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CENTRAL

No. 000

SECTION: CTC BOARD/JOINT
OPERATING COMMITTEE
PROCEDURES

WESTMORELAND
CAREER AND COMMITTEE

TITLE: JOINT OPERATING

POLICY/PROCEDURE/

TECHNOLOGY ADMINISTRATIVE

CENTER

REGULATIONS
ADOPTED: October 15, 2008

REVISED:

SC 1850.1

000. JOINT OPERATING COMMITTEE
POLICY/PROCEDURE/ADMINISTRATIVE REGULATIONS

Section 1. Authority

The policies and procedures adopted by the Joint Operating Committee establish the
general parameters within which the daily operations of the center are to be
governed. Administrative regulations for carrying out and implementing Joint
Operating Committee policies are to be developed and implemented by the
administration, under the direction of the Administrative Director. As applicable,
members of the school community are expected to comply with both Joint Operating
Committee policy and administrative regulations, subject to the limitations and
exceptions set forth. However, failure of the Joint Operating Committee or the
administration to comply with policy or procedure shall not invalidate any lawful
action taken.

Section 2. Contents

Policies of the Joint Operating Committee shall consist of the following separate
documents:

a. Procedures and policies contained in the adopted Policy Manual.
b. Job descriptions adopted by the Joint Operating Committee.

c. Code of Student Conduct.

d. Administrative compensation plans.

e. Strategic Plan.

f. Pest Management Plan.
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g. Courses of study in the center.
h. List of authorized textbooks.

i. Any other documents that the Joint Operating Committee determines to be
policy.

Administrative regulations are not part of Joint Operating Committee policy and
may be altered by the administration without Joint Operating Committee action.
Administrative regulations may not conflict with Joint Operating Committee policy
or with applicable law.

Section 3. Limitations

Joint Operating Committee policies and procedures and administrative regulations
are not intended and shall not be construed to supersede or preempt any applicable
law. All Joint Operating Committee policies and administrative regulations shall be
interpreted and administered in a lawful manner. The Joint Operating Committee
shall make the final interpretation of its policies, and the administration shall make
the final interpretation of its regulations.

Joint Operating Committee policies and procedures and administrative regulations
are limited by legal constraints, as are the rights of those to whom Joint Operating
Committee policies and administrative regulations apply, and are not intended to
give an individual a cause of action not independently established in law.

Joint Operating Committee policies and procedures and administrative regulations
shall not preempt, create, supplant, expand or restrict the rights or liabilities of
students, employees, taxpayers or others within the school community beyond those
established in law.

Section 4. Rules Of Construction

In ascertaining the intent of the Joint Operating Committee in adopting a policy or
procedure or of the administration in establishing a regulation, the following
presumptions, among other legally applicable presumptions, may be used:

a. That neither the Joint Operating Committee nor the administration intends a
result that is absurd, impossible of execution or unreasonable.

b. That neither the Joint Operating Committee nor the administration intends to
violate the federal or state Constitutions or any other applicable law.
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If any policy or procedure or administrative regulation can be given multiple
interpretations, the Joint Operating Committee and the administration intend that
only the constitutional and the lawful interpretations shall be valid, and that neither
an unconstitutional nor an unlawful interpretation was intended.

References:

School Code — 24 P.S. Sec. 1850.1
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REVISED:
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001. NAME AND CLASSIFICATION
Section 1. Name

The Board of School Directors shall be known officially as the CTC Board of
Central Westmoreland Career And Technology Center, hereinafter sometimes
referred to as the CTC Board.

The Joint Operating Committee of Central Westmoreland Career And Technology
Center shall consist of those members chosen by the CTC Board.

Section 2.  Composition

Central Westmoreland Career And Technology Center is comprised of the following
participating school districts: Belle Vernon School District, Greensburg-Salem
School District, Hempfield Area School District, Jeannette City School District,
Mount Pleasant Area School District, Norwin School District, Penn-Trafford School
District, Southmoreland School District and Yough School District.

Section 3. Purpose

Central Westmoreland Career And Technology Center is organized for the purpose
of providing a program of vocational and technical training and education to
students, out-of-school youth and adults residing within the participating school
districts.

Section 4. Intermediate Unit

Central Westmoreland Career And Technology Center is assigned to Westmoreland
Intermediate Unit No. 7.
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SC 1850.1

Section 5.  Classification

Central Westmoreland Career And Technology Center cannot be classified as a
school district. However, to the extent it is consistent with Article 18 of the
Pennsylvania School Code, it shall follow the mandates set forth for a third class
school district.

Section 6.  Address

The official address of Central Westmoreland Career And Technology Center shall
be 240 Arona Road, New Stanton, PA 14572-9411.

Section 7.  School Colors

Navy blue and light blue shall be the official school colors of Central Westmoreland
Career And Technology Center.

References:
School Code — 24 P.S. Sec. 502, 951, 952 1807, 1840.1, 1841, 1850.1, 1850.3
State Board of Education Regulations — 22 PA Code Sec. 4.3, 4.35

Articles of Agreement
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002. AUTHORITY AND POWERS
Section 1.  Authority

The authority to establish, equip, furnish, operate and maintain the vocational
technical school is vested in the CTC Board, which consists of all school directors of
the participating school districts. Actions of the CTC Board shall be voted upon and
recorded in accordance with law.

The CTC Board, under the authority granted by the School Code, shall delegate to
the Joint Operating Committee the responsibility for operating, administering, and
managing Central Westmoreland Career And Technology Center.

The CTC Board and the Joint Operating Committee recognize Central
Westmoreland Career and Technology Center Building Authority as the lessor of all
buildings and property as stipulated in the Agreement of Lease. The CTC Board and
the Joint Operating Committee shall abide by all provisions of the Agreement of
Lease and any revisions made. All members of the Board of the Authority shall be
appointed by the respective Boards of School Directors in the participating schools
according to the plan and its revisions as contained in the formation of the Authority.
No member of the CTC Board may be appointed as a member of the Authority while
s/he is serving on a Board of School Directors.

Section 2. Powers

The CTC Board shall establish a vocational technical school to provide an
educational program for eligible students and adult residents of participating school
districts.

The Joint Operating Committee shall equip, furnish, operate and maintain the
vocational technical school. It shall adopt and enforce policies and regulations for
the management of school affairs, operation of school programs and the conduct and
deportment of employees and students.
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SC 1850.1
Articles of
Agreement

SC 1850.1,
1850.3

SC 1850.1,
1850.3

Title 22

Sec. 4.13

The Joint Operating Committee shall manage and operate the center within the
budgetary limits adopted by the CTC Board.

The Joint Operating Committee, in accordance with its statutory mandate, shall
adopt procedures for its own operation, and policies for the guidance of the Chief
School Administrator and Administrative Director in operating the center. Such
procedures and policies shall be consistent with law, have a rational and substantial
relationship to a legitimate purpose of the Joint Operating Committee, and be
directed towards the maintenance and support of a thorough and efficient system of
vocational technical education.

The Joint Operating Committee shall establish educational goals for the students of
the center and govern a program of education designed to meet those goals. The
Joint Operating Committee shall be responsible for evaluating the educational
program and activities of the center. The Joint Operating Committee shall be
responsible for enforcing mandatory laws and regulations.

No individual member of the CTC Board or Joint Operating Committee shall have
the power to act on behalf of such bodies unless authorized by official action or as
stated in law.

References:
School Code — 24 P.S. Sec. 502, 1807, 1840.1, 1841, 1850.1, 1850.3
State Board of Education Regulations — 22 PA Code Sec. 4.13, 4.35

Articles of Agreement
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003. FUNCTIONS
Section 1. Legqislative

The Joint Operating Committee shall exercise its rule-making power by adopting
procedures and policies for the organization and operation of the center. Those
procedures and policies which are not dictated by the statutes or regulations of the
State Board, or ordered by a court of competent authority, may be adopted, amended
or repealed at any meeting of the Joint Operating Committee, provided the proposed
adoption, amendment or repeal has been proposed at a previous Joint Operating
Committee meeting and has remained on the agenda of each succeeding Joint
Operating Committee meeting until approved or rejected.

Changes in a proposed Joint Operating Committee procedure or policy, except for
minor editorial revisions, at the second reading shall cause that reading to constitute
a first reading.

The Joint Operating Committee may, upon a majority vote, cause to suspend at any
time the operation of a procedure or policy, provided the suspension does not
conflict with legal requirements; such suspension shall be effective until the next
meeting of the Joint Operating Committee, unless an earlier time is specified in the
motion to suspend.

Joint Operating Committee procedures shall be adopted, amended or repealed by a
majority vote of the Joint Operating Committee members present.

Joint Operating Committee policies shall be adopted, amended or repealed by a two-
thirds vote of the Joint Operating Committee members present.

Adoption, modification, repeal or suspension of a Joint Operating Committee
procedure or policy shall be recorded in the minutes of the Joint Operating
Committee meeting. All current procedures and policies shall be maintained in the
Joint Operating Committee Policy Manual and disseminated appropriately.
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SC 1850.1
Title 22
Sec. 339.41
Articles of
Agreement

SC 1850.1
Pol. 000

65 Pa. C.S.A.
Sec. 1101 et seq

Section 2. Executive

The administration of the vocational technical school shall be delegated to the
Administrative Director and the Chief School Administrator. The Chief School
Administrator shall be the Executive Director of the assigned Intermediate Unit.

The Administrative Director shall enforce state and federal laws and regulations and
the policies of the Joint Operating Committee. S/He shall be responsible for the
proper interpretation of policies and, in turn, shall delegate to his/her assistants, the
staff, and others responsible to him/her such portion of the policies which pertain to
the various activities of the school program.

The Administrative Director shall be responsible for establishing administrative
regulations for the operation of the center that are not inconsistent with federal and
state statutes or regulations; are dictated by the policies of the Joint Operating
Committee; are binding on employees and students when issued; and shall be
submitted to the Joint Operating Committee for review at the next meeting. The
Joint Operating Committee reserves the right to alter or rescind any such
administrative regulation.

The Administrative Director, in consultation with the Chief School Administrator,
shall be delegated the authority to take necessary action in circumstances not
provided for in Joint Operating Committee policy. The Administrative Director shall
promptly inform the Joint Operating Committee of such action. The Administrative
Director’s decision may be subject to review by the Joint Operating Committee.

The Administrative Director shall implement a procedure to inform Joint Operating
Committee members and designated employees of their responsibility under the
Ethics Law.

Whenever responsibility is delegated to the Administrative Director or other
administrator, it is understood that such individual may designate a representative to
act on his/her behalf.

The Joint Operating Committee represents the people of the participating school
districts. Therefore, the committee has authorized and expects the administrative
staff to treat all persons and inquiries from persons in the attendance area in a
consistent manner and in accordance with stated policy.
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SC 1126 et seq,
1850.1

2Pa. CS.A.
Sec. 551 et seq

2Pa. CSA.
Sec. 551 et seq

Section 3. Review

The Joint Operating Committee may assume jurisdiction over controversies or
disputes arising within the center concerning any matter over which the Joint
Operating Committee has authority granted by statute or where the Joint Operating
Committee has retained jurisdiction in contract or policies.

In furtherance of its adjudicatory function, the Joint Operating Committee may hold
hearings in accordance with law, which shall offer the parties to a dispute, on notice
duly given, a fair and impartial forum for the resolution of the matter.

Beyond the basic requirements of due process, a hearing may vary in form and
content in line with the severity of the consequences that may flow from it, the
difficulty of establishing findings of fact from conflicting evidence, and the impact
of the Joint Operating Committee's decision on the center.

Section 4. Evaluation Of Joint Operating Committee Procedures

The Joint Operating Committee shall plan an annual evaluation of its functions as a
Joint Operating Committee. The Joint Operating Committee may evaluate Joint
Operating Committee procedures, relationships, or activities, or focus on a particular
area or issue.

The Joint Operating Committee Chairperson, working with the Administrative
Director, shall develop an annual plan.

Section 5. Communication Between Joint Operating Committee And Staff

All official business between the Joint Operating Committee and employees shall be
through the Administrative Director and/or Chief School Administrator. The only
exception shall be in a negotiation procedure that might be included in any contract
or agreement between the Joint Operating Committee and organizations representing
employees of the Joint Operating Committee, but the Administrative Director shall
be given the opportunity to participate with the Joint Operating Committee.
Employees shall have the right of appeal to the Joint Operating Committee from the
Administrative Director’s and/or the Chief School Administrator’s decision.
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References:

School Code — 24 P.S. Sec. 1126 et seq., 1850.1, 1850.3

State Board of Education Regulations — 22 PA Code Sec. 339.41

Local Agency Law — 2 Pa. C.S.A. Sec. 551 et seq.

Public Officials and Employee Ethics Act — 65 Pa. C.S.A. Sec. 1101 et seq.
Joint Operating Committee Policy — 000, 006, 007

Articles of Agreement
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004. MEMBERSHIP
Section 1. Number

The Joint Operating Committee shall consist of nine (9) members, with at least one
(1) member from each participating district.

Section 2. Election/Term

Each participating school district shall elect from among its Board members a
designated number of representatives to serve on the Joint Operating Committee, in
accordance with law and the Articles of Agreement.

Each member of the Joint Operating Committee so elected shall serve for a three-
year term commencing the day of his/her election in December.

Section 3. Vacancies

A vacancy shall occur by reason of death, resignation, removal from a participating
district, or otherwise. A vacancy shall be filled in accordance with the Sunshine Act
and applicable law for the unexpired term by the Board of the district represented.

Section 4. Removal

An individual will cease to be a Joint Operating Committee member if his/her term
as a Joint Operating Committee member expires and s/he is not re-elected by the
school district Board; his/her term on the participating school district Board expires
and s/he is not re-elected; if s/he resigns from the school district Board or Joint
Operating Committee; or if s/he is removed for cause, with prior notice, from either
the school district Board or the Joint Operating Committee.
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SC516.1

SC516.1

SC516.1

SC516.1

SC516.1

Section 5. Expenses

The Joint Operating Committee may appoint one (1) or more of its members, a
nonmember Joint Operating Committee Secretary, or its solicitor as delegates to any
state convention or association of school directors convention held within the state.
All necessary expenses shall be defrayed by the Joint Operating Committee.

Individuals may also be approved to attend meetings of educational or financial
advantage to the center and may be approved to attend the annual convention of the
National School Boards Association or any other educational convention within the
state or outside the state.

Reimbursement shall be made for expenses actually and necessarily incurred in
going to, attending and returning from the place of such meetings, including travel,
travel insurance, lodging, meals, admission fees and other incidental expenses
necessarily incurred. Actual expenses shall be allowed with mileage for travel by car
at the standard IRS mileage rate at the time of the meeting in going to and returning
from each meeting.

All such expenses shall be itemized and made available for public inspection at the
next succeeding Joint Operating Committee meeting. No member shall be
reimbursed for more than two (2) such out-of-state meetings in one (1) school year.

Advance payments may be made by the proper officers, but a final itemized, verified
statement of such expenses shall be submitted upon return from such convention and
an adjustment shall be made either by refund or additional payment to meet the
verified expenses actually incurred.

Hotel, travel (unless by car) and registration receipts shall be attached to claims for
reimbursement.

Section 6. Orientation

The Joint Operating Committee believes that the preparation of each member for the
performance of duties is essential to the effectiveness of the Joint Operating
Committee's functioning. The Joint Operating Committee encourages each new
member to understand the functions of the Joint Operating Committee, acquire
knowledge of matters related to the operation of the center, and review Joint
Operating Committee procedures and policies.
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Accordingly, the Joint Operating Committee shall give to each new member for use
during his/her term on the Joint Operating Committee the following items:

a. A copy of the Joint Operating Committee Policy Manual.
b. The current budget statement, audit report and related fiscal materials.
c. The current Strategic Plan.

Section 7. Joint Operating Committee Member Education/Training

The Joint Operating Committee places a high priority on the importance of a planned
and continuing program of inservice education and training for its members. The
purpose of the planned program shall be to enhance the quality and effectiveness of
the Joint Operating Committee’s governance and leadership.

The Joint Operating Committee, in conjunction with the Administrative Director,
shall plan specific inservice education programs and activities designed to assist
Joint Operating Committee members in their efforts to improve their skills as policy-
making leaders; expand their knowledge about issues, programs, and initiatives
affecting the center’s educational programs and student achievement; and deepen
their insights into the nature of leadership, governance and community engagement.

The Joint Operating Committee shall annually budget funds to support its planned
program of inservice education and training.

The Joint Operating Committee establishes the following activities as the basis for
its planned program of inservice education and training:

a. Participation in educational conferences, workshops and conventions.

b. Inservice education and training programs sponsored by the center designed to
meet Joint Operating Committee needs.

c. Subscriptions to publications addressed to Joint Operating Committee member
concerns.

d. Maintenance of resources and reference materials accessible to Joint Operating
Committee members.
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SC 516, 516.1

Pol. 004

SC 321

Section 8. Conference Attendance

In keeping with its stated position on the need for continuing inservice education
training for its members, the Joint Operating Committee encourages the participation
of all members at appropriate conferences, workshops, and conventions. In order to
control both the investment of time and expenditure of funds necessary to implement
this planned program, the Joint Operating Committee establishes the following
guidelines:

a. Each member shall receive Joint Operating Committee approval prior to
attending a conference, workshop or convention at Joint Operating Committee
expense.

b. Notice of school management conferences, conventions, and workshops of
interest shall be provided by the Secretary of the Joint Operating Committee.

c. Funds for conference attendance will be budgeted on an annual basis.

d. When a conference, convention or workshop is not attended by the full Joint
Operating Committee, those who do participate will be requested to share
information, recommendations and materials acquired at the meeting that will be
beneficial to the center.

e. Reimbursement to Joint Operating Committee members for their travel expenses
will be in accordance with this Joint Operating Committee procedure and policy.

f.  Reimbursement shall be limited to actual expenses incurred, and shall not

include or be construed to include compensation to individual Joint Operating
Committee members.

References:

School Code — 24 P.S. Sec. 315, 319, 321, 516, 516.1, 1850.1, 1850.3
Sunshine Act — 65 Pa. C.S.A. Sec. 701 et seq.

Joint Operating Committee Policy — 004, 006

Avrticles of Agreement
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005. ORGANIZATION

Section 1. Organization Meeting

The CTC Board shall meet and organize annually during the month of December.
Notice of the time and place of the organization meeting shall be given to all
members of the CTC Board by mail at least five (5) days before the proposed
meeting by the Secretary of the Joint Operating Committee. The organization
meeting shall be a regular meeting.

Section 2. Officers/Terms

The CTC Board shall elect a Chairperson, Vice-Chairperson, Secretary, and
Treasurer in order to fulfill its duties and responsibilities.

a. Annually during the month of December, the CTC Board shall choose from its
members a Chairperson and Vice-Chairperson, each to serve a term of one (1)
year.

b. Annually during the month of May, the CTC Board shall elect a Treasurer to
serve a term of one (1) year beginning the first Monday of July. The Treasurer
shall be reimbursed for duties performed at the rate determined by the Joint
Operating Committee.

c. During the month of May, once every four (4) years, the CTC Board shall elect a
Secretary to serve a term of four (4) years beginning the first Monday of July
following such election. The Secretary may or may not be a member of the Joint
Board. The Secretary shall be reimbursed for duties performed at the rate
determined by the Joint Operating Committee.

Vacancies in any office shall be filled by election of the Joint Operating Committee;
such officers shall serve for the remainder of the unexpired term.
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SC 404

PA Const.
Art. VI Sec. 7
Pol. 006

SC 1410
SC 1410
SC 324, 406
SC 2401
SC 516

SC 1089, 1850.1

PA Const.
Art. VI Sec. 7

The same Joint Operating Committee member may not hold more than one (1)
office. No commissioned officer or professional employee of the Joint Operating
Committee shall serve, temporarily or permanently, as an officer of the Joint
Operating Committee.

Officers of the Joint Operating Committee serve at the pleasure of the Joint

Operating Committee and may be removed from such office by the affirmative vote
of a majority of the full number of members.

Section 3. Appointments

The Joint Operating Committee shall have the authority to appoint:

a. School physician(s).

b. School dentist(s).

c. Solicitor.

d. Independent auditor.

e. Delegates to a state convention or association of school directors.
f. Other appointees the Joint Operating Committee deems necessary.

The Joint Operating Committee shall define the duties and determine the salaries of
each person appointed, in accordance with applicable law.

Appointees serve at the pleasure of the Joint Operating Committee and may be
removed from such appointment by the affirmative vote of a majority of the full
number of members.

Section 4. Duties Of Officers/Appointees

a. Chairperson And Vice-Chairperson

The Chairperson shall serve as the executive officer of the Joint Operating
Committee and shall be responsible for the conduct of the scheduled regular
and special meetings.

Together with the Secretary, the Chairperson shall execute all transactions
conducted by the Joint Operating Committee which require the signature of
the Chairperson.

Page 2 of 7




005. ORGANIZATION - Pg. 3

The Chairperson shall, after the Joint Operating Committee has acted on
and approved any bill or account, sign an order on the Treasurer for the
payment of the same.

The Chairperson shall appoint such standing and special committees as
necessary to improve the functioning of the Joint Operating Committee.

The Chairperson shall serve as an ex-officio member of all committees
appointed by him/her.

In the absence of the Chairperson, the Vice-Chairperson shall serve as the
presiding officer over all meetings and perform other duties designated for
the Chairperson.

Both the Chairperson and Vice-Chairperson shall assume their duties
immediately after their election at the reorganization meeting held annually in
December.

Secretary

The Secretary of the Joint Operating Committee shall perform the following
duties:

1.

Keep a correct and proper record of all the proceedings of the Joint
Operating Committee, and prepare reports and keep accounts required by
the Joint Operating Committee.

After the Joint Operating Committee has acted on and approved any bill or
account for the payment of money authorized by law, prepare and sign an
order on the Treasurer for the payment of the same. S/He may prepare and
sign orders on the Treasurer for the payment of which the center will receive
a discount or other advantage without the preapproval of the Joint Operating
Committee.

Attest, in writing, the execution of all transactions to be executed by the
Joint Operating Committee.

Furnish, whenever requested, any or all reports concerning school affairs on
such form and in such manner as the Department of Education or Secretary
of Education may require.
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5. Be the custodian of all the records, papers, office property, and official seal
of the center, and at the expiration of his/her term shall turn the same over to
his/her successor.

6. Keep accurate accounts of all receipts from participating school districts and
other sources of revenue.

7. Perform other duties pertaining to the business of the center as required by
law or as the Joint Operating Committee may direct.

8. Maintain a calendar of meetings and discussion topics as prepared by the
Administrative Director and/or the Joint Operating Committee.

Treasurer

The Treasurer shall perform the following duties:

1.

Be the receiver of all receipts from participating districts or other sources of
income.

Deposit funds in the approved depository.

Recommend procedures for investing any funds, when applicable.

Sign all checks as authorized by the Joint Operating Committee.

Prepare and present monthly reports, or as needed, and submit them to the
Joint Operating Committee, the Chief School Administrator, and the

Administrative Director.

Prepare and present any financial reports required at the conventions of the
CTC Board.

The Treasurer shall be bonded, with the costs to be paid out of the general
fund.

The Treasurer shall perform other duties as the Joint Operating Committee
may direct.
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SC 106

SC 421

Solicitor
General duties of the solicitor shall be as follows:

1. To advise and furnish administrators and the Joint Operating Committee
legal opinions, verbally and in writing, as directed, on matters and questions
of law, including interpretations of old and new statutes.

2. To prepare legal instruments including resolutions for any subject,
advertising, and all other papers as directed by the Joint Operating
Committee or CTC Board.

3. To commence and prosecute all action brought by the CTC Board or Joint
Operating Committee for any account or subject as directed by the CTC
Board or Joint Operating Committee.

4. To be present at regular and special meetings, as well as executive sessions,
when requested.

The Joint Operating Committee shall reimburse the solicitor for duties
performed upon submission of invoices.

Section 5. Resolutions

The Joint Operating Committee may at the organization meeting, but shall prior to
July 1 next following, designate:

a.

b.

C.

d.

Depositories for center funds.
Newspaper(s) of general circulation, as defined in law.
Normal day, place and time for regular meetings.

Normal day, place and time for open committee meetings.

Section 6. Committees

The Joint Operating Committee shall operate as a Committee of the Whole.

The Chairperson may appoint such committees that, in his/her judgment, are
desirable or necessary for the proper functioning of the Joint Operating Committee;
s/he may discharge such committees at his/her discretion.
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Committees shall, when specifically charged to do so by the Joint Operating
Committee, conduct studies, make recommendations and act in an advisory capacity,
but shall not take action on behalf of the Joint Operating Committee.

Section 7. Local Advisory Committee

The Joint Operating Committee shall appoint a Local Advisory Committee
composed of representatives of business, industry, public employers, agriculture,
labor, postsecondary institutions, community organizations and the public.

The Local Advisory Committee shall meet at least once each year and shall advise
the Joint Operating Committee and administration concerning the center's program,
philosophy, academic and other standards, Strategic Plans, course offerings, support
services, safety requirements, and the skill needs of employers.

Section 8. Professional Advisory Committee

A Professional Advisory Committee composed of the chief school administrators of
the participating districts shall advise the Joint Operating Committee and
administration concerning the educational program and policies of the center. The
committee shall play an integral part in the development of the center's Strategic
Plan.

Section 9. Occupational Advisory Committee

The Occupational Advisory Committee shall be composed of representatives of
business, industry, public employers, agriculture, labor, postsecondary institutions
and community organizations.

A committee shall be established for each program to advise the Joint Operating
Committee and administration on curriculum, equipment, instructional materials,
safety requirements, program evaluation and other matters in order to verify that the
program meets industry standards and relevant licensing criteria, and that the
program prepares students with occupation related competencies. The committee
shall meet at least twice each year.

Section 10. Consultants

From time to time, on the recommendation of the Administrative Director, the Joint
Operating Committee may appoint, retain, or employ persons for consulting or other
professional services to the center. Consulting services may be either on a per diem
or contractual basis.
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The function of a consultant shall be to make studies and present recommendations
to the Joint Operating Committee. A consultant shall not be charged with the
implementation of a report.

Consultants shall have no administrative authority over any facet of the center, but
shall act solely as advisors to the Joint Operating Committee and its officers and
employees. Such services may be provided from professions other than education as
well as from the educational profession.

The use of consultants from outside the center who promote a particular commercial
product is discouraged.

References:
Pennsylvania Constitution — PA Const. Art. VI Sec. 7

School Code — 24 P.S. Sec. 106, 324, 402, 404, 406, 421, 431, 432, 434, 436, 438,
514, 516, 621, 1089, 1410, 1808, 1842, 1850.1, 1850.3, 2401

State Board of Education Regulations — 22 PA Code Sec. 4.33, 339.13, 339.14
Joint Operating Committee Policy — 006, 100, 811

Avrticles of Agreement
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428
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Sec. 703, 709
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Sec. 703, 709

006. MEETINGS

Section 1. Parliamentary Authority

All Joint Operating Committee meetings will be conducted in an orderly and
business-like manner. Robert’s Rules of Order, Newly Revised, including group
rules shall govern the Joint Operating Committee in its deliberations in all cases in
which it is not inconsistent with statute, regulations of the State Board, or Joint
Operating Committee procedures.

Section 2.  Quorum

A quorum shall consist of a majority of the members of the Joint Operating
Committee. No business shall be transacted at a meeting without a quorum, but the
members present at such a meeting may adjourn to another time.

Section 3. Presiding Officer

The Chairperson shall preside at all meetings of the Joint Operating Committee. In
the absence, disability or disqualification of the Chairperson, the Vice-Chairperson
shall act instead. If neither person is present, a Joint Operating Committee member
shall be elected Chairperson pro tempore by a plurality of those present to preside at
that meeting only. The act of any person so designated shall be legal and binding.

Section 4. Notice

Notice of all open public meetings of the Joint Operating Committee, including
committee meetings and discussion sessions, shall be given by publication of the
date, place, and time of such meetings in the newspaper(s) of general circulation
designated by the Joint Operating Committee and the posting of such notice at the
administrative offices of the Joint Operating Committee.

a. Notice of regular meetings shall be given by publication and posting of a
schedule showing the date, place and time of all regular meetings for the calendar
year at least three (3) days prior to the time of the first regular meeting.
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b. Notice of all special meetings shall be given by publication and posting of notice
at least twenty-four (24) hours prior to the time of the meeting, except that such
notice shall be waived when a special meeting is called to deal with an actual
emergency involving a clear and present danger to life or property.

c. Notice of all rescheduled meetings shall be given by publication and posting of
notice at least twenty-four (24) hours prior to the time of the meeting.

d. Notice of all recessed or reconvened meetings shall be given by posting a notice
of the place, date and time of meeting and sending copies of such notice to
interested parties.

e. Notice of all public meetings shall be given to any newspaper(s) circulating in
Westmoreland County and a radio or television station which so requests.

f. Notice of all public meetings shall be given to any individual who so requests
and provides a stamped, addressed envelope for such notification.

Notice of all regular and special meetings of the Joint Operating Committee shall be
given to Joint Operating Committee members prior to the time of the meeting.

Section 5. Reqular Meetings

Regular meetings of the Joint Operating Committee shall be public and shall be held
in the center’s administrative offices on the third Wednesday of each month, except
when otherwise determined.

The CTC Board shall have additional meetings as required to perform its duties
required under law.

a. Agenda

It shall be the responsibility of the Administrative Director to plan and prepare
the agendas of both the Joint Operating Committee meeting and CTC Board
meeting. The Administrative Director shall review such agendas with the Chief
School Administrator and the Chairperson prior to distributing the agenda to the
CTC Board or Joint Operating Committee members.

Any item which is to receive consideration at a CTC Board or Joint Operating
Committee meeting should be given to the Administrative Director at least ten
(10) days prior to the scheduled meeting during which action is to be taken.
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65 Pa. C.S.A.
Sec. 701 et seq

SC 426

65 Pa. C.S.A.
Sec. 701 et seq
Pol. 903

Items not appearing on the written agenda may be considered at the discretion of
the Chairperson.

Printed agendas shall be mailed at least five (5) days prior to the meeting to all
Joint Operating Committee members and to other participating School Board
members upon request.

b. Order Of Business

The order of business for regular meetings of the Joint Operating
Committee shall be as follows, unless altered by the Chairperson or a majority
of those present and voting:

Call To Order

Approval Of Minutes
Correspondence

Finance

Treasurer’s Report
Payment Of Bills

New Business

Report Of Administration
Report Of Solicitor
Adjournment

Section 6. Special Meetings

Special meetings shall be public and may be called for special or general purposes.

The Chairperson may call a special meeting at any time and shall call a special
meeting upon presentation of the written requests of three (3) Joint Operating
Committee members. Upon the Chairperson's failure or refusal to call a special
meeting, such meeting may be called at any time by a majority of the Joint
Operating Committee members.

No business shall be transacted at any special meeting except that business for which
the meeting was called.

Section 7. Public Participation

A member of the public present at a meeting of the Joint Operating Committee may
address the Joint Operating Committee in accordance with law and Joint Operating
Committee procedures and policy.
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SC 687

SC 803

SC 1129
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SC 508

Pol. 108

SC 1850.1
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Pol. 107

Section 8. Voting By The CTC Board

All actions of the CTC Board shall be by a majority vote of the members of the
Board, either in convention or by mail ballot, as selected by the CTC Board.

Section 9. Voting By The Joint Operating Committee

All motions shall require for adoption a majority vote of those Joint Operating
Committee members present and voting, except as provided by statute or Joint
Operating Committee procedures.

a. The following actions require the recorded affirmative votes of two-thirds of the
full number of Joint Operating Committee members:

1.

4.

5.

Transfer of budgeted funds during the first three (3) months of the fiscal
year.

Transfer any unencumbered balance, or portion thereof, from one
appropriation to another, or from one spending agency to another during the
last nine (9) months of the fiscal year.

Adopt or change textbooks without the recommendation of the
Administrative Director.

Dismiss, after a hearing, a tenured professional employee.

Adopt, amend, or repeal a Joint Operating Committee policy.

b. The following actions require the recorded affirmative votes of a majority of the
full number of Joint Operating Committee members:

1.

2.

Fixing the length of the school term.
Adopting textbooks recommended by the Administrative Director.

Appointing the Administrative Director and Assistant Administrative
Director.

Appointing teachers and principals.
Adopting planned instruction.

Establishing additional schools or departments.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Designating depositories for center funds.

Expending the center’s funds.

Entering into contracts of any kind, including contracts for the purchase of
fuel or any supplies where the amount involved exceeds $100 (including
items subject to $10,000 bid requirements).

Fixing salaries or compensation of officers, teachers, or other appointees of
the Joint Operating Committee.

Dismissing, after hearing, a nontenured employee.
Adopting a corporate seal for the center.

Vacating and abandoning property to which the Joint Operating Committee
has title.

Determining the holidays, other than those provided by statute, which shall
be observed by special exercises and those on which the schools shall be
closed for the whole day.

Removing a Joint Operating Committee member.

Declaring that a vacancy exists on the Joint Operating Committee by reason
of the failure or neglect of a school director to qualify.

Removing an officer of the Joint Operating Committee.

Adopting, amending, or repealing a Joint Operating Committee procedure.

Section 10. Minutes

An accurate record of the proceedings of each open meeting of the CTC Board or
Joint Operating Committee shall be made and retained in the form of legal minutes,
distributed to the members of the CTC Board or Joint Operating Committee and
made available to interested citizens following each open meeting of the CTC Board
or Joint Operating Committee.

The minutes of the last open meeting occurring since the last regular meeting shall
be considered at each regular meeting of the CTC Board or Joint Operating
Committee. The minutes may be approved and adopted; or corrected by addendum,
and approved and adopted as corrected. The minutes shall be signed by the Secretary
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65 Pa. C.S.A.
Sec. 705

of the Joint Operating Committee. Following the approval of the minutes, they shall
be entered in the book of minutes of the CTC Board or Joint Operating Committee.
After approval, copies of the minutes shall be mailed to CTC Board or Joint
Operating Committee members and alternates, and when applicable, to the
Authority.
The minutes shall include at least the following information:
a. Date, time and place of meeting.
b. Type of meeting.
c. Persons present; including:

1. CTC Board or Joint Operating Committee members, by name.

2. Presiding officer.

3. School staff, by name.

4. Others who address the CTC Board or Joint Operating Committee, by
name.

5. An approximate number count of others who do not address the CTC Board
or Joint Operating Committee.

d. Substance of all official actions and action taken.
e. Recorded votes and a record by individual members of all roll call votes taken.
f. Correspondence to the CTC Board or Joint Operating Committee.

g. Recommendations of the Administrative Director or Chief School
Administrator.

h. A list of expenditures authorized by the CTC Board or Joint Operating
Committee.

i. Such items as may be required by law.
Notations and any tape or audiovisual recordings shall not be the official record of

an open public CTC Board or Joint Operating Committee meeting and should be
destroyed once they have served their purpose.
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Section 11. Adjournment

The Joint Operating Committee may at any time recess or adjourn to an adjourned
meeting at a specified date and place, upon the majority vote of those present. The
adjourned meeting shall take up its business at the point in the agenda where the
motion to adjourn was acted upon. Notice of the rescheduled meeting shall be given
as provided in Joint Operating Committee policy.

Section 12. Executive Session

The Joint Operating Committee may hold an executive session, which is not an open
meeting, before, during, at the conclusion of an open meeting, or at some other time.
The presiding officer shall announce the reason for holding the executive session;
the announcement can be made at the open meeting prior to or after the executive
session.

The Joint Operating Committee may discuss the following matters in executive
session:

a. Employment issues.
b. Labor relations.
c. The purchase or lease of real estate.

d. Consultation with an attorney or other professional advisor regarding potential
litigation or identifiable complaints which may lead to litigation.

e. Matters which must be conducted in private to protect a lawful privilege or
confidentiality.

Official actions based on discussions held in executive session shall be taken at a
public meeting.

Section 13.  Work Sessions
The Joint Operating Committee may meet as a Committee of the Whole in an open

meeting to vote on or to discuss issues. Public notice of such meetings shall be made
in accordance with Joint Operating Committee procedures.
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A meeting of the Committee of the Whole, not regularly scheduled, may be called at
any time by the Chairperson. The Chairperson shall call such a meeting when
requested to do so by Joint Operating Committee members. Public notice of such
meeting shall be made in accordance with Joint Operating Committee procedures.

The Joint Operating Committee Secretary shall provide notice of a meeting of the
Committee of the Whole in accordance with Joint Operating Committee procedures.

References:

School Code — 24 P.S. Sec. 212, 405, 421, 422, 423, 426, 427, 428, 433, 508, 514,
518, 609, 621, 687, 708, 803, 1080, 1129, 1503, 1850.1

Sunshine Act — 65 Pa. C.S.A. Sec. 701 et seq.
Joint Operating Committee Policy — 003, 004, 005, 006, 107, 108, 604, 610, 903

Articles of Agreement
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SC 1850.1

006.1. ATTENDANCE AT MEETINGS VIA ELECTRONIC
COMMUNICATIONS

Section 1.  Authority

The Joint Operating Committee recognizes that factors such as illness, travel,
schedule conflicts and weather conditions can make impossible the physical
presence of a Joint Operating Committee member at a Joint Operating Committee
meeting, and that electronic communications can enable a Joint Operating
Committee member to participate in a meeting from a remote location.

A Joint Operating Committee member shall be able to attend a Joint Operating
Committee meeting, and participate in Joint Operating Committee deliberations and
voting, through electronic communications, but only under extraordinary
circumstances.

The Joint Operating Committee authorizes the administration to provide the
equipment and facilities required to implement this Joint Operating Committee
procedure.

Section 2. Guidelines

A Joint Operating Committee member who attends a meeting through electronic
communications shall be considered present only if the member can hear everything
said at the meeting and all those attending the meeting can hear everything said by
that member. If the Chairperson determines either condition is not occurring, s/he
shall terminate the Joint Operating Committee member’s attendance through
electronic communications.

A majority of Joint Operating Committee members shall be physically present at a
Joint Operating Committee meeting when a Joint Operating Committee member
attends through electronic communications.
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To attend a Joint Operating Committee meeting through electronic communications,
a Joint Operating Committee member shall comply with the following:

a. Submit such request to the Chairperson at least three (3) days prior to the
meeting.

b. Ensure that the remote location is quiet and free from background noise and
interruptions.

c. Participate in the entire Joint Operating Committee meeting.

References:

School Code — 24 P.S. Sec. 1850.1
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007. DISTRIBUTION
Section 1. Authority
The Joint Operating Committee adopts the procedures and policies contained in the
Policy Manual as a governance tool for all members of the Joint Operating
Committee and as a resource for administrators and employees, students,
parents/guardians, residents and members of the community.
Section 2.  Guidelines
Copies of the Policy Manual shall be given to the following:
a. All members of the Joint Operating Committee.
b. Chief School Administrator.
c. Administrative Director.
d. Joint Operating Committee Secretary.
e. Office Manager.
f. Appropriate administrators.
g. Solicitor.
h. Administration office.
Copies of the Policy Manual shall be numbered, and a record maintained by the

Administrative Director or designee as to the placement of each copy. Copies of
revised pages shall be provided to the holders of manuals as changes are made.
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The Joint Operating Committee Policy Manual shall be considered a public record
and shall be available for inspection in the administration office during regular office
hours.

The Administrative Director or designee shall maintain an orderly plan for the
dissemination of policies to students, parents/guardians and staff members who are
affected by them and shall provide easy accessibility to an up-to-date Policy Manual.

The Administrative Director or designee shall be responsible to review existing
policy in light of Joint Operating Committee actions and revisions to federal and
state statutes and regulations, and to recommend to the Joint Operating Committee
the changes necessary to maintain the Joint Operating Committee Policy Manual in a
current status.

The Policy Manual is the property of the center; therefore, all manuals shall be

returned to the Joint Operating Committee Secretary upon termination of
employment or term of office.

References:
School Code — 24 P.S. Sec. 1850.1
Right-to-Know Law — 65 P.S. Sec. 67.701

Joint Operating Committee Policy — 003, 801
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ADOPTED: October 15, 2008

REVISED:

011. JOINT OPERATING COMMITTEE GOVERNANCE
STANDARDS/CODE OF CONDUCT

Section 1. Standards For Effective School Governance

To promote student growth and achievement, an effective Joint Operating
Committee...

a. Advocates for a thorough and efficient system of public education by:
1. Promoting public education as a keystone of democracy.

2. Engaging and promoting community support by seeking input, building
support networks and generating action.

3. Allocating resources in a manner designed to facilitate student achievement
consistent with the center’s goals and plans.

4. Maintaining legislative awareness and communicating with members of
local, state and federal legislative bodies.

5. Ensuring strong management of the center by hiring, setting goals with and
evaluating the Administrative Director.

6. Employing qualified staff to meet student and program needs.
b. Models responsible governance and leadership by:
1. Staying current with changing needs and requirements by reviewing
educational literature, attending professional development opportunities

prior to Joint Operating Committee service and continuously during Joint
Operating Committee service, and preparing to make informed decisions.
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7.

8.

1.

1.

2.

3.

Interacting with school officials in other districts and using resources
provided by organizations and agencies committed to effective governance
and management of public schools.

Leading with respect and taking full responsibility for Joint Operating
Committee activity and behavior.

