required fees and only good for the rear parking lot.

USE OF BOOKS, MATERIALS, AND EQUIPMENT
Participants are responsible for purchasing books, uniforms, supplies, and testing fees beyond those provided for in lab fees.  Tools and supplies provided by ACT for vocational training are expensive.  Students are expected to take good care of items furnished by ACT.
LIVE WORK PROJECTS
One of the advantages of enrolling in a vocational class is the opportunity to work on a project of personal importance to the student.  Examples include:  automotive students working on their cars, computer repair students working on their computers.  
These projects are subject to the approval of the instructor and must coincide with specified curriculum.  This option is not intended to replace the required curriculum. 
Students who wish to work on personal projects must:


1.
Have permission from the instructor.

2.
Agree that the instructor may inspect all projects to ensure that school tools and supplies are not being improperly removed from the premises.

3. Furnish to the school all materials necessary for the project.

4. Owner of the property being repaired or manufactured must sign the appropriate work order form and Release of Liability Form.
SCHOOL DRESS CODE

ACT exists to prepare students for the world of work; therefore, the clothes and hairstyles worn by students should be in good taste and appropriate for the workplace.  This does not mean that one has to “dress up” or be formally attired.  Everyday school clothes are appropriate.  In programs that have special safety considerations, students may be required to purchase and wear special items of clothing.  The instructors in each area will prescribe specific personal safety devices and protective clothing, if necessary.  Students will obtain these items and be required to use them.

SAFETY VIOLATIONS
Disciplinary action will be taken after three violations.

No Compromise will be made relative to Safety!!

FIRE DRILLS
Periodically, fire drills are held to acquaint students with the proper procedures for evacuation in an emergency.  Each student should co-operate with his instructor in learning the proper techniques for evacuation and clearance of the building.

Evacuation procedures are posted beside the door in each classroom.

INSURANCE
The school does not carry insurance to protect students who may be injured while at school.  
The Raleigh County Board of Education carries liability insurance to cover students while performing on-the-job training. Students should have medical insurance coverage before participating in on-the-job training.
VISITORS TO THE BUILDING
All visitors must register in the office.  If a student wishes to bring a visitor to class, he/she must get permission from the instructor in advance.  On the day of the visit, the visitor must sign in at the front desk in the office and wear a visitor nametag.

Allowable visitors are parents/guardians of current students and students who are considering enrolling in the program.  Children of students will not be allowed.

THEFT
Students are responsible for personal items that are brought to the school and left from day to day.  ACT is not responsible for the replacement of lost or stolen items.

LOST AND FOUND
Any lost items that need recovered should be reported at the main office, and efforts will be made to assist in getting them returned.

TELEPHONES

Phones located in the shops and teachers’ offices are not to be used by students.  Only emergency messages will be accepted in the office.  Phone calls will not be put through to any class.  Inform friends and family to call you at school only in the event of an emergency.  Telephones are to be used only in an emergency, with special permission from the teacher.  Cell phones should be turned off and not used during class.

DELIVERIES
Vendors will not be allowed to make personal deliveries to classrooms.  Instructors expecting a delivery should inform the office staff.  Students will not be called out of class to receive personal deliveries from vendors.

CAMPUS SECURITY
The protection of property and personnel at the Academy of Careers and Technology is a priority of the Raleigh County Board of Education and of the administrative staff of this school.  ACT is equipped with security cameras that are monitored and taped daily.  The school has an excellent working relationship with local, state and federal law enforcement agencies, and will use these agencies, if necessary, to see that property and personnel are protected from hostile, illegal, or threatening situations.

CRIMINAL STATISTICS
The criminal activity statistics presented in this report are the result of data gathered by the administrative staff of this school and are based upon complaints or reports made to the staff by victims, witnesses, and/or received from outside law enforcement agencies.  The time frame represented by the statistics is the school years immediately proceeding the school year noted in the title above.
The statistics represent criminal activity made known to and officially recorded by the administrative staff pertaining to:


1.  Crimes against persons (murder, sexual offenses, and aggravated assault)


2.  Crimes against property (robbery, burglary, and motor vehicle theft)


3.  Arrests for:


a.  Liquor law violations



b.  Drug abuse violations



c.  Weapon law violations
ON-CAMPUS CRIME STATISTICS



2004-2005
2005-2006   2006-2007    2007-2008
2008-2009
2009-2010
Murder


       0

       0

  0
         0

     0

     0
Sex Offenses

       0

       0

  0                 0

     0

     0
Aggravated Assault
       0

       0

  0                 0

     0

     0
Robbery

       1

       0

  1                 0

     0

     0
Burglary

       0

       0

  0                 0 
     0

     0
Motor Vehicle Theft
       0

       0

  0                 0

     0

     0
ARRESTS FOR



2004-2005       2005/2006    2006-2007     2007-2008
2008-2009
2009-2010
Liquor Violations
       0