Adopting and acting in accordance with the PSBA Code of Conduct for
Members of Pennsylvania School Boards.

Engaging all community stakeholders.

Complying with Joint Operating Committee policy and all applicable local,
state and federal laws and regulations.

Operating as a collective Joint Operating Committee in making decisions.

Participating in annual Joint Operating Committee retreats.

c. Governs through policy by:

Seeking input from stakeholders and following an established procedure for
consideration.

Regularly reviewing and, as necessary, revising and adopting Joint
Operating Committee policy.

Delegating to the Administrative Director responsibility for implementation
of Joint Operating Committee policy.

Ensuring public access to adopted Joint Operating Committee policy.

Purposefully linking its actions to applicable Joint Operating Committee
policies.

d. Ensures that effective planning occurs by:

Adopting and implementing a collaborative strategic planning process,
including regular reviews.

Setting annual goals that are aligned with the Strategic Plan.

Linking Joint Operating Committee actions to the Strategic Plan.
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7.

8.

1.

2.

3.

4.

5.

1.

2.

Adopting a financial plan that considers short-term and long-term needs.

Adopting professional development plans for Joint Operating Committee
and staff.

Adopting a plan to ensure evaluation of student growth and achievement
using relevant data.

Adopting a master facilities plan conducive to teaching and learning.

Adopting a plan for curriculum review and development.

e. Monitors results by:

Using data appropriately to make informed decisions.

Ensuring effective practices for evaluation of staff, programs, plans and
services.

Evaluating its own performance.
Assessing student growth and achievement.

Evaluating the effectiveness of the Strategic Plan.

f. Communicates with and engages the community by:

Distributing relevant information about the center.

Providing methods of communication to the Joint Operating Committee and

appropriate staff.
Seeking input through a variety of methods.

Including stakeholders in all communications.
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1.

1.

Section 2. Code Of Conduct For Joint Operating Committee Members

a. We, as members of the Joint Operating Committee, representing all the residents
of our participating school districts, believe that:

Striving toward ideal conditions for effective Joint Operating Committee
service to our community, in a spirit of teamwork and devotion to public
education, is the greatest instrument for preserving and perpetuating our
representative democracy.

The future welfare of this community, commonwealth and nation depends
upon the quality of education we provide in the public schools.

In order to maintain a free and strong country, our civic obligation to the
community, commonwealth and nation is to maintain free and strong public
schools in the United States of America, without surrendering our
responsibilities to any other person, group or organization.

Joint Operating Committees share responsibility for ensuring a “thorough
and efficient system of public education” as required by the Pennsylvania
Constitution.

Our fellow residents have entrusted us with the advocacy for and
stewardship of the education of the youth of this community.

The public expects that our first and greatest priority is to provide equitable
educational opportunities for all youth.

b. Accordingly:

The community should be provided with information about its schools and
be engaged by the Joint Operating Committee and staff to encourage input
and support for the school system.

Devoting time, thought and study to our duties and responsibilities as Joint
Operating Committee members is critical for rendering effective and
credible service.

Joint Operating Committee members should work together in a spirit of
harmony, respect and cooperation, despite differences of opinion.
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10.

Personal decisions should be based upon all sufficient facts, we should vote
our honest conviction without partisan bias, and we will abide by and
uphold the majority decision of the Joint Operating Committee.

Individuals have no legal authority outside the meetings of the Joint
Operating Committee, and should conduct their relationships with all
stakeholders and media on this basis.

We will not use our positions as Joint Operating Committee members to
benefit ourselves or any individual or agency.

Joint Operating Committees must balance their responsibility to provide
educational programs with the need to be effective stewards of public
resources.

We should recognize that the primary responsibility of the Joint Operating
Committee is to adopt policies by which the schools are to be administered.

We should respect that the Administrative Director and his/her staff are
responsible and accountable for the delivery of the educational programs
and the conduct of center operations.

Communication with all stakeholders and the media should be conducted in
accordance with Joint Operating Committee policy.
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No. 012

CENTRAL

SECTION: LOCAL BOARD PROCEDURES

AND GOALS
WESTMORELAND TITLE: JOC MEMBER CONFERENCE

ATTENDANCE
CAREER AND ADOPTED: OCTOBER 21, 2015

TECHNOLOGY CENTER

REVISED:

1. Purpose

2. Guidelines

JOC MEMBER CONFERENCE ATTENDANCE

In keeping with the importance of continuing inservice education and training for
its members, the Joint Operating Committee (JOC) encourages the participation of
all members at appropriate conferences, workshops, and conventions. In order to
control both the investment of time and expenditure of funds necessary to
implement this planned program, the JOC establishes the following guidelines:

Each JOC member shall receive JOC approval prior to attending a conference,
workshop or convention at JOC expense.

When a conference, workshop or convention is not attended by the full JOC, those
who do participate shall share the information, recommendations and materials
acquired at the meeting that will be beneficial to the school.

Reimbursement to JOC members for their travel expenses shall be in accordance
with JOC procedures and policy.

The requirements regarding reimbursement for JOC members for travel expenses
shall be strictly enforced, and no payment shall be made until receipts for
reimbursable expenses are submitted to the Business Manager or designee.

Reimbursement shall be limited to actual expenses incurred, and shall not include
or be construed to include compensation to individual JOC members.

In regard to the annual Association of Career and Technical Education Conference
(ACTE), a JOC member shall only be eligible to attend such conference at JOC
expense if the JOC member has attended at minimum 75% (i.e. eight (8)) of the
previous years’ JOC meetings.







CENTRAL

No. 100

SECTION: PROGRAMS

TITLE: STRATEGIC PLAN

WESTMORELAND

CAREER AND

ADOPTED: November 19, 2008

REVISED:

TECHNOLOGY

CENTER

1. Purpose

2. Authority
Title 22
Sec. 4.4, 4.13,
12.1 et seq

Title 22
Sec. 4.13

Title 22
Sec. 4.13

Title 22
Sec. 4.13

SC 1850.1

3. Delegation of
Responsibility
Title 22
Sec.4.13

100. STRATEGIC PLAN

The Joint Operating Committee recognizes the importance of establishing a
comprehensive plan to guide the educational program and operation of the center.
Participation by all segments of the school community is a critical element of such
planning.

The Joint Operating Committee, in conjunction with and with the approval of a
majority of participating districts, shall develop and approve a Strategic Plan for the
center based upon an analysis of internal and external needs, specifying priorities for
actions and action plans. The plan shall be formulated in accordance with state
regulations.

The Joint Operating Committee shall ensure active participation by Joint Operating
Committee members, administrators, teachers, other school personnel, students,
parents/guardians and representatives from businesses and the community.

The Joint Operating Committee directs that the Strategic Plan be reviewed and
revised during the third year of the six-year plan.

Prior to approval by the Joint Operating Committee, the Strategic Plan, and any
revisions, shall be made available for public inspection in the center's administrative
offices and the public library until the next regular Joint Operating Committee
meeting.

The Joint Operating Committee periodically shall conduct surveys to determine the
vocational technical needs of the participating school districts in order to facilitate
strategic planning.

The Chief School Administrator and Administrative Director shall be responsible for
recommending the Strategic Plan to the Joint Operating Committee and for
submitting the plan to the State Department of Education.
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Title 22
Sec. 4.33
Pol. 005

The Professional Advisory Committee, composed of the chief school administrators
of participating districts, shall play an integral part in developing the center's
Strategic Plan.

References:
School Code — 24 P.S. Sec. 1850.1
State Board of Education Regulations — 22 PA Code Sec. 4.4, 4.13, 4.33, 12.1 et seq.

Joint Operating Committee Policy — 002, 005, 101, 102, 105, 107, 109, 115, 127,
138, 146, 215, 217, 246, 333, 701
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CENTRAL

No. 101

SECTION: PROGRAMS

TITLE: MISSION STATEMENT/

WESTMORELAND VISION STATEMENT/SHARED
CAREER AND

TECHNOLOGY

CENTER

VALUES
ADOPTED: November 19, 2008

REVISED:

1. Authority
Title 22
Sec. 4.13
Pol. 100

101. MISSION STATEMENT/VISION STATEMENT/SHARED VALUES

Mission Statement

The mission of Central Westmoreland Career and Technology Center is to provide
students with the opportunity to develop quality career skills and appropriate
behaviors to reach their potential and meet the demands of business and industry.

Vision Statement

The vision of Central Westmoreland Career and Technology Center is to provide
industry-based technology programs that will meet the needs of a changing
workforce and develop skills for lifelong learning and living.

Shared Values

We believe:

« Anindividual’s concept of self-worth increases as s/he learns to perform a
useful service or function in society.

. Self-worth can be found in the accomplishment of challenging tasks.

« Society will always need workers with career and technology training and
skills.

« An effective career education program (K-12) promotes positive image
development and successful career and technology education.

« Career and technology education can best be accomplished in an appropriate
setting conducive to learning.

. Individual career and technology programs should be responsive to
community needs.
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« Career and technology educators should be competent craft persons as well as
competent teachers.

. Many aspects of career and technology education can best be taught by
example.

« Career and technology education programs change and adapt to current
community and industry standards.

« All students should be given the opportunity to develop personal career goals.

« Any student requiring vocational technical education as part of his/her career
goals should be afforded the opportunity to do so.

« Each student’s individual rights should be balanced by his/her responsibilities
to society.

« A student’s identity and allegiance to specific groups should have no bearing
on the quality of the education s/he receives.

« A person can become a student at any time in his/her life.

« The needs of individual students should be considered when determining
educational plans.

« Students share responsibility for the educational process.

. Parental involvement is critical to the student’s planning and achieving career
goals and contributes to student success.

« The community is responsible for encouraging, fostering and maintaining
training facilities and should have input in their use and direction.

References:
State Board of Education Regulations — 22 PA Code Sec. 4.13

Joint Operating Committee Policy — 100
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CENTRAL

No. 102

SECTION: PROGRAMS

TITLE: ACADEMIC STANDARDS

WESTMORELAND

CAREER AND

ADOPTED: November 19, 2008

REVISED:

TECHNOLOGY

CENTER

1. Purpose
Title 22
Sec. 4.4,4.12,
4.13
Pol. 100

2. Definition
Title 22
Sec. 4.3,4.11

3. Authority
Title 22
Sec. 4.12, 4.13
Pol. 100

102. ACADEMIC STANDARDS
The Joint Operating Committee recognizes that education is a vital function of the
state and community. The community and businesses, through the strategic planning

process, shall be encouraged to participate in the development of the educational
goals established for the career and technology center.

Academic standards - shall be defined as what a student should know and be able
to do at a specified grade level; they shall describe the knowledge and skills students
will be expected to demonstrate in order to graduate from the home school and
receive certificates from the career and technology center.

The Joint Operating Committee shall establish academic standards for vocational
technical students to attain, in accordance with those adopted by the State Board of
Education, in the following content areas:

1. Reading, Writing, Speaking and Listening.

2. Mathematics.

3. Science and Technology.

4. Environment and Ecology.

5. Social Studies - to include history, geography, civics and government, and
economics.

6. Arts and Humanities.
7. Career Education and Work.
8. Health, Safety and Physical Education.

9. Family and Consumer Science.
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References:
State Board of Education Regulations — 22 PA Code Sec. 4.3, 4.4, 4.11, 4.12, 4.13

Joint Operating Committee Policy — 100
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CENTRAL

No. 103

SECTION: PROGRAMS

TITLE: NONDISCRIMINATION IN

WESTMORELAND SCHOOL AND CLASSROOM
CAREER AND

TECHNOLOGY

CENTER

PRACTICES
ADOPTED: November 19, 2008

REVISED:

1. Authority
SC 1310
Title 22
Sec. 44,121,
124,
15.1 et seq
24 P.S.
Sec. 5004
43 P.S.
Sec. 951 et seq
Title IX
20 U.S.C.
Sec. 1681 et seq
29 U.S.C.
Sec. 794
Title VI
42 U.S.C.
Sec. 2000d et seq
42 U.S.C.
Sec. 12101 et seq

2. Delegation of
Responsibility

103. NONDISCRIMINATION IN SCHOOL AND CLASSROOM PRACTICES

The Joint Operating Committee declares it to be the policy of the center to provide
an equal opportunity for all students to achieve their maximum potential through the
programs offered in the center regardless of race, color, age, creed, religion, sex,
sexual orientation, ancestry, national origin, marital status, pregnancy or
handicap/disability.

The center shall provide to all students, without discrimination, course offerings,
counseling, assistance, employment, athletics and extracurricular activities. The
center shall make reasonable accommodations for identified physical and mental
impairments that constitute handicaps and disabilities, consistent with the
requirements of federal and state laws and regulations.

The Joint Operating Committee encourages students and third parties who have been
subject to discrimination to promptly report such incidents to designated employees.

The Joint Operating Committee directs that complaints of discrimination shall be
investigated promptly, and corrective action be taken when allegations are
substantiated. Confidentiality of all parties shall be maintained, consistent with the
center's legal and investigative obligations.

No reprisals nor retaliation shall occur as a result of good faith charges of
discrimination.

In order to maintain a program of nondiscrimination practices that is in compliance
with applicable laws and regulations, the Joint Operating Committee designates the
Administrative Director as the center's Compliance Officer.

The Compliance Officer shall publish and disseminate this policy and complaint
procedure at least annually to students, parents/guardians, employees and the public.
Nondiscrimination statements shall include the position, office address and
telephone number of the Compliance Officer.
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3. Guidelines

The Compliance Officer is responsible to monitor the implementation of
nondiscrimination procedures in the following areas:

1.

Curriculum and Materials - Review of curriculum guides, textbooks and
supplemental materials for discriminatory bias.

Training - Provision of training for students and staff to identify and alleviate
problems of discrimination.

Student Access - Review of programs, activities and practices to ensure that all
students have equal access and are not segregated except when permissible by
law or regulation.

Equitable Support - Assurance that like aspects of the vocational technical
program receive like support as to staffing and compensation, facilities,
equipment, and related matters.

Student Evaluation - Review of tests, procedures and guidance and counseling
materials for stereotyping and discrimination.

The building administrator shall be responsible to complete the following duties
when receiving a complaint of discrimination:

1.

Inform the student or third party of the right to file a complaint and the complaint
procedure.

Inform the complainant that s/he may be accompanied by a parent/guardian
during all steps of the complaint procedure.

Notify the complainant and the accused of the progress at appropriate stages of
the procedure.

Refer the complainant to the Compliance Officer if the building administrator is
the subject of the complaint.

Complaint Procedure — Student/Third Party

Step 1 — Reporting

A student or third party who believes s/he has been subject to conduct that
constitutes a violation of this policy is encouraged to immediately report the incident
to the building administrator.
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An employee of the center who suspects or is notified that a student has been subject
to conduct that constitutes a violation of this policy shall immediately report the
incident to the building administrator.

If the building administrator is the subject of a complaint, the student, third party or
employee shall report the incident directly to the Compliance Officer.

The complainant or reporting employee is encouraged to use the report form
available from the building administrator, but oral complaints shall be acceptable.

Step 2 - Investigation

Upon receiving a complaint of discrimination, the building administrator shall
immediately notify the Compliance Officer. The Compliance Officer shall authorize
the building administrator to investigate the complaint, unless the building
administrator is the subject of the complaint or is unable to conduct the
investigation.

The investigation may consist of individual interviews with the complainant, the
accused, and others with knowledge relative to the incident. The investigator may
also evaluate any other information and materials relevant to the investigation.

The obligation to conduct this investigation shall not be negated by the fact that a
criminal investigation of the incident is pending or has been concluded.

Step 3 — Investigative Report

The building administrator shall prepare a written report within fifteen (15) days,
unless additional time to complete the investigation is required. The report shall
include a summary of the investigation, a determination of whether the complaint
has been substantiated as factual and whether it is a violation of this policy, and a
recommended disposition of the complaint.

The findings of the investigation shall be provided to the complainant, the accused,
and the Compliance Officer.

Step 4 — Action of Center
If the investigation results in a finding that the complaint is factual and constitutes a

violation of this policy, the center shall take prompt, corrective action to ensure that
such conduct ceases and will not recur.
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Disciplinary actions shall be consistent with the Student Code of Conduct, Joint
Operating Committee policies and center procedures, applicable collective
bargaining agreements, and state and federal laws.

Appeal Procedure

1. If the complainant is not satisfied with a finding of no violation of the policy or
with the corrective action recommended in the investigative report, s’/he may
submit a written appeal to the Compliance Officer within fifteen (15) days.

2. The Compliance Officer shall review the investigation and the investigative
report and may also conduct a reasonable investigation.

3. The Compliance Officer shall prepare a written response to the appeal within
fifteen (15) days. Copies of the response shall be provided to the complainant,

the accused and the building administrator who conducted the initial
investigation.

References:
School Code — 24 P.S. Sec. 1310

State Board of Education Regulations — 22 PA Code Sec. 4.4, 12.1, 12.4,
15.1 et seq.

Unfair Educational Practices — 24 P.S. Sec. 5004
Pennsylvania Human Relations Act — 43 P.S. Sec. 951 et seq.
Section 504 of the Rehabilitation Act — 29 U.S.C. Sec. 794

Americans With Disabilities Act — 42 U.S.C. Sec. 12101 et seq.
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Federal Anti-Discrimination and Civil Rights Laws —
20 U.S.C. Sec. 1681 et seq. (Title IX)
42 U.S.C. Sec. 2000d et seq. (Title V1)

Federal Anti-Discrimination and Civil Rights Regulations —
28 CFR Part 35, Part 41

34 CFR Part 100, Part 104, Part 106, Part 110
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103. ATTACHMENT

REPORT FORM FOR COMPLAINTS OF DISCRIMINATION

Complainant:
Home Address:

Home Phone:

Date of Alleged Incident(s):

Alleged discrimination was based on:

Name of person you believe violated the Joint Operating Committee's nondiscrimination policy:

If the alleged discrimination was directed against another person, identify the other person:

Describe the incident as clearly as possible, including any verbal statements (i.e. threats,
derogatory remarks, demands, etc.) and any actions or activities. Attach additional pages if
necessary:

When and where incident occurred:

List any witnesses who were present:

This complaint is based on my honest belief that has discriminated
against me or another person. | certify that the information I have provided in this complaint is
true, correct and complete to the best of my knowledge.

Complainant's Signature Date

Received By Date



CENTRAL

No. 104

SECTION: PROGRAMS

TITLE: NONDISCRIMINATION IN

WESTMORELAND EMPLOYMENT/CONTRACT
CAREER AND

TECHNOLOGY

CENTER

PRACTICES
ADOPTED: November 19, 2008

REVISED:

1. Authority
43 P.S.
Sec. 336.3
43 P.S.
Sec. 951 et seq
Title IX
20 U.S.C.
Sec. 1681 et seq
29 U.S.C.
Sec. 206
29 U.S.C.
Sec. 621 et seq
29 U.S.C.
Sec. 794
42 U.S.C.
Sec. 1981 et seq
Title VII
42 U.S.C.
Sec. 2000e et seq
42 U.S.C.
Sec. 12101 et seq

2. Delegation of
Responsibility

104. NONDISCRIMINATION IN EMPLOYMENT/CONTRACT PRACTICES

The Joint Operating Committee declares it to be the policy of the center to provide to
all persons equal access to all categories of employment, regardless of race, color,
age, creed, religion, sex, sexual orientation, ancestry, national origin or
handicap/disability. The center shall make reasonable accommodations for identified
physical and mental impairments that constitute disabilities, consistent with the
requirements of federal and state laws and regulations.

The Joint Operating Committee encourages employees and third parties who have
been subject to discrimination to promptly report such incidents to designated
employees.

The Joint Operating Committee directs that complaints of discrimination shall be
investigated promptly, and corrective action be taken when allegations are
substantiated. Confidentiality of all parties shall be maintained, consistent with the
center's legal and investigative obligations.

No reprisals nor retaliation shall occur as a result of good faith charges of
discrimination.

In order to maintain a program of nondiscrimination practices that is in compliance
with applicable laws and regulations, the Joint Operating Committee designates the
Administrative Director as the center's Compliance Officer.

The Compliance Officer shall publish and disseminate this policy and complaint
procedure at least annually to students, parents/guardians, employees and the public.
Nondiscrimination statements shall include the position, office address and
telephone number of the Compliance Officer.
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3. Guidelines

The Compliance Officer is responsible to monitor the implementation of
nondiscrimination procedures in the following areas:

1. Development of position qualifications, job descriptions and essential job
functions.

2. Recruitment materials and practices.

3. Procedures for screening, interviewing and hiring.

4. Promotions.

5. Disciplinary actions, up to and including terminations.

The building administrator shall be responsible to complete the following duties
when receiving a complaint of discrimination:

1. Inform the employee or third party of the right to file a complaint and the
complaint procedure.

2. Notify the complainant and the accused of the progress at appropriate stages of
the procedure.

3. Refer the complainant to the Compliance Officer if the building administrator is
the subject of the complaint.

Complaint Procedure — Employee/Third Party

Step 1 — Reporting

An employee or third party who believes s/he has been subject to conduct that
constitutes a violation of this policy is encouraged to immediately report the incident
to the building administrator.

If the building administrator is the subject of a complaint, the employee or third
party shall report the incident directly to the Compliance Officer.

The complainant is encouraged to use the report form available from the building
administrator, but oral complaints shall be acceptable.
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Step 2 - Investigation

Upon receiving a complaint of discrimination, the building administrator shall
immediately notify the Compliance Officer. The Compliance Officer shall authorize
the building administrator to investigate the complaint, unless the building
administrator is the subject of the complaint or is unable to conduct the
investigation.

The investigation may consist of individual interviews with the complainant, the
accused, and others with knowledge relative to the incident. The investigator may
also evaluate any other information and materials relevant to the investigation.

The obligation to conduct this investigation shall not be negated by the fact that a
criminal investigation of the incident is pending or has been concluded.

Step 3 — Investigative Report

The building administrator shall prepare a written report within fifteen (15) days,
unless additional time to complete the investigation is required. The report shall
include a summary of the investigation, a determination of whether the complaint
has been substantiated as factual and whether it is a violation of this policy, and a
recommended disposition of the complaint.

The findings of the investigation shall be provided to the complainant, the accused,
and the Compliance Officer.

Step 4 — Action of Center

If the investigation results in a finding that the complaint is factual and constitutes a
violation of this policy, the center shall take prompt, corrective action to ensure that
such conduct ceases and will not recur.

Disciplinary actions shall be consistent with Joint Operating Committee policies and
center procedures, applicable collective bargaining agreements, and state and federal
laws.

Appeal Procedure

1. If the complainant is not satisfied with a finding of no violation of the policy or
with the corrective action recommended in the investigative report, s’/he may
submit a written appeal to the Compliance Officer within fifteen (15) days.
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2. The Compliance Officer shall review the investigation and the investigative
report and may also conduct a reasonable investigation.

3. The Compliance Officer shall prepare a written response to the appeal within
fifteen (15) days. Copies of the response shall be provided to the complainant,

the accused and the building administrator who conducted the initial
investigation.

References:
Human Relations Commission Regulations — 16 PA Code Sec. 44.1 et seq.
Pennsylvania Equal Pay Law — 43 P.S. Sec. 336.3
Pennsylvania Human Relations Act — 43 P.S. Sec. 951 et seq.
Equal Pay Act — 29 U.S.C. Sec. 206
Age Discrimination In Employment Act — 29 U.S.C. Sec. 621 et seq.
Section 504 of the Rehabilitation Act — 29 U.S.C. Sec. 794
Americans With Disabilities Act — 42 U.S.C. Sec. 12101 et seq.
Federal Anti-Discrimination and Civil Rights Laws —

20 U.S.C. Sec. 1681 et seq. (Title IX)

42 U.S.C. Sec. 1981 et seq.

42 U.S.C. Sec. 2000e et seq. (Title VII)

Federal Anti-Discrimination Regulations, Title 28, Code of Federal Regulations —
28 CFR Sec. 35.140, Part 41

Federal Equal Employment Opportunity Commission Regulations, Title 29, Code of
Federal Regulations — 29 CFR Parts 1600-1691
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104. ATTACHMENT

REPORT FORM FOR COMPLAINTS OF DISCRIMINATION

Complainant:
Home Address:

Home Phone:

Date of Alleged Incident(s):

Alleged discrimination was based on:

Name of person you believe violated the Joint Operating Committee's nondiscrimination policy:

If the alleged discrimination was directed against another person, identify the other person:

Describe the incident as clearly as possible, including any verbal statements (i.e. threats,
derogatory remarks, demands, etc.) and any actions or activities. Attach additional pages if
necessary:

When and where incident occurred:

List any witnesses who were present:

This complaint is based on my honest belief that has discriminated
against me or another person. | certify that the information I have provided in this complaint is
true, correct and complete to the best of my knowledge.

Complainant's Signature Date

Received By Date



CENTRAL

No. 105

SECTION: PROGRAMS

TITLE: CURRICULUM DEVELOPMENT

WESTMORELAND

CAREER AND

ADOPTED: November 19, 2008

REVISED:

TECHNOLOGY

CENTER

1.

3.

Purpose
SC 1805
Title 22
Sec.4.4,4.13
Pol. 100

Definition
Title 22
Sec. 4.3

Authority
Title 22
Sec.4.4,4.12,

339.22
Pol. 102

SC 1841
Title 22
Sec. 4.4,4.13
Pol. 100, 107

Guidelines
Title 22

Sec. 4.31, 11.28,

339.22
Pol. 115, 122

105. CURRICULUM DEVELOPMENT

The Joint Operating Committee recognizes its responsibility for the development,
assessment and improvement of the educational program of the center. To this end,
the curriculum shall be evaluated, adapted and developed on a continuing basis and
in accordance with a plan for curriculum improvement.

For purposes of this policy, curriculum shall be defined as a series of planned
instruction that is coordinated, articulated and implemented to result in achievement
of specific knowledge and skills, and application of such, by all students.

The Joint Operating Committee is responsible for the curriculum of the career and
technical center. The curriculum shall be designed to provide students the
opportunity to achieve the academic standards and competencies established by the
Joint Operating Committee.

In order to provide a quality educational program for vocational technical students,
the Joint Operating Committee shall adopt a curriculum plan that includes the
requirements for courses to be taught; subjects to be taught in the English language;
courses adapted to the age, development and needs of students; and a remediation
plan for students not achieving proficiency.

Vocational technical education programs shall consist of a series of planned
academic and vocational technical education courses that are articulated with one
another so that knowledge and skills are taught in a systematic manner. Programs
shall be standards-based; prepare students for obtainment of licensure or industry
skills certification or Pennsylvania Skills Certificate, as required; provide extended
classroom experience; and meet minimum time requirements. Programs may include
cooperative education and participation in vocational student organizations in order
to develop student's leadership skills.
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Title 22
Sec. 4.31, 339.22

Title 22
Sec. 4.31

Delegation of

Responsibility

Title 22

Sec. 4.4,4.13,
4.31

Pol. 100

Title 22
Sec. 4.4

Vocational technical education courses shall include content based upon
occupational analysis, performance objectives deemed critical to successful
employment, and assessment of student competencies based upon performance
standards.

Safety education, consisting of safety practices, accident prevention, occupational
health habits and environmental concerns, shall be integrated into the curriculum of
the programs.

Research

Research is a vital facet of curriculum evaluation and improvement. The Joint
Operating Committee recognizes its obligation to such study and encourages all
employees to participate in research activities.

All research and experimental projects using staff, students or materials within the
center must receive prior approval from the Administrative Director.

The Administrative Director shall apprise the Joint Operating Committee of any
available funds from state and federal sources which could be used to improve the
instructional program. Programs which are expected to continue indefinitely, but
with only limited funding, shall be brought to the attention of the Joint Operating
Committee.

As the educational leader of the center, the Administrative Director shall be
responsible to the Joint Operating Committee for the development of curriculum.
S/He shall establish procedures for curriculum development which ensure the
utilization of available resources and effective participation of administrators,
teaching staff members and appropriate advisory committees.

The Administrative Director shall also consult with curriculum specialists for
guidance and assistance in developing a curriculum that has substance and merit.

A listing of all curriculum materials shall be made available for the information of
parents/guardians, students, staff and Joint Operating Committee members.

The Administrative Director shall periodically review and evaluate curriculum with
staff members to determine the need for revision and improvement. S/He shall
recommend to the appropriate committee or Joint Operating Committee those
changes which will improve the educational offerings in the center.
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Title 22 With prior approval by the Joint Operating Committee, the Administrative Director
Sec. 4.4,4.82 may conduct pilot programs deemed necessary to the continuing improvement of the
instructional program.

The Administrative Director shall ensure provision of space, equipment and supplies
as a resource and planning center to develop and produce curriculum and course

materials; and a means by which research materials and current articles in support of
the educational program are made readily available to staff.

References:
School Code — 24 P.S. Sec. 1805, 1841

State Board of Education Regulations — 22 PA Code Sec. 4.3, 4.4, 4.12, 4.13, 4.23,
4.26,4.28,4.31, 4.82, 11.28, 339.22

Joint Operating Committee Policy — 100, 102, 106, 107, 109, 115, 122
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CENTRAL

No. 105.1

SECTION: PROGRAMS

TITLE: CURRICULUM REVIEW BY

WESTMORELAND PARENTS/GUARDIANS AND
CAREER AND

TECHNOLOGY

CENTER

STUDENTS
ADOPTED: November 19, 2008

REVISED:

1. Authority
Title 22
Sec. 4.4
20 U.S.C.
Sec. 1232h

2. Guidelines
20 U.S.C.
Sec. 1232h

Pol. 102, 127

105.1. CURRICULUM REVIEW BY PARENTS/GUARDIANS
AND STUDENTS

The Joint Operating Committee adopts this policy to ensure that parents/guardians
have an opportunity to review instructional materials and have access to information
about the curriculum, including academic standards to be achieved, instructional
materials, and assessment techniques.

The rights granted by this policy are granted to parents/guardians of students
enrolled in the center when the students are under the age of eighteen (18) and to the
students themselves when the student is age eighteen (18) or over.

Upon request by a parent/guardian or student, the center will make available existing
information about the curriculum, including academic standards and competencies to
be achieved, instructional materials, and assessment techniques.

The following conditions shall apply to any request:

1. No more than one (1) request per semester may be made by any parent/guardian
or student for each enrolled child.

2. To assist the center in providing the correct records to meet the needs of the
requesting party, the request must be in writing, setting forth the specific material
being sought for review.

3. The written request shall be sent to the Administrative Director.

4. The center will respond to the parent/guardian or student within ten (10)
school days by designating the time and location for the review.

5. The center may take necessary action to protect its materials from loss,
damage or alteration and to ensure the integrity of the files, including the
provision of a designated employee to monitor the review of the materials.
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6. No parent/guardian or student shall be permitted to remove the material
provided for review or to photocopy the contents of such file. The taking of
notes by parents/guardians and students is permitted.

3. Delegation of The Administrative Director or designee shall annually notify parents/guardians and
Responsibility students regarding the contents of this policy and their rights.

References:

State Board of Education Regulations — 22 PA Code Sec. 4.4, 403.1
Protection of Pupil Rights — 20 U.S.C. Sec. 1232h

Joint Operating Committee Policy — 102, 127
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No. 105.2

SECTION: PROGRAMS

CENTRAL
WESTMORELAND e ReRuetion
CAREER AN D ADOPTED: November 19, 2008
TECHNOLOGY REVISED:

CENTER

105.2. EXEMPTION FROM INSTRUCTION

1. Authority The Joint Operating Committee adopts this policy to ensure that parents/guardians
Title 22 have the right to have their children excused from specific instruction that conflicts
Sec.4.4,11.7 with their religious beliefs.

2. Definition As used in this policy, specific instruction shall mean identifiable elements of

instruction by the teacher.

3. Guidelines The rights granted by this policy are granted to parents/guardians of students
enrolled in the center when the students are under the age of eighteen (18) and to the
students themselves when the student is eighteen (18) or over.

The center shall excuse any student from specific instruction, subject to the
following conditions:

1. To assist the center in ensuring that the student is excused from the correct
specific instruction, the request must be made in writing and must detail the
specific instruction from which the student is to be excused. If the request does
not adequately describe the specific instruction, the parent/guardian or student
shall be asked to resubmit the request with the necessary specificity.

2. The written request to be excused shall be sent by the parent/guardian or student
to the Administrative Director.

One (1) copy of the request shall be retained in the student's permanent

school records, one (1) copy kept by the Administrative Director or designee, and
one (1) copy submitted to the teacher from whose instruction the student is to be
excused. An administrator shall confirm that the teacher has received a copy of
the written request.
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Pol. 102, 217

3. It shall not be the responsibility of the center or any of its employees to ensure
that the student exercises his/her right to be excused in accordance with a
parental request. It shall be the responsibility of the student to request permission
to leave class when the specific instruction objected to is presented.

When the student seeks to be excused, the teacher shall excuse the student if the
teacher or administrator has a copy of the written request and the written request
adequately describes the specific instruction.

4. The written request must contain a statement that the specific instruction
described conflicts with the religious beliefs of the student or of the
parents/guardians.

5. The parent/guardian and/or student may request suggested replacement
educational activities. The only permissible educational activity for this purpose
shall be in the nature of replacement instruction that is consistent with the goals
set for the course and that does not require the provision of any extra resources
by the center.

6. The Administrative Director or designee shall determine where the student shall
report during the time the student is excused.

7. All students excused from specific instruction shall be required to achieve the

academic standards and competencies established by the center as necessary for
graduation or completion of the course work.

References:
State Board of Education Regulations — 22 PA Code Sec. 4.4, 11.7

Joint Operating Committee Policy — 102, 217
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CENTRAL

No. 106

SECTION: PROGRAMS

TITLE: GUIDES FOR PLANNED

WESTMORELAND INSTRUCTION
CARE ER AN D ADOPTED: November 19, 2008
TECHNOLOGY REVISED:

CENTER

1. Authority
Title 22
Sec. 4.4
Pol. 107

2. Guidelines

3. Delegation of
Responsibility

106. GUIDES FOR PLANNED INSTRUCTION
Guides shall be prepared for all planned instruction adopted by the Joint Operating
Committee in order to direct and assist the professional staff toward the attainment
of academic standards and established competencies for the course of study.
Each guide may contain, as appropriate to that planned instruction:
1. Obijectives of the instruction.
2. Concepts and skills to be taught.
3. Suggested activities designed to achieve the objectives.

4. Suggested methods of instruction.

5. Assessment criteria and methods intended to evaluate the extent to which
learning objectives and competencies have been achieved.

6. Reading list of supplemental titles for the guidance of teachers.

Each teacher shall use the planned instruction guide as the core of the course s/he
has been assigned to teach.

The Administrative Director or designee shall be responsible for development of
administrative regulations for preparation of such guides which includes:

1. Participation by appropriate staff members and resource personnel.

2. Continuing research in instructional methods, materials, activities and
assessment strategies.

3. Systematic review of all guides to ensure their continuing effectiveness in
achieving established academic standards and competencies.
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A system of administrative review shall be implemented to ensure that guides are
being followed by teaching staff members to the degree of conformity required.

Copies of all current guides for planned instruction shall be kept on file in the office
of the Administrative Director.

References:
School Code — 24 P.S. Sec. 1511, 1512, 1841
State Board of Education Regulations — 22 PA Code Sec. 4.4, 4.11

Joint Operating Committee Policy — 000, 100, 107
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CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

No. 107

SECTION: PROGRAMS

TITLE: ADOPTION OF PLANNED
INSTRUCTION

ADOPTED: November 19, 2008

REVISED:

. Purpose

Title 22

Sec. 4.11,4.12,
4.13

Pol. 100, 105

. Authority
Title 22
Sec. 4.31

SC 508, 1511,
1512
Pol. 006

. Delegation of
Responsibility

107. ADOPTION OF PLANNED INSTRUCTION

The Joint Operating Committee shall provide a comprehensive program of planned
instruction to enable students to strive for educational goals and attain academic
standards and established competencies. Planned instruction shall consist of at least
the following:

1. Objectives to be achieved by all students.
2. Content, including materials, activities and instructional time.

3. Relationship between objectives of a planned course and the established
academic standards and competencies.

4. Procedure for measurement of the objectives.

Vocational technical education courses shall be developed in the planned instruction
format and shall be accessible to all high school students attending participating
districts in the grades in which the courses are offered.

No planned instruction shall be taught in the vocational technical school unless it has
been adopted by a majority vote of the full Joint Operating Committee. The Joint
Operating Committee reserves the right to determine which units of the instructional
program constitute planned instruction and are subject to adoption by the Joint
Operating Committee.

The Administrative Director is responsible for the continuous evaluation of the
effectiveness of the planned instruction and shall recommend to the Joint Operating
Committee new programs deemed to be in the best interests of students and
employers.

The Administrative Director shall invite the participation of administrative and
professional staff members and appropriate advisory committees in the formulation
of recommendations.

Page 1 of 2




107. ADOPTION OF PLANNED INSTRUCTION - Pg. 2

4. Guidelines

The Administrative Director shall maintain a current list of all planned instruction
offered by the center and shall furnish each member of the Joint Operating
Committee with a copy. The approved program of planned instruction shall also be
available to interested persons throughout the attendance area.

The Administrative Director's recommendation may include the following
information about the proposed planned instruction/program:

1. Applicability to students and an enumeration of the group of students affected.

2. Description and content, including the instructional method where such method
departs significantly from the traditional and is an integral part of the instruction.

3. Rationale in terms of the center's goals and academic standards and justification
when it is proposed to take the place of an existing program.

4. Resources that its implementation will require, such as textbooks, materials,
equipment, and personnel.

5. Assessment methods and criteria by which its effectiveness will be monitored
and measured.

6. Developmental history with data on its use elsewhere, if available.

The Administrative Director shall apprise the Joint Operating Committee
periodically concerning the enrollment of students in specific programs. When
enrollments in approved programs become too low to be economically feasible to

continue a specific course, the course may be discontinued at the discretion of the
Joint Operating Committee.

References:
School Code — 24 P.S. Sec. 508, 1511, 1512, 1512.1
State Board of Education Regulations — 22 PA Code Sec. 4.11, 4.12, 4.13, 4.31

Joint Operating Committee Policy — 006, 100, 105
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CENTRAL

No. 108

SECTION: PROGRAMS

TITLE: ADOPTION OF TEXTBOOKS

WESTMORELAND

CAREER AND

ADOPTED: November 19, 2008

REVISED:

TECHNOLOGY

CENTER

1. Authority
SC 508, 801, 803,
1850.1

2. Definition

3. Delegation of
Responsibility
SC 508, 803

4. Guidelines

108. ADOPTION OF TEXTBOOKS
It is the responsibility of the Joint Operating Committee to adopt all textbooks used
for instruction in the educational program of the vocational technical school.
For purposes of this policy, textbooks shall be defined as those books which are to
be used as the basic source of any information in any class.
The Administrative Director shall be responsible for the selection and
recommendation of textbooks for Joint Operating Committee consideration. No
adoption or change of textbooks shall be made without the Administrative Director's

recommendation, except by a two-thirds vote of the Joint Operating Committee.

The Administrative Director or designee shall develop administrative regulations for
the selection of textbooks.

Guidelines for selecting textbooks may include the following:

1. Professional staff members selected by the Administrative Director or designee
shall participate in the selection process.

2. The staff shall continually research new sources of textbooks.

3. Textbooks currently in use shall be evaluated periodically for their continuing
usefulness and relevance.

In considering the approval of any proposed textbook, the Joint Operating
Committee will evaluate its:

1. Suitability for the maturity level and educational needs of the students who will
be using the book.

2. Freedom from bias.
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Pol. 105.1

3. Relationship to the curriculum.

4. Cost.

5. Appearance and durability.

A list of all approved textbooks shall be prepared and maintained. It shall be
reviewed periodically by the Administrative Director or designee and made available

for the information of the professional staff, Joint Operating Committee members,
students and parents/guardians.

References:
School Code — 24 P.S. Sec. 508, 801, 803, 1850.1

Joint Operating Committee Policy — 000, 105.1
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CENTRAL

No. 109

SECTION: PROGRAMS

TITLE: RESOURCE MATERIALS

WESTMORELAND

CAREER AND

ADOPTED: November 19, 2008

REVISED:

TECHNOLOGY

CENTER

1. Purpose
SC 801, 803,
1850.1
Title 22
Sec. 4.13
Pol. 100

2. Definition

3. Delegation of
Responsibility
SC 803

4. Guidelines

109. RESOURCE MATERIALS

The Joint Operating Committee shall provide instructional and evaluative materials
to implement and support the center's educational goals, academic standards and
established competencies.

Resource materials shall include reference books, supplementary titles, multimedia
materials, maps, library books, software and instructional material.

The Administrative Director, after consultation with the administrative and teaching
staff, shall be responsible for the selection, recommendation, and maintenance of all
resource materials. No adoption or change of materials shall be made without the
Administrative Director's recommendation, except by a two-thirds vote of the Joint
Operating Committee.

The Administrative Director or designee shall develop administrative regulations
governing resource materials.

Selection procedures for resource materials shall be developed which:

1. Appoint appropriate administrative and instructional staff to select resource
materials, subject to the approval of the Administrative Director.

2. Ensure that the Joint Operating Committee's budgetary allotment for resource
materials is spent efficiently and distributed equitably throughout the programs.

3. Ensure an inventory of resource materials that is well-balanced and well-rounded
in coverage of subject, types of materials, and variety of content.

4. Evaluate the effectiveness of resource materials presently in use.

5. Direct staff to consult a variety of media sources before selections are made.
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Pol. 107

Pol. 105.1

Resource materials shall be selected in accordance with the following guidelines:

1. Materials shall be suited to the varied interests, abilities, reading levels, and
maturation levels of the students to be served.

2. Wherever possible, materials shall be selected to provide opposing views on
controversial issues so that students may develop critical reading and thinking
skills.

3. Wherever possible, materials shall represent varied religious, ethnic, gender and
cultural groups and their contribution to American heritage.

4. Materials shall be factually accurate and of genuine literary, academic or artistic
value.

5. Materials shall be of a quality and durability appropriate to their intended use
and longevity.

6. Materials shall relate to, support, and enrich the courses of planned instruction
adopted by the Joint Operating Committee.

A listing of all resource materials shall be made available for the information of the
professional staff, Joint Operating Committee members, students and
parents/guardians.

The center is authorized to participate in Regional Instructional Materials Center

programs and the Instructional Materials Center at Westmoreland Intermediate Unit
No. 7.

References:
School Code — 24 P.S. Sec. 801, 803, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 4.13

Joint Operating Committee Policy — 000, 100, 105.1, 107
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CENTRAL

No. 110

SECTION: PROGRAMS

TITLE: INSTRUCTIONAL MATERIALS

WESTMORELAND

CAREER AND

ADOPTED: November 19, 2008

REVISED:

TECHNOLOGY

CENTER

1. Authority
SC 1850.1
Pol. 224

2. Guidelines
Title 22
Sec. 12.11

3. Delegation of
Responsibility

110. INSTRUCTIONAL MATERIALS

It shall be the policy of the Joint Operating Committee to supply each staff member
and student with the supplies, materials and equipment that are deemed necessary for
implementation of the approved instructional program. Instructional materials shall
be considered loaned materials and must be treated with care and not abused or lost,
or charges may be assessed for improper use or loss.

The Joint Operating Committee may require that students provide certain supplies
for participation in extracurricular activities.

If for the purposes of improved instruction or for reasons of safety or health, it is
appropriate to have students purchase items such as nonreusable clothing or
equipment for their personal use in shops, laboratories, or classrooms, the
procedures or requirements for such purchases shall meet standards set by the center
and be approved by the Administrative Director or designee. Such standards shall be
those reasonably related to considerations of safety, health and protection of

property.

Students who enroll in courses shall be informed of any necessity on their part to
provide materials or equipment prior to their enrollment in a course.

When students prepare useful items they are permitted to keep, they shall pay the
cost of the materials used.

When policy guidelines impose a financial hardship on a student, the center will
assume the cost. The Administrative Director or designee shall implement
procedures to assure that no student is denied participation in a center program for
financial reasons and to guard the privacy of each student.

Instructional materials shall be distributed according to a plan devised by the
Administrative Director.
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Instructors shall be responsible for the proper care and conservation of all books and
room equipment and shall report on their condition periodically to the
Administrative Director. Any abuse on the part of students shall be determined and
properly handled by the instructors and staff. It shall also be the responsibility of the
instructors to report needed repairs.

References:
School Code — 24 P.S. Sec. 801, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 12.11

Joint Operating Committee — 224
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CENTRAL

WESTMORELAND
CAREER AND
TECHNOLOGY

CENTER

No. 111

SECTION: PROGRAMS
TITLE: LESSON PLANS
ADOPTED: November 19, 2008

REVISED:

1. Authority
SC 1850.1

2. Delegation of
Responsibility

3. Guidelines

111. LESSON PLANS

To ensure continuity of instruction, the Joint Operating Committee requires
professional staff members to develop and maintain daily lesson plans.

To facilitate more effective instruction, lesson plans must be prepared and submitted
to the Administrative Director on a weekly basis. Plan books will be inspected and
must conform to the guidelines established by the Administrative Director.

Teachers shall make thorough preparation for all daily lessons and shall prepare
written plans reflecting such preparation.

Teachers are to provide adequate directions for substitutes, the purpose of which
shall be to continue the instructional program or provide a meaningful educational
alternative that relates to the program.

Plan books must remain in the teacher's desk overnight to be available to substitute
teachers at all times.

Guidelines for implementation of this policy shall include:

1. While teachers are required to be thoroughly prepared for each daily lesson,
plans may be prepared for each lesson or on a long-term basis, i.e. unit of work,
whichever is most appropriate.

2. Material to be used in a lesson(s), such as duplicated material, cassette tapes,
films, filmstrips, videos, transparencies, and equipment may serve as an integral
part of the plan.

3. Lesson plans for individualized programs should reflect a general overview and
purpose of the instructional program; individual student records may serve as an
integral part of the lesson plan.
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References:

School Code — 24 P.S. Sec. 1850.1
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CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

No. 112

SECTION: PROGRAMS
TITLE: GUIDANCE COUNSELING
ADOPTED: November 19, 2008

REVISED:

1. Purpose

Title 22
Sec. 4.34

. Authority

Title 22

Sec. 4.34,12.41,
339.31, 339.32

. Delegation of
Responsibility
Title 22

Sec. 339.32
Pol. 103

. Guidelines

112. GUIDANCE COUNSELING

A guidance counseling program is an integral part of the instructional program of the
center. Such a program can:

1. Assist students in achieving their optimum potential.

2. Enable students to significantly benefit from the offerings of the vocational
program.

3. ldentify intellectual, emotional, social and physical needs.

4. Aid students in recognizing options and making choices in vocational and
academic educational planning.

5. Assist students in identifying career options consistent with their abilities and
goals.

The Joint Operating Committee directs that a program of guidance and counseling
shall be offered to students that involves the coordinated efforts of school staff
members and personnel from participating school districts, under the professional
leadership of certificated guidance and counseling personnel.

The Administrative Director or designee is directed to implement a guidance
program that serves the needs of and is available equally to all students.

Guidance Services

The guidance counselor shall be primarily responsible for:

1. Group guidance.
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2. Personal counseling.
3. Testing.

4. CTE counseling.

5. Case studies.

6. Educational counseling.

The guidance counselor shall help and cooperate with the administration and
teachers in:

1. Drop-out contact and counseling.

no

Selection of students.

3. Admission of students.

4. Placement of graduates.

5. Provision for information about career and technology programs to area schools.
6. Study of employment opportunities, trends and training demands.

Each teacher holds a strategic position in the implementation of the total program,

the success of which depends on each teacher’s activity and influence as well as that
of the guidance counselor.

References:

State Board of Education Regulations — 22 PA Code Sec. 4.34, 12.16, 12.41, 339.31,
339.32

Joint Operating Committee Policy — 103
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No. 115

SECTION: PROGRAMS

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: COOPERATIVE EDUCATION
ADOPTED: November 19, 2008

REVISED:

115. COOPERATIVE EDUCATION

1. Purpose The Joint Operating Committee endorses a cooperative relationship between the
center and business and industry. The purpose of a cooperative education program
shall be to:

1. Provide students an opportunity for educational experiences beyond those
available at the center.

2. Provide students with on-the-job training through which they can receive first-
hand knowledge of the demands of a job in business and industry.

3. Give students an opportunity to evaluate a specific industry, its working
conditions, employer, and whether a permanent job there would be desirable.

4. Provide the employer with a chance to observe a student to determine his/her
capabilities and probability of success.

2. Authority The Joint Operating Committee shall approve and support cooperative vocational
Title 22 education and work-study programs and shall supervise the nature and conduct of
Sec. 4.31,11.8, student employment.

11.28

3. Definition Cooperative vocational technical education is a method of instruction developed
SC 1801, 1850.1 | through a signed agreement and is planned, coordinated and supervised by the
Title 22 center, where students alternate in-school academic and vocational technical
Sec. 4.3 instruction in employment in an occupational field compatible with the student’s

chosen course of study.

4. Delegation of The Cooperative Education Coordinator shall coordinate all aspects of the
Responsibility cooperative education program according to established administrative regulations.
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5. Guidelines

The Administrative Director or designee shall be responsible for developing
procedures which ensure that students participating in cooperative education and
work-study programs are not exploited, illegally employed, or employed under
conditions that fail to safeguard their health and safety.

Work Permits

The center will assist in processing and formulating recommendations to the home

school for those students who participate in cooperative education programs which
require work permits.

References:
School Code — 24 P.S. Sec. 1801, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 4.3, 4.31, 11.8, 11.28

Joint Operating Committee Policy — 000
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CENTRAL

No. 121

SECTION: PROGRAMS

TITLE: FIELD TRIPS

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: November 19, 2008

REVISED:

1. Purpose

2. Definition

3. Authority

121. FIELD TRIPS

The Joint Operating Committee recognizes that field trips, when used for teaching
and learning integral to the curriculum, are an educationally sound and important
component of the instructional program of the center. Properly planned and executed
field trips can:

1. Supplement and enrich classroom learning by providing educational experiences
in an environment outside the center.

2. Help students relate learning experiences to the workplace.

3. Introduce students to community resources, such as cultural, industrial,
commercial, governmental, and educational.

4. Afford students the opportunity to study real things and real processes in their
actual environment.

For purposes of this policy, a field trip shall be defined as any trip by students away
from center property that is an integral part of approved planned instruction, is
conducted as a first-hand educational experience not available in the classroom, and
is supervised by a teacher or employee of the center.

The Joint Operating Committee shall be informed of all field trips approved by the
Administrative Director.

Students on field trips remain under the supervision and responsibility of the Joint
Operating Committee and are subject to its rules and regulations.

The Joint Operating Committee does not endorse, support nor assume responsibility
in any way for any staff member who takes students on trips not approved by the
Joint Operating Committee or Administrative Director. No staff member may solicit
students for such trips within center facilities or on center grounds without
permission of the Joint Operating Committee.
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. Delegation of
Responsibility

. Guidelines

Title 22
Sec. 4.4

The Administrative Director or designee shall prepare and implement administrative
regulations for the operation of field trips.

Field trips shall be governed by guidelines which ensure that:

1.

2.

3.

The safety and well-being of students will be protected at all times.
Parental permission is sought and obtained before any student may participate.

The building administrator approves the purpose, itinerary and duration of each
proposed trip.

Each field trip is properly planned, integrated with the curriculum, and followed
up by appropriate activities that enhance its value.

The effectiveness of field trip activities is monitored and evaluated continuously.
Teachers are allowed flexibility and innovation in planning field trips.

No field trip will be approved unless it contributes to the achievement of
specified instructional objectives.

References:

School Code — 24 P.S. Sec. 517, 1361

State Board of Education Regulations — 22 PA Code Sec. 4.4

Joint Operating Committee Policy — 000
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CENTRAL

No. 122

SECTION: PROGRAMS

TITLE: EXTRACURRICULAR

WESTMORELAND ACTIVITIES
CARE ER AN D ADOPTED: November 19, 2008
TECHNOLOGY REVISED:

CENTER

1. Purpose

2. Definition
Title 22
Sec. 12.1

3. Authority
SC 511, 1850.1
20 U.S.C.
Sec. 4071 et seq
Pol. 103

Pol. 110

122. EXTRACURRICULAR ACTIVITIES

The Joint Operating Committee believes that the center's goals and objectives are
best achieved by a diversity of learning experiences, some of which are more
appropriately conducted outside the regular curricular program of the center. The
Joint Operating Committee strongly supports vocational student organizations.

For purposes of this policy, extracurricular activities shall be those programs that
are sponsored or approved by the Joint Operating Committee; are conducted wholly
or partly outside the regular school day; are marked by student participation in the
processes of initiation, planning, organizing, and execution; and are equally
available to all students who voluntarily elect to participate.

The Joint Operating Committee shall make the facilities, supplies and equipment of
the center available and shall assign staff members for the support of extracurricular
activities for students. Such availability and assignment shall be in accordance with
the Equal Access Act.

The Joint Operating Committee shall sponsor approved student organizations,
including Skills USA, NTHS (National Technical Honor Society), NAHB (National
Association of Home Builders) Student Chapter, Interact, and FFA (Future Farmers
of America). Other student organizations may be approved by the Joint Operating
Committee, upon recommendation by the Administrative Director.

The Joint Operating Committee shall maintain the program of extracurricular
activities at no cost to participating students, except that:

1. The Joint Operating Committee's responsibility for provision of supplies shall
carry the same exemptions as stated in the policy on regular center supplies.

2. Where eligibility requirements are necessary or desirable, the Joint Operating
Committee shall be informed and must approve the establishment of eligibility
standards before they are operable.
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Pol. 218

4. Delegation of
Responsibility

5. Guidelines

Title 22
Sec. 12.1,12.4

Students participating in extracurricular activities remain under the responsibility of
the Joint Operating Committee and are subject to its rules and regulations.

Off-Campus Activities

This policy shall also apply to student conduct that occurs off school property and
would violate the Code of Student Conduct if:

1.

5.

There is a nexus between the proximity or timing of the conduct in relation to the
student's attendance at school or school-sponsored activities.

The student is a member of an extracurricular activity and has been notified that
particular off-campus conduct could result in exclusion from such activities.

Student expression or conduct materially and substantially disrupts the
operations of the center, or the administration reasonably anticipates that the
expression or conduct is likely to materially and substantially disrupt the
operations of the center.

The conduct has a direct nexus to attendance at school or a school-sponsored
activity, such as an agreement to complete a transaction outside of school that
would violate the Code of Student Conduct.

The conduct involves the theft or vandalism of school property.

The Administrative Director or designee shall develop administrative regulations to
implement the extracurricular activities program.

Guidelines shall ensure that the program of extracurricular activities:

1.

2.

Assesses the needs and interests of and is responsive to students.
Ensures provision of competent guidance and supervision by staff.
Guards against exploitation of students.

Provides a variety of experiences and diversity of organizational models.
Provides for continuing evaluation of the program and its components.

Ensures that all extracurricular activities are open to all students and that all
students are fully informed of the opportunities open to them.

Page 2 of 4




122. EXTRACURRICULAR ACTIVITIES - Pg. 3

Pol. 618

20 U.S.C.
Sec. 4071 et seq

Club Activity Guidelines

All clubs will utilize state bylaws as a basis for local club activity.

Local clubs may, with the approval of the student participants, advisor and
administration, develop local plans for the school year.

Each school-wide club or individual class club shall have student officers.

All special field trips to competitions and activities shall require approval by the
administration, written letter of consent by parents/guardians, and shall be submitted
in enough time to secure release of students from home school activities, if needed.
Representatives from each club may be required to meet with school-wide club
officers and advisors to discuss yearly plans, develop program activities, and provide
encouragement and involvement by each class.

Student organization funds shall be controlled by Joint Operating Committee policy.

Equal Access Act

The center shall provide secondary students the opportunity for noncurriculum
related student groups to meet on the center premises during noninstructional time
for the purpose of conducting a meeting within the limited open forum on the basis
of religious, political, philosophical, or other content of the speech at such meetings.
Such meetings must be voluntary, student-initiated, and not sponsored in any way by
the center, its agents or employees.

Noninstructional time is the time set aside by the center before actual classroom
instruction begins or after actual classroom instruction ends.

The meetings cannot materially and substantially interfere with the orderly conduct
of the educational activities in the center.

The Administrative Director or designee shall establish the length of sessions,
number per week, and other limitations deemed reasonably necessary.

The center retains the authority to maintain order and discipline on center premises
in order to protect the well-being of students and employees and to ensure that
student attendance at such meetings is voluntary.
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Interscholastic Athletics And Participation In Home School Activities

The center shall not participate in interscholastic athletics.

Students who enroll in the center may participate in interscholastic or intramural
athletics or other extracurricular activities in their home schools at the discretion of
the participating school districts.

Students enrolled in the center may be dismissed from classes to attend

extracurricular activities or interscholastic athletics only with the approval of the
Administrative Director.

References:

School Code — 24 P.S. Sec. 511, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 12.1, 12.4
Equal Access Act — 20 U.S.C. Sec. 4071 et seq.

Joint Operating Committee Policy — 000, 103, 110, 218, 618
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CENTRAL

No. 124

SECTION: PROGRAMS

TITLE: SUMMER SCHOOL

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: November 19, 2008

REVISED:

1. Authority
SC 502, 1901,
1903, 1906

Title 22
Sec. 4.41

124. SUMMER SCHOOL

It is the policy of the Joint Operating Committee that the center may conduct a
summer program of remedial instruction.

In order to support a program of summer instruction, the Joint Operating Committee
shall employ teaching and administrative staff; provide necessary books, materials,
supplies, and equipment; and utilize the center or other facilities as required.

Planned instruction offered in summer school may be designed as credit or noncredit
offerings.

Tuition fees established by the Joint Operating Committee shall be charged to all
participants.

Guidelines for the operation of summer school shall be consistent with Joint

Operating Committee policies, and the operation of summer school shall not conflict
in any way with the administration of the regular school sessions.

References:
School Code — 24 P.S. Sec. 502, 1901, 1903, 1906

State Board of Education Regulations — 22 PA Code Sec. 4.41
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CENTRAL

No. 125

SECTION: PROGRAMS

TITLE: ADULT EDUCATION/EVENING

WESTMORELAND SCHOOL PROGRAMS
CARE ER AN D ADOPTED: November 19, 2008
TECHNOLOGY REVISED:

CENTER

1. Purpose

2. Authority
SC 502, 1801,
1805, 1841
Title 22
Sec. 4.3

SC 1850.1

3. Delegation of
Responsibility

125. ADULT EDUCATION/EVENING SCHOOL PROGRAMS

In keeping with the mission, vision and shared values of the center, adult education
and evening school programs shall be established in order to meet the demands of
business and industry in the attendance area and to meet the requests and
requirements of both adults and minors for education programs.

The Joint Operating Committee may establish and maintain a program of adult
education based upon the needs and interests of the residents, consistent with the
educational goals and policies of the center.

The Joint Operating Committee may employ staff, utilize available facilities, supply
instructional and supplementary materials, and provide administrative leadership
required to maintain adult education/evening school programs. The Joint Operating
Committee shall establish the tuition rate for each course offered in the adult
education program.

The Adult Education and Business/Industry/School Coordinator or designee shall:

1. Plan, implement and coordinate all evening school programs for adults and
secondary school students and special programs.

2. Utilize appropriate staff members.
3. Assess the needs and resources of the community.

4. Be responsible for the development of all adult/evening school programs for
adult and secondary school students.

5. Develop adult education/evening school programs and present those programs to
the Joint Operating Committee for approval.
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6. Be responsible for the preparation of all adult/evening school and special
programs budgets.

7. Develop and implement means to inform the public of adult education/evening
school program offerings.

4. Guidelines A variety of occupational programs shall be offered by the center at the site of the
center, provided the participating school districts agree to such programs and
sufficient funds and personnel are available to support the programs.

Special courses may be offered for adults as the need arises, provided a minimal
enrollment to meet cost is maintained and the courses are approved by the Joint
Operating Committee.

All adult education courses/evening school programs to be offered shall be listed in a
pamphlet or brochure published yearly and circulated to each of the participating
school districts and the general public. Each course or program name, description,
cost and schedule shall be listed.

Reaqistration And Other Costs For Programs

A registration form must be submitted by each adult for enrollment in an adult
education course at the center. The registration form must be accompanied by proper
payment.

In some cases, a materials fee may be assessed each student by the center. The
amount of the fee must be announced at the outset of a course. Generally, the cost of
materials and supplies are included in the cost of the course.

Book fees, when applicable, will be based on cost plus shipping and handling fees.
The book fees must be paid when books are issued.

Certificates For Programs

Students who successfully complete an adult education course and attend at least
seventy-five percent (75%) of the class sessions will be awarded a certificate of
completion. The attendance factor may be waived provided a student completes
necessary assignments and his/her employment schedule interferes with attendance.
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References:
School Code — 24 P.S. Sec. 502, 1801, 1805, 1841, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 4.3
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No. 126

SECTION: PROGRAMS

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: CLASS SIZE/QUOTAS
ADOPTED: November 19, 2008

REVISED:

126. CLASS SIZE/QUOTAS
1. Authority Class size shall be determined by the Joint Operating Committee after consultation

Title 22 with the Administrative Director and designated administrators.
Sec. 339.23
Articles of Quotas for students from each participating district for enroliment in programs shall
Agreement be determined by the Articles of Agreement.

References:

School Code — 24 P.S. Sec. 1850.1

State Board of Education Regulations — 22 PA Code Sec. 339.23

Articles of Agreement
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CENTRAL

WESTMORELAND
CAREER AND

No. 127

SECTION: PROGRAMS
TITLE: ASSESSMENTS
ADOPTED: November 19, 2008

REVISED:

TECHNOLOGY

CENTER

1. Purpose
Title 22
Sec. 4.52

2. Authority
Title 22
Sec. 4.13, 4.51,
4.52
Pol. 100

Title 22
Sec. 4.52,12.41

Title 22
Sec. 4.4

Title 22
Sec. 4.4

3. Delegation of
Responsibility

Pol. 919

127. ASSESSMENTS

The Joint Operating Committee recognizes its responsibility to develop and
implement an assessment plan that will determine the degree to which students are
achieving academic standards and provide information for improving the educational
program.

The Joint Operating Committee shall approve an assessment plan for use in the
center that is aligned with the adopted academic standards, established competencies
and state assessments. The assessment plan shall be described in the center’s
Strategic Plan.

The Joint Operating Committee reserves the right to review the center's assessment
measures and to approve those that serve a legitimate purpose without infringing
upon the personal rights of the students or parents/guardians.

The Joint Operating Committee shall grant requests by parents/guardians to review
the state assessments two (2) weeks prior to their administration, during regular
center office hours. The center shall ensure the security of the assessment
documents.

The Joint Operating Committee shall grant parents/guardians the right to have their
child excused from state assessments that conflict with their religious beliefs, upon
receipt of a written request to the Administrative Director.

The Administrative Director or designee shall recommend methods of assessment
and evaluation based on his/her professional judgment, generally accepted
professional practice, and staff input.

The Administrative Director or designee shall annually disseminate to
parents/guardians and the public information regarding student assessment results, as
required by law and regulations.
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The Administrative Director shall recommend improvements in the curriculum and
instructional practices based upon student assessment results.

4. Guidelines Parents/Guardians shall receive information regarding their child's state assessment
scores and may obtain an explanation of assessment results from qualified school
personnel.

Title 22 The center shall provide assistance to students not attaining academic standards at

Sec. 4.52,12.41 the proficient level. The center shall inform students and parents/guardians about
how to access such assistance.

References:

State Board of Education Regulations — 22 PA Code Sec. 4.4, 4.13, 4.51, 4.52,
12.41

Joint Operating Committee Policy — 100, 919
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No. 130

SECTION: PROGRAMS

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: HOMEWORK
ADOPTED: November 19, 2008

REVISED:

130. HOMEWORK

1. Purpose Homework shall serve a valid purpose and shall be designed to:
1. Provide essential practice in needed skills.

2. Train students in good work habits.

3. Enrich and extend the in-school learning experience.

4. Help the student learn to budget his/her time.

5. Bring the student into contact with out-of-school educational resources, where
available.

6. Promote a growing sense of responsibility in the student.

2. Guidelines Each student shall be responsible for completing homework assignments as directed.
Title 22
Sec. 12.2

Homework shall complement classroom instruction and be planned and evaluated

with respect to its purpose, appropriateness, and completion time. The demand of

homework upon the students' time shall be consistent with the best interests of the
students in regards to other valuable experiences to be gained outside of school.

Homework will not be assigned as a form of punishment.

References:

State Board of Education Regulations — 22 PA Code Sec. 12.2
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No. 135

SECTION: PROGRAMS

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: OUTSIDE PROJECTS
ADOPTED: February 17, 2010

REVISED:

135. OUTSIDE PROJECTS

1. Guidelines No work outside the prescribed educational activity shall be done in any classroom,
shop or laboratory without the written approval of the Administrative Director or
designee. The educational purpose of the school must always pre-empt all other
activity.

All approved projects will be described fully on signed project slips.

All approved projects will be completed on actual instructional time, unless given
approval by the Administrative Director.

Requests from any participating school must come through the Chief School
Administrator of that school or designee.

All approved outside projects must take second place to the normal school operation.

Approval must come exclusively from the Administrative Director.
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CENTRAL

No. 137.1

SECTION: PROGRAMS

TITLE: EXTRACURRICULAR

WESTMORELAND PARTICIPATION BY HOME
CAREER AND

TECHNOLOGY

CENTER

EDUCATION STUDENTS
ADOPTED: November 19, 2008

REVISED:

1. Authority
SC511,1327.1
Pol. 122

2. Guidelines

137.1. EXTRACURRICULAR PARTICIPATION BY HOME
EDUCATION STUDENTS

The Joint Operating Committee shall approve participation in the center's
extracurricular activities by a student enrolled in a home education program if all of
the following conditions are met:

1. The student is a resident of a participating school district.

2. The student fulfills all eligibility criteria, or their equivalent, required for
participation in an activity by center students, in accordance with Joint Operating
Committee policy.

The Joint Operating Committee shall not provide individual transportation for
students enrolled in home education programs who participate in the center's
extracurricular activities. When the center provides transportation to and from an
away competition, event or exhibition and requires center students to use provided
transportation, home education students shall be required to use the transportation
provided by the center.

Students attending home education programs shall be given an equal opportunity to
participate in the center's extracurricular activities.

A home education student may participate only in extracurricular activities at the
vocational school the student would be assigned to if s/he was enrolled in a
participating school district.

If a class for credit held during the school day by the center is required for
participation in activities that take place outside of the class, home education
students shall not be eligible to participate in such activities.

Prior to joining an activity, a home education student shall submit required
documents and written verification of eligibility to the building administrator or
designee.
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Pol. 204 To be considered in attendance in accordance with Joint Operating Committee
policy, the home education student must participate in a full, normally scheduled
academic program, in accordance with the planned home education program.

The following guidelines shall govern participation in the center's extracurricular
activities by home education students, who shall:

Pol. 122 1. Meet the required eligibility criteria.

2. Maintain appropriate insurance coverage, consistent with the coverage
requirements for students enrolled in the center.

Pol. 122, 218 3. Comply with Joint Operating Committee policies and center rules and
regulations regarding extracurricular activities and student discipline.

SC511,1327.1 4. Comply with policies, rules and regulations, or their equivalent, of the activity’s
governing organization.

Pol. 204 5. Meet attendance and reporting requirements established for all participants of the
activity.
SC 1327.1 6. Meet the requirements for physical examinations and physical fitness and any

height and/or weight restrictions.

7. Comply with all requirements and directives of the staff and administrators
involved with the extracurricular activity.

. Delegation of The building administrator or designee shall receive and review verification from the
Responsibility parent/guardian that a student has met and continues to meet the established
eligibility criteria for an extracurricular activity.

The center shall distribute information regarding eligibility criteria and student
participation in extracurricular activities to all affected by them.

The center shall ensure that home education students have access to information
regarding the center's extracurricular activities.

References:

School Code — 24 P.S. Sec. 511, 1327.1

Joint Operating Committee Policy — 122, 204, 218
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CENTRAL

No. 138

SECTION: PROGRAMS

TITLE: LIMITED ENGLISH

WESTMORELAND PROFICIENCY PROGRAM
CARE ER AN D ADOPTED: November 19, 2008
TECHNOLOGY REVISED:

CENTER

1. Purpose

2. Authority
Title 22
Sec. 4.26
Pol. 103

SC 1205.1,
1205.2

Title 22

Sec. 4.13

Pol. 100, 333

3. Delegation of
Responsibility

4. Guidelines

138. LIMITED ENGLISH PROFICIENCY PROGRAM

In accordance with the Joint Operating Committee's philosophy to provide a quality
educational program to all students, the center shall provide an appropriate planned
instructional program for identified students whose dominant language is not
English. The purpose of the program is to increase the English language proficiency
of eligible students so that they can attain the academic standards and competencies
adopted by the Joint Operating Committee, achieve academic success and attain
skills. Students who have Limited English Proficiency (LEP) will be identified,
assessed and provided appropriate services.

The Joint Operating Committee shall adopt a program of educational services for
each student whose dominant language is not English. The program shall include
bilingual/bicultural or English as a Second Language instruction. The program shall
be based on effective research-based theory, be implemented with sufficient
resources and appropriately trained staff, and be evaluated periodically.

The Joint Operating Committee shall include provisions for the LEP program in its
Strategic Plan and appropriate training for professional staff in its Professional
Education Plan.

The Joint Operating Committee may contract with Westmoreland Intermediate
Unit #7 for Limited English Proficiency services and programs.

The Administrative Director or designee shall implement and supervise an LEP
program that ensures appropriate LEP instruction and complies with federal and
state laws and regulations.

The Administrative Director or designee, in conjunction with appropriate
stakeholders, shall develop administrative regulations regarding the LEP program.

The center, in conjunction with the participating school districts, shall establish
procedures for identifying students whose dominant language is not English.
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The center shall cooperate with the sending school district to provide an LEP
program for an identified student.

20 U.S.C. Students in the LEP program shall have access to and be encouraged to participate in
Sec. 1703 all academic and extracurricular activities available in the center.

Pol. 122

Pol. 102 Students participating in LEP programs shall be required, with accommodations, to

meet established academic standards and competency requirements adopted by the
Joint Operating Committee.

The LEP program shall be designed to provide instruction that meets each student's
individual needs, based on the assessment of English proficiency in listening,
speaking, reading and writing. Adequate content area support shall be provided
while the student is learning English, to assure achievement of academic standards.

The LEP program shall be evaluated for effectiveness as required, based on the
attainment of English proficiency, and shall be revised when necessary.

Pol. 304, 333 Certified professional employees and appropriate support staff, when necessary,
shall provide the LEP program.

Parents/Guardians will be regularly apprised of their student's progress.
Communications with parents/guardians shall be in the language understood by the
parents/guardians, whenever possible.

The center shall maintain an effective means of outreach to encourage parental
involvement in the education of their children.

References:

School Code — 24 P.S. Sec. 1205.1, 1205.2

State Board of Education Regulations — 22 PA Code Sec. 4.13, 4.26

Equal Education Opportunity Act amending Educational Amendments of 1974 —
20 U.S.C. Sec. 1703

Improving Academic Achievement, Title 34, Code of Federal Regulations — 34 CFR
Part 200

Joint Operating Committee Policy — 000, 100, 102, 103, 122, 304, 333
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CENTRAL

No. 140.1

SECTION: PROGRAMS

TITLE: EXTRACURRICULAR

WESTMORELAND PARTICIPATION BY

CHARTER/CYBER CHARTER

CAREER AND STUDENTS
TEC H N O LOGY ADOPTED: November 19, 2008

CENTER

REVISED:

1. Authority
SC 1719-A,
1749-A
Pol. 122

2. Guidelines

140.1. EXTRACURRICULAR PARTICIPATION BY CHARTER/CYBER
CHARTER STUDENTS

The Joint Operating Committee shall approve participation in the center's
extracurricular activities by a student enrolled in a charter or cyber charter school if
all of the following conditions are met:

1. The student is a resident of a participating school district.

2. The charter or cyber charter school does not provide the same extracurricular
activity.

3. The student fulfills all eligibility criteria required for participation in an activity
by center students, in accordance with Joint Operating Committee policy.

The Joint Operating Committee shall not provide individual transportation for
students enrolled in charter or cyber charter schools who participate in the center's
extracurricular activities. When the center provides transportation to and from an
away competition, event or exhibition and requires center students to use provided
transportation, charter/cyber charter students shall be required to use the
transportation provided by the center.

The Joint Operating Committee may require the charter or cyber charter school to
pay the cost of the expenses for its students’ participation in the center's
extracurricular activities.

Charter and cyber charter school students shall be given an equal opportunity to
participate in the center's extracurricular activities.

A charter or cyber charter school student may only participate in extracurricular
activities at the vocational school closest to the charter or cyber charter school or at
the school the student would be assigned to if s/he was enrolled in a participating
school district.
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Pol. 122

Pol. 122, 218

SC511

Pol. 204

3. Delegation of
Responsibility

If a class for credit held during the school day by the center is required for
participation in activities that take place outside of the class, charter/cyber charter
students shall not be eligible to participate in such activities.

The following guidelines shall govern participation in the center's extracurricular
activities by eligible charter and cyber charter school students, who shall:

1. Meet the required eligibility criteria.

2. Maintain appropriate insurance coverage, consistent with the coverage
requirements for students enrolled in the center.

3. Comply with Joint Operating Committee policies and center rules and
regulations regarding extracurricular activities and student discipline.

4. Comply with policies, rules and regulations of the activity’s governing
organization.

5. Meet attendance and reporting requirements established for all participants of the
activity.

6. Meet the requirements for physical examinations, physical fitness and any height
and/or weight restrictions.

7. Comply with all requirements and directives of the staff and administrators
involved with the extracurricular activity.

The building administrator or designee shall receive and review written verification
from the charter or cyber charter school that a student has met and continues to meet
the established eligibility criteria for an extracurricular activity.

The center shall distribute information regarding eligibility criteria and student
participation in extracurricular activities to all affected by them.

The center shall ensure that charter and cyber charter students have access to
information regarding the center's extracurricular activities.

References:

School Code — 24 P.S. Sec. 511, 1719-A, 1749-A

Joint Operating Committee Policy — 122, 204, 218
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CENTRAL

No. 143

SECTION: PROGRAMS

TITLE: STANDARDS FOR

WESTMORELAND PERSISTENTLY
CAREER AND

TECHNOLOGY

CENTER

DANGEROUS SCHOOLS
ADOPTED: November 19, 2008

REVISED:

1. Purpose
Title 22
Sec. 403.6

2. Definitions
Title 22
Sec. 403.2

143. STANDARDS FOR PERSISTENTLY DANGEROUS SCHOOLS

The Pennsylvania Department of Education, as required by the Unsafe School
Choice Option provision of the No Child Left Behind Act of 2001 (Section 9532),
hereby adopts the following standards for identifying persistently dangerous schools.

As used in these standards, the following terms shall be defined as provided herein:

Dangerous incidents - shall include both weapons possession incidents resulting in
arrest (guns, knives or other weapons) and violent incidents resulting in arrest
(homicide, kidnapping, robbery, sexual offenses and assaults) as reported on the
Violence and Weapons Possession Report (PDE-360).

Department - shall mean the Pennsylvania Department of Education.

Local Educational Agency or LEA - shall include a school district, an area
vocational-technical school, an intermediate unit or a charter school.

Persistently dangerous school - shall mean any public elementary, secondary or
charter school that meets any of the following criteria in the most recent school year
and in one (1) additional year of the two (2) years prior to the most recent school
year:

1. For aschool whose enrollment is 250 or less - at least five (5) dangerous
incidents.

2. For a school whose enrollment is between 251 to 1,000 - a number of dangerous
incidents that represents at least two percent (2%) of the school's enrollment.

3. For aschool whose enrollment is over 1,000 - twenty (20) or more dangerous
incidents.
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3. Guidelines

4. Delegation of
Responsibility

Safe public school - shall mean a public school that has not been designated as a
persistently dangerous school under these standards or that has had such designation
removed by the Department.

Student Opportunity To Transfer

1.

Except as provided below, a student who attends a persistently dangerous school
must be offered the opportunity to transfer to a safe public school within the
LEA, including a charter school.

A student who attends a persistently dangerous school may apply to transfer at
any time while the school maintains that designation.

Department Of Education's Responsibilities

1.

The Department shall identify those schools that meet or exceed the criteria for a
persistently dangerous school by analyzing the Annual Report on School
Violence and Weapons Possession (PDE-360). In identifying persistently
dangerous schools, the Department will use the most recent data available to it
from the reporting LEA, and will take all reasonable steps to verify that the data
is valid and reliable.

After review and verification of PDE-360 data, the Department shall promptly
inform an LEA when any of its schools meets the definition of persistently
dangerous school.

The Department shall provide technical assistance to the LEA in developing a
corrective action plan. The Department shall review proposed corrective action
plans submitted by LEAs and shall approve suitable corrective action plans.

After approval of the corrective action plan, the Department shall conduct a site
visit to each persistently dangerous school to assess the school’s progress in
implementing the plan. If no significant improvement is observed, the
Department may require the LEA to submit a revised corrective action plan for
that school.

The Department shall reassess a school’s designation as persistently dangerous at
the end of the school year during which its corrective action plan is completed.

During the reassessment described above, the Department shall remove the
designation if the school no longer meets the definition of persistently dangerous
school.
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SC 1303-A

LEA’s Responsibilities

1.

10.

Pursuant to Pennsylvania’s Safe Schools Act, all school entities as defined by the
Act must report to the Department all incidents involving acts of violence;
possession of a weapon; or the possession, use, or sale of a controlled substance,
alcohol, or tobacco by any person on school property or at school-sponsored
events or on school transportation to and from school or school-sponsored
activities.

Within ten (10) school days of receiving notification by the Department, an LEA
shall notify the parent or legal guardian of each student who attends the school
that the Department has identified the school as persistently dangerous.

The LEA shall offer all students who attend the school the opportunity to transfer
to a safe public school, including a charter school, within the LEA.

The notification and offer to transfer shall state that no student is required to
transfer to another school.

Upon receipt of an application to transfer, the LEA shall transfer the student
within thirty (30) calendar days.

When considering a student’s request to transfer to another school, the LEA
should take into account the particular needs of the student and the
parent/guardian.

To the extent possible, the LEA should allow the student to transfer to a school
that is making adequate yearly progress, and one that is not identified as being in
school improvement, corrective action, or restructuring.

A charter school only has to accept a student who meets its admission criteria if
space is available.

If there is not another safe school within the LEA to which students may transfer,
the LEA is encouraged, but not required, to establish an agreement with a
neighboring LEA to accept the transfer of students.

The LEA must submit a corrective action plan to the Department within thirty
(30) calendar days of receiving notification that a school has been identified as
persistently dangerous.
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11. The LEA must receive approval from the Department for its corrective action
plan and shall implement all steps contained in its corrective action plan within
the time periods specified in that plan.

12. After the Department has notified an LEA that a school is no longer identified as
a persistently dangerous school, the LEA is encouraged to permit students who
transferred to complete their education at their new school. LEAs may not

require students to return to their original school if the students are enrolled in a
charter school.

References:
School Code — 24 P.S. Sec. 1303-A, 2603-B

State Board of Education Regulations — 22 PA Code Sec. 403.1, 403.2, 403.6
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CENTRAL

No. 144

SECTION: PROGRAMS

TITLE: STANDARDS FOR VICTIMS

WESTMORELAND OF VIOLENT CRIMES
CARE ER AN D ADOPTED: November 19, 2008
TECHNOLOGY REVISED:

CENTER

1. Purpose
Title 22
Sec. 403.6

2. Definitions
Title 22
Sec. 403.2

144, STANDARDS FOR VICTIMS OF VIOLENT CRIMES
The Pennsylvania Department of Education, as required by the Unsafe School
Choice Option provision of the No Child Left Behind Act of 2001 (Section 9532),
hereby adopts the following standards for a student who becomes a victim of a
violent criminal offense while in or on the grounds of the public elementary or
secondary school that s/he attends.
As used in these standards, the following terms shall be defined as provided herein:

Local Educational Agency or LEA - shall include a school district, an area
vocational-technical school, an intermediate unit or a charter school.

Safe public school - shall mean a public school that has not been designated as a
persistently dangerous school under the standards for identifying persistently
dangerous schools or that has had such designation removed by the Department.
Victim or student victim - shall mean the student against whom a violent criminal
offense has been perpetrated while the student was in or on the grounds of the public
elementary or secondary school that s/he attends.

Violent criminal offense - is defined as any of the following offenses that are set
forth in Title 18 of the Pennsylvania Consolidated Statutes:

1. Kidnapping.

2. Robbery.

3. Aggravated assault (on the student).

4. Rape.

5. Involuntary deviate sexual intercourse.

6. Sexual assault.
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3. Guidelines

4. Delegation of
Responsibility

Aggravated indecent assault.
Indecent assault.

Attempt to commit any of the following: homicide, murder or voluntary
manslaughter.

Student Opportunity To Transfer

1.

Except as provided below, a student who becomes a victim of a violent criminal
offense while in or on the grounds of the public elementary or secondary school
that s/he attends must be offered the opportunity to transfer to a safe public
school within the LEA, including a charter school.

In order for a student victim to be entitled to transfer to another school under
these standards, the violent criminal offense first must be reported to law
enforcement authorities by the student, the student’s parent/guardian, or school
officials.

A student victim (or his/her parent/guardian) may apply to the LEA to transfer to
another school within thirty (30) calendar days after the incident is reported to
school authorities.

LEA's Responsibilities

1.

Within ten (10) calendar days of receiving notice of the violent criminal offense,
the LEA shall notify the student victim that s/he has the right to transfer to a safe
public elementary or secondary school within the LEA, including a public
charter school.

The notification and offer to transfer shall state that no student is required to
transfer to another school.

Upon receipt of an application to transfer, the LEA should transfer the student as
soon as possible, and shall transfer the student within ten (10) calendar days after
receiving the application.

When considering a student’s request to transfer to another school, the LEA
should take into account the particular needs of the student and the
parent/guardian.
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5. To the extent possible, the LEA should allow the student to transfer to a school
that is making adequate yearly progress, and one that is not identified as being in
school improvement, corrective action, or restructuring.