       0

  0                0

     0

     0
Drug Violations

       0

       4

  1                0

     0

     0
Weapons Violations
       0

       0

  0                0

     0

     0
ACCESS TO GROUNDS AND FACILITIES
The Academy of Careers and Technology, as a "public and open institution,” has no physical barriers delineating its property boundaries.  The school’s administrative staff controls access to grounds and the building and assistance is provided through patrol activity by local law enforcement agencies.

Prohibited Activity:  

1. Federal, state, local laws, the Board of Education, and the Academy of Careers and Technology prohibit the use, possession, distribution, sale, and/or manufacture of illicit drugs.  The administrative staff and local law enforcement agencies freely exchange information and cooperatively work to maintain a drug-free environment at this school.

2.
The Academy of Careers and Technology rules and regulations and State laws prohibit the use and possession of alcoholic beverages, wine, and beer on Board of Education-owned or controlled property.

3.
The Raleigh County Board of Education and ACT recognize that the use of tobacco represents a health and safety hazard, which can have harmful consequences for both its tobacco user and non-user.  By legislative mandate and policy set by the Board of Education, all students, parents, employees, and visitors are prohibited from using any form of tobacco in schools or on its grounds.
4.
Federal, State, local laws, the Board of Education, and the Academy of Careers and Technology prohibit the possession of firearms or other dangerous weapons on Board of Education-owned or controlled property.
5.  When visitors are found on school property without office clearance the appropriate authorities (the police) will be notified.
SEXUAL HARASSMENT AND OFFENSES
Sexual harassment is a form of sex discrimination which violates Section 703 of Title VII of the Civil Rights Act of 1964, as amended, 42 U.S.C. S2000e, et seg..  Title IX of the Education Amendments of 1972, 20U.S.C. S1681, et seg.. and WV Code S 5-11-1, et seg.. the West Virginia Human Rights Act.

It is the policy of the Raleigh County Board of Education to maintain learning and working environment that is free from sexual harassment.  The Board prohibits any form of sexual harassment.

It shall be a violation of this policy for any student or employee of the Raleigh County school district to harass a student or an employee through conduct or communication of a sexual nature as defined by this policy.  The Raleigh County school district will act to investigate all complaints, formal, or informal, verbal or written, of sexual harassment and to discipline any student or employee who sexually harasses a student or employee of the school district.  

The Raleigh County Sexual Harassment Policy--GAG-R is on file at the Raleigh County Board of Education, the Academy of Careers and Technology, and in the Raleigh County Schools Student Rights and Responsibilities Handbook, 1998.

CRIMINAL ACTIVITIES

Any student who engages in drug or alcohol abuse, theft or any other illegal activities is subject to disciplinary action and/or removal from any adult program.

REPORTING CRIMINAL ACTIVITIES
School personnel and students are strongly advised and encouraged to report crimes and/or suspicious behavior or activity to the school's administrative staff by calling the school at 304-256-4615.  Any person may also report crimes by: 


1.
Dialing 911

2.
Report incidents directly to any school official including administrators, counselors, or teachers.

INFORMATION/PUBLIC INVOLVEMENT
The goal of the Academy of Careers and Technology and of the Raleigh County Board of Education is to provide every student the opportunity to achieve a quality education in the safest possible setting.  If, at any time, a student feels they need to report a problem, they should do so immediately by speaking with the teacher, counselor or administration.  The school encourages "public involvement" in crime prevention within school property areas and the surrounding community.  It is through the participation and involvement of each person in this school that the goal of providing a safe school campus can be achieved.  Raleigh County Schools provides a 24-hour hotline for all students.  Call 1-866-723-3982 to report confidentially and anonymously any activity that may hurt students or the school.  

School Contact Personnel at 304-256-4615:


Charles Pack, Principal


Jeff Lacy, Assistant Principal


Venida McDaniel, Adult Coordinator


Charles Kuhn, Guidance Counselor

Outside Contact Agencies:


Beckley City Police--256-1721

Raleigh County Sheriff's Department--255-9300

West Virginia State Police--256-6700 


Federal Bureau of Investigation--253-6874 or 1-412-471-2000

Other Emergencies - Dial 911

Safe School Helpline:
1-866-723-3982


Your name is never asked.