6. A charter school only has to accept a student who meets its admission criteria if
space is available.

7. If there is not another safe school within the LEA to which students may transfer,

the LEA is encouraged, but not required, to establish an agreement with a
neighboring LEA to accept the transfer of students.

References:
School Code — 24 P.S. Sec. 2603-B

State Board of Education Regulations — 22 PA Code Sec. 403.1, 403.2, 403.6
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CENTRAL

No. 146

SECTION: PROGRAMS

TITLE: STUDENT SERVICES

WESTMORELAND

CAREER AND

ADOPTED: November 19, 2008

REVISED:

TECHNOLOGY

CENTER

1. Authority
Title 22
Sec. 4.13,12.41
Pol. 100

Title 22
Sec. 4.13,12.41
Pol. 100

2. Guidelines
Title 22
Sec. 12.41

Title 22
Sec. 12.41

Pol. 112, 209,
210, 210.1

Title 22
Sec. 12.41

146. STUDENT SERVICES

The Joint Operating Committee shall approve a written plan for implementing a
comprehensive and integrated program of student services, based on the needs of
students.

The Joint Operating Committee directs that the Student Services Plan be reviewed
and revised during the third year of the six-year plan, and as necessary.

Services offered by community agencies in the center shall be coordinated by and be
under the general direction of the center.

The following categories of services shall be provided by the center and included in
the Student Services Plan:

1. Developmental services that address students’ needs throughout their enroliment,
which include: guidance counseling, psychological services, health services,
home and school visitor services, and social work services that support students
in addressing academic, behavioral, health, personal and social development
issues.

2. Diagnostic, intervention and referral services for students experiencing problems
attaining educational achievement appropriate to their learning potential.

3. Consultation and coordination services for students who are experiencing
chronic problems that require multiple services by teams or specialists.

The center’s student services shall:

1. Bean integral part of the instructional program at all levels of the programs.

Page 1 of 2




146. STUDENT SERVICES - Pg. 2

Pol. 112, 115

Pol. 209, 210,
210.1, 227

. Delegation of
Responsibility

2. Provide information to students and parents/guardians about the educational
opportunities of the center’s instructional program and how to access those
opportunities.

3. Provide career information and assessments to inform students and
parents/guardians about work and career options available to individual students.

4. Provide basic health services required by law for students and provide
information to parents/guardians about the health needs of their children.

The Administrative Director or designee shall be responsible to develop, implement

and monitor a Student Services Plan that complies with state regulations and is
available to all students.

References:
State Board of Education Regulations — 22 PA Code Sec. 4.13, 12.41

Joint Operating Committee Policy — 100, 112, 115, 209, 210, 210.1, 227
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CENTRAL

No. 201

SECTION:  PUPILS

TITLE: ADMISSION OF STUDENTS

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: January 21, 2009

REVISED:

1. Purpose

2. Authority
SC 1840.1, 1841,
1850.1
Title 22
Sec. 4.31, 4.35

Articles of
Agreement

3. Delegation of
Responsibility

Title 22
Sec. 4.31

SC 1850.1
Title 22
Sec. 4.31

Title 22
Sec. 4.31

Title 22
Sec. 4.4
Pol. 103

201. ADMISSION OF STUDENTS

The goal of the center is to enroll students in programs that meet their interests and
abilities and prepare them for future education or employment opportunities.

The Joint Operating Committee shall establish requirements for admission of
students that are consistent with statutes, regulations and sound educational practice
and ensure the equitable treatment of all eligible students.

Such requirements shall be in accordance with the provisions of the Articles of
Agreement.

The Administrative Director or designee shall be responsible to develop
administrative regulations to implement this policy, including the following:

1. All students and parents/guardians residing in participating school districts shall
be informed of the students' right to participate in vocational technical programs
and courses and that students with disabilities enrolled in the center’s programs
are entitled to special education services and programs.

2. Written criteria for evaluating the admission of eligible students shall be
developed and distributed.

3. Course announcements, guidance materials, and other communications shall
convey the philosophy of equal access to vocational technical programs and shall
include admissions criteria and procedures.

4. The center shall not discriminate in any way on the basis of race, color, religion,
national origin, sex, sexual orientation, marital status, or age with regards to the
admission of students.
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4. Guidelines

Pol. 216.1

Pol. 126

Enrollment Requirements

Any student enrolling in a vocational technical program must have completed the
requirements to be enrolled in the ninth grade at his/her sending school district.
Students must have the approval of their sending school district before entering the
center.

Vocational technical students shall spend one-half (%) of each day in the center and
the remainder of the day in regular academic classroom work at their home school.

An application with a parent/guardian and student signature must be submitted to the
center’s guidance counselor for every student who applies.

A Parent Registration Statement must be on file at the home school district prior to
entrance into the center and its programs.

Student Selection

The sending school will disseminate material provided by the center to middle
school and senior high school students through the guidance counselors.

All students will be given an opportunity to visit the center prior to enrollment for
the purpose of touring and observing the center in operation. Transportation will be
furnished by the participating school districts.

The center’s guidance personnel will coordinate assemblies in the local schools
concerning curriculum offerings, entrance requirements and enrollment procedures.

Applications and detailed brochures will be made available by the sending school
guidance counselors at the local schools and to those students who have an interest
in the center’s program. Some of the information contained in the application form
will be major course selection and alternate course selection.

Specific evenings will be scheduled at the center for parents/guardians of
prospective students to become acquainted with the policies and procedures of the
center.

Local guidance counselors will review major course selections and profiles with the
students in order to ascertain that the course selections are realistic and within the
capabilities of the individual.

All applications will be reviewed by the center’s guidance personnel. Students will
be selected on a first come, first served basis by district quota.
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If, for any reason, a student is not able to enter the major field of his/her choice, an
alternate course selection will be considered after consultation with the student,
parents/guardians and local guidance counselor.

The final selection of all students within the secondary educational programs will be
made by center staff.

References:

School Code — 24 P.S. Sec. 1840.1, 1841, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 4.4, 4.31, 4.35
Joint Operating Committee Policy — 103, 126, 216.1

Avrticles of Agreement
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CENTRAL

No. 202

SECTION:  PUPILS

TITLE: ELIGIBILITY OF

WESTMORELAND NONRESIDENT STUDENTS
CARE ER AN D ADOPTED: January 21, 2009
TECHNOLOGY REVISED:

CENTER

1. Purpose
SC 1807, 1841

2. Authority
SC 1809, 1847,
1850.1

SC 1809, 1847,
1850.1

3. Delegation of
Responsibility

4. Guidelines

202. ELIGIBILITY OF NONRESIDENT STUDENTS
The Joint Operating Committee operates the Central Westmoreland Career And
Technology Center for the benefit of students who are residents in one of the
participating school districts.
The Joint Operating Committee may admit nonresident students from outside the
attendance areas of participating school districts if space warrants such admission
and an appropriate program can be provided.

Nonresident students may be admitted upon payment of annually established tuition
rates.

The Administrative Director or designee shall develop administrative regulations for
the enrollment of nonresident students.

Nonresident students shall be subject to the same selection and release procedures as
resident students.

References:
School Code — 24 P.S. Sec. 1807, 1809, 1841, 1847, 1850.1
Joint Operating Committee Policy — 103

Articles of Agreement
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No. 203

SECTION:  PUPILS

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: COMMUNICABLE DISEASE
ADOPTED: January 21, 2009

REVISED:

203. COMMUNICABLE DISEASE

1. Purpose Whenever any condition exists with a student that is symptomatic of a
communicable disease, the student shall be referred to the home school nurse, who
shall have the authority to exclude the student from school.

2. Guidelines If the services of a school nurse are not available by the end of the session during
which symptoms are noticed, the Administrative Director shall send the student
home with an exclusion notice. A report of an attending physician regarding the
student must be made to the home school within twenty-four (24) hours following
the exclusion.

The determination of readmission shall be made by the home school in accordance
with Department of Health regulations and the home school district policy.

References:

State Department of Health Regulations — 28 PA Code Sec. 27.1, 27.2, 27.23, 27.71,
27.72
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CENTRAL

WESTMORELAND
CAREER AND

No. 203.1

SECTION:  PUPILS
TITLE: HIV INFECTION
ADOPTED: January 21, 2009

REVISED:

TECHNOLOGY

CENTER

1. Purpose

2. Definitions

3. Authority
SC 1850.1

35P.S.
Sec. 7601 et seq

4. Delegation of
Responsibility

Pol. 248

203.1. HIV INFECTION

The Joint Operating Committee is committed to providing a safe, healthy
environment for its students and employees. The purpose of this policy shall be to
safeguard the health and well-being of students and staff while protecting the rights
of the individual.

This policy is based on current evidence that the HIV virus is not normally
transmissible by infected individuals within the center, except as noted in this policy.

AIDS - Acquired Immune Deficiency Syndrome.

HIV infection - refers to the disease caused by the HIV or human
immunodeficiency virus.

Infected students - refers to students diagnosed as having the HIV virus, including
those who are asymptomatic.

This policy shall apply to all students in all programs conducted by the center.

The Joint Operating Committee directs that the established school rules relative to
ilinesses and other diseases among students shall also apply to infected students.

The Joint Operating Committee shall not require routine screening tests for HIV
infection in the center setting, nor will such tests be a condition for attendance.

The Administrative Director or designee shall be responsible for handling and
releasing all information concerning infected students.

All employees shall strive to maintain a respectful school climate and to prohibit
physical or verbal harassment of any individual or group, including infected
students.
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. Guidelines

SC 1327
Pol. 103

35P.S.
Sec. 7607

SC 1329
Title 22
Sec. 11.25

SC 1329, 1330
Pol. 204

Building administrators shall notify students, parents/guardians and employees about
current Joint Operating Committee policies concerning HIV infection and shall
provide reasonable opportunities to discuss the policy and related concerns.

Attendance

Infected students have the same right to attend the center and receive services as
other students and shall be subject to the same policies and rules. HIV infection shall
not factor into decisions concerning class assignments, privileges or participation in
any school-sponsored activity.

Center authorities shall determine the educational placement of infected students on
a case-by-case basis by following policies and administrative regulations established
for students with chronic health problems and students with disabilities.

When an infected student's parent/guardian voluntarily discloses information
regarding the student's condition, the employee who receives the information shall
obtain the written consent of the parent/guardian to disclose the information to
members of the Screening Team.

A Screening Team comprised of the Administrative Director or designee, building
administrator, school nurse, school physician, student's parent/guardian, and
attending physician shall evaluate the infected student's educational placement.
Placement decisions shall be based on the student's need for accommodations or
services.

First consideration must be given to maintaining the infected student in a regular
assignment. Any decision for an alternative placement must be supported by specific
facts and data.

An infected student who is unable to attend the center, as determined by a medical
examination, shall be considered for homebound instruction or an alternative
placement.

An infected student may be excused from attendance if the parent/guardian seeks
such excusal based on the advice of medical or psychological experts treating the
student.

An infected student's placement shall be reassessed if there is a change in the
student's need for accommodations or services.
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35P.S.
Sec. 7607

SC 1409
35P.S.
Sec. 76007

Confidentiality

Employees who have knowledge of an infected student's condition shall not disclose
any information without prior written consent of the student's parent/guardian,
consistent with the requirements of the Pennsylvania Confidentiality of HIVV-Related
Information Act.

All health records, notes and other documents referring to an infected student's
condition shall be secured and kept confidential.

Infection Control

All employees shall be required to consistently follow infection control/universal
precautions in all settings and at all times. Employees shall notify the center nurse of
all incidents of exposure to bodily fluids and when a student’s health condition or
behavior presents a reasonable risk of transmitting an infection.

The center shall maintain reasonably accessible equipment and supplies necessary
for infection control.

Staff Development

The center shall provide opportunities for employees to participate in inservice
education on HIV Infection.

Designated employees shall receive additional, specialized training appropriate to
their positions and responsibilities.

References:

School Code — 24 P.S. Sec. 1301, 1327, 1329, 1330, 1409, 1850.1

PA Confidentiality of HIV-Related Information Act — 35 P.S. 7601 et seq.
State Board of Education Regulations — 22 PA Code Sec. 11.25

Joint Operating Committee Policy — 103, 117, 204, 248
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CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

No. 204

SECTION:  PUPILS

TITLE: ATTENDANCE
ADOPTED: January 21, 2009
REVISED:

. Purpose

SC 1301, 1326,
1327

Title 22

Sec. 11.12,11.41,
12.1

. Authority

SC 1327, 1329,
1330

Title 22

Sec. 11.23, 11.25,
12.1

Title 22
Sec. 11.25

Title 22
Sec. 11.26

204. ATTENDANCE

The Joint Operating Committee requires that school age students enrolled in the
vocational school attend school regularly, in accordance with state laws. The
educational program offered by the center is predicated upon the presence of the
student and requires continuity of instruction and classroom participation. The Joint
Operating Committee recognizes the positive correlation between regular attendance
and achievement.

Attendance shall be required of all students enrolled in the center during the days
and hours that the center is in session, except that the building administrator or
teacher may excuse a student for temporary absences when receiving satisfactory
evidence of mental, physical, or other urgent reasons that may reasonably cause the
student's absence. Urgent reasons shall be strictly construed and do not permit
irregular attendance.

The Joint Operating Committee considers the following conditions to constitute
reasonable cause for absence:

1. llIness.

2. Quarantine.

3. Recovery from accident.

4. Death in family.

5. Family educational trips.

6. Educational tours and trips.

All students returning to school after an absence must bring a written excuse, signed
by the parent/guardian, stating the date and the reason for the absence. Absences

shall be treated as unlawful until the center receives the written excuse to be
submitted within three (3) days of the absence.
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SC 1333, 1354
Title 22
Sec. 12.1

SC 1327

Title 22

Sec. 11.8, 11.22,
11.23,11.28

Pol. 115, 117

Title 22
Sec. 11.21

SC 1546
Title 22
Sec. 11.21

SC 1329
Title 22
Sec. 11.41

Students who return to school without an excuse must obtain from the office a
temporary permit to attend classes. Students who fail to bring an excuse after three
(3) temporary permits will be detained in the office for further action.

Any student absent for more than fifteen (15) days during the school year must
present a doctor’s excuse indicating a chronic illness. A conference with the
administration may be arranged by the student or parent/guardian if there is another
serious situation, for permission to make up any work beyond these limits.

The Joint Operating Committee may report to appropriate authorities infractions of
the law regarding the attendance of students below the age of seventeen (17). The
Joint Operating Committee shall issue notice to those parents/guardians who fail to
comply with the requirements of compulsory attendance that such infractions will be
prosecuted in accordance with law.

Attendance need not always be within school facilities. A student will be considered
in attendance if present at any place where school is in session by authority of the
Joint Operating Committee; the student is receiving approved tutorial instruction or
health or therapeutic services; the student is engaged in an approved and properly
supervised independent study, work-study or career education program; the student
is receiving approved homebound instruction.

Upon written request by a parent/guardian, an absence occasioned by observance of
a student’s religion on a day approved by the Joint Operating Committee as a
religious holiday shall be excused. A penalty shall not be attached to an absence for
a religious holiday.

The Joint Operating Committee shall, upon written request of the parents/guardians,
release from attendance a student participating in a religious instruction program
acknowledged by the Joint Operating Committee. Such instruction shall not require
the student’s absence from the center for more than thirty-six (36) hours per school
year, and its organizers must inform the Joint Operating Committee of the student’s
attendance record. The Joint Operating Committee shall not provide transportation to
religious instruction. A penalty shall not be attached to an absence for religious
instruction.

The Joint Operating Committee shall permit a student to be excused for participation
in a project sponsored by a statewide or countywide 4-H, FFA or combined 4-H and
FFA group upon written request prior to the event.
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Title 22
Sec. 11.23, 11.25

3. Guidelines

Pol. 225

Title 22
Sec. 11.26

The Joint Operating Committee will recognize other justifiable absences for part of
the school day. These shall include medical or dental appointments, court
appearances, family emergencies, and other urgent reasons.

Releasing Students From School

Since the center is responsible to the parent/guardian for those hours the student is in
attendance at the center, the following guidelines shall be observed:

1. Students shall be released from school only to their parents/guardians or to
persons authorized by their parents/guardians.

2. Incase of illness, it shall be determined that the parent/guardian or a reliable
adult is at home before the student is sent home. The home school shall be
notified if permission is granted for a student to be absent from instruction.

3. If any police or court official requests the dismissal of a student during school
hours, parents/guardians shall be notified at once.

4. Requests for released time for dental and medical appointments shall be honored
when impossible to arrange them on nonschool time. A written request from the
student’s parent/guardian shall be necessary.

5. Students shall not be dismissed during school hours for nonschool activities such
as private music lessons, dancing lessons, scouts, etc.

Students shall not be permitted to leave school property for any reason during school
hours unless prior permission has been granted by the center.

Educational Tours And Trips

The Joint Operating Committee may excuse a student from school attendance to
participate in an educational tour or trip not sponsored by the center or participating
school district if the following conditions are met:

1. The parent/guardian submits a written request for excusal prior to the absence.

2. The student’s participation has been approved by the Superintendent or designee
of the participating school district and the Administrative Director.

3. The adult directing and supervising the tour or trip is acceptable to the
parents/guardians, the Superintendent of the participating district and the
Administrative Director.
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Pol. 115

Delegation of
Responsibility

Title 22
Sec. 11.1, 11.2,
11.3

SC 1332, 1339
Title 22
Sec. 11.41

SC 1333, 1338,
1354
Pol. 218, 233

The Joint Operating Committee may limit the number and duration of tours or trips
for which excused absences may be granted to a student during the school term, in
conjunction with the participating school district.

Make-Up Work

Students who miss work because of an excused absence will be given the
opportunity to make it up, if possible. Arrangements for making up work shall be the
responsibility of the student and should be completed as soon as possible upon
returning to school.

Unexcused and unlawful absences will be allowed make-up privileges only at the
discretion of the instructor.

Work Permits

The issuance of work permits to students shall be the responsibility of the home
school of the participating school district; however, in order to process applications,
the center will make pertinent information available to the home school for
consideration when granting work permits.

The center will assist in processing and formulating recommendations to the home
school for those students who participate in cooperative education programs which
require work permits.

The Administrative Director or designee shall develop administrative regulations for
the attendance of students which:

1. Ensure a school session that conforms with requirements of state regulations.

2. Govern the keeping of attendance records in accordance with state statutes.

3. Distribute annually to staff, students, and parents/guardians Joint Operating
Committee policies and school rules and regulations governing student
attendance, tardiness, absences and excusals.

4. Impose on truant students appropriate incremental disciplinary measures for
infractions of the center's rules, but no penalty may have an irredeemably
negative effect on the student's record beyond that which naturally follows
absence from class learning experiences.
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SC 1333, 1354

SC 1318, 1850.1
Pol. 218, 233

5. Issue written notice to any parent/guardian who fails to comply with the

compulsory attendance statute, within three (3) days of any proceeding brought
under that statute. Each notice shall inform the parent/guardian of the date(s) the
absence occurred, that the absence was unexcused and in violation of law, that
the parent/guardian is being notified and informed of his/her liability under law
for the absence of the student, and that further violation during the school term
will be prosecuted without notice.

Repeated infractions of Joint Operating Committee policy requiring the attendance
of enrolled students may constitute misconduct and disobedience to warrant the
student's suspension or expulsion from the regular school program.

References:

School Code — 24 P.S. Sec. 1301, 1302, 1318, 1326, 1327, 1329, 1330, 1332, 1333,
1338, 1339, 1354, 1546, 1850.1

State Board of Education Regulations —22 PA Code Sec. 11.1, 11.2, 11.3, 11.5, 11.8,
11.12,11.21,11.22,11.23, 11.24, 11.25, 11.26, 11.28, 11.32, 11.34, 11.41,

121

Joint Operating Committee Policy — 115, 218, 225, 233
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CENTRAL

No. 206

SECTION:  PUPILS

TITLE: ASSIGNMENT TO PROGRAMS

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: January 21, 2009

REVISED:

1. Authority
SC 1310, 1850.1
Pol. 103

2. Delegation of
Responsibility

3. Guidelines

206. ASSIGNMENT TO PROGRAMS
The Joint Operating Committee directs that the assignment of students to programs
provided by the center be consistent with the educational needs of the students and
the efficient use of the resources of the center. In assigning students to programs
within the school, no discrimination shall occur.

The Administrative Director or designee shall assign students to vocational technical
programs.

The interests and qualifications of the students who apply for programs in the center
shall be given priority importance in the initial assignment of students to programs.

Once enrolled in a program, students will be subject to the rules and regulations
promulgated by the administration and approved by the Joint Operating Committee

regarding their release from the program or their rights regarding transferring to
another program.

References:
School Code — 24 P.S. Sec. 1310, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 4.31

Joint Operating Committee Policy — 103
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CENTRAL

No. 207

SECTION:  PUPILS

TITLE: CONFIDENTIAL

WESTMORELAND COMMUNICATIONS OF
CAREER AND

TECHNOLOGY

CENTER

STUDENTS
ADOPTED: January 21, 2009

REVISED:

1. Purpose

2. Authority
SC 1850.1

3. Guidelines
Title 22
Sec. 12.12

Title 22

Sec. 12.12

42 Pa. C.S.A.
Sec. 5945, 8337

4. Delegation of
Responsibility

207. CONFIDENTIAL COMMUNICATIONS OF STUDENTS

The Joint Operating Committee recognizes that certain written and oral
communications between students and center personnel must be confidential.

The Joint Operating Committee directs personnel to comply with all federal and
state laws and regulations and Joint Operating Committee policy and administrative
regulations concerning confidential communications of students.

Information received in confidence from a student by a guidance counselor, school
nurse or school psychologist, while in the course of his/her professional duties, is
privileged information; however, such information may be revealed without the
student’s consent to the student’s parents/guardians, teachers, building administrator
or other appropriate authority by the staff member who received the information
when the health, welfare or safety of the student or other persons clearly is in
jeopardy.

Use of a student's confidential communications to center personnel in legal
proceedings is governed by laws and regulations appropriate to the proceedings.

In qualifying circumstances, a staff member may reveal confidential information to
the building administrator and other appropriate authorities.

In qualifying circumstances, the building administrator may reveal confidential
information to a student's parent/guardian and other appropriate authorities,
including law enforcement personnel.
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References:

School Code — 24 P.S. Sec. 1850.1

State Board of Education Regulations — 22 PA Code Sec. 12.12

Confidential Communications to School Personnel — 42 Pa. C.S.A. Sec. 5945

PA Civil Immunity of School Officers/Employees Relating to Drug or Alcohol
Abuse — 42 Pa. C.S.A. Sec. 8337
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CENTRAL

No. 208

SECTION:  PUPILS

TITLE: WITHDRAWAL FROM SCHOOL

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: January 21, 2009

REVISED:

1. Purpose
SC 1326, 1327
Title 22
Sec. 11.13,12.1

2. Authority

3. Delegation of
Responsibility

4. Guidelines

208. WITHDRAWAL FROM SCHOOL

The Joint Operating Committee affirms that while law requires attendance of a
student only between the ages of eight (8) and seventeen (17), it is in the best
interests of both students and the community that students complete the educational
program that will equip them with skills and increase their chances for a successful
life beyond school.

The Joint Operating Committee directs that whenever a student wishes to withdraw,
efforts should be made to determine the underlying reason for such action. The
resources of the center should be utilized to assist the student in pursuing career
goals.

No student of compulsory school age will be permitted to withdraw without the
written consent of a parent/guardian and supporting justification.

The Administrative Director or designee shall develop administrative regulations to
govern a student's withdrawal from the center.

Before withdrawing from the center, a student must obtain a withdrawal form which
must be signed by the parent/guardian, the home school counselor, and the center
instructor, counselor, and Administrative Director.

Counseling services shall be made available to any student who wishes to withdraw.

Information shall be given to assist the student to define educational and life goals
and help plan the realization of those goals.

Students shall be informed about the tests for General Educational Development.

The student must be free of any responsibility to his/her particular course area and to
the center.

The student must return, in good condition, or pay for any and all tools, books, and
materials which are loaned to him/her by the center.
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In cases where students discontinue enrollment in the center, the Superintendent of
the participating school district shall be notified promptly.

References:
School Code — 24 P.S. Sec. 1326, 1327

State Board of Education Regulations — 22 PA Code Sec. 11.13, 12.1
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CENTRAL

No. 209

SECTION:  PUPILS

TITLE: HEALTH EXAMINATIONS/

WESTMORELAND ACCIDENTS AND FIRST AID
CARE ER AN D ADOPTED: January 21, 2009
TECHNOLOGY REVISED:

CENTER

1. Authority
SC 1850.1

2. Guidelines

209. HEALTH EXAMINATIONS/ACCIDENTS AND FIRST AID

The Joint Operating Committee shall require that students submit to health
examinations required by law, in cooperation with the sending school and in
accordance with the sending school’s policy.

Student Accidents And First Aid

In the event of any accident to a student, regardless of how minor, the student shall
report the incident to the teacher or other center staff, who shall complete an
accident report form.

The accident report form will be completed in duplicate, one (1) copy for the office
and one (1) copy to be retained in the reporting employee’s file.

In the case of minor injury, the instructor shall administer first aid.
First aid kits shall be maintained in each shop and laboratory.

It shall be the responsibility of each shop and laboratory instructor to maintain
adequate supplies in the first aid Kits.

In the event of an accident that requires medical attention beyond that of normal first
aid procedures, the following action shall be taken:

1. First aid shall be administered by the designated employee.

2. The student shall be sent to the office, or the office shall be notified immediately.

3. The office will notify the parent/guardian and will ask for the medical treatment
preference of the parent/guardian. If the parent/guardian cannot be located, the

student will be taken for medical treatment by a local doctor or the emergency
room of the nearest hospital.
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Pol. 211 The center shall assume no responsibility for medical expenses incurred by students
as a result of accidents occurring while participating in school activities. Student
accident insurance shall be made available for purchase in accordance with Joint
Operating Committee policy.

References:
School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 211
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CENTRAL

No. 210

SECTION:  PUPILS

TITLE: USE OF MEDICATIONS

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: January 21, 2009

REVISED:

1. Purpose

2. Definition

3. Authority
SC 1850.1
Title 22
Sec. 1241

4. Delegation of
Responsibility

210. USE OF MEDICATIONS

The Joint Operating Committee shall not be responsible for the diagnosis and
treatment of student illness. The administration of prescribed medication to a student
during school hours in accordance with the direction of a parent/guardian or family
physician will be permitted only when failure to take such medicine would
jeopardize the health of the student or the student would not be able to attend school
if the medicine were not available during school hours.

For purposes of this policy, medication shall include all medicines prescribed by a
physician and over-the-counter medicines.

Before any medication may be administered to or by any student during school
hours, the Joint Operating Committee shall require the written request of the
parent/guardian, granting permission for medication to be dispensed and relieving
the Joint Operating Committee and its employees of liability for administration of
medication or the written order of the student’s physician, which shall include the
name of the student, name and purpose of the medication, dosage, time at which or
special circumstances under which the medication shall be administered, length of
period for which medication is prescribed, possible side effects of medication, and
physician’s signature and date.

Written dated orders from the physician must accompany any change in the
medication prescription.

The Administrative Director or designee, in conjunction with the nurse, shall
develop administrative regulations for the administration and self-administration of
students' medications.

All medications shall be administered by or under the supervision of the building
administrator, nurse or designee, or parent/guardian.

All employees involved in administering or supervising self-administration of
medication shall receive appropriate training from the nurse before performing this
responsibility.
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5. Guidelines

Pol. 227

The building administrator and nurse shall review regularly the administrative
regulations for administration and self-administration of medications and shall
evaluate recordkeeping, safety practices, and effectiveness of this policy.

The center shall inform all parents/guardians, students and staff about the policy and
administrative regulations governing the administration of medications.

A parent/guardian must supply medication in the original container. A prescription
medication will be clearly labeled by the pharmacy or physician.

Nonprescription medication must be supplied by the parent/guardian in a clearly
labeled original container.

Any medication that is considered a controlled medication, such as narcotics,
Ritalin, Adderall, or Dexedrine, including the generic forms, must be delivered to
the school by an adult.

When any medication prescribed for a student is initially brought to the center, it
shall be the responsibility of the certified nurse to complete the following:

1. Obtain written permission from the physician or parent/guardian for
administration or self-administration of medication, which shall be kept
confidential and on file in the office of the nurse.

2. Review pertinent information with the student and/or parent/guardian,
specifically:

a. Reason for taking this medication.

b. How often and length of time.

c. What will happen if medication is not taken or is taken incorrectly.
d. Physician's comment about the medication.

3. Determine the student's ability to self-administer medication and the need for
care and supervision.

4. Observe and evaluate the student's ability to self-administer during the initial
administration.
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Maintain an individual medication log for all students taking medication during
school hours. The log shall be kept in a central place and shall include:

a.

b.

0.

Name of student.

Name of medication.

Medication dosage.

Time of administration.

Route of administration.

Signature of student and the monitor of self-administration.

Initiation and expiration date of drug.

The building administrator may investigate incidents in which students are observed
to be taking medication on their own without parent/guardian direction and school
notification.

Student Self-Administration

To self-administer medication, the student must be able to:

1. Respond to and visually recognize his/her name.

2. ldentify his/her medication.

3. Measure, pour and administer the prescribed dosage.

4. Sign his/her medication sheet to acknowledge having taken the medication.
5. Demonstrate a cooperative attitude in all aspects of self-administration.
References:

School Code — 24 P.S. Sec. 1402, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 12.41

Joint Operating Committee Policy — 000, 227
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CENTRAL

No. 210.1

SECTION:  PUPILS

TITLE: POSSESSION/USE OF ASTHMA

WESTMORELAND INHALERS
CARE ER AN D ADOPTED: January 21, 2009
TECHNOLOGY REVISED:

CENTER

1. Authority

SC 1414.1

2. Definitions
SC 1401

3. Guidelines
SC 14141
Title 22
Sec. 12.41

210.1. POSSESSION/USE OF ASTHMA INHALERS

The Joint Operating Committee shall permit students to possess asthma inhalers and
to self-administer the prescribed medication used to treat asthma when such is
parent-authorized.

Possession and use of asthma inhalers by students shall be in accordance with state
law and Joint Operating Committee policy.

Asthma inhaler shall mean a prescribed device used for self-administration of
short-acting, metered doses of prescribed medication to treat an acute asthma attack.

Self-administration shall mean a student’s use of medication in accordance with a
prescription or written instructions from a physician, certified registered nurse
practitioner or physician assistant.

Before a student may possess or use an asthma inhaler during school hours, the Joint
Operating Committee shall require the following:

1. A written request from the parent/guardian that the center complies with the
order of the physician, certified registered nurse practitioner or physician
assistant.

2. A statement from the parent/guardian acknowledging that the center is not
responsible for ensuring the medication is taken and relieving the center and its
employees of responsibility for the benefits or consequences of the prescribed
medication.

3. A written statement from the physician, certified registered nurse practitioner or
physician assistant that states:

a. Name of the drug.

b. Prescribed dosage.
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c. Times medication is to be taken.

d. Length of time medication is prescribed.

e. Diagnosis or reason medication is needed, unless confidential.

f.  Potential serious reaction or side effects of medication.

g. Emergency response.

h. If student is qualified and able to self-administer the medication.

The student shall be made aware that the asthma inhaler is intended for his/her use
only and may not be shared with other students.

The student shall notify the school nurse immediately following each use of an
asthma inhaler.

Violations of this policy by a student shall result in immediate confiscation of the
asthma inhaler and medication and loss of privileges.

SC 14141 The center reserves the right to require a statement from the physician, certified
registered nurse practitioner or physician assistant for the continued use of a
medication beyond the specified time period. Permission for possession and use of
an asthma inhaler by a student shall be effective for the school year for which it is
granted and shall be renewed each subsequent school year.

SC 14141 A student whose parent/guardian completes the written requirements for the student
to possess an asthma inhaler and self-administer the prescribed medication in the
school setting shall demonstrate to the school nurse the capability for self-
administration and responsible behavior in use of the medication.

To self-administer medication, the student must be able to:

1. Respond to and visually recognize his/her name.

2. Identify his/her medication.

3. Demonstrate the proper technique for self-administering medication.

4. Sign his/her medication sheet to acknowledge having taken the medication.

5. Demonstrate a cooperative attitude in all aspects of self-administration.

Page 2 of 3




210.1. POSSESSION/USE OF ASTHMA INHALERS - Pg. 3

4. Delegation of The Administrative Director or designee, in conjunction with the school nurse(s),
Responsibility shall develop administrative regulations for student possession of asthma inhalers
and self-administration of prescribed medication.

The center shall annually inform staff, students and parents/guardians about the
policy and administrative regulations governing student possession and use of
asthma inhalers.

When an asthma inhaler is initially brought to the center by a student, the school
nurse shall be responsible to complete the following:

1. Obtain the required written request and statements from the parent/guardian and
physician, certified registered nurse practitioner or physician assistant, which
shall be kept on file in the office of the school nurse.

2. Review pertinent information with the student and/or parent/guardian,
specifically the information contained on the statement submitted by the
physician, certified registered nurse practitioner or physician assistant.

3. Determine the student’s ability to self-administer medication and the need for
care and supervision.

4. Maintain an individual medication log for all students possessing asthma
inhalers.

References:
School Code — 24 P.S. Sec. 1401, 1414.1
State Board of Education Regulations — 22 PA Code Sec. 12.41

Joint Operating Committee Policy — 000
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CENTRAL

No. 211

SECTION:  PUPILS

TITLE: STUDENT ACCIDENT

WESTMORELAND INSURANCE
CARE ER AN D ADOPTED: January 21, 2009
TECHNOLOGY REVISED:

CENTER

1. Purpose
Pol. 122

2. Authority

3. Delegation of
Responsibility

4. Guidelines

211. STUDENT ACCIDENT INSURANCE
The Joint Operating Committee recognizes the need for insurance coverage for
unforeseen accidents that may occur to students in the course of attendance at the
center or participation in the extracurricular programs of the center.
The Joint Operating Committee shall provide parents/guardians the opportunity to
purchase insurance coverage, at no cost to the Joint Operating Committee, for injury
to the students resulting from accidents in any activity during school hours, any
activity sponsored by the school and in any activity round-the-clock.
The premium will be paid by the parents/guardians.

The Joint Operating Committee strongly urges all students to purchase school
insurance or personal insurance coverage through a family policy.

Students may purchase school insurance through their home high school.
The Administrative Director or designee shall be responsible to:

1. Prepare specifications and secure suitable coverage from qualified insurance
carriers for recommendation and Joint Operating Committee approval.

2. Notify all students and parents/guardians of students who may be eligible for
insurance.

Students shall be given information regarding school insurance during the first week
of school.

References:

Joint Operating Committee Policy — 122
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CENTRAL

No. 212

SECTION:  PUPILS

TITLE: REPORTING STUDENT

WESTMORELAND PROGRESS
CARE ER AN D ADOPTED: January 21, 2009
TECHNOLOGY REVISED:

CENTER

1. Purpose
Pol. 216

2. Authority
SC 1850.1

3. Delegation of
Responsibility

4. Guidelines

212. REPORTING STUDENT PROGRESS

The Joint Operating Committee believes that cooperation between the center and
home is a vital ingredient in the growth and education of each student. The Joint
Operating Committee acknowledges the center's responsibility to keep
parents/guardians informed of student welfare and academic progress and also
recognizes the effects of state and federal laws and regulations governing student
records.

The Joint Operating Committee directs establishment of a system of reporting
student progress that requires all appropriate staff members to comply, as part of
their teaching responsibility, with a reporting system which includes academic
progress reports, report cards, and parent/guardian conferences with teachers.

The Administrative Director or designee, in conjunction with appropriate
administrators and teacher committees, shall develop administrative regulations for
reporting student progress to parents/guardians.

Various methods of reporting shall be utilized.

Both student and parent/guardian shall receive ample warning of a pending grade of
failure, or one that would adversely affect the student's program status.

Scheduling of parent-teacher conferences should occur at times that ensure the
greatest degree of participation by parents/guardians.

Report cards shall be issued to students by the center every nine (9) weeks and shall
also be transmitted to the home school, where they will become a part of each
student’s permanent record. Additional interim progress reports shall be issued, if
required.

Review and evaluation of methods of reporting student progress to parents/guardians
shall be conducted on a periodic basis.
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Failure Reports

Each grading period, a report of failures, cumulative as of the period of issue, shall
be due in the office.

References:
School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 216

Page 2 of 2




CENTRAL

No. 213

SECTION:  PUPILS

TITLE: ASSESSMENT OF STUDENT

WESTMORELAND PROGRESS
CARE ER AN D ADOPTED: January 21, 2009
TECHNOLOGY REVISED:

CENTER

1. Purpose

2. Definition
Title 22
Sec. 4.11

3. Authority
SC 1531, 1532
Title 22
Sec. 4.11, 4.51,
4.52
Pol. 102, 127

Title 22
Sec. 4.52

Title 22
Sec. 4.52

Pol. 217

213. ASSESSMENT OF STUDENT PROGRESS

The Joint Operating Committee recognizes that a system of assessing student
achievement can help students, teachers, and parents/guardians to understand and
evaluate a student's progress toward attaining educational goals, academic standards
and established competencies.

Assessment shall be the system of measuring and recording student progress and
achievement that enables the student, parents/guardians and teachers to determine a
student's attainment of established academic standards and competencies and to
learn the student's strengths and weaknesses, plan an educational and vocational
future for the student in areas of the greatest potential for success and know where
remedial work is required.

The Joint Operating Committee directs that the center's instructional program shall
include a system of assessing all students' academic progress. The system shall
include descriptions of how achievement of academic standards and student
competencies based upon performance standards will be measured and how this
information will be used to assist students having difficulty meeting required
standards and competencies.

Students with disabilities shall be included in the center's assessment system, with
appropriate accommodations when necessary.

The center's assessment system shall include a variety of assessment strategies
which may include:

1. Written work by students.
2. Scientific experiments conducted by students.

3. Demonstrations, performances, products or projects by students related to
specific academic standards and established competencies.
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Delegation of
Responsibility
Title 22

Sec. 4.52

. Guidelines

4. Examinations developed by teachers to assess specific academic standards and
competencies.

5. Nationally-available achievement tests.
6. Diagnostic assessments.

7. Evaluations of portfolios of student work related to achievement of academic
standards and competencies.

8. Other measures, as appropriate, which may include standardized tests.
The Administrative Director or designee shall develop and implement administrative

regulations to assess student progress, in accordance with the center's goals and state
regulations.

At the outset of any course of study, each student should be informed about the
academic standards and student competencies to be attained.
Each student should be kept informed of personal progress.

Methods of assessment shall be appropriate to the specific vocational technical
program and maturity of students.

Assessment strategies should objectively evaluate and reward students for their
efforts.

Students should be encouraged to assess their own academic achievements.
All assessment systems shall be subject to continuing review and revision.

Staff, students, and parents/guardians should be involved in the continuing program
of assessment review.

Students who fail a course shall not be permitted to return to the center the following
year, except by approval of the Administrative Director.
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References:
School Code — 24 P.S. Sec. 1531, 1532
State Board of Education Regulations — 22 PA Code Sec. 4.11, 4.51, 4.52

Joint Operating Committee Policy — 102, 127, 212, 216, 217
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CENTRAL

No. 214

SECTION:  PUPILS

TITLE: CLASS RANK

WESTMORELAND

CAREER AND

ADOPTED: January 21, 2009

REVISED:

TECHNOLOGY

CENTER

1. Authority
SC 1850.1

2. Guidelines

Pol. 216

3. Delegation of
Responsibility

214. CLASS RANK

The Joint Operating Committee authorizes a system of computing grade point
averages and class rank for students to inform students, parents/guardians and
institutions of a student's relative placement among their peers.

Class rank shall be computed by the final grade in all subjects for which credit is
awarded.

Any two (2) or more students whose computed grade point averages are identical
shall be given the same rank. The rank of the student who immediately follows a tied
position will be determined by the number of students preceding and not by the rank
of the person preceding him/her.

A student’s grade point average and rank in class shall be entered on the student's
record and transcripts and shall be subject to the Joint Operating Committee's policy
on release of student records.

The Administrative Director or designee shall develop administrative regulations for
computing grade point averages and assigning class rank to implement this policy,

which shall include a statement of the methods for computation and rank assignment
for those to whom a student's grade point average and class rank are released.

References:
School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 216
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CENTRAL

No. 215

SECTION:  PUPILS

TITLE: PROMOTION AND RETENTION

WESTMORELAND

CAREER AND

ADOPTED: January 21, 2009

REVISED:

TECHNOLOGY

CENTER

1. Purpose

2. Authority
SC 1531, 1532
Title 22
Sec. 4.42

SC 1532
Pol. 213

3. Delegation of
Responsibility
Title 22
Sec.4.12,4.13
Pol. 100

SC 1532

4. Guidelines

215. PROMOTION AND RETENTION

The Joint Operating Committee recognizes that the emotional, social, physical and
educational development of students will vary and that students should be placed in
the educational setting most appropriate to their needs. The Joint Operating
Committee will establish and maintain high standards for each program and monitor
student achievement in a continuous and systematic manner.

The Joint Operating Committee establishes that each student shall be moved forward
in a continuous pattern of achievement and development that corresponds with the
student’s development, the system of program levels, and the academic standards
and student competencies established for each level.

A student shall be promoted when s/he has successfully achieved the academic
standards and student competencies established for the present level, based on the
professional judgment of the teachers and the results of assessments. A student shall
advance to the next level by demonstrating mastery of the required skills and
knowledge.

The Administrative Director or designee shall establish administrative regulations
for promotion and retention of students which assure that every effort will be made
to remediate the student's difficulties before the student is retained.

The recommendation of the program instructor shall be required for promotion or
retention of a student.

The building administrator shall be assigned the final responsibility for determining
the promotion or retention of each student.

In all cases of retention, the parents/guardians shall be fully involved and informed
throughout the process. Parents/Guardians and students shall be informed of the
possibility of retention of a student well in advance.
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Pol. 213

The center shall utilize multiple measures of performance as determinants in
promotion and retention decisions.

References:
School Code — 24 P.S. Sec. 1531, 1532
State Board of Education Regulations — 22 PA Code Sec. 4.12, 4.13, 4.42

Joint Operating Committee Policy — 000, 100, 213
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CENTRAL

No. 216

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

SECTION:  PUPILS

TITLE: STUDENT RECORDS
ADOPTED: January 21, 2009
REVISED:

1. Purpose

2. Authority
SC 1305-A,

1306-A, 1402,

1409, 1532,

1533, 1850.1

Title 22

Sec. 4.52,12.31,
12.32,15.9

20 U.S.C.

Sec. 1232g

34 CFR

Part 99

3. Delegation of
Responsibility

216. STUDENT RECORDS

The educational interests of students require the collection, retention, and use of data
and information about individuals and groups of students while ensuring the
individual's right to privacy. The center will maintain educational records for
students for legitimate educational purposes.

The Joint Operating Committee recognizes its responsibility for compilation,
retention, disposition and security of student records. The Joint Operating
Committee also recognizes the legal requirement to maintain the confidentiality of
student records.

The Joint Operating Committee shall adopt a comprehensive plan for the collection,
maintenance and dissemination of student records that complies with federal and
state laws and regulations and state guidelines. Copies of the adopted student records
plan shall be maintained by the center and be revised as required by changes in
federal or state law.

The Administrative Director or designee shall be responsible for implementing and
monitoring the adopted student records plan which meets all legal requirements.
S/He shall develop and maintain an efficient system to process and handle student
records and reports in compliance with this policy.

The designated administrator shall establish safeguards to protect the student and
his/her family from an invasion of privacy when collecting, retaining and
disseminating student information and providing access to authorized persons.

Center staff shall compile only those educational records mandated by federal and
state laws and regulations.
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SC 1532
Pol. 213, 215

. Guidelines

Title 22
Sec. 4.31

Pol. 800

SC 1305-A

Pol. 250

Title 22
Sec. 12.31

In accordance with law, each teacher shall prepare and maintain a record of the work
and progress of each student, including the final grade and a recommendation for
promotion or retention.

The record of a student enrolled in a vocational technical program shall include the
student’s educational and occupational objectives and the results of the assessment of
student competencies. Objectives shall be reviewed by the student annually and
revised as necessary.

The center's plan for compilation, retention, disclosure and security of student
records shall provide for the following:

1. Informing parents/guardians and eligible students eighteen (18) years and older
of their rights and the procedures to implement those rights, upon enrollment and
annually thereafter.

2. Permitting appropriate access by authorized persons and officials, describing
procedures for access, and listing copying fees.

3. Enumerating and defining the types, locations and persons responsible for
student records maintained by the center.

4. Establishing guidelines for disclosure of information and data in student records.

5. Maintaining a record of access and release of information for each student's
records.

6. Assuring appropriate retention and security of student records.

7. Transferring education records and appropriate disciplinary records to school
districts and/or vocational technical schools.

Procedures for disclosure of student records shall apply equally to military recruiters
and postsecondary institutions.

Copies of the student records plan shall be submitted to the Department of
Education, upon request of the Secretary.
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References:

School Code — 24 P.S. Sec. 1305-A, 1306-A, 1402, 1409, 1532, 1533, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 4.52, 12.31, 12.32, 15.9
Family Educational Rights and Privacy Act — 20 U.S.C. Sec. 12329

Family Educational Rights and Privacy, Title 34, Code of Federal Regulations —
34 CFR Part 99

Joint Operating Committee Policy — 213, 215, 216.1, 250, 800
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CENTRAL

No. 216.1

SECTION:  PUPILS

TITLE: SUPPLEMENTAL DISCIPLINE

WESTMORELAND RECORDS
CARE ER AN D ADOPTED: January 21, 2009
TECHNOLOGY REVISED:

CENTER

1. Authority
SC 1304-A,
1305-A,
1307-A
42 Pa. C.S.A.
Sec. 6341

2. Guidelines

42 Pa. C.S.A.
Sec. 6341

SC 1304-A

216.1. SUPPLEMENTAL DISCIPLINE RECORDS
The center shall maintain required records concerning full-time adjudicated students

and transfer students disciplined for offenses involving weapons, alcohol, drugs and
violence on school property.

Adjudicated Students

The court, through the juvenile probation department, shall report to the building
administrator information concerning the adjudication of an enrolled student. Such
reports shall include a description of delinquent acts committed by the student,
disposition of the case, probation or treatment reports, prior delinquent history, the
supervision plan, and any other information deemed necessary.

The building administrator must share this information with the student's teacher and
the principal of another school to which the student may transfer.

Required reports concerning an adjudicated student shall be maintained separately
from the student's official school record.

Transfer Students

Upon registration and prior to admission to the center, the parent/guardian or person
having charge of the student shall provide a sworn statement or affirmation stating
whether the student previously was or presently is suspended or expelled from any
public or private school for an offense involving weapons, alcohol or drugs; willful
infliction of injury to another person; or any act of violence committed on school
property. The statement shall include the dates of suspension or expulsion and the
name of the school from which the student was suspended or expelled for these
reasons.
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SC 1304-A

SC 1305-A
Pol. 216

Parents/Guardians shall be informed that any willful false statements concerning this
registration shall be a misdemeanor of the third degree.

This registration statement shall be maintained as part of the student’s disciplinary
record.

When a student transfers to the center from a school district, a nonpublic school, or
other school within a sending school district, the center shall obtain a certified copy
of the student’s disciplinary record from the school from which the student is
transferring. The sending school shall have ten (10) days from receipt of the request
to provide the disciplinary record. This record shall be maintained as part of the
student’s disciplinary record and shall be available for inspection as required by law.

When a student transfers from the center to a school district, a nonpublic school or
other school within a sending school district, the center shall transmit a certified
copy of the student’s disciplinary record within ten (10) days of receiving the request
from the school to which the student has transferred.

References:

School Code — 24 P.S. Sec. 1304-A, 1305-A, 1307-A

Adjudication of Juveniles — 42 Pa. C.S.A. Sec. 6341

Family Educational Rights and Privacy Act — 20 U.S.C. Sec. 1232g

Safe and Drug-Free Schools and Communities Act — 20 U.S.C. Sec. 7165

Joint Operating Committee Policy — 216
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No. 217

SECTION:  PUPILS

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: SKILLS CERTIFICATION
ADOPTED: January 21, 2009

REVISED:

217. SKILLS CERTIFICATION

1. Purpose The Joint Operating Committee will acknowledge each student's successful
completion of the vocational technical program by awarding a certificate at
appropriate ceremonies.

2. Authority The Joint Operating Committee does not issue a diploma at the conclusion of a

SC 1613, 1850.1 | student's vocational technical program at the center. It shall recognize the student's
achievement by awarding an appropriate certificate. Students will need to meet the
requirements of the home school district for the award of a diploma.

A certificate of attendance will also be awarded to graduates of the center.

SC 1614 The Joint Operating Committee shall permit a student with a disability, who has
Title 22 attended four (4) years of high school, to participate in ceremonies with his/her
Sec. 11.27 graduating class and receive a certificate of attendance, even if the student’s

Individualized Education Plan (IEP) prescribes continued educational services.

The Joint Operating Committee shall provide documents by which a student may
indicate to an employer or postsecondary institution the completion of a vocational
technical program and attainment of skills.

3. Delegation of The Administrative Director or designee shall be responsible for planning and
Responsibility executing ceremonies that appropriately recognize this important achievement.

4. Guidelines Students who complete approved vocational technical education programs shall have
Title 22 their occupational competency assessed by completion of the appropriate assessment
Sec. 4.31 under the Pennsylvania Skills Certificate Program or another approved occupational

competency assessment.

Pol. 212 Periodic warnings shall be issued to students in danger of not fulfilling certification
requirements.
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All books and materials provided by the center shall be returned and obligations
must be met before certificates will be awarded. Obligations not met must be
reported on a form available in the office. The home school will be notified to hold
the diploma until such obligations have been met.

References:
School Code — 24 P.S. Sec. 1613, 1614, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 4.31, 11.27

Joint Operating Committee Policy — 113, 212
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No. 217.1

SECTION:  PUPILS

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: PLACEMENT OF STUDENTS
ADOPTED: January 21, 2009

REVISED:

217.1. PLACEMENT OF STUDENTS

1. Purpose The successful placement of graduates from the center shall be the responsibility of
Pol. 112 the administration, guidance counselors, and faculty.
2. Delegation of The Administrative Director shall assume the following responsibilities:

Responsibility
1. Organize placement.

2. Contact industry.

3. Assume various other responsibilities for placement.

The career counselor shall assume the following responsibilities:
1. Coordinate placement and follow-up activities.

2. Receive requests for employment and work closely with the subject teacher to
select candidates.

3. Gather background data on students.
4. Arrange interviews.

5. Counsel students.

6. Confer with industry.

7. Coordinate the activity that leads to successful student placement in accordance
with each student’s written career objectives.
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The teacher shall assume the following responsibilities:

1. Know the requirements of his/her particular trade and to what degree each
student possesses these requirements.

2. Offer knowledge based on intimate contacts in his/her specific field.

3. Be responsible for the student’s arrival at the employability stage.

References:
School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 112, 217
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CENTRAL

No. 218

SECTION:  PUPILS

TITLE: STUDENT DISCIPLINE

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: January 21, 2009

REVISED:

1. Purpose

2. Definition
Title 22
Sec. 12.16

3. Authority
SC 1850.1
Title 22
Sec. 12.3,12.4
Pol. 103

Title 22
Sec.12.3,12.4
Pol. 103

Title 22

Sec. 12.2
Pol. 235

Pol. 122

218. STUDENT DISCIPLINE

The Joint Operating Committee finds that student conduct is closely related to
learning. An effective vocational education program requires a safe and orderly
school environment.

Corporal punishment - a form of physical discipline intended to cause pain and
fear, in which a student is spanked, paddled or hit on any part of the body with a
hand or instrument.

The Joint Operating Committee shall establish fair, reasonable and
nondiscriminatory rules and regulations regarding the conduct of all students in the
center during the time they are under the supervision of the center or at any time
while on school property, while present at school-sponsored activities, and while
traveling to or from school and school-sponsored activities.

The Joint Operating Committee shall adopt a Code of Student Conduct to govern
student discipline, and students shall not be subject to disciplinary action because of
race, sex, color, religion, sexual orientation, national origin or handicap/disability.

Each student must adhere to Joint Operating Committee policies and the Code of
Student Conduct governing student discipline.

Off-Campus Activities

This policy shall also apply to student conduct that occurs off school property and
would violate the Code of Student Conduct if:

1. There is a nexus between the proximity or timing of the conduct in relation to
the student's attendance at school or school-sponsored activities.

2. The student is a member of an extracurricular activity and has been notified that
particular off-campus conduct could result in exclusion from such activities.
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4. Guidelines
Pol. 233

Pol. 233

Title 22

Sec. 12.5

Title 22
Sec. 12.5

3. Student expression or conduct materially and substantially disrupts the
operations of the center, or the administration reasonably anticipates that the
expression or conduct is likely to materially and substantially disrupt the
operations of the center.

4. The conduct has a direct nexus to attendance at school or a school-sponsored
activity, such as an agreement made on school property to complete a transaction
outside of school that would violate the Code of Student Conduct.

5. The conduct involves the theft or vandalism of school property.

Any student disciplined by a center employee shall have the right to notice of the
infraction.

Suspensions and expulsions shall be carried out in accordance with Joint Operating
Committee policy.

Corporal Punishment

The Joint Operating Committee prohibits the use of corporal punishment to
discipline students for violations of Joint Operating Committee policies and center
rules or regulations.

Reasonable force may be used by teachers and school authorities under any of the
following circumstances: to quell a disturbance, obtain possession of weapons or

other dangerous objects, for the purpose of self-defense, and for the protection of

persons or property.

Classroom Discipline

Teaching will be ineffective unless the classroom environment is free from
distractions and unless the interest of the students is stimulated.

Occasionally, all instructors are confronted with discipline problems which require
decisive action. In order to protect and help the instructor to handle serious cases in
a manner which will be most helpful to the student, the following guidelines shall be
followed:

1. [Instructors shall handle minor classroom discipline problems.
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. Delegation of
Responsibility

Title 22
Sec. 12.3
Pol. 235

SC 1317, 1318

SC 1317

2. When an instructor finds it necessary to send a student from the shop/classroom,
the student must be instructed to report to the administrative office; the
instructor shall immediately inform the office and appropriate disciplinary action
shall be taken. The instructor may be requested to be present at a student/parent
conference. Instructors shall have all the facts in writing about the incident in
question, as well as documentary evidence of any previous situations that might
have a bearing on the matter.

Whenever students are guilty of repeated disruptions in the classroom, the
Administrative Director may remove those students from the class, provided the
decision follows a conference with the parents/guardians of the students involved.

The Administrative Director or designee shall ensure that reasonable and necessary
rules and regulations are developed to implement Joint Operating Committee policy
governing student conduct.

The Administrative Director or designee shall publish and distribute to all staff,
students and parents/guardians the rules and regulations for student behavior
contained in the Code of Student Conduct, the sanctions that may be imposed for
violations of those rules, and a listing of students’ rights and responsibilities. A copy
of the Code of Student Conduct shall be available in each school library and school
office.

The building administrator shall have the authority to assign discipline to students,
so long as his/her actions are within the limits of the law and the student's due
process right to notice, hearing, and appeal and they do not violate Joint Operating
Committee policies and center rules and regulations.

Teaching staff and other center employees responsible for the supervision of
students shall have the authority to take reasonable actions necessary to govern the
behavior of students in all situations and in all places where students are within the
jurisdiction of the Joint Operating Committee, and when such conduct interferes
with the educational program of the center or threatens the health and safety of
others.

References:

School Code — 24 P.S. Sec. 1317, 1318, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 12.1 et seq., 403.1

Joint Operating Committee Policy — 103, 122, 123, 233, 235
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SECTION:  PUPILS

TITLE: WEAPONS

WESTMORELAND

CAREER AND

ADOPTED: January 21, 2009

REVISED:

TECHNOLOGY

CENTER

1. Purpose

2. Definitions
SC 1317.2

218.1. WEAPONS

The Joint Operating Committee recognizes the importance of a safe school
environment relative to the educational process. Possession of weapons in the school
setting is a threat to the safety of students and staff and is prohibited by law.

Weapon - shall include but not be limited to any knife, cutting instrument, cutting
tool, nun-chuck stick, brass or metal knuckles, firearm, shotgun, rifle, look-a-like
gun, chemical agent such as mace, destructive device, replica of a weapon, and any
other tool, instrument or implement capable of inflicting serious bodily injury. A
weapon possessed and used in conjunction with a lawful, supervised school activity
or course shall be permitted, provided that established conditions or procedures are
followed.

Weapon does not include any device which is authorized by the center for a
legitimate educational purpose, such as tools, scissors, compasses, pencils,
implements for art class, and the like. Any student, however, using any such object
in an aggressive, threatening and/or intimidating manner shall be considered in
possession of a weapon.

Firearm - means the following:

1. Any weapon, including a starter gun, which will or is designed to or may readily
be converted to expel a projectile by the action of an explosive.

2. The frame or receiver of any such weapon.

3. Any firearm muffler or firearm silencer.

4. Any destructive device.

Destructive device - means any explosive, incendiary, poison gas, bomb, grenades,
rocket having a propellant charge of more than four (4) ounces, missile having an

explosive or incendiary charge of more than one-quarter (¥4) ounce, mine, or any
device similar to any of the devices described in this definition.
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. Authority
SC 1317.2,
1850.1

SC 1317.2
Pol. 233

. Delegation of
Responsibility
SC 1317.2

20 U.S.C.

Sec. 1400 et seq

SC 1317.2

SC 1317.2

SC 1303-A

SC 1303-A

. Guidelines

Possessing - a student is in possession of a weapon when the weapon is found on the
person of the student; in the student’s locker; under the student's control while on
school property; on property being used by the school; at any school function or
activity; at any school event held away from the school; or while the student is
coming to or from school.

The Joint Operating Committee prohibits students from possessing and bringing
weapons and replicas of weapons into any school buildings, onto school property, to
any school-sponsored activity, and onto any vehicle providing transportation to or
from school or a school-sponsored activity.

The center shall expel for a period of not less than one (1) year any student who
violates this weapons policy. Such expulsion shall be given in conformance with
formal due process proceedings required by law. The Administrative Director may
recommend modifications of such expulsion requirement on a case-by-case basis.

In the case of a student with disabilities, the Administrative Director or designee
shall take all necessary steps to comply with the Individuals with Disabilities
Education Act.

The Administrative Director or designee shall report the discovery of any weapon
prohibited by this policy to the student's parents/guardians and to local law
enforcement officials.

The Administrative Director or designee shall report all incidents relating to
expulsion for possession of a weapon to the Department of Education.

The Administrative Director or designee shall be responsible to develop a
memorandum of understanding with local law enforcement officials that sets forth
procedures to be followed when an incident occurs involving an act of violence or
possession of a weapon by any person on school property.

Acts of violence or possession of a weapon in violation of this policy shall be
reported to the Office of Safe Schools on the required form at least once each year.

Students, staff and parents/guardians shall be informed at least annually concerning
this policy.

Weapons under the control of law enforcement personnel are permitted.
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18 U.S.C.
Sec. 921, 922

SC 1317.2

In accordance with federal law, possession or discharge of a firearm in, on, or within
1,000 feet of school grounds is prohibited. Violations shall be reported to the
appropriate law enforcement agency.

Transfer Students

When the center receives a student who transfers from a public or private school
during an expulsion period for an offense involving a weapon, the center may assign
that student to an alternative assignment or may provide alternative education,
provided the assignment does not exceed the expulsion period.

References:

School Code — 24 P.S. Sec. 1303-A, 1317.2, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 403.1
Possession of Weapon on School Property — 18 Pa. C.S.A. Sec. 912

Gun Control Act - 18 U.S.C. Sec. 921, 922

Individuals With Disabilities Education Act — 20 U.S.C. Sec. 1400 et seq.
Gun-Free Schools Act — 20 U.S.C. Sec. 7151

Individuals With Disabilities Education, Title 34, Code of Federal Regulations —
34 CFR Part 300

Joint Operating Committee Policy — 233

Page 3 of 3




CENTRAL

No. 218.2

SECTION:  PUPILS
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ADOPTED: January 21, 2009

REVISED:

TECHNOLOGY

CENTER

1. Purpose

2. Definitions
18 Pa. C.S.A
Sec. 2706

3. Authority
SC 1850.1

4. Delegation of
Responsibility

Title 22
Sec. 12.2

218.2. TERRORISTIC THREATS/ACTS

The Joint Operating Committee recognizes the danger that terroristic threats and acts
by students presents to the safety and welfare of students, staff and community. The
Joint Operating Committee acknowledges the need for an immediate and effective
response to a situation involving such a threat or act.

Terroristic threat - shall mean a threat to commit violence communicated with the
intent to terrorize another; to cause evacuation of a building; or to cause serious
public inconvenience, in reckless disregard of the risk of causing such terror or
inconvenience.

Terroristic act - shall mean an offense against property or involving danger to
another person.

The Joint Operating Committee prohibits any student from communicating
terroristic threats or committing terroristic acts directed at any student, employee,
Joint Operating Committee member, community member or school building.

The Joint Operating Committee directs the Administrative Director to react promptly
and appropriately to information and knowledge concerning a possible or actual
terroristic threat or act.

The Administrative Director or designee shall be responsible for developing
administrative regulations to implement this policy.

Staff members and students shall be responsible for informing the building
administrator regarding any information or knowledge relevant to a possible or
actual terroristic threat or act.

The building administrator shall immediately inform the Administrative Director
after receiving a report of such a threat or act.
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5. Guidelines

Pol. 233

20 U.S.C.
Sec. 1400 et seq

When an administrator has evidence that a student has made a terroristic threat or
committed a terroristic act, the following guidelines shall be applied:

1. The building administrator may immediately suspend the student.

2. The building administrator shall promptly report the incident to the
Administrative Director.

3. The Administrative Director may consult with the Chief School Administrator.

4. Based on further investigation, the Administrative Director may report the
student to law enforcement officials.

5. The building administrator shall inform any person directly referenced or
affected by a terroristic threat.

6. The Administrative Director may recommend expulsion of the student to the
Joint Operating Committee.

If a student is expelled for making terroristic threats or committing terroristic acts,
the Joint Operating Committee may require, as a condition for readmission, that the
student provide competent and credible evidence that the student does not pose a risk
of harm to others and provide evidence of professional counseling prior to
readmission.

A parental conference must also take place prior to readmission.

If a student is expelled for making terroristic threats or committing terroristic acts,
the Joint Operating Committee may require, as a condition of readmittance, that the
student agree to random searches by appropriate school personnel for the duration of
the student’s attendance.

In the case of students with disabilities, the center will take all steps necessary to
comply with the Individuals with Disabilities Education Act and follow Joint
Operating Committee policy.
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References:

School Code — 24 P.S. Sec. 1850.1

State Board of Education Regulations — 22 PA Code Sec. 12.2
Terroristic Threats — 18 Pa. C.S.A. Sec. 2706

Individuals With Disabilities Education Act — 20 U.S.C. Sec. 1400 et seq.

Individuals With Disabilities Education, Title 34, Code of Federal Regulations —
34 CFR Part 300

Joint Operating Committee Policy — 000, 233
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SECTION:  PUPILS

TITLE: STUDENT COMPLAINT

WESTMORELAND PROCESS
CARE ER AN D ADOPTED: January 21, 2009
TECHNOLOGY REVISED:

CENTER

1. Purpose

2. Definition

3. Authority

4. Guidelines

219. STUDENT COMPLAINT PROCESS

The Joint Operating Committee recognizes that students have the right to request
redress of complaints. In addition, the Joint Operating Committee believes that the
inculcation of respect for established procedures is an important part of the
educational process. Accordingly, individual and group complaints shall be
recognized, and appropriate appeal procedures shall be provided.

For purposes of this policy, a student complaint shall be one that arises from
actions that directly affect the student's participation in an approved educational
program.

The Joint Operating Committee and its employees will recognize the complaints of
students, provided that such complaints are submitted according to the guidelines
established by Joint Operating Committee policy.

The student should first make the complaint known to the staff member most closely
involved or, if none is identifiable, a guidance counselor; and both shall attempt to
resolve the issue informally and directly.

For complaints that must move beyond the first step, the student shall prepare a
written statement of his/her complaint which shall set forth:

1. Specific nature of the complaint and a brief statement of relevant facts.

2. Manner and extent to which the student believes s/he has been adversely
affected.

3. Relief sought by the student.

4. Reasons why the student feels entitled to the relief sought.

Page 1 of 2




219. STUDENT COMPLAINT PROCESS - Pg. 2

The complaint may then be submitted, in turn, to the building administrator, the
Administrative Director and the Joint Operating Committee, with a suitable period
of time allowed at each level for hearing of the complaint and preparation of a
response.

At each level the student shall be afforded the opportunity to be heard personally by
the school official.

The student may seek the help of a parent/guardian at any step.

References:

School Code — 24 P.S. Sec. 1850.1
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No. 220

SECTION:  PUPILS

TITLE: STUDENT EXPRESSION/

WESTMORELAND DISTRIBUTION AND POSTING
CAREER AND

TECHNOLOGY

CENTER

OF MATERIALS
ADOPTED: January 21, 2009

REVISED:

1. Purpose
Title 22
Sec. 12.9

2. Definitions

220. STUDENT EXPRESSION/DISTRIBUTION AND POSTING OF
MATERIALS

The right of public school students to freedom of speech is guaranteed by the
Constitution of the United States and the constitution of the Commonwealth.

The Joint Operating Committee respects the right of students to express themselves
in word or symbol and to distribute and post materials in areas designated for
posting as a part of that expression. The Joint Operating Committee also recognizes
that exercise of that right must be limited by the center's responsibility to maintain
an orderly school environment and to protect the rights of all members of the school
community.

This policy addresses student expression in general and distribution and posting of
materials that are not part of school-sponsored activities. Materials sought to be
distributed or posted as part of the curricular or extracurricular programs of the
center shall be regulated as part of the educational program.

Distribution - students handing nonschool materials to others on school property or
during school-sponsored events; placing upon desks, on or in lockers; or engaging in
any other manner of delivery of nonschool materials to others while on school property
or during school functions. When e-mail, text messaging or other technological
delivery is used as a means of distributing or accessing nonschool materials via use of
school equipment or while on school property or at school functions, it shall be
governed by this policy. Off-campus or after hours distribution, including technological
distribution, that does or is likely to materially or substantially interfere with the
educational process, including school activities, school work, or discipline and order on
school property or at school functions; threatens serious harm to the school or
community; encourages unlawful activity; or interferes with another's rights is also
covered by this policy.

Expression - verbal, written or symbolic representation or communication.
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. Authority
Title 22
Sec. 12.9

SC 511
Title 22
Sec.12.2,12.9

SC 1850.1
Title 22
Sec. 12.9

. Guidelines

Title 22
Sec. 12.9

Nonschool materials - any printed or written materials meant for posting or general
distribution to others that are not prepared as part of the curricular or extracurricular
program of the school, including but not limited to fliers, invitations, announcements,
pamphlets, posters, Internet bulletin boards, personal web sites and the like.

Posting - publicly displaying nonschool materials on school property or at school-
sponsored events, including but not limited to affixing such materials to walls, doors,
bulletin boards, easels, the outside of lockers; on school-sponsored or student web sites;
through other school-owned technology and the like.

Students have the right to express themselves unless such expression is likely to or
does materially or substantially interfere with the educational process, including
school activities, school work, or discipline and order on school property or at school
functions; threatens serious harm to the school or community; encourages unlawful
activity; or interferes with another's rights.

Student expression that occurs on school property or at school-sponsored events is
fully governed by this policy. In addition, off-campus or after hours expression is
governed by this policy if the student expression involved constitutes unprotected
expression as stated in this policy and provided the off-campus or after hours
expression does or is likely to materially or substantially interfere with the
educational process, including school activities, school work, or discipline and order
on school property or at school functions; threatens serious harm to the school or
community; encourages unlawful activity; or interferes with another's rights.

The Joint Operating Committee shall require that distribution and posting of
nonschool materials occur only at the places and during the times set forth in written
administrative regulations. Such regulations or procedures shall be written to permit
the orderly operation of the center, while recognizing the rights of students to engage
in protected expression.

School Newspapers And Publications

Students have the responsibility to refrain from unprotected student expression and
to observe the rules for responsible journalism. Within these bounds, students have a
right and are as free as editors of other newspapers to report the news and to
editorialize.

Center officials shall supervise student-run newspapers published with the center’s
equipment and remove obscene or libelous material, as well as edit material that
would cause a substantial disruption or interference with school activities.
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Title 22
Sec. 12.2

Center officials may not censor or restrict material simply because it is critical of the
center or its administration.

Rules of the center for prior submission for review of material shall be reasonable
and not calculated to delay distribution.

Prior approval procedures shall identify the individual to whom the material is to be
submitted, the criteria by which the material is to be evaluated, and a limitation on
the time within which a decision must be made. If the prescribed time for approval
elapses without a decision, the material shall be considered authorized for
distribution.

Students who are not members of the newspaper staff and other members of the
school community shall have access to its pages. The criteria for submission of
material by nonstaff members shall be published and distributed to all students.

Unprotected Student Expression

The Joint Operating Committee reserves the right to designate and prohibit
manifestations of student expression that are not protected by the right of free
expression because they violate the rights of others or where such expression is
likely to or does materially or substantially interfere with school activities, school
work, or discipline and order on school property or at school functions including but
not limited to:

1. Libel of any specific person or persons.

2. Advocating the use or advertising the availability of any substance or material
that may reasonably be believed to constitute a direct and serious danger to the
health or welfare of students.

3. Using obscene, lewd, vulgar or profane language — whether verbal, written or
symbolic.

4. Inciting violence; advocating use of force; or encouraging violation of federal,
state or municipal law, Joint Operating Committee policy or center rules or
regulations.

5. Are likely to or do materially or substantially interfere with the educational
process, including school activities, school work, or discipline and order on
school property or at school functions; threaten serious harm to the school or
community; encourage unlawful activity; or interfere with another's rights.
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Title 22
Sec. 12.9

6. Violating written school administrative regulations or procedures on time, place
and manner for posting and distribution of otherwise protected expression.

Spontaneous student expression which is otherwise protected speech is not
prohibited by this section.

Discipline For Engaging In Unprotected Expression

The Joint Operating Committee reserves the right to prohibit the posting or
distribution of nonschool materials containing unprotected expression and to prohibit
students from engaging in other unprotected student expression, as well as to stop
unprotected student expression when it occurs. The Joint Operating Committee
reserves the right to discipline students for engaging in unprotected expression.
Where such expression occurs off campus and away from school functions, a nexus
between the unprotected expression and a substantial and material disruption of the
school program must be established.

Distribution Of Nonschool Materials

The Joint Operating Committee requires that students who wish to distribute or post
nonschool materials on school property shall submit them one (1) school day in
advance of planned distribution or posting to the building administrator or designee,
who shall forward a copy to the Administrative Director.

If the nonschool materials contain unprotected expression as stated in this policy, the
building administrator or designee shall notify the students that they may not post or
distribute the materials because the materials constitute a violation of Joint
Operating Committee policy.

If notice is not given during the period between submission and the time for the
planned distribution or posting, students may proceed with the planned distribution
or posting, provided they comply with written administrative regulations or
procedures on time, place and manner of posting or distribution of nonschool
materials.

Students who post or distribute nonschool materials in compliance with this
provision may still be ordered to desist such distribution if the materials are later
found to be unprotected expression under this policy.

Students who distribute printed materials shall be responsible for clearing any litter
that results from their activity and shall schedule the event so that they do not miss
instructional time themselves.
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Pol. 219

Delegation of
Responsibility

Pol. 218

Posting Of Nonschool Materials

If the center has an area where individuals are allowed to post nonschool materials,
students may post such items as well, if the materials do not constitute unprotected
expression and the items are submitted for prior review in the same manner as if the
students were going to distribute them.

Such materials shall be officially dated, and the center may remove the materials
within ten (10) days of the posting or other reasonable time as stated in the
administrative regulations or procedures relating to posting.

Review Of Student Expression

Center officials shall not censor or restrict nonschool materials or other student
expression for the sole reason that it is critical of the center or its administration, or
because the views espoused are unpopular or may make people uncomfortable.

Student-initiated religious expression is permissible and shall not be prohibited
except as to time, place and manner of distribution, or if the expression involved
violates some other part of this policy, e.g., because it is independently determined
to be unprotected expression under the standards and definitions of this policy.

The review for unprotected expression shall be reasonable and not calculated to
delay distribution.

Appeal of the reviewer's decision may be made to the Administrative Director and
then to the Joint Operating Committee, in accordance with Joint Operating
Committee policy and administrative regulations.

The Administrative Director shall assist the building administrator in determining
the designation of the places and times nonschool materials may be distributed in the
center. Such designations may take into account maintenance of the flow of student
traffic throughout the center and shall limit distribution of nonschool materials to
noninstructional times.

Disciplinary action may be determined by the administration for students who
distribute or post nonschool materials in violation of this policy and center
regulations or procedures, or who continue the manifestation of unprotected
expression after a person in authority orders that they desist. Disciplinary actions
shall be included in the Code of Student Conduct.
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This Joint Operating Committee policy and any administrative regulations or
procedures written to implement this policy shall be referenced in student handbooks
so that students can access them for further information.

References:
School Code — 24 P.S. Sec. 511, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 12.2, 12.9

Joint Operating Committee Policy — 218, 219
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1. Purpose

2. Authority
SC 1317.3
Title 22
Sec.12.11

SC 1317.3
Title 22
Sec. 12.11

Title 22
Sec. 12.11

24 P.S.
Sec. 5301, 5304

3. Delegation of
Responsibility

Title 22
Sec. 12.11

Pol. 325

221. DRESS AND GROOMING

The Joint Operating Committee recognizes that each student's mode of dress and
grooming is a manifestation of personal style and individual preference.

The Joint Operating Committee has the authority to impose limitations on students'
dress in school. The Joint Operating Committee will not interfere with the right of
students and their parents/guardians to make decisions regarding their appearance,
except when their choices disrupt the educational program of the center or constitute
a health or safety hazard.

The Joint Operating Committee may require students to wear standard dress or
uniforms, which may be required school-wide or by individual programs.

Students may be required to wear certain types of clothing while participating in
physical education classes, technical education programs, extracurricular activities,
or other situations where special attire may be required to ensure the health or safety
of the student.

No student will be permitted to operate any machinery or equipment within shop and
laboratory areas unless s/he is properly clothed and has required eye protection.

The building administrator or designee shall be responsible to monitor student dress
and grooming, and to enforce Joint Operating Committee policy and center rules
governing student dress and grooming.

The Administrative Director or designee shall ensure that all rules implementing this
policy impose only the minimum necessary restrictions on the exercise of the
student's taste and individuality.

Staff members shall be instructed to demonstrate, by example, positive attitudes
toward safety, neatness, cleanliness, propriety, modesty, and good sense in attire and
appearance.
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4. Guidelines

Dress Code

The Dress Code established by the center shall serve as a guide for students; no
regulations, however, are all encompassing. Students shall be responsible to dress
appropriately and will be held accountable.

Shop Uniforms

Shop uniforms may be ordered through the center or, if purchased elsewhere, must
be of the designated style and color as prescribed by the shop requiring uniforms.
Students in these particular shops shall be expected to pay for their uniforms and use
them conscientiously. Dressing areas and lockers shall be provided for the students’
convenience. Students should take their uniforms home at regular intervals for
cleaning. Information on style and price will be made available.

References:

School Code — 24 P.S. Sec. 1317.3

Safety Glasses - Health and Safety — 24 P.S. Sec. 5301, 5304
State Board of Education Regulations — 22 PA Code Sec. 12.11

Joint Operating Committee Policy — 325
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Sec. 6306.1
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SC 1303-A

222. TOBACCO USE

The Joint Operating Committee recognizes that tobacco use by students presents a
health and safety hazard that can have serious consequences for both users and
nonusers and the safety and environment of the center.

For purposes of this policy, tobacco use shall be defined as use and/or possession of
a lighted or unlighted cigarette, cigar and pipe; other lighted smoking product; and
smokeless tobacco in any form.

The Joint Operating Committee prohibits students from possessing and using
tobacco at any time in a school building, on school grounds, and on any property,
buses, vans, and vehicles that are owned, leased or controlled by the school.

The Joint Operating Committee prohibits tobacco use and possession by students at
school-sponsored activities, functions and events that are held off school property.

The center may initiate prosecution of a student who possesses or uses tobacco in
violation of this policy.

The Administrative Director or designee shall annually notify students,
parents/guardians and staff about the center's tobacco use policy by publishing such
policy in the student handbook, parent newsletters, posted notices, and other
efficient methods.

The Administrative Director or designee shall develop administrative regulations to
implement this policy.

A student is in possession of tobacco if tobacco is found on the person of the student,
in the student’s locker, in the student’s purse, backpack, gym bag or other like
object, in a student’s coat or other clothing, or otherwise under the student’s control.

Incidents of possession, use and sale of tobacco in violation of this policy by any
person on school property shall be reported to the Office of Safe Schools on the
required form at least once each year.
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18 Pa. C.S.A.
Sec. 6306.1

Students who violate this policy will be subject to penalties prescribed in the Code
of Student Conduct, up to and including possible expulsion.

A student found to be possessing or using tobacco in violation of this policy may be

fined up to fifty dollars ($50), referred to the local magistrate by citation if not paid
within 30 days or admitted to alternative adjudication in lieu of imposition of a fine.

References:

School Code — 24 P.S. Sec. 510, 1303-A

State Board of Education Regulations — 22 PA Code Sec. 403.1
Tobacco Use Prohibition — 18 Pa. C.S.A. Sec. 6306.1

School Tobacco Control — 35 P.S. Sec. 1223.5

Pro-Children Act of 2001 — 20 U.S.C. Sec. 7181 et seq.

Board Policy — 000, 218
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223. USE OF MOTOR VEHICLES

The Joint Operating Committee regards the use of motor vehicles for travel to and
from school by students as an assumption of responsibility by parents/guardians and
students.

The Joint Operating Committee shall permit the use of motor vehicles by students in
accordance with the center's rules, provided that such students have followed
established procedures and obtained the required permit.

The Joint Operating Committee prohibits the use of mini-bikes, motorcycles and
skateboards on school property.

The Joint Operating Committee shall not be responsible for motor vehicles that are
lost, stolen, or damaged.

The building administrator or designee shall develop rules and regulations for
operating and parking of motor vehicles and shall disseminate those rules to affected
students.

The building administrator or designee shall establish standards for granting permits,
which contain the warning that infraction of rules may result in revocation of the
permit.

Any student who drives a motor vehicle to school must register his/her vehicle in the
office. Only those students who present compelling reasons will be eligible for a
parking permit. Final decisions and changes regarding the issuance of a permit shall
rest with the school administration.

Students needing to drive to school due to an emergency must present a written note
requesting a one-day temporary permit, signed by the parent/guardian and home
school principal. All emergencies will be handled on an individual basis.
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Passengers shall not be permitted except by prior written approval from their
parents/guardians, the parent/guardian of the driver, the center office, and the home
school.

References:

School Code — 24 P.S. Sec. 779, 1519, 1850.1
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224. CARE OF SCHOOL PROPERTY

The Joint Operating Committee believes that the center should help students learn to
respect property and develop feelings of pride in community institutions.

The Joint Operating Committee charges each student in the center with
responsibility for the proper care of the school property, school supplies and
equipment entrusted to his/her use.

It is the policy of the Joint Operating Committee that students who willfully cause
damage to school property shall be subject to disciplinary measures. Students and
others who damage or deface school property may be prosecuted and punished under
law. Parents/Guardians shall be held accountable for the actions of the student.

The Joint Operating Committee may report to appropriate juvenile authorities any
student whose damage of school property is serious or chronic in nature. In no case
shall referral to juvenile authorities be made without prior notification to the
student's parent/guardian.

The Administrative Director or designee shall develop administrative regulations to
implement this policy which include rules for safekeeping and accounting of
textbooks, supplies and equipment and an established schedule of fines for lost or
damaged textbooks, supplies and equipment.

The Administrative Director shall submit a report on incidences of vandalism to the
Joint Operating Committee on each occurrence.

Vandalism reports shall include the number and kind of incident, cost to the school,
and related information the Administrative Director deems necessary.

References:
School Code — 24 P.S. Sec. 109, 777, 801

Joint Operating Committee Policy — 000, 110, 218, 233
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225. RELATIONS WITH LAW ENFORCEMENT AGENCIES

The Joint Operating Committee recognizes that compulsory attendance laws impose
on the Joint Operating Committee the custodianship of students while they are
present in the center.

It shall be the policy of the Joint Operating Committee that cooperation with law
enforcement agencies is considered essential for protecting students and staff,
maintaining a safe environment in school, and safeguarding property.

The Administrative Director or designee shall be responsible to develop a
memorandum of understanding with local law enforcement officials that establishes
guidelines for when law officials will be called to school and the actions that will
follow.

Interrogations

When police request permission to interrogate a student at school, the building
administrator shall inform the Administrative Director, determine why such
interrogation could not occur at the student’s home, and attempt to inform the
student's parents/guardians.

Whenever the Administrative Director or designee has determined that the police
have a legitimate purpose in interrogating a student within the school building, the
building administrator or a representative shall be present throughout the
proceedings.

Arrests
When the police request permission to arrest a student at school, the building

administrator shall inform the Administrative Director, attempt to inform the
student's parents/guardians, and request and inspect the arrest warrant.
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No student shall be released to police authorities without proper warrant and
appropriate evidence or written parental permission, except in the event of
emergency or for the protection of life or property, as determined by the building
administrator.

References:
School Code — 24 P.S. Sec. 1303-A

Joint Operating Committee Policy — 204
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226. SEARCHES

The Joint Operating Committee acknowledges the need for safe storage of books,
clothing, school materials and personal property and may provide lockers for storage
purposes.

It shall be the policy of the Joint Operating Committee that all lockers are and shall
remain the property of the center. As such, students shall have only a limited
expectation of privacy in their lockers.

No student may use a locker as a depository for a substance or object that is
prohibited by law, Joint Operating Committee policy or the center's rules, or
constitutes a threat to the health, safety or welfare of the occupants of the school
building or the building itself.