“Students know better than anyone else what is going on in their school.  They need to tell their parents, teachers, and principal what kinds of crimes and threats occur and what can be done to stop them.  Some youth may not want to get involved, some may believe that upholding the code of silence and protecting their peers is the right thing to do, and some may be afraid that the students they report will find out and retaliate.  The fact is that reporting crimes and threats can protect students and sometimes even saves lives.  Students need to take responsibility for sharing the information they have.” ~ Department of Education

COURSE DESCRIPTIONS

DAY CLASSES    SECONDARY

AUTOMOTIVE TECHNOLOGY

Description:
Acquire the entry level skills required to repair and maintain automotive systems.

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED.

Length:


2 years (1080 clock hours)

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Topics Covered:
1st Year Blocks 3 and 4:  *Fundamentals of Automotive Technology, Manual/Auto Drive

*Brakes, Electrical/Electronics

2nd Year Blocks 1 and 2:   *Suspension/Steering, Heating/Air Conditioning, 

*Basic Engine Concepts, Engine Performance

Students Accepted:
Yearly in August

Articulation:

Southern WV Community and Technical College, 28 Hours





University of Northwestern Ohio-College of Technology  *EDGE

Certification:
NATEF (National Automotive Technician Education Foundation) 8 Areas

COLLISION REPAIR TECHNOLOGY
Description:
Train to repair or replace damaged parts and spot repair or completely refinish automobiles.

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED.

Length:


2 years (1080 clock hours)

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Topics Covered:
1st Year Blocks 3 and 4:  *Fundamentals of Collision Repair, Detail/Interior Parts, Mechanical/Electrical, *Non-Structural Analysis 2nd Year Blocks 1 and 2:  Ad Refinish Technology, *Structural Analysis, *Surf Prep, Custom Finish Process

Students Accepted:
Yearly in August

Articulation:

Southern WV Community and Technical College, 28 Hours





*EDGE

Certification:
NATEF (National Automotive Technician Education Foundation) 5 Areas, I/CAR

COMPUTER AIDED DRAFTING

Description:
Gain the skills necessary to produce industrial drawings both on drawing board and computer

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED; Basic computer knowledge

Length:


2 year Program (1080 clock hours) 8 Credits

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Blocks:


PM 1st Year  AM 2nd  Year

Topics Covered:
1st Year   *Fundamentals of Drafting, Advanced CAD, *Drafting Techniques, Piping System Drafting,

 2nd Year  * Drafting Sp-Mechanical, *Drafting Sp-Architect, Drafting Sp-Civil

Students Accepted:
Yearly in August

Articulation:
Southern WV Community and Technical College 28 hours, *EDGE

Certification:
ADDA (American Design and Drafting Associated) Course curriculum published by Auto Desk on internet

COMPUTER SYSTEMS AND OPERATIONAL SUPPORT

Description:
Students acquire entry-level skills in many types of software including current operating systems, business productivity applications, programming, web design, and multimedia.  Career opportunities in the IT industry are explored.  This program provides a solid foundation for certification and continued study in the computer sciences.

 Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:


2 year program (1080 clock hours) 8 Credits

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Blocks:


AM 2nd Year    PM 1st Year

Topics Covered:
1st Year:  Fundamentals of Computer Systems, Technical Computer Applications, Programming Concepts, *A+ Comp Tech Hardware,

 2nd Year:  *A+ Comp Tech Operating Systems, Networking Fundamentals, *Web Development, Network Essentials

Students Accepted:
Yearly in August

Articulation:

Southern WV Community and Technical College 23 Hours, *EDGE

Certification:
Computer Repair (A+); Internet Certification (IC3); Microsoft Office (MOS)

CRIMINAL JUSTICE

Description:
Explore and develop an understanding for the career pathways in the field of criminal justice that includes certification in three concentrations which include law enforcement, corrections and security and protective services. 

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:
2 Year Program (1080 Hours) 8 Credits

Time:
1st year, 1st semester 7:20-10:20


1st year, 2nd semester 11:20-2:20

Blocks: 
AM and PM same for the first year

Topics Covered:
1st  Semester *Intro to Criminal Justice, Intro to Law Enforcement


2nd Semester Intro to Corrections, Intro to Security/Protection Services

Articulation:
Pending

Certification:
Pending

DENTAL ASSISTING

Description:
Train to work directly with a dentist in preparing of patients and equipment.  Secretarial skills are incorporated into the program

Prerequisites:
C Average in CATS 10

Length:


2 Year Program (1080 clock hours)

Time:


1st year 7:20 – 10:20 am, 2nd year 11:20 AM – 2:20 PM

Topics Covered:
1st Year:  *Dental. Asst. General Studies, Biomed Science, *Dental Science, Clinical Science