The Joint Operating Committee reserves the right to authorize its employees to
inspect a student's locker at any time, based on reasonable suspicion, for the purpose
of determining whether the locker is being used improperly for the storage of
contraband, a substance or object the possession of which is illegal, or any material
that poses a threat to the health, welfare or safety of the school population.

The Joint Operating Committee authorizes the administration to conduct random
searches of lockers when the school has a compelling interest in protecting and
preserving the health, safety or welfare of the school population.

Students, parents/guardians and staff shall be notified at least annually, or more
often if deemed appropriate by administration, concerning the contents of this policy
and center procedures. Students shall be required to sign a waiver in order to have
the use of a locker.

The Administrative Director or designee shall develop administrative regulations to
implement this policy.

The building administrator or designee shall be present whenever a student locker is
inspected based on reasonable suspicion.
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Pol. 225

4. Guidelines

Title 22
Sec. 12.14

Title 22
Sec. 12.14

The building administrator shall open a student's locker for inspection on the request
of a law enforcement officer only on presentation of a duly authorized search
warrant or on the intelligent and voluntary consent of the student. In such an event,
the building administrator shall not act as the student’s informed adult for purposes
of any Miranda warnings; rather, s/he shall attempt to contact the student’s
parent/guardian.

The building administrator shall be responsible for promptly recording in writing
each locker inspection; such record shall include the reason(s) for the search, persons
present, objects found and their disposition.

The building administrator shall be responsible for the safekeeping and proper
disposal of any substance, object or material found in a student's locker in violation
of law, Joint Operating Committee policy or the center's rules, unless the contents
have been confiscated by a law enforcement officer.

School officials are authorized to search a student's personal possessions or motor
vehicle parked on school property when there is reasonable suspicion that the
student is violating law, Joint Operating Committee policy or the center's rules, or
poses a threat to the health, safety or welfare of the school population.

The center is not obligated to insure the contents of lockers. Students shall,
therefore, be advised that such contents are not insured by the center against loss by
theft, vandalism, fire or other casualty.

Students shall be permitted to keep their assigned lockers locked against intrusion by
other students, subject to the center having a duplicate key and/or combination.

Prior to an individual locker search, the student shall be notified and be given an
opportunity to be present. The school official, in the presence of the student and
another staff member, may search the student’s locker. However, when the school
official has a reasonable suspicion that a locker contains materials which pose a
threat to the health, welfare or safety of the school population, student lockers may
be searched without prior warning and without the student being present.

Illegal and prohibited materials seized during a student search may be used as
evidence against the student in a center disciplinary proceeding, and may also be
turned over to law enforcement agencies.

Searches conducted by the administration may include but not be limited to
utilization of certified drug dogs, metal detection units, or any device used to protect
the health, safety and welfare of the school population.
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References:
School Code — 24 P.S. Sec. 1850.1
State Board of Education Regulations — 22 PA Code Sec. 12.14

Joint Operating Committee Policy — 225
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227. CONTROLLED SUBSTANCES/PARAPHERNALIA
The Joint Operating Committee recognizes that the abuse of controlled substances is
a serious problem with legal, physical and social implications for the whole school
community. As an educational institution, the center shall strive to prevent abuse of
controlled substances.
For purposes of this policy, controlled substances shall mean all:
1. Controlled substances prohibited by federal and state law.
2. Look-alike drugs.
3. Alcoholic beverages.
4. Anabolic steroids.

5. Drug paraphernalia.

6. Any volatile solvents or inhalants, such as but not limited to glue and aerosol
products.

7. Prescription or patent drugs, except those for which permission for use in school
has been granted pursuant to Joint Operating Committee policy.

For purposes of this policy, under the influence shall include any consumption or
ingestion of controlled substances by a student.

The Joint Operating Committee prohibits students from using, possessing,
distributing, and being under the influence of any controlled substances during
school hours, at any time while on school property, at any school-sponsored activity,
and during the time spent traveling to and from school and school-sponsored
activities.
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Pol. 218

Pol. 122

Delegation of
Responsibility

42 Pa. C.S.A.
Sec. 8337
Pol. 218, 233

The Joint Operating Committee may require participation in drug counseling,
rehabilitation, testing or other programs as a condition of reinstatement into the
center's educational or extracurricular programs resulting from violations of this

policy.

Off-Campus Activities

1.

5.

1.

This policy shall also apply to student conduct that occurs off school property and
would violate the Code of Student Conduct if:

There is a nexus between the proximity or timing of the conduct in relation to the
student's attendance at school or school-sponsored activities.

The student is a member of an extracurricular activity and has been notified that
particular off-campus conduct could result in exclusion from such activities.

Student expression or conduct materially and substantially disrupts the
operations of the center, or the administration reasonably anticipates that the
expression or conduct is likely to materially and substantially disrupt the
operations of the center.

The conduct has a direct nexus to attendance at school or a school-sponsored
activity, such as an agreement to complete a transaction outside of school that
would violate the Code of Student Conduct.

The conduct involves the theft or vandalism of school property.

The Administrative Director or designee shall develop administrative regulations to
identify and control substance abuse in the center which:

Establish procedures to deal with students suspected of using, possessing, being
under the influence, or distributing controlled substances in the center, up to and
including expulsion and referral for prosecution.

Disseminate to students, parents/guardians and staff the Joint Operating
Committee policy and administrative regulations governing student abuse of
controlled substances.

Provide education concerning the dangers of abusing controlled substances.

Establish procedures for education and readmission to the center of students
convicted of offenses involving controlled substances.
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SC 1303-A

5. Guidelines

Incidents of possession, use and sale of controlled substances by any person on
school property shall be reported to the Office of Safe Schools on the required form
at least once each year.

In all cases involving students and controlled substances, the need to protect the
educational community from undue harm and exposure to drugs shall be recognized.

No student may be admitted to a program that seeks to identify and rehabilitate the
potential abuser without the intelligent, voluntary and aware consent of the student
and his/her parent/guardian.

In addition to action taken by the center, students in violation of this policy may be
subject to disciplinary action through their home school district.

Reasonable Suspicion/Testing

If based on the student's behavior, medical symptoms, vital signs or other observable
factors, the building administrator has reasonable suspicion that the student is under
the influence of a controlled substance, the student may be required to submit to
drug or alcohol testing. The testing may include but is not limited to the analysis of
blood, urine, saliva, or the administration of a Breathalyzer test.

References:
School Code — 24 P.S. Sec. 1850.1, 1303-A
State Board of Education Regulations — 22 PA Code Sec. 12.3, 403.1

PA Controlled Substance, Drug, Device and Cosmetic Act — 35 P.S. Sec.
780-101 et seq.

Steroids — 35 P.S. Sec. 807.1 et seq.

PA Civil Immunity of School Officers/Employees Relating to Drug or Alcohol
Abuse — 42 Pa. C.S.A. Sec. 8337

Controlled Substances Act — 21 U.S.C. Sec. 801 et seq.

Joint Operating Committee Policy — 000, 122, 210, 218, 233

Page 3 of 3




CENTRAL

No. 228

SECTION:  PUPILS

TITLE: STUDENT GOVERNMENT

WESTMORELAND

CAREER AND

ADOPTED: January 21, 2009

REVISED:

TECHNOLOGY

CENTER

1. Purpose

2. Authority
SC 511, 1850.1

SC511
3. Delegation of

Responsibility

SC511
Pol. 618

228. STUDENT GOVERNMENT

The Joint Operating Committee acknowledges the importance of offering students
the opportunity to participate in self government within the center.

The purpose of student government shall be to develop student leadership, provide a
learning experience in democratic decision-making and offer another avenue toward
the realization of goals.

The Joint Operating Committee establishes that students shall have the right to
organize, conduct meetings, elect officers and representatives, and petition the Joint
Operating Committee.

The charter, constitution or bylaws of the organization for student government shall
be duly adopted by the members of the student body it represents and approved by
the Joint Operating Committee.

The Joint Operating Committee shall appoint a qualified member of the faculty to
serve as an advisor for student government activities.

The Administrative Director or designee shall establish rules and administrative
regulations to implement this policy which:

1. Assure that all students have equal access to the student government and an
equal opportunity to vote and hold office.

2. Require fiscal accountability and adherence to Joint Operating Committee policy
for all financial aspects of student government activity.

3. Require that decisions made and actions taken by the student government
organization, in accordance with and within the scope of its constitution, shall
not be voided or vetoed by any staff member.
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References:
School Code — 24 P.S. Sec. 511, 1850.1

Joint Operating Committee Policy — 618
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229. STUDENT FUNDRAISING
The Joint Operating Committee acknowledges that solicitation of funds from
students must be limited because compulsory attendance laws make the student a
captive donor and such solicitation may disrupt the educational program of the
center.

For purposes of this policy, student fundraising shall include solicitation and
collection of money by students in exchange for goods or services.

The Joint Operating Committee prohibits the collection of money by a student for
personal benefit in the school building, on school property or at any school-
sponsored activity.

Collection of money by approved school organizations may be permitted by the
building administrator.

Collections by students on behalf of school organizations outside the school may be
permitted only by the Administrative Director.

The Administrative Director or designee shall establish rules and administrative
regulations to implement this policy which:

1. Limit the number of fundraisers in a year for any group.

2. Describe permitted methods of solicitation that do not place undue pressure on
students or patrons.

3. Limit the kind and amount of advertising for solicitation.

The building administrator shall distribute this policy and relevant procedures to
each student organization granted permission to solicit funds.

Funds solicited shall be controlled by Policy 618.
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5. Guidelines Money Drives And Contests

The student body shall not be used as a vehicle for advertisement, political
campaigning, distributing literature, raffles, or collections of funds.

No individual student or group of students may participate in a contest or

achievement program of any kind as a representative of the center without the
approval of the Administrative Director.

References:
School Code — 24 P.S. Sec. 511

Joint Operating Committee Policy — 000, 122, 618
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230. PUBLIC PERFORMANCES BY STUDENTS

The Joint Operating Committee recognizes the value of students sharing their talents
and skills with the community through student participation and performances in
public events. Performances by students shall include participation in parades and
civic events as well as student and school-initiated activities such as conferences and
contests.

The Joint Operating Committee endorses public performances by students when they
constitute a learning experience that contributes to the educational program; they do
not interfere with other scheduled activities; and the circumstances of the event do
not pose a threat to the health, safety or well-being of the students who are involved.

Requests for public performances by students, individually or in groups in the name
of the center, shall require the approval of the Administrative Director, upon written
request and with reasonable prior notice.

If the participation requires that students must leave the school area for an overnight
activity, the approval of the Joint Operating Committee will be required.

The Administrative Director or designee shall develop administrative regulations to
implement this policy.

Parental permission shall be sought and received before students may participate in
any public performance.

No student, group of students, or employees of this Joint Operating Committee may
receive compensation for a public performance of students organized as school
representatives.

The interests of students shall be protected and guarded against exploitation.

References:

School Code — 24 P.S. Sec. 1850.1
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231. SOCIAL EVENTS AND CLASS TRIPS

The Joint Operating Committee recognizes the value of student social events and
class trips in enhancing and enriching the school experience for students.

The Joint Operating Committee shall make school facilities available and provide
appropriate staff for social events within the center's facilities that have been
approved by the building administrator.

Class trips and social events that take place outside of school facilities require
approval by the Joint Operating Committee.

As voluntary participants in school social events and class trips, students shall be
held responsible for compliance with Joint Operating Committee policies and the
center's rules. Infractions of those policies and rules will be subject to the same
disciplinary measures applied during the regular school program.

Participation in school events is not a right and may be denied to any student who
has demonstrated disregard for the policies and rules of the center.

The Administrative Director shall develop administrative regulations for the conduct
of student social events and class trips which include the following:

1. Designation of a staff member who shall be the Joint Operating Committee
employee responsible for the event.

2. Provision of adequate adult supervision or police protection, as required by the
circumstances of the event.

3. Formulation of rules and regulations governing the conduct and safety of all
participants and distribution of such rules and regulations to all students and
adults involved.
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References:

School Code — 24 P.S. Sec. 511, 517, 1850.1
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232. STUDENT INVOLVEMENT IN DECISION-MAKING

The Joint Operating Committee believes that students should participate in the
governance of school activities at levels appropriate to their ages and competencies
because as an institution fundamental to the operation of a democratic society, the
center should strive to exemplify the democratic ideal of citizen participation in
decision-making, and students are a valuable resource whose contributions can aid
and benefit the programs of the center.

The Joint Operating Committee directs that students be invited to participate in
activities appropriate to their maturity and competency, leading to administrative
decision-making.

Suggestions for improvement of the school may be offered by any student, provided
they are of a constructive nature and contribute toward the realization of the center's
educational goals.

The Administrative Director or designee shall develop rules to implement this policy
which:

1. Provide for submission, consideration, and response to constructive student
suggestions.

2. Ensure that student participation is fairly representational of the whole student
body.

3. Ensure that the student voice and vote in decision-making is fairly balanced with
those of faculty, administration and community members.

References:

School Code — 24 P.S. Sec. 1850.1
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SECTION:  PUPILS

CENTRAL
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TECHNOLOGY I
CENTER
233. SUSPENSION AND EXPULSION
1. Authority Students shall be suspended or expelled by action of the Board or a committee of the
SC 1318 Board at the home school. The Joint Operating Committee shall be informed of
gét(!e12226 s suspensions and expulsions by the Administrative Director or designee.

References:
School Code — 24 P.S. Sec. 1318, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 12.3, 12.6, 12.7, 12.8,
14.143

Local Agency Law — 2 Pa. C.S.A. Sec. 101 et seq.
Individuals With Disabilities Education Act — 20 U.S.C. Sec. 1400 et seq.

Individuals With Disabilities Education, Title 34, Code of Federal Regulations —
34 CFR Part 300
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234. PREGNANT/MARRIED STUDENTS

A student who is eligible to attend programs in the center shall not be denied an
educational or vocational program solely because of marital status, pregnancy,
pregnancy-related disabilities, parenthood or potential parenthood.

The Joint Operating Committee reserves the right to require as a prerequisite for
attendance in the regular classes and participation in the extracurricular program of
the center that each pregnant student present to the Administrative Director or
designee a licensed physician's written statement that such activity will not be
injurious to her health nor jeopardize her pregnancy. The statement may indicate the
date of the expected birth.

In order to receive credit for the school year, the student must satisfactorily complete
the work prescribed by the teachers and approved by the administration.

A pregnant student whose mental or physical condition prevents her from attending
regular classes, when such condition is certified by a licensed physician, may be
assigned to an alternate educational program.

A student who has received an alternate educational program for reasons associated
with her pregnancy shall be readmitted to the regular center program upon her
request and the written statement of a licensed physician that she is physically fit to
do so.

The Administrative Director or designee shall develop administrative regulations for
implementing this policy which include:

1. Offering counseling services to help students plan their future.
2. Cooperation with community resources to assist students.

3. Development of a curriculum for the alternate educational program to which the
pregnant student may be assigned on her request.
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4. Designation of a qualified staff member to act upon the licensed physician's
statement regarding the examination and health of a pregnant student.

References:
School Code — 24 P.S. Sec. 1326, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 12.1
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235. STUDENT RIGHTS/SURVEYS

This policy sets forth guidelines by which student rights and responsibilities are
determined, consistent with law and regulations.

Personal information means individually identifiable information including a
student’s or parent's/guardian’'s name, address, telephone number, or social security
number.

The Joint Operating Committee has the authority and responsibility to establish
reasonable rules and regulations for the conduct and deportment of its students. At
the same time, no student shall be deprived of equal treatment and equal access to
the educational program, due process, a presumption of innocence, and free
expression and association, in accordance with Joint Operating Committee policy
and center rules.

Surveys conducted by outside agencies, organizations and individuals shall be
approved by the Joint Operating Committee, based on the Administrative Director's
recommendation, prior to administration to students.

Attendant upon the rights established for each student are certain responsibilities,
which include regular attendance; conscientious effort in classroom work and
homework; conformance to Joint Operating Committee policies and center rules and
regulations; respect for the rights of students, administrators, and others; and
expression of ideas and opinions in a respectful manner.

A listing of students’ rights and responsibilities shall be included in the Code of
Student Conduct, which shall be distributed annually to students and
parents/guardians.

A student who has reached the age of eighteen (18) years possesses the full rights of
an adult and may authorize those school matters previously handled by a
parent/guardian.
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Pol. 105.1

20 U.S.C.
Sec. 1232h
Title 22
Sec. 12.41

Title 22
Sec. 4.4

Instructional Materials

The parent/guardian shall be notified annually that all instructional materials,
including teachers' manuals, audiovisuals, and other supplementary instructional
material used in the instructional program shall be available for inspection by the
parents/guardians of students, in accordance with Joint Operating Committee policy.
Instructional materials do not include tests or academic assessments.

Surveys/Evaluations

All surveys and instruments used to collect information from students shall relate to
the center's educational objectives.

The parent/guardian shall be informed of the nature and scope of individual surveys
and their relationship to the educational program of their child and the
parent's/guardian’s right to inspect, upon request, a survey created by a third party
prior to administration or distribution to a student. Such requests shall be in writing
and submitted to the building administrator.

No student shall be required, without written parental consent for students under
eighteen (18) years of age or written consent of emancipated students or those over
eighteen (18) years, to submit to a survey, analysis, or evaluation that reveals
information concerning:

1. Political affiliations or beliefs of student or parent/guardian.

2. Mental and psychological problems of the student or family.

3. Sexual behavior or attitudes.

4. lllegal, antisocial, self-incriminating or demeaning behavior.

5. Critical appraisals of other individuals with whom respondents have close family
relationships.

6. Legally recognized privileged or analogous relationships, such as those with
lawyers, physicians, and ministers.

7. Religious practices, affiliations, or beliefs of the student or parent/guardian.

8. Income, other than that required by law to determine eligibility for participation
in a program or for receiving financial assistance under such program.
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Delegation of
Responsibility

Title 22
Sec. 12.3

However, such survey, analysis or evaluation may be conducted on a voluntary
basis, provided that the student and parent/guardian have been notified of their right
to inspect all related materials and to opt the student out of participation.

The center shall implement procedures to protect student identity and privacy when
a survey contains any of the restricted subject areas listed above.

Collection Of Information For Marketing

The parent/guardian has the right to inspect the material and opt out the student from
participating in any activity that results in the collection, disclosure or use of
personal information for purposes of marketing or selling that information. This does
not apply to the collection, disclosure or use of personal information collected from
students for the exclusive purpose of developing, evaluating, or providing
educational products or services for or to students.

The Administrative Director or designee shall develop and promulgate procedures
consistent with law and Joint Operating Committee policy to ensure that student
rights under specific conditions are properly recognized and maintained.

The Administrative Director or designee shall annually notify the parent/guardian
concerning:

1. Contents of this policy and its availability.
2. Contents of the Code of Student Conduct.

3. Approximate dates that any surveys requesting personal information may be
scheduled.

4. Procedures to request access to survey instruments prior to administration.

5. Procedures for opting students out of participation in surveys.
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References:
School Code — 24 P.S. Sec. 1850.1
No Child Left Behind Act of 2001 — 20 U.S.C. Sec. 1232h

State Board of Education Regulations — 22 PA Code Sec. 4.4, 12.1, 12.2, 12.3, 12.4,
12.9,12.41

Joint Operating Committee Policy — 105.1, 218
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236. STUDENT ASSISTANCE PROGRAM

The Joint Operating Committee is committed to assisting all students to achieve to
their fullest potential.

Student Assistance Program (SAP) - a systematic process using effective and
accountable professional techniques to mobilize school resources to remove the
barriers to learning and, when the problem is beyond the scope of the center, to assist
the parent/guardian and student with information so they may access services within
the community.

The Joint Operating Committee shall provide a Student Assistance Program (SAP)

that assists school employees in identifying issues and providing assistance to
students experiencing difficulties in learning and academic achievement.

The Administrative Director or designee shall develop, implement and monitor a
Student Assistance Program (SAP) that complies with state regulations.
The Student Assistance Program (SAP) shall provide assistance in:

1. Identifying issues that pose a barrier to a student’s learning and/or academic
achievement.

2. Determining whether or not the identified problem lies within the responsibility
of the center.

3. Informing the parent/guardian of a problem affecting the student’s learning
and/or academic achievement.

4. Making recommendations to assist the student and the parent/guardian.

5. Providing information on community resources and options to deal with the
problem.
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6. Establishing links with resources to help resolve the problem.

7. Collaborating with the parent/guardian and agency when students are involved in
treatment through a community agency.

8. Providing a plan for in-school support services for the student during and after
treatment.

References:
School Code — 24 P.S. Sec. 1547
State Board of Education Regulations — 22 PA Code Sec. 12.16, 12.41, 12.42

PA Civil Immunity of School Officers/Employees Relating to Drug or Alcohol
Abuse — 42 Pa. C.S.A. 8337

Family Educational Rights and Privacy Act — 20 U.S.C. Sec. 12329

Family Educational Rights and Privacy, Title 34, Code of Federal Regulations —
34 CFR Part 99
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237. PERSONAL ELECTRONIC DEVICES

The Joint Operating Committee recognizes the use of personally owned electronic
devices by students on school property and at school-sponsored activities and that
the educational process can be enhanced through the “Bring Your Own Device”
program. The Joint Operating Committee adopts this policy to establish guidelines
for the use of personal electronic devices in order to minimize disruptions to and
maintain a safe educational environment.

Personal Technology Devices

Personal Technology Devices shall be defined as any device capable of capturing,
storing, and/or transmitting information including text, audio, and/or video data.
Personal Technology Resources include, but are not limited to, such devices as
cellular devices (those that receive and send messages electronically), digital
cameras, personal digital assistants (PDAS), laptop computers, MP3 players, mobile
devices.

Instructional Time shall be defined as time when a student is in the charge of a
teacher.

Extracurricular Time shall be defined as time when students are participating as a
member of an organized, school-sponsored team or activity.

School-Related Free Time shall be defined as time when students are in the charge
of school employees but not participating in instructional time or extra-curricular
time. Examples of school-related free time include but are not limited to: lunch,
study hall, bus, before or after extra-curricular activities and activity period.

The Joint Operating Committee permits the use of Personal Electronic Devices in
the following situations:
a. During instructional time: Students are permitted to use Personal Electronic
Devices during class time for educational use only and with teacher
permission.
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Pol. 815

2. Delegation of
Responsibility

3. Guidelines
Pol. 218, 233

b. During extra-curricular time: Students are permitted to use Personal
Electronic Devices during extra-curricular time for educational use only and
with coach/sponsor permission.

c. During school-related free time: Students are permitted to us Personal
Electronic Devices during free time for educational use, family
communication, or appropriate personal use in such a matter as not to create
a disruption or annoyance to others.

The Center maintains there is no expectation of privacy for any Personal Technology
Resources connected to the Center’s network or computer system. The Center
reserves the right to preserve the security, integrity and functionality of the network
and computer systems. These rights include but are not limited to monitoring,
inspecting, copying, reviewing or confiscating a Personal Electronic Device when
administration has a reasonable suspicion that a violation of this policy, Center’s
AUP or law has occurred.

The Center shall not be liable for the loss, damage or misuse of any Personal
Electronic Device-brought to the school by a student.

The Administrative Director or designee shall promulgate procedures regarding the
implementation of this policy. The Administrative Director or designee shall
annually notify students, parents/guardians and staff about the Center’s Personal
Electronic Device policy by publishing such policy in the student handbook,
newsletters, posted notices, and/or posting the policy on the Center’s website and
other efficient methods.

Exceptions to the prohibitions set forth in this policy may be made for health, safety
or emergency reasons with prior approval of the building administrator or designee,
or when use is provided for in a student’s individualized education program (IEP).

Access is a privilege, not a right. Violations of this policy by a student shall result in
disciplinary action and confiscation of the Personal Electronic Device, banning the
student from bringing Personal Electronic Devices to school and/or notification of
law authorities if applicable.

Students and parents shall review this policy and its related policy 815 Acceptable
Use of Internet and Internet Safety, prior to obtaining permission or use of a personal
electronic device and shall sign a form acknowledging their receipt and
understanding of their responsibilities related to this policy.

Personal electronic devices used during the instructional day must access the internet
via the Center’s content-filtered wireless network, and not through 2G, 3G, 4G, or
any other content service providers. Personal Electronic Devices are not permitted
to be physically connected to the Center’s wired Ethernet infrastructure.
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Definitions

SC1317.1

Students shall not use any electronic device in a manner that disrupts or detracts
from the educational environment. The JOC prohibits the use of personal electronic
devices to record or otherwise capture audio and/or video of an employee or student
without their consent. The distribution of any unauthorized media will result in
disciplinary action.

Students shall not use Personal Electronic Devices to undermine the academic
integrity of graded tests, homework or school related assignments.

A confiscated Personal Electronic Device shall not be returned until a conference
has been held with a parent/guardian.

The Center’s technology staff is not responsible for personal electronic device
troubleshooting.

Telephone Pagers/Beepers

With prior administrative approval, telephone paging devices/beepers shall be
approved under the following conditions:

1. A student who is a member of a volunteer fire company, ambulance or rescue
squad.

2. A student who has a need for such a device due to the medical condition of an
immediate family member.

3. Other reasons determined appropriate by the building administrator.

Portable Storage Devices

Students shall not be permitted to plug any portable storage device into a school
computer (i.e. USB jump drive) without prior permission from the technology
department.

Unacceptable Devices

Unacceptable devices include but are not limited to gaming consoles, laser pointers,
modems, routers, wireless access points, televisions, dvr units or any other devices
determined by the administration deemed unacceptable.
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References:
School Code — 24 P.S. Sec. 510, 1317.1, 1850.1

Joint Operating Committee Policy — 218, 233, 815
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240. CONTESTS FOR STUDENTS

Participation in interstate, national or regional tournaments, festivals, exhibitions, or
other types of multiple school competitions, as well as contests for individual
students representing the center may be approved by the Administrative Director
and/or Joint Operating Committee in accordance with the terms of this policy.

Participation shall grow out of a broad program of involvement for all students and
shall be regarded in its proper perspective as one of several worthwhile types of
educational experiences. The loss of class time for preparation and competition shall
be kept to a minimum.

No contest or other activity involving awards to students by agencies outside the
school shall be permitted unless approved by the Administrative Director.

The Administrative Director shall not approve any contest unless it has educational
value to the participating students. The Administrative Director shall approve no
contest or activity in the center whose purpose is commercial in nature.

Essay, oratorical, art, and other contests involving student participation shall be
engaged in at the discretion of the Administrative Director.

Long and expensive out-of-state trips during the school year shall not be undertaken,
unless approved by the Joint Operating Committee.

References:
School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 913
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247. HAZING

The purpose of this policy is to maintain a safe, positive environment for students
and staff that is free from hazing. Hazing activities of any type are inconsistent with
the educational goals of the center and are prohibited at all times.

For purposes of this policy, hazing is defined as any activity that recklessly or
intentionally endangers the mental health, physical health or safety of a student or
causes willful destruction or removal of public or private property for the purpose of
initiation or membership in or affiliation with any organization operating under the
sanction of or recognized as an organization by the Joint Operating Committee.
Organization includes any school-sponsored team, club or extracurricular activity.

Endanger the physical health shall include but not be limited to any brutality of a
physical nature, such as whipping; beating; branding; forced calisthenics; exposure
to the elements; forced consumption of any food, alcoholic beverage, drug, or
controlled substance; or other forced physical activity that could adversely affect the
physical health or safety of the individual.

Endanger the mental health shall include but not be limited to any activity that
would subject an individual to extreme mental stress, such as prolonged sleep
deprivation, forced prolonged exclusion from social contact, forced conduct which
could result in extreme embarrassment, or any other forced activity which could
adversely affect the mental health or dignity of the individual.

Any hazing activity, whether by an individual or a group, shall be presumed to be a
forced activity, even if a student willingly participates.

The Joint Operating Committee does not condone any form of initiation or
harassment, known as hazing, as part of any school-sponsored student activity. No
student, sponsor, volunteer, chaperone or center employee shall plan, direct,
encourage, assist or engage in any hazing activity.
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4. Delegation of
Responsibility

5. Guidelines

The Joint Operating Committee directs that no administrator, sponsor, volunteer,
chaperone or center employee shall permit, condone or tolerate any form of hazing.

The center will investigate all complaints of hazing and will administer appropriate
discipline to any individual who violates this policy.

The Joint Operating Committee encourages students who have been subjected to
hazing to promptly report such incidents to the Administrative Director or designee.

The Administrative Director or designee shall investigate promptly all complaints of
hazing and administer appropriate discipline to any individual who violates this

policy.

Students, administrators, teachers, sponsors, volunteers, chaperones, and center
employees shall be alert to incidents of hazing and shall report such conduct to the
Administrative Director or designee.

The center shall annually inform students, parents/guardians, sponsors, volunteers,
chaperones and staff that hazing of students is prohibited, by means of distribution
of written policy, publication in handbooks or verbal instructions by the sponsor at
the start of the season or program.

Complaint Procedure

1. When a student believes that s/he has been subject to hazing, the student shall
promptly report the incident, orally or in writing, to the Administrative Director
or designee.

2. The Administrative Director or designee shall conduct a timely, impartial,
thorough, and comprehensive investigation of the alleged hazing.

3. The Administrative Director or designee shall prepare a written report
summarizing the investigation and recommending disposition of the complaint.
Findings of the investigation shall be provided to the complainant, the accused,
and others directly involved, as appropriate.

4. If the investigation results in a substantiated finding of hazing, the
Administrative Director or designee shall recommend appropriate disciplinary
action, as circumstances warrant, in accordance with the Code of Student
Conduct. Additionally, the student may be subject to disciplinary action by the
sponsor, up to and including removal from the activity.
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If the investigation results in a substantiated finding that a sponsor affiliated with
the activity planned, directed, encouraged, assisted, condoned or ignored any
form of hazing, s/he will be disciplined appropriately. Discipline could include

dismissal from the position as sponsor.

References:

School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 122
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248. UNLAWFUL HARASSMENT

The Joint Operating Committee strives to provide a safe, positive learning climate
for students in the center. Therefore, it shall be the policy of the center to maintain
an educational environment in which harassment in any form is not tolerated.

The Joint Operating Committee prohibits all forms of unlawful harassment of
students and third parties by all students and staff members, contracted individuals,
vendors, volunteers, and third parties in the center. The Joint Operating Committee
encourages students and third parties who have been harassed to promptly report
such incidents to the designated employees.

The Joint Operating Committee directs that complaints of harassment shall be
investigated promptly, and corrective action be taken when allegations are
substantiated. Confidentiality of all parties shall be maintained, consistent with the
center's legal and investigative obligations.

No reprisals nor retaliation shall occur as a result of good faith charges of
harassment.

For purposes of this policy, harassment shall consist of verbal, written, graphic or
physical conduct relating to an individual's race, color, national origin/ethnicity, sex,
age, disability, sexual orientation or religion when such conduct:

1. Issufficiently severe, persistent or pervasive that it affects an individual's ability
to participate in or benefit from an educational program or activity or creates an
intimidating, threatening or abusive educational environment.

2. Has the purpose or effect of substantially or unreasonably interfering with an
individual's academic performance.

3. Otherwise adversely affects an individual's learning opportunities.
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29 CFR
Sec. 1604.11 (a)

4. Delegation of
Responsibility
Pol. 103

For purposes of this policy, sexual harassment shall consist of unwelcome sexual
advances; requests for sexual favors; and other inappropriate verbal, written, graphic
or physical conduct of a sexual nature when:

1. Submission to such conduct is made explicitly or implicitly a term or condition
of a student's academic status.

2. Submission to or rejection of such conduct is used as the basis for academic or
work decisions affecting the individual.

3. Such conduct deprives a student of educational aid, benefits, services or
treatment.

4. Such conduct is sufficiently severe, persistent or pervasive that it has the purpose
or effect of substantially interfering with the student's school performance or
creating an intimidating, hostile or offensive educational environment.

Examples of conduct that may constitute sexual harassment include but are not
limited to sexual flirtations, advances, touching or propositions; verbal abuse of a
sexual nature; graphic or suggestive comments about an individual's dress or body;
sexually degrading words to describe an individual; jokes; pin-ups; calendars;
objects; graffiti; vulgar statements; abusive language; innuendoes; references to
sexual activities; overt sexual conduct; or any conduct that has the effect of
unreasonably interfering with a student's ability to work or learn or creates an
intimidating, hostile or offensive learning or working environment.

In order to maintain an educational environment that discourages and prohibits
unlawful harassment, the Joint Operating Committee designates the Administrative
Director as the center's Compliance Officer.

Each staff member shall be responsible to maintain an educational environment free
from all forms of unlawful harassment.

Each student shall be responsible to respect the rights of their fellow students and
center employees and to ensure an atmosphere free from all forms of unlawful
harassment.

The building administrator shall be responsible to complete the following duties
when receiving a complaint of unlawful harassment:

1. Inform the student or third party of the right to file a complaint and the complaint
procedure.
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5. Guidelines

2. Inform the complainant that s/he may be accompanied by a parent/guardian
during all steps of the complaint procedure.

3. Notify the complainant and the accused of the progress at appropriate stages of
the procedure.

4. Refer the complainant to the Compliance Officer if the building administrator is
the subject of the complaint.

Complaint Procedure — Student/Third Party

Step 1 — Reporting

A student or third party who believes s/he has been subject to conduct that
constitutes a violation of this policy is encouraged to immediately report the incident
to the building administrator or a center employee in written or verbal form.

Prior to reporting the incident, the complainant shall not be required to have initially
confronted the accused.

An employee of the center who suspects or is notified that a student has been subject
to conduct that constitutes a violation of this policy shall immediately report the
incident to the building administrator, together with a statement providing
background information regarding the incident.

If the building administrator is the subject of a complaint, the student, third party or
employee shall report the incident directly to the Compliance Officer.

The complainant or reporting employee is encouraged to use the report form
available from the building administrator, but oral complaints shall be acceptable.

Verbal complaints may be put in writing by the complainant, which shall be signed
by the complainant. If the complainant chooses not to sign a written complaint for
any reason, an investigation of the complaint shall still be made.

Step 2 - Investigation

Upon receiving a complaint of unlawful harassment, the building administrator shall
immediately notify the Compliance Officer. The building administrator shall
promptly initiate an investigation into the complaint, unless the building
administrator is the subject of the complaint or is unable to conduct the
investigation.
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The investigation may consist of individual interviews with the complainant, the
accused, and others with knowledge relative to the incident. The investigator may
also evaluate any other information and materials relevant to the investigation.

The obligation to conduct this investigation shall not be negated by the fact that a
criminal investigation of the incident is pending or has been concluded.

Step 3 — Investigative Report

The building administrator shall prepare appropriate findings, written determinations
and recommendations, including any discipline, as soon as practicable. The
investigation should, however, be concluded within fifteen (15) days, unless
additional time to complete the investigation is required.

Upon conclusion of the investigation, the building administrator will deliver written
recommendations to the complainant, the accused, and the Compliance Officer.

Step 4 — Action of Center

If the investigation results in a finding that the complaint is factual and constitutes a
violation of this policy, the center shall take prompt, corrective action to ensure that
such conduct ceases and will not recur.

If the results of the investigation are indeterminate or unfounded, a record of the
investigation, with findings, will be maintained by the center, separate and apart
from any student file. If discipline is imposed, a record of discipline will be
maintained in the same manner as other disciplinary actions.

Disciplinary actions shall be consistent with the Code of Student Conduct, Joint
Operating Committee policies and the center's procedures, applicable collective
bargaining agreements, and state and federal laws.

If it is concluded that a student has knowingly made a false complaint under this
policy, such student shall be subject to disciplinary action.

Appeal Procedure

1. If the complainant is not satisfied with a finding of no violation of the policy or
with the corrective action recommended in the investigative report, s/he may
submit a written appeal to the Compliance Officer within fifteen (15) days.

2. The Compliance Officer shall review the investigation and the investigative
report and may also conduct a reasonable investigation.
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3. The Compliance Officer shall prepare a written response to the appeal within
fifteen (15) days. Copies of the response shall be provided to the complainant,
the accused and the building administrator who conducted the initial
investigation.

Enforcement

The Compliance Officer shall take appropriate action to reinforce the center’s
unlawful harassment policy, which shall include:

1. Providing staff with information at the beginning of each school year.

2. Providing student instruction about unlawful harassment at least once each
school year.

On an as-needed basis, all teachers, counselors and administrators shall instruct
students on the procedures for reporting unlawful harassment within the educational
setting.

This policy and the complaint procedure shall:

1. Beincluded in the notifications, handbooks and/or other publications that are
disseminated to students, parents/guardians, employees, independent contractors,
vendors and the public at the beginning of each school year.

2. Be displayed in a prominent location near the guidance office.

3. Be provided as part of any orientation program conducted for new students upon
enrollment.

4. Appear in any school publication that sets forth the center’s comprehensive
rules, regulations, procedures, and standards of conduct.

The publication shall include the position, office address and telephone number of
the Compliance Officer.
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References:
Pennsylvania Human Relations Act — 43 P.S. Sec. 951 et seq.
Federal Anti-Discrimination Law — 20 U.S.C. Sec. 1681 et seq. (Title IX)
Harassment Regulations and Guidelines
Code of Federal Regulations — 29 CFR Sec. 1604.11(a), 1606.8(a)
Federal Register — 66 Fed. Reg. 5512

Joint Operating Committee Policy — 103, 806
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248. ATTACHMENT

REPORT FORM FOR COMPLAINTS OF UNLAWFUL HARASSMENT

Complainant:
Home Address:

Home Phone:

Date of Alleged Incident(s):

Alleged harassment was based on: (circle those that apply)

Race Color National Origin
Sex Age Disability
Religion Sexual Orientation

Name of person you believe violated the Joint Operating Committee's unlawful harassment
policy:

If the alleged harassment was directed against another person, identify the other person:

Describe the incident as clearly as possible, including what force, if any, was used; verbal
statements (i.e. threats, requests, demands, etc.); what, if any, physical contact was involved.
Attach additional pages if necessary:

When and where incident occurred:

List any witnesses who were present:

This complaint is based on my honest belief that has harassed me
or another person. | certify that the information | have provided in this complaint is true, correct
and complete to the best of my knowledge.

Complainant's Signature Date

Received By Date
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249. BULLYING/CYBERBULLYING

The Joint Operating Committee is committed to providing a safe, positive learning
environment for its students. The Joint Operating Committee recognizes that
bullying creates an atmosphere of fear and intimidation, detracts from the safe
environment necessary for student learning, and may lead to more serious violence.
Therefore, the Joint Operating Committee prohibits bullying by students.

Bullying means an intentional electronic, written, verbal or physical act or series of
acts directed at another student or students, which occurs in a school setting and/or
outside a school setting, that is severe, persistent or pervasive and has the effect of
doing any of the following:

1. Substantial interference with a student’s education.

2. Creation of a threatening environment.

3. Substantial disruption of the orderly operation of the school.

Bullying, as defined in this policy, includes cyberbullying.

School setting means in the school, on school grounds, in school vehicles, at a
Sgﬁi)%r}ated bus stop or at any activity sponsored, supervised or sanctioned by the

The Joint Operating Committee prohibits all forms of bullying by students.

The Joint Operating Committee encourages students who have been bullied to
promptly report such incidents to the building administrator or designee.

The Joint Operating Committee directs that complaints of bullying shall be
investigated promptly, and corrective action shall be taken when allegations are
verified. Confidentiality of all parties shall be maintained, consistent with the
center’s legal and investigative obligations. No reprisals or retaliation shall occur as
a result of good faith reports of bullying.
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4. Delegation of

Responsibility

SC 1303.1-A

SC 1303.1-A

SC 1303.1-A

. Guidelines

SC 1303.1-A
Title 22

Sec. 12.3
Pol. 218

SC 1302-A,
1303.1-A
Pol. 236

SC 1303.1-A
Pol. 218, 233

Each student shall be responsible to respect the rights of others and to ensure an
atmosphere free from bullying.

The Administrative Director or designee shall develop administrative regulations to
implement this policy.

The Administrative Director or designee shall ensure that this policy and
administrative regulations are reviewed annually with students.

The Administrative Director or designee, in cooperation with other appropriate
administrators, shall review this policy every three (3) years and recommend
necessary revisions to the Joint Operating Committee.

The administration shall annually provide the following information with the Safe
School Report:

1. Joint Operating Committee’s Bullying Policy.
2. Report of bullying incidents.

3. Information on the development and implementation of any bullying prevention,
intervention or education programs.

The Code of Student Conduct, which shall contain this policy, shall be disseminated
annually to students.

This policy shall be accessible in every classroom. The policy shall be posted in a
prominent location within the school building and on the web site, if available.

Education
The center may develop and implement bullying prevention and intervention
programs. Such programs shall provide staff and students with appropriate training

for effectively responding to, intervening in and reporting incidents of bullying.