2nd Year:  *Dental Asst.  Clinical Practice, Supervised Dental Clinical Practice and Clinical Mentoring

Students Accepted:
Yearly in August

Articulation:

*EDGE

Certification:

None

DIESEL EQUIPMENT TECHNOLOGY

Description:
Develop a board understanding of the diverse areas involved in the repair of all types of diesel equipment

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:


2 years (1080 clock hours)

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Topics Covered:
1st Year:  *Fundamentals of Diesel Technology, *Diesel Preventative Main/Insp. *Diesel Truck Chassis Concepts, *Diesel Support System 

2nd Year:  *Engine Components, Equipment Electrical Systems, *Engine Turn Up/Trouble, Elec. Engine Controls

Students Accepted:
Yearly in August

Articulation:

Nashville Auto/Diesel College





Southern WV Community and Technical College, 28 Hours





WVU Tech, 9 Hours *Edge

Certification:
NATEF (National Automotive Technician Education Foundation)- pending

ELECTRICAL TECHNOLOGY

Description:
Wire and maintain electrical systems in industry/residential homes

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED, Algebra I or Applied Math I and II

Length:


2 Year Program (1080 clock hours) 8 Credits

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Topics Covered:
1st Year:  *Fundamentals of Electricity, *Basic Electronics, *Residential Wiring, Integrated Electrical Lab




     2nd Year:  *Rotating Device/Circ, *Industrial Comm Wire, National Electric Code, Sp App in Electricity

Students Accepted:
Yearly in August

Articulation:
IBEW (International Brotherhood of Electrical Workers) in Durham, NC


Southern WV Community and Technical College, 28 Hours


WVU Tech, Up to 25 Hours


*Edge

Certification:
Students work toward and can earn West Virginia Electrician’s License (Apprentice and Journeyman)

GENERAL BUILDING TRADES

Description:
Achieve carpentry, electrical, foundation and plumbing skills needed for basic building construction

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:


2 Year Program (1080 clock hours) 8 Credits

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Topics Covered:
1st Year:  *Fundamentals of Building Construction, Blueprint Reading for Construction, *Foundation & Framing, Exterior Finish Carpentry, 2nd Year:  *Masonry/Plumbing, Advanced Framing Pac, *Finish Carpentry, Concrete Finishing

Students Accepted:
Yearly in August

Articulation:

Southern WV Community and Technical College, 28 Hours





*Edge

Certification:

ABC (American Builders and Contractors)

GRAPHIC COMMUNICATION (Printing)

Description:
Train to plan, design, layout and print material with computer application for desk-top publishing

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:


2 Year Program (1080 clock hours) 8 Credits

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Topics Covered:
1st Year:  *Fundamentals of Graphics, *Electronic Imaging, *Basic Darkroom, Color Processing




         
     2nd Year:  *Image Assembly, Graphic Communications, *Offset Press , Advanced Image Assembly

Students Accepted:
Yearly in August

Articulation:

WVU Tech, 14 hours





WVU Tech, Dave Cole Scholarship, $300.00





Southern WV Community and Technology College, 28 Hours





*EDGE

Certification:

PIA (Printing Industry of America)

HEALTH OCCUPATIONS IN SCIENCE AND TECHNOLOGY (HOST)

Description:
This course introduces information about health care systems and health careers with an emphasis in a specific field.

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:


2 year program (1080 hours) 8 Credits

Time:


1st year 7:20 am – 10:20 am, 2nd year 11:20 am – 2:20 pm

Topics Covered:
1st Year:  Health Care Fundamentals, *Concept Health Care, Clinical Concepts, *Medical Terminology




     2nd Year:   Understanding Human Behavior, Body Structure/Functions, Diversified Clinical Applications

Students can have clinical experience in Pharmacy Technician Prep, Home Health Aide, Phlebotomy, and EKG Technician.

Students Accepted:
Yearly in August

Articulation:

Edge





Certification:

Home Health Aide, Phlebotomy, and EKG Technician

MARKETING

Description:
Acquire a working knowledge of retailing, advertising and buying trends

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:


1 year (540 hours) 4 Credits

Must complete Introduction to Business, Marketing Principles I, Marketing Principles II and Management/Entrepreneurship

Time:


7:20 am – 10:20 am; then 11:20 am – 2:20 pm

Topics Covered:
Blocks 1 & 2:  Intro to Bus/Market, Market Principles I,*Manage/Entrepreneurship, * Market Principles II

           Blocks 3 & 4:   Personal Finance, Banking & Finance, Advertising, Professional Sales  

Students Accepted:
Yearly in August

Articulation:

*EDGE

Certification:

Bank Teller Certification-pending

Special Info:
Blocks 1 and 2 each semester must be taken together; Blocks 3 and 4 each semester are stand alone classes.  Marketing Work must have had Introduction to Business/Marketing and must have a job.