Consequences For Violations

A student who violates this policy shall be subject to appropriate disciplinary action
consistent with the Code of Student Conduct, which may include:

1. Counseling within the center.
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2. Parental conference.

3. Loss of school privileges.

4. Exclusion from school-sponsored activities.
5. Detention.

6. Suspension.

7. Expulsion.

8. Counseling/Therapy outside of the center.

9. Referral to law enforcement officials.

References:
School Code — 24 P.S. Sec. 1302-A, 1303.1-A
State Board of Education Regulations — 22 PA Code Sec. 12.3

Joint Operating Committee Policy — 000, 218, 233, 236, 248
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CENTRAL

No. 250

SECTION:  PUPILS

TITLE: STUDENT RECRUITMENT

WESTMORELAND

CAREER AND

ADOPTED: January 21, 2009

REVISED:

TECHNOLOGY

CENTER

1. Authority
51P.S.

Sec. 20221 et seq

10 U.S.C.
Sec. 503
20 U.S.C.
Sec. 7908

2. Guidelines
10 U.S.C.
Sec. 503
20 U.S.C.
Sec. 7908

51P.S.
Sec. 20222
10 U.S.C.
Sec. 503
20 U.S.C.
Sec. 7908

51P.S.
Sec. 20222

3. Delegation of
Responsibility

250. STUDENT RECRUITMENT

In accordance with law, the Joint Operating Committee shall permit disclosure of
required student information about secondary students to representatives of
postsecondary institutions and to representatives of the armed forces of the United
States.

Equitable access to secondary students shall be granted to postsecondary education
representatives, military recruiters and prospective employers.

Postsecondary institutions and military recruiters shall have access to secondary
students’ names, addresses and telephone numbers, unless the student or
parent/guardian requests that such information not be released without prior written
parental consent.

The center shall notify parents/guardians of the right of the secondary student or
parent/guardian to request that student information not be released to representatives
of postsecondary institutions and/or military recruiters without prior written parental
consent.

The center shall provide a list of graduating seniors, which shall be available to
military recruiters by the first day of the academic year of graduation.

The Administrative Director shall determine under what conditions and when access
to secondary students will be provided to representatives of postsecondary
institutions, military recruiters and prospective employers.

The Administrative Director reserves the right to deny access to students when such
access will materially and substantially interfere with the proper and orderly
operation of the center.
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51 P.S. The Administrative Director or designee shall notify parents/guardians prior to the
Sec. 20222 end of the student’s junior year about the provisions of this policy. The notice shall
include:

1. Notice that the center routinely discloses names, addresses and telephone
numbers of junior and senior students to postsecondary institutions and military
recruiters, subject to a parent’s/guardian’s or secondary student’s request not to
disclose such information without prior written parental consent.

2. Explanation of the parent’s/guardian’s or secondary student’s right to request
that information not be disclosed without prior written parental consent.

3. Procedures for how the parent/guardian or secondary student can opt out of the

public, nonconsensual disclosure of such information, and the method and
timeline for doing so.

References:

State Board of Education Regulations — 22 PA Code Sec. 403.1

Military Affairs — 51 P.S. Sec. 20221 et seq.

National Defense Authorization Act for Fiscal Year 2002 — 10 U.S.C. Sec. 503

No Child Left Behind Act — 20 U.S.C. Sec. 7908
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CENTRAL

No. 301

SECTION: EMPLOYEES

TITLE: CREATING A POSITION

WESTMORELAND

CAREER AND

ADOPTED: February 18, 2009

REVISED:

TECHNOLOGY

CENTER

1. Authority

SC 1850.1
Title 22
Sec. 4.4

SC 1142
Pol. 328

301. CREATING A POSITION

Positions for administrative, professional and support employees shall be established
by the Joint Operating Committee in order to provide the effective leadership and
management necessary to operate the center and to provide quality educational
programs and services, consistent with the needs of the center and the resources of
the community.

The need for creating positions shall be determined by the Joint Operating
Committee, based on the recommendation of the Administrative Director. The Joint
Operating Committee reserves for itself the final determination of the number and
type of staff positions deemed necessary for effective management and operation of
the center.

The initial salary or salary range for a new position shall be determined by the Joint
Operating Committee when creating the position, based upon the recommendation of
the Administrative Director and supporting documentation.

In the exercise of its authority to create a new position, the Joint Operating
Committee shall give primary consideration to the following:

1. Effective management of the center’s programs.
2. Number of students enrolled.

3. Special needs of students.

4. Operational needs of the center.

5. Financial resources of the center.

The Administrative Director shall be responsible for recommending a new or
additional administrative, professional or support position.
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2. Delegation of
Responsibility

Pol. 104

Recommendations for a new or additional position shall include:

1. Job description clearly stating the duties for which the position was created.

2. Title that conforms with the appropriate certificate if certification is required.

3. Supporting data and other rationale relevant to the recommendation.

The Joint Operating Committee may, through the Superintendent, seek the advice of
administrative staff when creating a new position or increasing the number of
employees in existing positions.

The Administrative Director or designee shall prepare and maintain a comprehensive
and up-to-date job description for all positions in the center. Job descriptions shall be

prepared in accordance with relevant federal and state laws and regulations and,
once approved, shall be made available to employees.

References:
School Code — 24 P.S. Sec. 1142, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 4.4

Joint Operating Committee Policy — 104, 328
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CENTRAL

No. 302

SECTION: EMPLOYEES

TITLE: EMPLOYMENT OF
ADMINISTRATIVE DIRECTOR/

WESTMORELAN D ASSISTANT ADMINISTRATIVE
CAREER AND

TECHNOLOGY

CENTER

DIRECTOR
ADOPTED: February 18, 2009

REVISED:

1. Authority
SC 1850.1

SC 1850.1

2. Guidelines

Pol. 104

SC 1804
Title 22
Sec. 49.163

302. EMPLOYMENT OF ADMINISTRATIVE DIRECTOR/ASSISTANT
ADMINISTRATIVE DIRECTOR

The Joint Operating Committee places the primary responsibility and authority for
the administration of the center in the Administrative Director and Assistant
Administrative Director. Therefore, selection of an Administrative Director or
Assistant Administrative Director is critical to the effective leadership and
management of the center.

When the position of Administrative Director or Assistant Administrative Director
becomes vacant, the Joint Operating Committee shall elect an Administrative
Director or Assistant Administrative Director by a majority vote of all members of
the Joint Operating Committee and shall set the compensation and term of office.

The Joint Operating Committee shall actively seek the best qualified and most
capable candidate for the position of Administrative Director. It may be aided in this
task by a committee of Joint Operating Committee members and/or the services of
professional consultants.

The Joint Operating Committee shall seek applicants for the position of Assistant
Administrative Director by nomination of the Administrative Director.

Recruitment

Recruitment procedures shall be prepared in advance of the search and may include
the following:

1. Preparation of a job description for the position, written in accordance with the
requirements of federal and state laws and regulations.

2. Preparation of written qualifications, in addition to applicable state requirements,
for all applicants.

3. Preparation of informative material describing the center and its educational
goals and vocational technical programs.
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Pol. 104

SC111

Title 22

Sec. 8.1 et seq
23 Pa. C.S.A.
Sec. 6301 et seq

SC 1850.1

4. Solicitation of applications from a geographical area large enough to ensure a
range of backgrounds and experience.

5. Opportunity for applicants to visit the center, at the Joint Operating Committee’s
invitation.

6. Recruitment and evaluation of candidates in accordance with Joint Operating
Committee policy and state and federal law.

A screening process shall be established that ensures the Joint Operating Committee
has an opportunity to interview a sufficient number of candidates so that an
appropriate range of choices is available for final selection.

The Joint Operating Committee shall determine prior to interviewing finalists which
expenses associated with such interviews will be reimbursed by the center.

Employment

A candidate shall not be employed until the individual has complied with the
mandatory background check requirements for criminal history and child abuse and
the center has evaluated the results of that screening process.

An individual shall not be employed as Administrative Director or Assistant
Administrative Director unless s/he has signed an employment contract or has been
employed by Joint Operating Committee resolution, either of which may include:

1. Term for which employment is contracted, including beginning and ending
dates.

2. Salary contracted and the intervals at which it will be paid.
3. Benefits to which the employee is entitled.
4. Statement of mutually agreeable evaluation procedures.

5. Procedures for resolving misunderstandings or disagreements.
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SC 1418

Title 28

Sec. 23.43, 23.44,
23.45

42 U.S.C.

Sec. 12112

After receiving an offer of employment but prior to beginning employment, the
candidate shall undergo medical examinations, as required by law and as the Joint
Operating Committee may require.

A candidate's misstatement of fact material to qualifications for employment or
determination of salary shall constitute grounds for dismissal by the Joint Operating
Committee.

References:
School Code — 24 P.S. Sec. 108, 111, 1418, 1804, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 8.1 et seq., 49.163,
49.171

State Department of Health Regulations — 28 PA Code Sec. 23.43, 23.44, 23.45
Criminal History Record Information Act — 18 Pa. C.S.A. Sec. 9125

Child Protective Services Law — 23 Pa. C.S.A. Sec. 6301 et seq.

Americans With Disabilities Act — 42 U.S.C. Sec. 12101 et seq.

Joint Operating Committee Policy — 104

Articles of Agreement
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No. 302.1

SECTION: EMPLOYEES

CENTRAL
WESTMORELAND T OMINISTRATOR
CAREER AN D ADOPTED: February 18, 2009
TECHNOLOGY REVISED:

CENTER

302.1. CHIEF SCHOOL ADMINISTRATOR

1. Authority The Chief School Administrator shall be the Intermediate Unit Executive Director.
Articles of
Agreement

2. Delegation of The Chief School Administrator shall serve as a Superintendent of Record and shall
Responsibility affix his/her signature to all official documents prepared for the career and

technology center that require a Superintendent's signature.

The Chief School Administrator shall discharge the duties regarding the Area
Planning Unit and the Attendance Area, according to requirements listed in the
School Administrators' Handbook.

The Chief School Administrator is responsible for the legal operation of the
vocational technical program.

References:
School Code — 24 P.S. 1850.1
Joint Operating Committee Policy — 003

Avrticles of Agreement
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CENTRAL

No. 304

SECTION: EMPLOYEES

TITLE: EMPLOYMENT OF STAFF

WESTMORELAND

CAREER AND

ADOPTED: February 18, 2009

REVISED:

TECHNOLOGY

CENTER

1. Authority

SC 1850.1
Title 22
Sec. 4.4
Pol. 328

SC 1111

SC 1201

Title 22

Sec. 49.131 et
seq, 339.41

304. EMPLOYMENT OF STAFF

The Joint Operating Committee places substantial responsibility for the effective
management and operation of the center and the quality of the educational program
with its administrative, professional and support employees.

The Joint Operating Committee shall, by a majority vote of all members, approve the
employment; set the compensation; and establish the term of employment for each
administrative, professional and support employee employed by the center.

No teacher shall be employed who is related to any member of the Joint Operating
Committee, as defined in law, unless such teacher receives the affirmative vote of a
majority of all members of the Joint Operating Committee other than the member
related to the applicant, who shall not vote.

The Joint Operating Committee authorizes the use of professional and support
employees prior to Joint Operating Committee approval when necessary to maintain
continuity of the educational program and services. Retroactive employment shall be
recommended to the Joint Operating Committee at the next regular Joint Operating
Committee meeting.

An employee's misstatement of fact material to qualifications for employment or
determination of salary shall constitute grounds for dismissal by the Joint Operating
Committee.

A candidate for employment in the center shall not receive a recommendation for
employment without evidence of his/her certification when such certification is
required.
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SC 111

Title 22

Sec. 8.1 et seq
23 Pa. CS.A.
Sec. 6301 et seq

SC 1204.1

. Delegation of
Responsibility
Pol. 104

42 U.S.C.
Sec. 12112

SC 1201, 1850.1

Title 22

Sec. 49.131 et
seq, 339.41

. Guidelines

A candidate shall not be employed until s/he has complied with the mandatory
background check requirements for criminal history and child abuse and the center
has evaluated the results of that screening process.

The center shall use the Standard Application for Teaching Positions but may
establish and implement additional application requirements for professional
employees.

The Administrative Director or designee shall develop administrative regulations for
recruiting, interviewing, screening, and recommending candidates for employment,
in accordance with Joint Operating Committee policy and state and federal laws and
regulations.

Staff vacancies that represent opportunities for professional advancement or
diversification shall be made known to center employees so they may apply for such
positions.

The Administrative Director or designee may apply necessary screening procedures
to determine a candidate's ability to perform the job functions of the position for
which a candidate is being considered.

The Administrative Director or designee shall seek recommendations from former
employers and others in assessing the candidate's qualifications. Recommendations
and references shall be retained confidentially and for official use only.

Each certificated administrative and professional employee employed by the center

shall be responsible for maintaining a valid certificate when such certificate is
required by law.

Employment Of Administrative Employees

The responsibility for recommending candidates for administrative positions to the
Chief School Administrator and Joint Operating Committee is charged to the
Administrative Director.

Whenever administratively feasible, the procedure for selecting candidates for
administrative staff positions shall be as follows:

1. Review written credentials of all applicants.
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2. Request and review letters of recommendation from former employers if the
candidate is selected for an interview.

3. With the assistance of other administrators, interview qualified applicants and
submit recommendations for employment to the Joint Operating Committee.

4. Each successful candidate will be elected for employment by majority vote of
the Joint Operating Committee with the minutes indicating how each member
voted.

After the election of the successful candidate, the Administrative Director shall
inform the successful and unsuccessful applicants concerning the action of the Joint
Operating Committee. The successful applicant will be required to sign a contract,
one (1) copy of which shall remain in the office of the Administrative Director.

Employment Of Professional Employees

All individuals wishing consideration for employment as professional employees
shall request information and application forms from the office of the Administrative
Director. Completed applications, including letters of reference and transcripts, shall
be necessary before one can expect consideration for employment.

Recruiting And Selecting —

The Administrative Director or designee shall be responsible for recruiting,
interviewing, and screening qualified applicants for all professional positions prior to
making recommendations to the Chief School Administrator.

Application Procedures —

Those individuals calling or writing the Administrative Director’s office and
requesting the opportunity to apply for a position shall be sent the standard
application blank in those areas where vacancies exist. Only when an applicant has
completed and returned his/her application and all required credentials and
references are received will s/he be considered an eligible candidate for a position.

Interview —
The Administrative Director or designee shall contact applicants and make

arrangements for personal interviews after completed applications have been
returned.
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Qualifications —

The qualifications of candidates shall be ascertained by examination of transcripts,
recommendations and applications, interviews, and visits to or with present
employers or places of employment when such action might seem advisable and
practicable.

Certification —

All professional employees are required to register their certificate with the Chief
School Administrator. The certificate, or evidence thereof, shall be provided to the
Administrative Director before starting in the local school office and will then be
returned to the employee. A certificate is not valid until it has been registered with
the Chief School Administrator.

Employment Of Support Employees

The Administrative Director shall have the responsibility of recommending all
candidates for support employment. Nominees shall meet all qualifications
established by law and the Joint Operating Committee.

Candidates will be recommended for support employment based on references,
experience, and training.

References:
School Code — 24 P.S. Sec. 108, 111, 1089, 1111, 1142, 1201, 1204.1, 1804, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 4.4, 8.1 et seq.,
49.131 et seq., 339.41, 403.2, 403.4, 403.5

Criminal History Record Information Act — 18 Pa. C.S.A. Sec. 9125
Child Protective Services Law — 23 Pa. C.S.A. Sec. 6301 et seq.
Americans With Disabilities Act — 42 U.S.C. Sec. 12101 et seq.
Joint Operating Committee Policy — 000, 104, 328

Avrticles of Agreement
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CENTRAL

No. 305

SECTION: EMPLOYEES

TITLE: EMPLOYMENT OF

WESTMORELAND SUBSTITUTES
CARE ER AN D ADOPTED: February 18, 2009
TECHNOLOGY REVISED:

CENTER

1. Authority

SC 1101, 1148,
1850.1

SC 111

Title 22

Sec. 8.1 et seq
23 Pa. CS.A.
Sec. 6301 et seq

SC 1148

305. EMPLOYMENT OF SUBSTITUTES

Qualified and competent substitutes for professional and support employees shall be
employed by the center in order to provide continuity in the educational programs
and services of the center.

The Joint Operating Committee shall approve annually the names of potential
substitute employees and the positions in which they may substitute.

Additional names may be added to the list of substitutes by the Joint Operating
Committee during the school year.

Approval shall normally be given to the candidates for employment recommended
by the Administrative Director.

Utilization of substitutes prior to approval by the Joint Operating Committee is
authorized when their use is required to maintain continuity in the educational
program and services of the center. Retroactive approval shall be recommended to
the Joint Operating Committee at the next regular Joint Operating Committee
meeting.

A candidate shall not be employed until the individual has complied with the
mandatory background check requirements for criminal history and child abuse and
the center has evaluated the results of that screening process.

A candidate’s misstatement of fact material to qualifications for employment or
determination of salary shall constitute grounds for dismissal by the Joint Operating
Committee.

Compensation

Substitutes shall be paid on a per diem basis at a rate set periodically by the Joint
Operating Committee for the various classes of employees.
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2. Delegation of
Responsibility

The Administrative Director or designee shall develop administrative regulations
and procedures to recruit, screen, assign and evaluate candidates for substitute
employment.

The administration may seek recommendations from former employers and others to
assess the candidate’s qualifications. Recommendations and references shall be
retained confidentially and for official use only.

The Administrative Director or designee shall recommend retention on the Joint
Operating Committee's approved substitute list only for those substitutes who have
satisfactorily performed their duties.

The Administrative Director or designee shall prepare a written statement for all
approved substitutes informing them of their pay rate, employee status, work
schedule, and other matters that enable them to perform their duties to the best of

their ability. A copy of this statement shall be placed in the employee's personnel
file.

References:

School Code — 24 P.S. Sec. 108, 111, 1101, 1148, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 8.1 et seq.
Child Protective Services Law — 23 Pa. C.S.A. Sec. 6301 et seq.

Joint Operating Committee Policy — 000, 104
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CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

No. 307

SECTION: EMPLOYEES

TITLE: STUDENT TEACHERS/
INTERNS

ADOPTED: February 18, 2009

REVISED:

1. Authority

SC 1850.1

SC111

Title 22

Sec. 8.1 et seq
23 Pa. C.S.A.
Sec. 6301 et seq

. Delegation of
Responsibility

SC 1418

Title 28

Sec. 23.43, 23.44,
23.45

Pol. 314

Pol. 907

307. STUDENT TEACHERS/INTERNS

The Joint Operating Committee encourages cooperation with colleges and
universities within the state to assist in the training of student teachers and interns
for vocational technical education.

The Joint Operating Committee establishes the center shall accept student teachers
and interns from accredited institutions with which the center has a cooperative
agreement approved by the Joint Operating Committee.

Student teachers and interns shall not be accepted into the center unless they have
complied with the mandatory background check requirements for criminal history
and child abuse and the center has evaluated the results of those screening processes.

The Administrative Director or designee shall be responsible to assign student
teachers and interns to the center’s programs.

Recommendations for selection of cooperating teachers shall be made by the
building administrator, with the agreement of the college or university supervisor.

Student teachers and interns shall comply with the health examination requirements
of the state and Joint Operating Committee policy applicable to center staff.

While serving in the center, student teachers and interns shall be responsible for their
conduct to the supervising teacher and building administrator.

Student teachers, interns and faculty of other educational institutions shall be offered
the opportunity to visit the center and observe classes and programs. Such observers
must be treated as any other visitor and shall be under the direct supervision of the
building administrator or designee.
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References:

School Code — 24 P.S. Sec. 111, 1418, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 8.1 et seq.

State Department of Health Regulations — 28 PA Code Sec. 23.43, 23.44, 23.45
Child Protective Services Law — 23 Pa. C.S.A. Sec. 6301 et seq.

Joint Operating Committee Policy — 314, 907
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CENTRAL

No. 308

SECTION: EMPLOYEES

TITLE: EMPLOYMENT CONTRACT/

WESTMORELAND JOINT OPERATING
CAREER AND

TECHNOLOGY

CENTER

COMMITTEE RESOLUTION
ADOPTED: February 18, 2009

REVISED:

1. Authority
SC 1089, 1850.1

SC 1121

SC 1108
Pol. 313

SC 1089, 1850.1

308. EMPLOYMENT CONTRACT/JOINT OPERATING COMMITTEE
RESOLUTION

The Joint Operating Committee has the authority under law to prescribe employment
conditions for center personnel.

The Joint Operating Committee directs that certificated and tenured administrative
and professional employees shall sign an employment contract upon employment,
which shall continue in force unless terminated by the employee by written
resignation presented sixty (60) days in advance or terminated by the Joint Operating
Committee in accordance with law. The contract shall specify those issues required
by law.

The Joint Operating Committee directs that temporary professional employees, upon
attaining tenure status, shall sign a contract for professional employees.

The Joint Operating Committee directs that noncertificated administrative and
support employees shall be employed through a contract or Joint Operating
Committee resolution, which may include:

1. Salary at which the individual is employed.

2. Intervals at which salary will be paid.

3. Conditions and length of the probationary period.

4. Provision for termination of contract, on notice duly given.

5. Other information necessary for a full and complete understanding of the
contract or resolution.

The Joint Operating Committee shall be notified promptly of any misunderstanding
arising from the application of a given contract or resolution, or any error in salary
paid to the employee.
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2. Guidelines

Willful misrepresentation of facts material to employment and determination of
salary shall be considered cause for dismissal of the employee.

The terms of a collective bargaining agreement may supersede the specifics of an
individual employee contract or Joint Operating Committee resolution.

Probationary Period — Support Employees

A probationary period may precede permanent employment for support personnel. If
the probationary period is judged to be successful by the employee’s immediate
supervisor, s/he will then be recommended for permanent status.

Resignations — Professional Employees

All resignations shall be submitted in writing to the Administrative Director on the
form provided.

Any professional employee who fails to give a sixty (60) day notice of resignation as
may be stipulated on his/her individual contract or negotiated agreement, whichever
might apply, may have deducted from his/her salary, on a prorata basis, the salary
for the days not worked during the school term.

Letters Of Resignation — Support Employees

Support employees who expect to terminate their services shall express their intent
in writing to the Administrative Director. If retirement is the reason for termination,
the Administrative Director shall process the necessary forms for the employee to
receive benefits.

Whenever possible, letters of resignation should be submitted sixty (60) days prior to
the termination of duties.

References:
School Code — 24 P.S. Sec. 1089, 1108, 1121, 1850.1

Joint Operating Committee Policy — 313
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CENTRAL

No. 309

SECTION: EMPLOYEES

TITLE: ASSIGNMENT AND TRANSFER

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED:

1. Authority

SC 1850.1

23 Pa. C.S.A.
Sec. 6354, 6355

SC 111
Title 22
Sec. 8.2

2. Delegation of
Responsibility

309. ASSIGNMENT AND TRANSFER

The assignment and transfer of administrative, professional and support employees
within the center shall be determined by the management, supervisory, instructional
and operational needs of the center and its programs.

The Joint Operating Committee shall approve the initial assignment of all employees
at the time of employment and when such assignments involve a move to a position
requiring a certificate or credentials other than those required for the employee's
present position.

Each applicant for transfer or reassignment shall be required to submit an official
child abuse clearance statement unless the applicant is applying for a transfer from
one position as a center employee to another position as a center employee and the
applicant has already obtained an official child abuse clearance statement.

Each applicant for transfer or reassignment from a position without direct contact
with students to a position with direct contact shall be required to submit an official
criminal history background check.

The Administrative Director or designee shall provide a system of assignment or
reassignment for employees that includes consideration of requests for voluntary
transfers.

The Administrative Director may, in considering any assignment or transfer, base
the decision on:

1. Need to balance various skills among the programs.
2. Changing student population within the center.
3. Impact of proposed assignment on the center’s programs.

4. Employee's background, experience and preparation for the position.
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5. Employee's success in former positions.
6. Employee's desire for professional growth.

7. Employee's length of service in the center and in the position
presently held.

8. Consultation with and recommendations of those administrators and supervisors
concerned with the situation.

9. Administrative and operational efficiency advanced by the proposed
assignment.

Written notice of vacancies will be posted in the Administrative Director’s office
and other appropriate display areas.

Qualified applicants within the center will be given consideration for any vacancy
for which they qualify and for which they choose to apply. The Joint Operating
Committee will be searching for the best person for each position, however, and will
not restrict itself to selecting from within the center alone.

Employees shall be informed of their assignments as early as possible preceding the
school year in which the assignment will be effective.

This policy shall not prevent reassignment of an employee during the school year for
good cause, as determined by the Joint Operating Committee.

References:
School Code — 24 P.S. Sec. 111, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 8.1 et seq.

Child Protective Services Law — 23 Pa. C.S.A. Sec. 6301 et seq.
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CENTRAL

No. 310

SECTION: EMPLOYEES

TITLE: ABOLISHING A POSITION

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED:

1. Authority

SC 1850.1
Title 22
Sec. 4.4

SC 1124

SC 1124, 1125.1
Pol. 311

SC 1124

310. ABOLISHING A POSITION

The Joint Operating Committee is responsible for providing the administrative,
professional and support staff necessary for implementation of the instructional
programs and the effective operation of the center, and to do so efficiently and

economically.

The Joint Operating Committee recognizes its responsibility to maintain positions
consistent with the management, supervisory, instructional and operational needs of
the center.

In the exercise of its authority to reduce staff or abolish positions, the Joint
Operating Committee shall give primary consideration to the effect upon the
instructional programs and shall ensure that elimination of a program is approved by
the Department of Education.

Reduction in staff as a result of the abolishment of positions shall be in accordance
with law and Joint Operating Committee policy.

Abolishment of positions affecting certificated administrative and professional
employees may occur due to such factors as:

1. Substantial decline in student enroliment.

2. Curtailment or alteration of a program due to a substantiated decline in class or
course enrollments or to conform to standards required by law.

3. Changes in the center’s organization for instruction.

Abolishment of noncertificated administrative and support positions may occur due
to such factors as:

1. Substantial decline in student enroliment.

2. Changes in the center’s organizational structure.
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2. Delegation of
Responsibility

3. Changes in the center’s facilities or technology.
4. Changes in the center’s economic resources.
The Administrative Director shall recommend annually to the Joint Operating

Committee the number of staff positions needed for the center to function efficiently,
including recommending the abolishment of unnecessary positions.

References:
School Code — 24 P.S. Sec. 1124, 1125.1, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 4.4

Joint Operating Committee Policy — 311
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CENTRAL

WESTMORELAND
CAREER AND
TECHNOLOGY

CENTER

No. 311

SECTION: EMPLOYEES
TITLE: SUSPENSIONS/FURLOUGHS
ADOPTED: February 18, 2009

REVISED:

1. Authority
SC 1850.1

SC 524, 1124,
11251,
1850.1

2. Delegation of
Responsibility

SC 1123
Pol. 313

SC 1124, 1125.1

SC1125.1

311. SUSPENSIONS/FURLOUGHS

The Joint Operating Committee is responsible for maintaining appropriate numbers
of administrative, professional and support employees to effectively manage and
operate the center and its programs. This policy establishes the manner in which
necessary reductions of staff shall be accomplished.

The Joint Operating Committee has the authority and responsibility to determine
how suspensions of employees shall be made when necessary, in accordance with
law, individual contracts and collective bargaining agreements.

The Administrative Director or designee shall develop administrative regulations for
reduction of staff.

The efficiency and effectiveness of the center’s organization and staffing shall be
under continuing review, and recommendations for abolishing positions and
reallocating duties shall be presented for Joint Operating Committee consideration
when the Administrative Director considers such actions to be in the best interests of
the center.

Data necessary for computation of each certificated administrative and professional
employee’s rating and seniority status shall be recorded and maintained.

Data necessary for computation of each noncertificated administrative and support
employee’s seniority status shall be recorded and maintained.

Certificated administrative and professional employees shall be suspended for causes
consistent with law in inverse order of seniority in the center. Reinstatements from a
list of suspended professional employees shall be made on the basis of their seniority
within the center.

The center shall realign its professional staff to ensure that more senior employees
are provided with the opportunity to fill positions for which they are certified and
which are being filled by less senior employees. Such realignment, however, will not
be construed to require curriculum changes or department revisions.
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SC1125.1
2 Pa. C.S.A.
Sec. 551 et seq

2Pa. CS.A.
Sec. 551 et seq

SC1125.1

Professional employees shall be suspended and reinstated in accordance with the
procedure established in the collective bargaining agreement.

Certificated administrative and tenured professional employees have the right to a
Local Agency Law hearing, and the decision to suspend shall be considered an
adjudication for the purpose of that hearing.

Temporary professional employees are entitled to a Local Agency Law hearing at
the request of the employee.

To be considered available for reinstatement, suspended tenured administrative and
professional employees must annually report in writing to the Joint Operating
Committee their current address and intent to accept the same or a similar position
when offered.

Noncertificated administrative and support employees may be entitled to a Local
Agency Law hearing prior to suspension, at the employee’s request.

References:
School Code — 24 P.S. Sec. 524, 1123, 1124, 1125.1, 1850.1
Local Agency Law — 2 Pa. C.S.A. Sec. 551 et seq.

Joint Operating Committee Policy — 000, 313
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CENTRAL

No. 312

SECTION: EMPLOYEES

TITLE: EVALUATION OF

WESTMORELAN D ADMINISTRATIVE DIRECTOR
CAR E E R AN D ADOPTED: February 18, 2009
TECHNOLOGY REVISED:

CENTER

1. Authority

312. EVALUATION OF ADMINISTRATIVE DIRECTOR

Regular, periodic evaluation of the Administrative Director’s performance is a Joint
Operating Committee responsibility. In carrying out this responsibility, the Joint
Operating Committee recognizes that the Administrative Director is entitled to such
a review in an objective and straightforward manner so that leadership of the center
may be as effective as possible.

The Joint Operating Committee shall evaluate the performance of the Administrative
Director annually and at any time such action is prudent.

Prior to the beginning of the period under evaluation, the Joint Operating Committee
and Administrative Director shall agree upon the criteria to be used for evaluation
purposes.

Evaluation criteria may include any of the following:

1. Administrative Director's self-evaluation.

2. Objectives/Goals agreed upon annually by the Joint Operating Committee and
Administrative Director.

3. Working relationship between the Joint Operating Committee and the
Administrative Director.

4. Administrative Director's relationship with staff, students and community.

5. Administrative Director's professional growth.

6. Compilation of assessments by individual Joint Operating Committee members,
which shall then be reviewed by the Joint Operating Committee and

Administrative Director.

7. Evaluation interviews between the Joint Operating Committee and
Administrative Director during which no other business is discussed.
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Pol. 302

8. Consideration of objective data regarding student achievement, student test
scores, program development, business management and property maintenance,
and employee grievances.

As an outcome of the Administrative Director's evaluation, the Joint Operating
Committee should:

1. Recognize strengths and assist the Administrative Director in capitalizing on
them.

2. Identify weaknesses and establish a course of action that will assist the
Administrative Director in improving performance in these areas.

3. Establish specific objectives to advance the center toward its goals.

4. Determine the necessity of any action regarding the employment of the
Administrative Director.

References:
School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 302
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CENTRAL

No. 313

SECTION: EMPLOYEES

TITLE: EVALUATION OF

WESTMORELAND EMPLOYEES
CARE ER AN D ADOPTED: February 18, 2009
TECHNOLOGY REVISED:

CENTER

1. Authority

SC 1850.1

SC 1123

2. Delegation of
Responsibility

313. EVALUATION OF EMPLOYEES

Evaluation is a continuing process in which the administrative, professional and
support employees and the respective supervisors cooperatively identify strengths
and weaknesses in an individual's job performance. Employee evaluations shall be
used to assess and improve performance, encourage professional growth, promote
positive behavior, and facilitate attainment of the center’s goals and objectives.

The objectives of the evaluation plans for employees are:

1. To identify, improve and reinforce the skills, attitudes and abilities that enable an
employee to be effective in achieving center goals.

2. To identify and suggest ways to improve on weaknesses that prevent an
employee from achieving center goals.

The Joint Operating Committee shall approve plans for regular, periodic evaluations
of administrative, professional and support employees. The Joint Operating
Committee shall be informed periodically about the results of evaluations.

The evaluation plan for tenured professional employees shall utilize the state-
approved evaluation forms or local forms approved by the Joint Operating
Committee.

Evaluations shall be conducted by administrators and supervisors designated by the
Administrative Director.

The Administrative Director or designee shall develop administrative regulations for
evaluating staff, which shall have the following characteristics:

1. Clear and unambiguous in intent and language.
2. Establish reasonable standards.

3. Apply in a consistent and uniform manner to all employees in the same class.
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SC 1108

SC 1108

4. Available to employees for review before they are applied.

5. Reviewed and updated periodically.

6. Referred to the Joint Operating Committee for information purposes.

Each observation shall be followed by a conference between the evaluator and the
employee. Both parties to the conference shall sign the evaluation form and retain a

copy for their records.

Following the conference, the employee shall have the right to submit a written
disclaimer of the evaluation; the disclaimer shall be attached to the report.

Temporary Professional Employees

Each temporary professional employee shall be observed by an appropriate
supervisor and notified of individual progress and status at least twice each year
during the first three (3) years of employment.

Administrators responsible for supervising temporary professional employees shall
make every effort to assist such staff members in improving deficiencies disclosed
by observation and evaluation, and may conduct additional observations and
evaluations of employees who are marginally competent.

The Administrative Director shall certify the evaluations of all temporary

professional employees during the last four (4) months of the initial three (3) years
of employment, as required by law.

References:
School Code — 24 P.S. Sec. 1108, 1122, 1123, 1850.1

Joint Operating Committee Policy — 000
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CENTRAL

No. 314

SECTION: EMPLOYEES

TITLE: PHYSICAL EXAMINATION

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED:

1. Purpose

2. Definition

3. Authority
SC 1418
Title 28
Sec. 23.43
42 U.S.C.
Sec. 12112

SC 1418
Title 28
Sec. 23.44

SC 1418
SC 1419
Title 28
Sec. 23.45

4. Delegation of
Responsibility

42 US.C.
Sec. 12112

314. PHYSICAL EXAMINATION

In order to certify the fitness of administrative, professional and support employees
to discharge efficiently the duties they will be performing and to protect the health of
students and staff from the transmission of communicable diseases, physical
examinations of all employees shall be required prior to beginning employment.

A physical examination shall mean a general examination by a licensed physician.

After receiving an offer of employment but prior to beginning employment, all
candidates shall undergo medical examinations, as required by law and as the Joint
Operating Committee may require.

The Joint Operating Committee requires that all employees undergo a tuberculosis
examination provided by the center upon initial employment, in accordance with
regulations of the Pennsylvania Department of Health.

The Joint Operating Committee may require an employee to undergo a physical
examination at the Joint Operating Committee’s request.

An employee who presents a signed statement that a medical examination is contrary
to his/her religious beliefs shall be examined only when the Secretary of Health
determines that the employee presents a substantial menace to the health of others.

The results of all required medical examinations shall be recorded on forms
prescribed by the Secretary of Health and shall be made known to the Administrative
Director on a confidential basis and discussed with the employee. Forms for
physicians to complete shall be made available by the Administrative Director.

Medical records of an employee shall be kept in a file separate from the employee's
personnel file.
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References:
School Code — 24 P.S. Sec. 1416, 1418, 1419
State Department of Health Regulations — 28 PA Code Sec. 23.43, 23.44, 23.45

Americans With Disabilities Act — 42 U.S.C. Sec. 12101 et seq.
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CENTRAL

No. 314.1

SECTION: EMPLOYEES

TITLE: HIV INFECTION

WESTMORELAND

CAREER AND

ADOPTED: February 18, 2009

REVISED:

TECHNOLOGY

CENTER

1. Purpose

2. Definitions
35P.S.
Sec. 7603

3. Authority
SC 1850.1
Pol. 334, 335, 339

4. Delegation of
Responsibility

Pol. 348

314.1. HIV INFECTION

The Joint Operating Committee is committed to providing a safe, healthy
environment for its students and employees and adopts this policy to safeguard the
health and well-being of students and employees while protecting the rights of the
individual. This policy shall apply to all administrative, professional and support
staff employed by the center.

AIDS - Acquired Immune Deficiency Syndrome.

HIV Infection - refers to the disease caused by the HIV or human
immunodeficiency virus.

Infected employee - refers to employees diagnosed as having the HIV virus,
including those who are asymptomatic.

The Joint Operating Committee directs that the established Joint Operating
Committee policies and procedures and administrative regulations relative to
illnesses among employees shall also apply to infected employees.

The Joint Operating Committee shall not require routine screening tests for HIV
Infection in the school setting, nor will such tests be a condition for employment.

The Administrative Director or designee shall be responsible for developing and
releasing information concerning infected employees.

All employees shall maintain a respectful working climate and shall not participate
in physical or verbal harassment of any individual or group, including infected
employees.

Building administrators shall notify employees, students and parents/guardians about
current Joint Operating Committee policies concerning HIV Infection and shall
provide reasonable opportunities to discuss the policy and related concerns.
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Pol. 104, 334,
335, 339

. Guidelines

35P.S.
Sec. 7607

Infected employees whose employment is interrupted or terminated shall be entitled
to available medical leave and medical disability benefits. Such employees shall be
informed by the appropriate administrator of benefits, leave, and alternatives
available to them through state and federal laws, Joint Operating Committee
policies, collective bargaining agreements, individual contracts and the retirement
system.

Confidentiality

Employees with knowledge of an infected employee's condition shall not disclose
that information without prior written consent of the employee, consistent with the
requirements of the Pennsylvania Confidentiality of HIV-Related Information Act.

Infection Control

Universal precautions shall be followed for exposure to bodily fluids. Employees
shall treat all body fluids as hazardous and follow universal precautions.

The center shall maintain reasonably accessible equipment and supplies necessary
for infection control.

Employees shall notify the building administrator or school nurse of all incidents of
exposure to bodily fluids.

Staff Development

The center shall provide opportunities for employees to participate in inservice
education on HIV Infection.

Designated employees may receive additional, specialized training appropriate to
their positions and responsibilities.

References:
School Code — 24 P.S. Sec. 1850.1
PA Confidentiality of HIV-Related Information Act — 35 P.S. Sec. 7601 et seq.

Joint Operating Committee Policy — 000, 104, 334, 335, 339, 348
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No. 316

SECTION: EMPLOYEES

CENTRAL
WESTMORELAN D TITLE: NONTENURED EMPLOYEES
CARE ER AN D ADOPTED: February 18, 2009
TECHNOLOGY HEVIRED
CENTER
316. NONTENURED EMPLOYEES
1. Authority It is the policy of the Joint Operating Committee that certain administrative and
SC 1089, 1101, | professional staff members shall be employed with the understanding that the
1850.1 assigned job functions are not governed by tenure law.
SC 1089, 1101 Nontenured administrative and professional employees shall include any position in

which provision for tenure is not made by law.

References:

School Code — 24 P.S. Sec. 1089, 1101, 1850.1
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CENTRAL

No. 317

SECTION: EMPLOYEES

TITLE: CONDUCT/DISCIPLINARY

WESTMORELAND PROCEDURES
CARE ER AN D ADOPTED: February 18, 2009
TECHNOLOGY REVISED:

CENTER

1. Authority

SC 1850.1

SC 1121, 1122,
1126, 1127,
1128, 1129,
1130

2 Pa. C.S.A.

Sec. 551 et seq

SC 510

317. CONDUCT/DISCIPLINARY PROCEDURES

All administrative, professional and support employees are expected to conduct
themselves in a manner consistent with appropriate and orderly behavior. Effective
operation of the center requires the cooperation of all employees working together
and complying with a system of Joint Operating Committee policies, administrative
regulations, rules and procedures, applied fairly and consistently.

The Joint Operating Committee directs that all employees shall be informed of
conduct that is required and is prohibited during work hours and the disciplinary
actions that may be applied for violation of Joint Operating Committee policies,
administrative regulations, rules and procedures.

When demotion or dismissal charges are filed against a certificated administrative or
professional employee, a hearing shall be provided as required by applicable law.
Noncertificated administrative and support employees may be entitled to a Local
Agency Law hearing, at the employee’s request.

All employees shall comply with Joint Operating Committee policies, administrative
regulations, rules and procedures; cooperate cordially with each other in the conduct
of the center and the maintenance of good order, perform assigned job functions; and
carry out directives issued by supervisors.

When engaged in assigned duties, employees shall not participate in activities that
include but are not limited to the following:

1. Physical or verbal abuse, or threat of harm, to anyone.
2. Causing intentional damage to center property, facilities or equipment.

3. Forceful or unauthorized entry to or occupation of center facilities, buildings or
grounds.
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Pol. 351

SC 1122

SC 1122

SC 1122

. Delegation of
Responsibility
SC 1122, 1151

10.

Use, possession, distribution, or sale of alcohol, drugs or other illegal substances.
Use of profane or abusive language.

Failure to comply with directives of center officials, security officers, or law
enforcement officers.

Carrying onto or possessing a weapon on center grounds without authorization
from the appropriate school administrator.

Violation of Joint Operating Committee policies, administrative regulations,
rules or procedures.

Violation of federal, state, or applicable municipal laws or regulations.
Conduct that may obstruct, disrupt, or interfere with teaching, research, service,

operations, administrative or disciplinary functions of the center, or any activity
sponsored or approved by the Joint Operating Committee.

The Administrative Director or designee shall develop and disseminate disciplinary
rules for violations of Joint Operating Committee policies, administrative
regulations, rules and procedures that provide progressive penalties, including but
not limited to verbal warning, written warning, reprimand, suspension, demaotion,
dismissal and/or pursuit of civil and criminal sanctions.