MASONRY

Description:
Learn to use stone, blocks, bricks and cement in building construction

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:


2 Year Program (1080 clock hours) 8 Credits

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Topics Covered:
1st  Year:  *Fundamentals of Masonry, Concrete Finishing, *Foundations/Footings, Advanced Masonry Procedures
                 2nd Year:  *Bricklaying, Advanced Bricklaying, *Block/Rock Laying  , Decorative Masonry

Students Accepted:
Yearly in August

Articulation:
Southern WV Community and Technical College, 28 Hours


*Edge

Certification:

ABC (American Builders and Contractors)-pending

MEDICAL ASSISTING

Description;
Gain both medical and secretarial skills in order to work in a medical office

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED, C Average in CATS 10, Keyboarding –1-year – 35 wpm minimum

Length:


2 Year Program (1080 clock hours) 8 Credits

Time:


1st year 7:20 am – 10:20 am, 2nd year 11:20 am – 2:20 pm

Topics Covered:
1st Year:  Orientation to Medical Assisting, *Medical Terminology, Medical Assisting Adm. Procedures I, Laboratory and Diagnosis Procedures I







     2nd Year:   Medical Assisting Adm Procedures II, Advanced Pharmacology for Medical Assisting, and Clinical Procedures

Students Accepted:
Yearly in August

Articulation:
Mountain State University entire program 30 Hours

Southern WV Technical and Community College, 3 Hours

*Edge

Certification:

AMT (American Medical Technologists)

PRE-ENGINEERING—PROJECT LEAD THE WAY (PLTW)

Description:
Introduce students to the scope, rigor and discipline of engineering prior to entry into college level engineering programs

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:
1 Year Program (540 Hours) 4 Credits

Time:
1st year 1st semester 7:20am-10:20am


1st year, 2nd semester 7:20am-10:20am
Topics Covered:
 Principles of Engineering, Intro to Engineering Design, Foundation of Engineer, Blueprint Reading

Students Accepted:


Articulation:
Pending

Certification:
None

PROSTART

Description:
ProStart courses integrate academic and hands-on learning to provide an overview of the industry and competencies necessary for success in the food service industry.  Students must pass rigorous tests at the end of each course and complete a 400 hour off-campus, paid internship

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:


2 Year Program (1080 clock hours) 8 Credits

Time:


1st year 11:20 am—2:20 pm, 2nd year or 7:20 am—10:20 am

Topics Covered:
1st Year:  *ProStart IA, *ProStart IB



                 2nd Year:   *ProStart IIA, *ProStart IIB

Students Accepted:
Yearly in August

Articulation:

*EDGE





Certification:

National Restaurant Association Educational Foundation

WELDING

Description:

Gain the skills necessary for the cutting and joining of metal

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED

Length:


2 Year Program (1080 clock hours) 8 Credits

Time:


1st year 11:20 am – 2:20 pm, 2nd year 7:20 – 10:20 am

Topics Covered:
1st Year:  *Fundamentals of Welding, Ornamental Metal, *Thermal Cutting, Blueprint Reading, 





       2nd Year:  *Shielded Metal Arc, *Gas Tungsten Arc, *Gas Metal, Arc Welding

Students Accepted:
Yearly in August

Articulation:

Southern WV Community and Technical College, 28 hours





WVU Parkersburg, 28 hours





*EDGE

Certification:

WV State Welding Certificate

ADULT EVENING CLASSES
COURSE DESCRIPTIONS

I.  Medical Classes

Special Requirements for all Medical Classes:

1. Copy of high school diploma or GED

2. SSN and/or Social security card

3. Proof of first of three Hepatitis B injections

4. Proof of Tuberculin Test

5. Shot record or statement of MMR

6. Completed Fingerprint Card (card can be obtained at the ACT prior to registering and completed at Beckley Police Dept., Sheriff’s Dept., or State Police Headquarters)  Background check will be done by school.  Do not fold or bend fingerprint card.  Must be sent in flat.
7. First payment of $600.00 if class is Phlebotomy.

MEDICAL ASSISTING

Description:
Teach the essentials of Medical Assisting

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED; Good typing skills

Length:


2 years (1080 clock hours)  (100 hours of clinical)
Time:
Monday through Thursday from 5:30 – 9:15 pm

Topics Covered:
Anatomy and Physiology, Business Administration, Medical Terminology, Computers, Medical Coding, Medical Transcription, Phlebotomy and Clinical Procedures

Students Accepted:
Yearly in August 

Articulation:
None

Certification:

NHA  (National HealthCareer Association)
PHARMACY TECHNICIAN

Description:
Train students for careers as Pharmacy Technicians in hospitals, health care organizations, and retail pharmacy operations

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED; Good math background

Length:


1 year (600 hours)  (80 – 100 clinical hours)
Time:
Monday through Thursday from 5:30 – 9:15 PM

Topics Covered:
Pharmaceutical Terminology, Pharmacy Math, Pharmacy Law, Medication Order, Prescriptions, Compounding, Pharmacy Record-Keeping and Computer Skills

Students Accepted:
Yearly in August

Articulation:
None

Certification:

NHA  (National HealthCareer Association)

.

PHLEBOTOMY
Listed under Specialty Classes

Not Eligible for Financial Assistance

One Semester Class

Description:

Trained to collect the blood necessary for diagnostic testing, 
Prerequisites:
Student must have a high school diploma or GED; First 20 students accepted who meet all other requirements 

Length:


16 weeks (166 hours) 66 classroom and 100 clinical

Time:
Monday and Wednesday from 6 – 9 pm

Topics Covered:
Terminology, Anatomy, and Specimen Collection Procedures

Students Accepted:
August and January

Articulation:
None

Certification:

NHA  (National HealthCareer Association)

PRACTICAL NURSING

Description:
Provide students with the necessary knowledge to pass the WV State Licensure Board and entry-level skills for a profession as a Licensed Practical Nurse

Prerequisites:
High School Diploma or GED, Interest in Health Care, Qualification by Pre-entrance test

Length:


One Year

Time:


Monday through Friday from 8:00 am – 3:00 pm

Topics Covered:
Professional and Personal Relationships, Understanding Human Behavior, Nursing Skills, Growth and Development, Anatomy/Physiology, Nutrition, Pharmacology, Gerontology, Maternal and Child Nursing, Mental Health Nursing and Medical-Surgical Nursing.

Students Accepted:
August and January

Articulation:

None

Certification:

West Virginia State Board of Nursing

II.  Non-Medical Classes

COLLISION REPAIR  
Description:
This course will introduce students to tools and materials for basic analysis and damage repair; general occupational information and computer applications; tools and materials for analysis and damage repair and for surface preparation and refinishing.

Prerequisites:
High school diploma or GED

Length:
2 years  1080 hours

Time:
Tuesday, Wednesday and Thursday from 5 – 10 pm

Topics Covered:
Fundamentals of Collision Repair Technology, Non-Structural Analysis and Damage Repair, Surface Preparation and Refinishing, Structural Analysis and Damage Repair

Students Accepted:
Yearly in August

Articulation:

Southern WV Community and Technical College, 28 Hours





*EDGE

Certification:

ICAR Gold Class Points can be earned (pending)

ELECTRICAL TECHNOLOGY

Description:
Wire and maintain electrical systems in industry/residential homes

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED; Good math background

Length:


1 or 2 years (1080 clock hours)

Time:
1 year program—Monday – Thursday from 2:30 – 9:45 pm and Friday, 2:30 – 6:00 pm; 2 year program—Monday – Thursday from 6:00 – 9:45 pm

Topics Covered:
Fundamentals of Electricity, Residential Wiring, Basic Electronics, Residential Wiring, National Electric Code, Industrial/Commercial Wiring, Rotating Device and Sp App in Electricity 

Students Accepted:
Yearly in August

Articulation:
Southern WV Community and Technical College, 28 Hours


WVU Tech, Up to 25 Hours


*Edge

Certification:
State Certifications

WELDING TECHNOLOGY

Description:
Gain the skills necessary for the cutting and joining of metal

Prerequisites:
Student may enroll without a high school diploma or GED but will not be awarded a Certificate of Applied Studies without a high school diploma or GED; Good hand-to-eye coordination

Length:


2 years

Time:
Tuesday, Wednesday and Thursday from 4 – 9 PM

Topics Covered:
Fundamentals of Welding, Thermal Cutting, Shielded Metal, Gas Metal Arc, Gas Tungsten, Blueprint Reading, Arc Welding, and ?TIG welding

Students Accepted:
August and January

Articulation:
None

Certification:

WV State Welding Certifications

Recertification in the following area is available:

SMAW
 60 hours  
 Cost $260.00

GMAW
 60 hours  
 Cost   $260.00

GTAW             60 hours
 Cost   $260.00 plus the cost of metal which depends on current market 



  prices.    

Prices listed do not include the cost of tools or supplies.  Prices are subject to change without notice.

III.  SPECIALITY CLASSES

NOT ELIGIBLE FOR FINANCIAL AID
BASIC BANK TELLER

Description:
Teaches basic bank teller skills

Prerequisites:
High school diploma or GED, 18 years of age or older, ability to pass criminal background check

Length:


36 hours

Time:


Tuesday and Thursday from 6—9 pm

Topics Covered:
Role of the teller, handling checks, processing transactions, cash handling, cash balancing, bank services, bank security and providing quality customer services

Students Accepted:
Yearly in August and January

Articulation:
None

Certification:
Students passing every chapter test may take a Bank Teller Certification test with the American Banker’s Association.

Cost:


Tuition $85, plus the cost of a book (approximately $55.00)

COMPUTER AIDED DRAFTING

Description:
Basic computer aided drafting using AutoCAD 2004

Prerequisites:
None

Length:


16 weeks, 48 hours, 1 semester

Time:


Monday from 6 – 9 pm

Topics Covered:
Basics of AutoCAD

Students Accepted:
August and January

Articulation:
None

Certification:

None

Cost:


Tuition $170.00

COMPUTER BASICS

Description:
Provide basic computer skills to students with no prior knowledge

Prerequisites:
None, typing skills recommended

Length:


6 weeks (18 hours)

Time:


TBA based on student attendance

Topics Covered:
Hardware and software components, Windows 98, Keyboard, Desktop, Exploring Word Processing, Managing Files and Using Windows Explorer

Students Accepted:
August and January

Articulation:
None

Certification:

None  (Certificate of Completion

Cost:


Tuition $60.00

MEDICAL CODING

Description:
Teach the basics of Medical Coding

Prerequisites:
Student must have completed the Medical Terminology/Anatomy class or have previous experience in the medical field (includes 60 hours of keyboarding which may be waived by passing a pretest.  Deduct $210.00 if waived.
Length:
18 weeks (1 semester) 270 clock hours

Time:
Monday through Thursday  from 5:30—9:15 pm 

Topics covered:
ICD-9-CM and CPT Coding

Students Accepted:
August and January

Articulation:
None

Certification:
None

Cost:
Tuition $945.00, Lab Fee $50.00, Books $350.00 (approximate), 

Association fee $40.00, Parking fee $25, Background check $30.00, 

Drug test $75.00.  Total Cost of Program  $1515.00.
MEDICAL OFFICE PROCEDURES

Description:
Teaches the basics of Medical Office procedures using the Medisoft software
Prerequisites:
Medical Terminology/Anatomy class or have previous experience in the medical field
Length:
14 weeks 210 clock hours
Time:
Monday through Thursday  from 5:30—9:15 pm 

Topics covered:
Medical Office Procedures
Students Accepted:
August and January

Articulation:
None

Certification:
None

Cost:
Tuition $735.00, Lab Fee $50.00, Books $200 (approximate), Association fee $40.00, Parking fee $25.00, Background check $30.00, 

Drug test $75.00.  Total Cost of Program $1155.00
MEDICAL TERMINOLOGY/ANATOMY

Description:
Teach medical terminology/anatomy that are the basics for other classes
Prerequisites:
None
Length:
18 weeks (1 semester) 270 clock hours
Time:
Monday through Thursday from 5:30—9:15 pm

Topics covered:
Medical Terminology and Anatomy
Students Accepted:
August and January

Articulation:
None

Certification:
None

Cost:
Tuition $945.00, Lab Fee $50.00, Books $200.00 (approximate), Association fee $40.00, Parking fee $25.00, Background check $30.00, Drug test $75.00.  Total Cost of Program $1365.00
MEDICAL TRANSCRIPTION

Description:
Teach the basics of Medical Transcription

Prerequisites:
Student must have completed the Medical Terminology/Anatomy class or have previous experience in the medical field

Length:
6 weeks, 90 clock hours

Time:
Monday through Thursday  from 5:30—9:15 pm 

Topics covered:
Medical Transcription

Students Accepted:
August and January

Articulation:
None

Certification:
None

Cost:
Tuition $210.00, Lab Fee $50.00, Books $155.00 (approximate), Association fee $40, Parking fee $25.00, Background check $30.00, Drug test $75.00.  Total Cost of Program $585.00
Microsoft Office 
Description:
Train students in Microsoft Office software

Prerequisites:
Computer Basics class or basic computer knowledge

Length:


1 semester (54 hours)

Time:


TBA

Topics Covered:
Microsoft Office Applications and Advanced Internet

Students Accepted:
Yearly in August and January

Articulation:
None

Certification:

None

Cost:


Tuition $200.00, Book $55.00 (approximate)

PHLEBOTOMY
Not eligible for Financial Assistance
Description:

Trained to collect the blood necessary for diagnostic testing, 
Prerequisites:
Student must have a high school diploma or GED; First 20 students accepted who meet all other requirements 

Length:


16 weeks (166 hours) 66 classroom and 100 clinical

Time:
Monday and Wednesday from 6 – 9 pm

Topics Covered:
Terminology, Anatomy, and Specimen Collection Procedures

Students Accepted:
August and January

Articulation:
None

Certification:

NCA (National Credentialing Agency)

Cost:
Tuition $600.00,  Lab Fees 75.00, 

Parking fee $25.00, Certification test fee $200.00,

Background check $30.00, Drug test $75.00,

Books $125.00 (approximate).  Total Cost of Program $1,130.00.

TYPING/KEYBOARDING

Description

Gain skills in typing.

Prerequisites:

None

Length:


One Semester (54 clock hours)

Time:


Thursday 6—9 pm

Cost:


Tuition $200.00, Book $55.00 (approximate)

STUDENT ACKNOWLEDGMENT
As a student at the Academy of Careers & Technology, I have received, read, and understand the following:

1.
My personal copy of the Adult Student Handbook for the 2010-2011 school year

2.
Rules, Regulations, and Policies of ACT

3.
Campus Security Report

4.
Information/Public Involvement
5. Financial Aid
6. Refunds
7. Parking Regulations

8. Picture Policy

9. Record Distribution/Privacy Issues

*This document cannot possibly cover every incidence that occurs in the classroom.  State and county policies are in force at all times.  Common sense behaviors are expected when specific behaviors are not listed.

____________________________________     ____________________


                     Student Name                                         Date

I give ACT permission to release information to potential employers.

I also give permission for ACT to use any pictures or videos taken while a student at ACT to be used for the purpose of promoting programs.

____________________________________     ____________________


                     Student Name                                       Date

Please sign and give this page to your instructor.  The instructor will return the signed 
acknowledgments to the office to be filed in the Adult Coordinator's office.

TECHNOLOGY USE CONSENT FORM

The purpose of technology in Raleigh County Schools is to support learning and enhance instruction.  Through computer technology people can communicate with many computers and users all over the world.  It is the general policy of Raleigh County Schools that all computers are to be used in a responsible, efficient, ethical and legal manner.  The goal is provide users with opportunities for unique learning experiences and excellent resources.  Student users must understand that neither RALEIGH COUNTY SCHOOLS nor any staff member can control the content of information on the Internet.  Some of the information available is controversial and may be offensive, therefore, these guidelines are provided to ensure appropriate use.

As a computer user you must adhere to the following acceptable use guidelines:


I will use computers and other technology only for educational or job related purposes approved by Raleigh County School;


I will use appropriate language and polite responses;


I understand I can access email at school through an approved Raleigh County Schools mail account, which can be monitored by WVDE, WVNET, or Raleigh County Schools.


I will not transmit or send unethical, illegal, immoral, inappropriate, obscene, harassing materials or information of any type or use abusive language;


I will not share my home address or phone number with another user for any purpose;


I understand that information received, unless specified, on-line is private property, therefore, I will not plagiarize information received in any form;


I will not download or install any commercial software, shareware, freeware or any other files onto any computer unless I am authorized by the building network administrator to do so;


I will use only files I have created or am authorized to use, therefore, I will not change, copy, rename, delete, view or otherwise access files unless I have prior permission from the creator or network administrator;


I will use only my authorized account and I will not share my password with anyone;


I will not interfere or disrupt other users, service, or equipment;


I will respect network security and not attempt to bypass it;


I will not use telecommunications provided by Raleigh County Schools for illegal purposes, buy or sell goods for personal gain, or political lobby.

The computer user is personally responsible for his/her actions in accessing and utilizing the school’s computer resources.  Based upon the severity of the violation, inappropriate use of the computer can result in suspension of privileges for a period of time or permanent loss of privileges based upon the severity of the violation.  Repeated misuse will result in permanent loss.  In the case of vandalism or malicious destruction of data or equipment, user should expect to pay for repair or replacement of damaged equipment.

I have read and understand the above rules and agree to comply with stated rules.

Student Name (Print)                                         Student Signature                                                   
______________________________________Date
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