References:
School Code — 24 P.S. Sec. 1122, 1126, 1127, 1128, 1129, 1130, 1151, 1850.1
Local Agency Law — 2 Pa. C.S.A. Sec. 551 et seq.

Joint Operating Committee Policy — 000, 351
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No. 318

SECTION: EMPLOYEES

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: PENALTIES FOR TARDINESS
ADOPTED: February 18, 2009

REVISED:

318. PENALTIES FOR TARDINESS

1. Authority Punctual and reliable attendance by administrative, professional and support
SC 1850.1 employees is essential for the operation of the center. Therefore, a prerequisite for
Pol. 332 efficient performance of job functions by employees is the punctual commencement

and proper completion of all assigned duties.

2. Delegation of It shall be the responsibility of the Administrative Director or designee to assess
Responsibility penalties when an employee fails to meet attendance requirements.
References:

School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 332
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CENTRAL

No. 319

SECTION: EMPLOYEES

TITLE: OUTSIDE ACTIVITIES

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED: February 17, 2010

1. Authority

SC 1850.1

2. Delegation of
Responsibility

3. Guidelines

319. OUTSIDE ACTIVITIES

The Joint Operating Committee recognizes that administrative, professional and
support employees do have the right to private lives and associations with others
outside of school. However, the Joint Operating Committee has a responsibility to
evaluate employees’ effectiveness in discharging assigned duties and
responsibilities.

Therefore, when nonschool activities directly impact upon an employee's
effectiveness within the center, the Joint Operating Committee reserves the right to
evaluate the effect of such activities on the individual's completion of
responsibilities and assignments.

The Joint Operating Committee does not endorse, support, nor assume liability for
any staff member who conducts nonschool, outside activities in which students or
employees may participate.

The Administrative Director or designee shall disseminate this policy so that
employees may avoid situations in which personal interests, activities, and
associations may conflict with the interests of the center.

The following guidelines are provided for the direction of all employees:

1. Do not utilize school material for personal gain. Copyrights to materials or
equipment developed, processed, or tested by employees when performing
assigned activities in fulfillment of the terms of employment reside with and may
be claimed by the center.

2. Do not use school equipment, including copiers, telephones and computers for
personal business.

3. Do not use center property or school time to solicit or accept customers for
private enterprises.
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4. Do not use school time for outside activities when there is no valid reason to be
excused from assigned duties.

5. Do not tutor for compensation students assigned to your class.

References:

School Code — 24 P.S. Sec. 1850.1
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CENTRAL

No. 320

SECTION: EMPLOYEES

TITLE: FREEDOM OF SPEECH IN

WESTMORELAND NONSCHOOL SETTINGS
CARE ER AN D ADOPTED: February 18, 2009
TECHNOLOGY REVISED:

CENTER

1. Authority

SC 1850.1

320. FREEDOM OF SPEECH IN NONSCHOOL SETTINGS
The Joint Operating Committee acknowledges the right of administrative,
professional and support employees as citizens in a democratic society to speak out
on issues of public concern. When those issues are related to the center and its
programs, however, the employee's freedom of expression must be balanced against
the interests of the center.

The Joint Operating Committee adopts this policy to clarify situations in which an
employee’s expression could conflict with the center’s interests.

In situations in which an employee is not engaged in the performance of assigned
duties, s/he shall:

1. Refrain from comments that would interfere with the maintenance of student
discipline.

2. Refrain from making public statements about the center known to be false or
made without regard for truth or accuracy.

3. Refrain from making threats against co-workers, supervisors or center officials.

References:

School Code — 24 P.S. Sec. 1850.1
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CENTRAL

No. 321

SECTION: EMPLOYEES

TITLE: POLITICAL ACTIVITIES

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED: February 17, 2010

1. Authority

SC 1850.1

321. POLITICAL ACTIVITIES
The Joint Operating Committee recognizes and encourages the right of
administrative, professional and support employees, as citizens, to engage in
political activity. However, center property and school time, may not be used for
political purposes by employees when performing assigned duties.

Employees shall not engage in political activities during assigned work hours on
property under the jurisdiction of the Joint Operating Committee.

The Joint Operating Committee adopts the following guidelines for those staff
members who intend to engage in political activities:

1. Political circulars and petitions may not be posted and distributed in school.
2. No employee shall engage in political activities under jurisdiction of the Joint
Operating Committee unless permission has been granted for that purpose
through the Use of School Facilities Policy No. 707 by the Joint Operating

Committee.

The following situations are exempt from the provisions of this policy:

1. Discussion and study of politics and political issues when applicable to the
curriculum and appropriate to classroom studies.

2. Conduct of student elections and connected campaigning.

3. Conduct of employee representative elections.

References:

School Code — 24 P.S. Sec. 1850.1
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No. 322

SECTION: EMPLOYEES

CENTRAL
WESTMORELAND
CAREER AND

TITLE: GIFTS

ADOPTED: February 18, 2009

REVISED:
TECHNOLOGY
CENTER
322. GIFTS
1. Authority The Joint Operating Committee considers the acceptance of gifts by administrative,

professional and support employees an undesirable practice.

SC 1850.1 It is the policy of the Joint Operating Committee that staff members not accept gifts
of significant value, as determined by the immediate supervisor.
2. Delegation of The Administrative Director or designee may approve acts of generosity to
Responsibility individual employees in unusual situations.
References:

School Code — 24 P.S. Sec. 1850.1
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CENTRAL

No. 323

WESTMORELAND

CAREER AND
TECHNOLOGY
CENTER

SECTION: EMPLOYEES
TITLE: TOBACCO USE
ADOPTED: February 18, 2009
REVISED:

1.

2.

3.

Purpose

Definition
35P.S.
Sec. 1223.5

Authority
35P.S.
Sec. 1223.5
20 U.S.C.
Sec. 7183

35P.S.
Sec. 12235
35P.S.
Sec. 12235
35P.S.
Sec. 12235

SC 1303-A

323. TOBACCO USE

The Joint Operating Committee recognizes that tobacco use during school hours and
on school property presents a health and safety hazard that can have serious
consequences for the user and the nonuser and the safety of the center.

For purposes of this policy, tobacco use shall mean all use of tobacco, including
cigars, cigarettes, pipes and smokeless tobacco.

The Joint Operating Committee prohibits tobacco use by administrative, professional
and support employees in a school building and on any property, buses, vans and
vehicles that are owned, leased or controlled by the center.

The Joint Operating Committee may designate specific areas for tobacco use by
employees on property owned, leased or controlled by the center that is at least fifty
(50) feet from school buildings, stadiums and bleachers.

The Joint Operating Committee prohibits tobacco use by employees at school-
sponsored activities that are held off school property.

The Joint Operating Committee shall annually notify employees about the Joint
Operating Committee’s tobacco use policy by distributing it through handbooks,
newsletters, posted notices, and other efficient methods.

Incidents of possession, use and sale of tobacco by any person on school property
shall be reported to the Office of Safe Schools on the required form at least once
each year.

Employees who violate this policy will be subject to disciplinary action, up to and
including possible dismissal.
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References:
School Code — 24 P.S. Sec. 1303-A
School Tobacco Control — 35 P.S. Sec. 1223.5

Pro-Children Act of 2001 — 20 U.S.C. Sec. 7181 et seq.
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No. 324

SECTION: EMPLOYEES

TITLE: PERSONNEL FILES

WESTMORELAND

CAREER AND

ADOPTED: February 18, 2009

REVISED:

TECHNOLOGY

CENTER

1. Authority

SC 1850.1

2. Delegation of
Responsibility

42 US.C.
Sec. 12112

3. Guidelines

324. PERSONNEL FILES

Orderly operation of the center requires maintaining a file for the retention of all
records relative to an individual's duties and responsibilities as an administrative,
professional or support employee of the center.

The Joint Operating Committee requires that sufficient records be maintained to
ensure an employee's qualifications for the job held; compliance with federal and
state requirements and local benefit programs; conformance with Joint Operating
Committee policies, administrative regulations, rules and procedures; and evidence
of completed evaluations.

The Joint Operating Committee delegates the establishment and maintenance of
official personnel records to the Administrative Director or designee, who shall

prepare administrative regulations defining the material to be incorporated into

personnel files.

A central file shall be maintained; supplemental records may be maintained only for
ease in data gathering.

Medical records shall be kept in a file separate from the employee's personnel file.

Only information that pertains to the professional role of the employee and is
submitted by duly authorized administrative personnel and the Joint Operating
Committee may be entered in the official personnel file. A copy of each entry shall
be made available to the employee, except for matters pertaining to pending
litigation or criminal investigation.

Personnel records shall be available to the Joint Operating Committee but only as
required in the performance of its designated functions as a Joint Operating
Committee and as approved by a majority vote of the Joint Operating Committee.

Personnel files shall be reviewed periodically, and material no longer required shall
be destroyed.

Page 1 of 3




324. PERSONNEL FILES - Pg. 2

43 P.S.
Sec. 1321, 1322

43 P.S.
Sec. 1322, 1323

Employee Access

Administrative, professional and support employees shall have access to their own
file. Information relative to confidential employment references/recommendations
are not part of the personnel file and shall not be available for review by the
employee.

Employees who wish to review their own records shall:

1. Request access in writing.

2. Review the record in the presence of the administrator or designee responsible to
maintain personnel records.

3. Make no alterations to the record, nor remove any material.
4. Sign a log attached to the file indicating the date and person reviewing.

Appeals

To appeal material in their personnel file, employees shall submit a written request
to the administrator delegated to maintain the records and shall specify:

1. Name and date.
2. Material to be appealed.
3. Reason for appeal.

The responsible administrator shall refer the appeal to the administrator directly
involved and permit the addition of employee comments.

File Contents

The Administrative Director or designee shall be responsible for maintaining a
personnel file on each employee, which may include the following:

1. Completed application for employment.
2. Records of certification and experience or copy of certificate, if applicable.

3. Undergraduate and graduate transcripts.
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8 CFR
Sec. 274a.2

SC111

Title 22

Sec. 8.1 et seq
23 Pa. C.S.A.
Sec. 6301 et seq

4. Personal data such as marital status, number of dependents, residence, etc.
5. Retirement and social security records.

6. Records of evaluation.

7. Payroll deduction authorizations.

8. Hospital insurance information.

9. Record of annual sick leave accumulations.

10. 1-9 Immigration Form.

11. Criminal history and child abuse clearance statements.

12. Other records as required or requested.

References:

School Code — 24 P.S. Sec. 111, 1850.1

State Board of Education Regulations — 22 PA Code Sec. 8.1 et seq.
Child Protective Services Law — 23 Pa. C.S.A. Sec. 6301 et seq.
Inspection of Personnel Files — 43 P.S. Sec. 1321 et seq.

Americans With Disabilities Act — 42 U.S.C. Sec. 12101 et seq.

Immigration Reform and Control, Title 8, Code of Federal Regulations — 8 CFR
Sec. 274a.2

Joint Operating Committee Policy — 000, 304
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ADOPTED: February 18, 2009

REVISED:

1. Authority

SC 1850.1

2. Delegation of
Responsibility

325. DRESS AND GROOMING

Administrative, professional and support employees set an example in dress and
grooming for students and the school community. Employees’ dress should reflect
their professional status and encourage respect for authority in order to have a
positive influence on the center’s programs and operations.

The Joint Operating Committee has the authority to specify reasonable dress and
grooming requirements, within law, for all employees to prevent an adverse impact
on the educational programs and operations of the center.

When assigned to center duties, employees shall be physically clean, neat, well-
groomed and dressed in a manner consistent with assigned job responsibilities.

Employees shall be groomed so that their hair style does not cause a safety or health
hazard.

Custodial/Maintenance employees shall be required to wear a designated work
uniform and utilize safety gear when performing assigned duties.

All faculty and staff members shall wear identification badges at all times during the
instructional time.

If an employee feels that an exception to this policy would enable him/her to carry

out assigned duties more effectively, a request should be made to the immediate
supervisor.

References:

School Code — 24 P.S. Sec. 1850.1
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ADOPTED: February 18, 2009
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1. Authority

SC 1850.1

2. Definition

3. Guidelines

326. COMPLAINT PROCESS

It is the Joint Operating Committee's intent to establish reasonable and effective
means of resolving conflicts among employees to reduce potential areas of
complaints, and to establish and maintain clear two-way channels of communication
between supervisory personnel and employees for situations not covered by the
terms of a collective bargaining agreement, individual contract or Joint Operating
Committee resolution.

The Joint Operating Committee adopts this policy to facilitate proper and equitable
solutions to complaints by administrative, professional and support employees at the
lowest appropriate level, and to establish an orderly procedure for pursuing
solutions.

There shall be no reprisals of any kind taken against any employees or their
representatives because of support of or participation in a complaint.

Complaint - any unresolved problem or interpretation of federal or state laws and
regulations; Joint Operating Committee policies, rules, procedures; and written
administrative regulations.

Complaints should be discussed in a private, informal conference between the
parties involved. At least one (1) private meeting should take place between the
parties before the complaint process is invoked.

A complainant may be represented or accompanied by anyone s/he chooses at any
higher level of the complaint process.

The time limits provided in this policy may be extended by mutual agreement of the
parties. Any decision not appealed within the time limits from one level to the next
level shall be considered settled on the basis of the last decision and not subject to
further appeal.

All documents, communications, and records relevant to a complaint shall be filed in
a separate file and not kept in the personnel file of any of the participants.
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Level One - Immediate Supervisor

Within ten (10) days after the occurrence giving rise to the complaint, and following
an informal discussion as outlined, the complainant must present the written
complaint to the supervising administrator. This statement shall include:

1. Clear, concise expression of the complaint.

2. Joint Operating Committee policy, administrative regulation or procedure, or law
of which there is an alleged violation.

3. Circumstances on which the complaint is based.
4. Person(s) involved.

5. Decision rendered at the private conference.

6. Remedy sought.

Copies of this statement may be sent to any individuals who were present at the
meeting.

Within ten (10) days the supervising administrator shall communicate a written
decision to the employee. If the administrator does not respond within the time limit,
the complainant may appeal to the next level.

Level Two — Administrative Director/Designee

Within ten (10) days after receiving the decision of the administrator at Level One,
the complainant may appeal the decision to the Administrative Director or designee.
The written appeal shall be accompanied by a copy of the decision at Level One.

Within ten (10) days after delivery of the appeal, the Administrative Director or
designee shall investigate the complaint, giving all persons who participated in Level
One a reasonable opportunity to be heard.

Within ten (10) days after delivery of the appeal, the Administrative Director or
designee shall submit a written decision, together with the supporting reasons, to the
complainant and the administrators involved.
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Level Three - The Joint Operating Committee

Within ten (10) days after receiving the decision of the Administrative Director or
designee, the complainant may appeal the decision in writing to the Joint Operating
Committee.

The Joint Operating Committee shall schedule the matter for a hearing to be held at
the next regularly scheduled Joint Operating Committee meeting. The complainant
and his/her conferee may be present at the hearing.

Within twenty (20) days the Joint Operating Committee will submit its written
decision, together with supporting reasons, to the complainant. A copy shall be
furnished to the administrators involved.

The decision of the Joint Operating Committee is final.

References:
School Code — 24 P.S. Sec. 1850.1

Board Policy — 000
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ADOPTED: February 18, 2009
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SC 1850.1
Pol. 002

2. Definitions

327. MANAGEMENT TEAM

The Joint Operating Committee recognizes the importance of maintaining an
effective Management Team to strengthen the administration, instructional programs
and operation of the center, and to establish and improve communications, decision-
making, conflict resolution, and other relationships among the members of the
Team.

The objectives of the center’s Management Team are to:

1. Provide input into policies, administrative regulations, procedures and rules that
directly affect management employees in the administration of the center.

2. Provide a means of addressing the economic and welfare concerns of
management employees.

While the Management Team concept places emphasis upon shared responsibility
and authority, nothing in this policy is intended to limit the responsibility and
authority of the Joint Operating Committee to make decisions, as prescribed by law.

Management Team Concept - is a means whereby educational policies and
administrative regulations that define the center’s programs and operations are
arrived at through shared responsibility and authority.

Management Team - is composed of the Administrative Director and
administrative, supervisory, and administrative support staff who have significant
responsibilities for:

1. Formulating or implementing Joint Operating Committee policies, administrative
regulations, rules, procedures, or programs.

2. Recommending employment, transfer, suspension, discharge, layoff, recall,
promotion, assignment, compensation, or discipline of employees.

3. Directing and supervising other employees.
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4. Evaluating employees.
5. Adjusting complaints.

Management Employees - refers to members of the Management Team.

3. Delegation of The Administrative Director shall prepare administrative regulations for the
Responsibility operation of the Management Team.
References:

School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 000, 002
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SECTION: EMPLOYEES
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TECHNOLOGY REVISED:

CENTER
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SC 1164, 1850.1

SC 1089, 1141-
1152, 1164,
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Responsibility

SC 1149
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328. COMPENSATION PLANS/SALARY SCHEDULES

The Joint Operating Committee shall approve compensation plans, individual
contracts and salary schedules for administrative, professional and support
employees.

The administrative compensation plan shall be determined through a good faith,
meet and discuss procedure with designated administrators upon written request of a
majority of administrators.

Salary schedules approved by the Joint Operating Committee shall be in accordance
with those specified in applicable collective bargaining agreements, individual
contracts and/or Joint Operating Committee resolutions.

Salary schedules shall be used to set compensation for new and inexperienced
employees and for experienced employees new to the center, and salary adjustments
that result from earning advanced degrees while employed by the center or required
by law.

Implementation of the administrative compensation plan, individual contracts,
collective bargaining agreements and Joint Operating Committee resolutions
regarding employee salaries shall be the responsibility of the Administrative
Director.

The Administrative Director is authorized to credit past experience of a candidate
when determining salary.

Supplemental Contracts — Professional Employees

Supplemental contracts shall be awarded to professional employees on an annual
basis. Such contracts shall be awarded in addition to regular contracts and shall not
be included in the provisions of tenure law. Supplemental contracts may be
discontinued or altered as needed.
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The Administrative Director shall be responsible for establishing specifications
which outline the duties of personnel who may be considered for supplemental
contracts by the Joint Operating Committee. Once a position is approved for
supplemental contracting, the position shall be filled on an annual basis along with
any remuneration for the position.

The salary or wages to be associated with supplemental contracts shall be

determined by the Joint Operating Committee or as stipulated in the collective
bargaining agreement.

References:

School Code — 24 P.S. Sec. 1089, 1141-1152, 1164, 1850.1
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ADOPTED: February 18, 2009

REVISED:

1. Authority

43 P.S.

Sec. 333.104
29 U.S.C.
Sec. 207

43 P.S.

Sec. 333.104
29 U.S.C.
Sec. 207

330. OVERTIME

In order to ensure consistent treatment of all affected employees and compliance
with applicable federal law regarding payment of overtime, the Joint Operating
Committee adopts this policy.

In accordance with federal and state law and this policy, applicable collective
bargaining agreement or individual contract, overtime shall be paid for work in
excess of the established workday or workweek for each classification of support
employees.

No overtime shall be scheduled or worked without prior approval of the immediate
supervisor and Administrative Director.

Overtime will be paid at the rate of time and one-half the regular rate of pay when
approved in advance for time worked in excess of eight (8) hours per day or forty
(40) hours per week.

For purposes of computing overtime, credit shall be given only for hours worked, as
recorded in center records and provided by law.

Any conflict between this policy and applicable collective bargaining agreement or
individual contract shall be reported promptly to the Joint Operating Committee.
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References:

Department of Labor and Industry Regulations — 34 PA Code Sec. 231.41, 231.42,
231.43

Minimum Wage Act — 43 P.S. Sec. 333.101 et seq.
Fair Labor Standards Act — 29 U.S.C. Sec. 201 et seq.

Overtime Compensation — Title 29, Code of Federal Regulations — 29 CFR Part 778
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CAREER &

ADOPTED: September 16, 2015

TECHNOLOGY CENTER REVISED:

1. Authority
SC 1850.1

2. Delegation of
Responsibility

3. Guidelines

331. JOB RELATED EXPENSES

The Joint Operating Committee shall reimburse administrative, professional and
support employees for the actual and necessary expenses, including travel expenses,
they incur in the course of performing services for the center, in accordance with
Joint Operating Committee policy.

The validity of payments for job related expenses for all employees shall be
determined by the Business/Office Manager with preliminary approval being granted
by the Administrative Director or designee and final approval by the JOC.

The Business/Office Manager in cooperation with the Administrative Director or
designee shall develop administrative regulations/procedures for reimbursement of
travel expenses.

The use of a personal vehicle shall be considered a legitimate job expense only when
authorized in advance by the Administrative Director or designee, otherwise a rental
car will be arranged for by the Accountant/Bookkeeper.

Use of a personal vehicle for approved purposes is reimbursable at the current IRS
rate per mile approved by the Joint Operating Committee.

Use of a personal vehicle requires that liability insurance be provided by the
employee.

Actual and necessary expenses incurred when attending functions outside the center
shall be reimbursed to an employee if approval has been obtained in advance from
the Joint Operating Committee or Administrative Director.

Attendance at approved events outside the center shall be without loss of regular
pay, unless otherwise stipulated prior to attendance.

Under normal conditions, employees traveling on official business shall provide
themselves with sufficient funds for ordinary expenses.

Travel shall be by the most direct and economical route.
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For official travel by other than automobile, the center shall arrange the advance
purchase of transportation tickets.

In all instances of travel and job related expense reimbursement, full itemization
with attached receipts shall be required.

References:
School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 000
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Administrative Procedures/Protocols (AP) for JOC Policy 331: Job Related Expenses

General Provisions

a. All persons traveling to and from approved school related functions in the course of

performing services for the center should exercise the same economy as any prudent person
would with their own personal finances. When attending such activities at the school
expenses, employees must differentiate between expenditures for business and those for
personal convenience.

. Reimbursement for school related travel is limited to actual and necessary amounts

associated with performing services for the center. Reimbursement is made only for those
amounts approved, in advance, by the Administrative Director and on the proper form. Be
sure to include all anticipated expenses for registration, travel, meals, etc., on the original
request form.

. All overnight travel must be approved, in advance, by the JOC. Preferably a month or two

prior to the event, written notice should be provided to the Business/Office Manager to allow
for hotel and event registration to be completed in a timely manner and to receive any
preregistration discounts that may apply.

MEALS

a

. Total cost per day for meals should not exceed $35 and is only reimbursable with valid

receipts.

. NO_alcoholic beverages are reimbursable. All adult beverages should be on a separate

receipt and not included in any receipts turned in for meal reimbursement.

. Meal reimbursement will not be provided when a meal(s) is included in the price for a

workshop or conference.

. Tips for services should range from 15% - 20%. Any tips in excess of 20% will not be

reimbursed.

TRAVEL EXPENSE VOUCHER

a.

A travel expense voucher form shall be submitted to the Business/Office Manager for
approval by the Joint Operating Committee on a monthly basis as part of your regularly
assigned responsibilities.

b. When prior approval has been granted by the Administrative Director, mileage is reimbursed

based on the most recent IRS reimbursement rate and paid after JOC approval.

c. Travel expense forms are due the first Monday of each month for the previous month’s

mileage. This information will be processed for approval for the next regular scheduled JOC
meeting.



d. The following receipts shall be submitted with the monthly travel expense voucher when
necessary:

1.

2.

3.

4.

Mileage and Gasoline (if a rental car is utilized)
Parking fee receipts and toll charges

Meals-(if necessary). Meal receipts must be the itemized version indicating the exact
ordered items from the menu.

Lodging - (if necessary)

e. To avoid unnecessary delay in processing reimbursement for travel/expense vouchers, the
following procedures must be followed:

1.

Receipts must accompany all expenses, such as mileage when using a personal
vehicle, tolls, gasoline (only when a rental car is utilized), meals, lodging and/or any
other eligible expense.

Please Note: Mileage is not a reimbursable expense when using a rental car.

Destination points for mileage reimbursement and all other claims must be set forth
clearly, otherwise the designated form will be returned for clarification.

Travel vouchers are due in the office on the first Monday of the month and travel
reimbursement will occur once a month following approval at the JOC meeting.

Out of Pocket expenses are not permitted (i.e. individual purchases from vending
machines, street vendors, etc.). Therefore, receipts simply handed in for reimbursement
will not be granted.

Approved by JOC: 9-16-2015
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332. WORKING PERIODS

Work schedules required for administrative, professional and support employees
shall be clearly specified to ensure regular attendance by employees and consistent
operation of the center and its programs.

The Joint Operating Committee has the authority and responsibility to determine the
hours during which programs and services of the center shall be available to students
and the community, consistent with the administrative compensation plan, individual
contracts, applicable collective bargaining agreements, and Joint Operating
Committee resolutions.

The Administrative Director or designee shall develop administrative regulations to
ensure employees adhere to their assigned work schedules.

Instructional personnel shall have a duty-free lunch period of not less than thirty (30)
minutes.

During the times students are in attendance, professional staff may be assigned extra
or alternative duties, distributed equitably when possible, at the discretion of the
Administrative Director or designee.

In the best interest of all concerned, extracurricular duties shall be assigned as far as
possible to those professional staff members who have appropriate interests,
training, and competencies. Whenever feasible, the assignment will be made to
professional employees who volunteer for specific duties.

Extracurricular duty assignments for which a professional employee receives extra
pay shall not be considered a part of his/her regular teaching load. Extracurricular
duty assignments which do not involve added pay shall be assigned as a means of
equalizing the workload for all professional employees.

Professional and administrative staff meetings shall be held from time to time. The
reports of such meetings shall be distributed to the Joint Operating Committee, when
appropriate.
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Staff members are expected to attend each meeting unless specifically excused by
the responsible administrator.

Administrative Workday

When assigned duties require that an administrator must be out of the building,
his/her whereabouts shall be known by the office staff.

Although the workday for administrators is prescribed, no constraint will be placed
on overtime work when needed. It shall be the duty of administrators to request
additional manpower when work duties become excessive.

Because of their responsibilities and job assignments, administrators are expected to
attend evening and out-of-school meetings without additional remuneration.

Salary schedules for administrators shall be adopted with cognizance of these
requirements.

References:
School Code — 24 P.S. Sec. 1504, 1850.1

Joint Operating Committee Policy — 000, 318, 804
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TECHNOLOGY REVISED:
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1. Authority

SC 1850.1

SC 1205.1,

1205.2

2. Guidelines

SC 1144, 1151

333. PROFESSIONAL DEVELOPMENT

Continuing professional study and inservice training for administrative, professional
and support employees are prerequisites for professional development, enhanced
ability to complete responsibilities, and maintaining certification.

The Joint Operating Committee directs all employees to further their professional
and personal advancement through graduate study, inservice training, conference
attendance, and professional development activities.

In order to continue employment in the center, certificated administrative and
professional employees are required to meet all obligations necessary to maintain
active certification.

Graduate/Special Courses

Only courses of study that are preapproved shall be eligible for reimbursement by
the center or a change in compensation for the employee. Documentary evidence of
satisfactory completion of all study programs shall be required.

Reimbursement for credits for approved graduate study or special courses shall be
made in accordance with terms of the administrative compensation plan or an
individual contract, or collective bargaining agreement.

All eligible employees shall submit annually a record and description of the
attainment of approved credits to the Administrative Director.

Approved graduate study or special courses/programs may be of sufficient
advantage to the center to warrant an increase in an employee's annual salary, upon
documentation of satisfactory completion. Such an increase will be in accordance
with provisions of the administrative compensation plan, individual contract,
collective bargaining agreement, or Joint Operating Committee resolution.
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Title 22
Sec. 4.13, 49.16
Pol. 100

SC 1205.1
Title 22

Sec. 4.13, 49.17
Pol. 100

Professional Employees

It is incumbent upon every teacher to develop well-defined plans for growth in the
teaching profession. Fundamental ways of keeping abreast of new educational
developments shall include the following:

1. Inservice training meetings.

2. Participation in various committee efforts centering on professional purposes.
3. Attending seminars at colleges and regional meetings.

4. Taking graduate courses which will expand the teachers’ fields of assignment.

The development of the inservice education program shall be governed by the
following goals:

1. The improvement of total staff competency.
2. The improvement of the individual staff member’s competency.
3. The improvement of the educational program.

The administration of inservice education programs shall be the responsibility of the
Administrative Director or designee.

The Joint Operating Committee will make every effort to provide funds to aid in the
implementation of an effective inservice training program.

Induction Plan
The center shall comply with Department of Education regulations when developing
and maintaining an induction plan for first-year teachers and teachers new to the

center.

Professional Education Plan

The Joint Operating Committee shall appoint to the professional education
committee parents/guardians and representatives of the community and local
businesses. Representatives of administrators, teachers and educational specialists on
the professional education committee shall be selected by their respective members.

Page 2 of 3




333. PROFESSIONAL DEVELOPMENT - Pg. 3

SC 1205.1

SC 1205.1

SC 1205.2

SC 1205.2

SC 1205.2

The Joint Operating Committee shall approve a professional education plan that is
designed to meet the educational needs of the center and its certificated
administrative and professional employees; specifies approved courses, programs,
activities and learning experiences; and identifies approved providers. The Joint
Operating Committee shall approve the plan prior to submission for approval by the
Department of Education.

The Joint Operating Committee shall ensure an annual review of the center’s
professional education plan is conducted by the professional education committee to
determine if the plan continues to meet the needs of the center, the Strategic Plan,
and the employees, students and community. The professional education committee
may recommend amendments to the plan, subject to approval by the Joint Operating
Committee and the Department of Education.

The Joint Operating Committee may approve, on a case-by-case basis, specific
professional education activities not stated within the center’s professional education
plan.

Joint Operating Committee approval is not required for credits or hours required for
administrator certification, earned through activities conducted by providers
approved by the Department of Education or the Department itself, or related to the
area of assignment or certification.

If the center assumes all costs of credits or hours, the Joint Operating Committee

may disapprove any course, program, activity or learning experience that is
inconsistent with the goals of the professional education plan.

References:
School Code — 24 P.S. Sec. 1144, 1151, 1205.1, 1205.2, 1850.1
State Board of Education Regulations — 22 PA Code Sec. 4.13, 49.16, 49.17

Joint Operating Committee Policy — 100
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334. SICK LEAVE

Joint Operating Committee policy for certificated administrative and professional
employees shall ensure that eligible employees receive paid sick leave days
annually, in accordance with law, administrative compensation plan, individual
contract, collective bargaining agreement, or Joint Operating Committee resolution.
Unused leave shall be cumulative.

Joint Operating Committee policy for noncertificated administrative and support
employees shall ensure that eligible employees receive paid sick leave days
annually, in accordance with the administrative compensation plan, individual
contract, collective bargaining agreement or Joint Operating Committee resolution.
Unused leave shall be cumulative.

The Joint Operating Committee reserves the right to require any employee claiming
sick leave pay to submit sufficient proof, including a physician's certification, of the
employee's illness or disability.

Misuse of sick leave shall be considered a serious infraction subject to disciplinary
action.

The Joint Operating Committee shall consider the application of any eligible
employee for an extension of sick leave, pursuant to law where applicable, when the
employee's own accumulated sick leave is exhausted.

The Administrative Director shall report to the Joint Operating Committee the names
of employees absent for noncompensable cause or whose claim for sick leave pay
cannot be justified.

A sick leave shall commence when the employee, or agent if the employee is
sufficiently disabled, reports the absence. A sick leave day, once commenced, may
be reinstated as a working day only with the approval of the Administrative Director
or designee.
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SC 1154

SC 1154

SC 1154

Whatever the claims of disability, no day of absence shall be considered a sick leave
day if the employee has engaged in or prepared for other gainful employment, or has
engaged in any activity that would raise doubts regarding the validity of the sick
leave request.

Proof Of Disability

An employee absent on sick leave may be required to submit a physician's written
statement certifying his/her disability.

A physician's statement may not be presumed to conclusively establish the
employee's disability.

Records

The center’s personnel records shall show the attendance of each employee; and the
days absent shall be recorded, with the reason for such absence noted.

A record shall be made of the unused sick leave days accumulated by each
employee, which shall be reported to the employee.

The Joint Operating Committee shall pay a specified amount for each unused sick
leave day, up to a designated number of days, upon the retirement of an employee,
as provided in the administrative compensation plan, individual contract, collective
bargaining agreement or Joint Operating Committee resolution.

Professional Employees

Professional employees shall be credited for unused sick leave days earned in
another school district provided the credit does not exceed twenty-five (25) days and
it is certified by the Superintendent in the last school district of employment. To be
eligible for transferral of sick leave credit, no lapse of time in teaching service may
occur except for summer months. No limit on transferral of accumulated sick leave
will be imposed on professional employees who enter vocational technical schools
from any school(s) operated by the participating school districts.

References:
School Code — 24 P.S. Sec. 1154, 1850.1

Joint Operating Committee Policy — 317

Page 2 of 2




CENTRAL
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1. Authority
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Sec. 2601 et seq
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29 U.S.C.
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Sec. 2611, 2612

29 U.S.C.
Sec. 2612
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Sec. 825.200

335. FAMILY AND MEDICAL LEAVES

The Joint Operating Committee shall provide eligible administrative, professional
and support employees with unpaid leaves of absence in accordance with the Family
And Medical Leave Act, hereinafter referred to as FMLA.

The Joint Operating Committee shall deny a request for leave when an employee
does not comply with Joint Operating Committee policy and administrative
regulations.

The Administrative Director shall develop and disseminate administrative
regulations to implement FMLA leaves for eligible employees.

The center shall post, in conspicuous places in the school customarily used for
notices to employees and applicants, a notice regarding the provisions of the FMLA
and the procedure for filing a complaint.

Employee requests for leave, both FMLA and non-FMLA, shall be submitted in
writing on a center form to the Administrative Director or designee.

Employees’ eligibility for FMLA leaves shall be based on the criteria established by
law.

Eligible employees shall be provided up to twelve (12) weeks of unpaid leave in a
twelve-month period, except employees on leave to care for a covered
servicemember shall be provided up to twenty-six (26) weeks of leave in a twelve-
month period.

The center shall utilize a rolling twelve-month period measured backwards from the
date leave is used to determine if an employee has exhausted his/her FMLA leave in
any twelve-month period.
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29 U.S.C.
Sec. 2612

When an employee requests an FMLA leave and qualifies for and is entitled to any
accrued paid sick, vacation, personal or family leave, the employee may elect to
utilize such paid leave during the FMLA leave; however, the Joint Operating
Committee may, at its discretion, require the employee to utilize paid leave during
the FMLA leave.

References:
Family And Medical Leave Act — 29 U.S.C. Sec. 2601 et seq.

Family And Medical Leave, Title 29, Code of Federal Regulations — 29 CFR
Part 825

Joint Operating Committee Policy — 000, 813
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No. 335-AR-1

CENTRAL WESTMORELAND
CAREER AND TECHNOLOGY

CENTER

ADMINISTRATIVE
REGULATION

Your Rights

under the

Family and Medical Leave Act of 1993

FMLA requires covered employers to provide up to 12
weeks of unpaid, job-protected leave to "eligible"
employees for certain family and medical reasons.
Employees are eligible if they have worked for their
employer for at least one year, and for 1,250 hours over

the previous 12 months, and if there are at least 50
employees within 75 miles. The FMLA permits
employees to take leave on an intermittent basis or to
work a reduced schedule under certain circumstances.

Reasons for Taking Leave:

Unpaid leave must be granted for any of the following

1easons:

* to care for the employee's child after birth, or placement
for adoption or foster care;

* to care for the employee's spouse, son or daughter, or
parent who has a serious health condition; or

« for a serious health condition that makes the employee
unable to perform the employee's job.

At the employee's or employer's option, certain kinds of
paid leave may be substituted for unpaid leave.

Advance Notice and Medical

Certification:

The employee may be required to provide advance leave
notice and medical certification. Taking of leave may be
denied if requirements are not met.

* The employee ordinarily must provide 30 days advance
notice when the leave is "foreseeable.”

* An employer may require medical certification to
support a request for leave because of a serious health
condition, and may require second or third opinions (at
the employer's expense) and a fitness for duty report to
return to work.

Job Benefits and Protection:

* For the duration of FMLA leave, the employer must
maintain the employee's health coverage under any
"group health plan."

U.S. Department of Labor

((? Employment Standards Administration
Wage and Hour Division
Washington, D.C. 20210

* Upon return from FMLA leave, most employees must
be restored to their original or equivalent positions with
equivalent pay, benefits, and other employment terms.

* The use of FMLA leave cannot result in the loss of any

employment benefit that accrued prior to the start of an
employee's leave.

Unlawful Acts by Employers:

FMLA makes it unlawful for any employer to:

» interfere with, restrain, or deny the exercise of any
right provided under FMLA:

+ discharge or discriminate against any person for
oppesing any practice made unlawful by FMLA or for
involvement in any proceeding under or relating
to FMLA.

Enforcement:

* The U.S. Department of Labor is authorized to
investigate and resolve complaints of violations.

* An eligible employee may bring a civil action against
an employer for violations.

FMLA does not affect any Federal or State law
rohibiting discrimination, or supersede any State or
ocal law or collective bargaining agreement which

provides greater family or medical leave rights.

For Additional Information:

If you have access to the Internet visit our FMLA
website: http://www.dol.gov/esa/whd/fmla. To
locate your nearest Wage-Hour Office, telephone our
Wage-Hour toll-free information and help line at 1-866-
4USWAGE (1-866-487-9243): a customer service
representative is available to assist you with referral
information from 8am to Spm in your time zone; or log
onto our Home Page at http://www.wagehour.dol.gov.

WH Publication 1420
Revised August 2001

*U.S. GOVERNMENT PRINTING OFFICE 2001-476-344/49051
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No. 335-AR-2

CENTRAL WESTMORELAND
CAREER AND TECHNOLOGY
CENTER

ADMINISTRATIVE
REGULATION

335-AR-2. REQUEST/RESPONSE FOR FMLA LEAVE

REQUEST

An employee requesting FMLA will complete the information on the top half of this form and
submit it with supporting documentation to the Administrative Director or designee.

Employee requesting FMLA leave:

(Employee’s Name)

Please be advised that as of , | give you notice of my need to take
family/medical leave due to: (Date)

[ ] Birth or placement of a child for adoption or foster care.
[ ] Serious health condition for which I need care.

[ ] Serious health condition affecting my [ ] spouse, [ ] child, [ ] parent for which I am
needed to provide care.

[ ] Qualifying exigency arising from my [ ] spouse, [ ] child, [ ] parent being on active duty
or ordered to active duty in the Armed Forces.

[ ] Need to care for a covered servicemember who is my [ | spouse, [ ] child, [ ] parent,
[ ] myself or [_] next-of-kin.

I need this leave beginning on , and | expect the leave to continue until on/or
(Date)
about
(Date)
RESPONSE
To: From:
(Employee’s Name) (Name of Administrator)
On , you notified us of your need to take family/medical leave due to:
(Date)

[ ] Birth or placement of a child for adoption or foster care.

[ ] Serious health condition for which you need care.
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335-AR-2. REQUEST/RESPONSE FOR FMLA LEAVE

[ ] Serious health condition affecting your [ ] spouse, [ ] child, [ ] parent for which you are
needed to provide care.

[ ] Qualifying exigency arising from your [ ] spouse, [ ] child, [ ] parent being on active
duty or ordered to active duty in the Armed Forces.

[ ] Need to care for a covered servicemember who is your [_] spouse, [ | child, [ ] parent,
[ ] yourself or [_] next-of-kin.

You notified us that you need this leave beginning on , and that you expect the

leave to continue until on/or about . (Date)
(Date)

You have a right under the FMLA to receive up to twelve (12) weeks of unpaid leave in a
twelve-month period for the reasons listed above; except leave for care of a covered
servicemember is up to twenty-six (26) weeks. Your health benefits must be maintained during
any period of unpaid leave under the same conditions as if you continued to work; and you must
be reinstated to the same or an equivalent job with the same pay, benefits, and terms and
conditions of employment on your return from leave. If you do not return to work following
FMLA leave for a reason other than: (1) the continuation, recurrence, or onset of a serious health
condition that would entitle you to leave; or (2) other circumstances beyond your control, you
will be required to reimburse the center for its share of health insurance premiums paid on your
behalf during your FMLA leave.

This is to inform you that: (check appropriate boxes; explain where indicated)
1. Youare [_] eligible [] not eligible for leave under the FMLA.

2. The requested leave [ ] will [ ] will not be counted against your annual FMLA leave
entitlement.

3. You [] will [] will not be required to furnish medical certification of a serious health
condition. If required, you must furnish certification by , (must be at least
fifteen (15) days after you are notified of this requirement) or the center may delay the
commencement of your leave until the certification is submitted.

4. The school [] will [ ] will not require that you utilize accrued paid leave while on FMLA
leave. (Explain which leave will be utilized.)

5. If you normally pay a portion of the premiums for your health insurance, your payments will
continue during the period of FMLA leave. Arrangements for payment have been discussed
with you and it is agreed that you will make premium payments by the last business day of
the month for coverage for the following month. If payment has not been made in a timely
fashion, your group health insurance may be cancelled and the center will notify you in
writing fifteen (15) days before the coverage lapses.
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335-AR-2. REQUEST/RESPONSE FOR FMLA LEAVE

6. You [] will [] will not be required to present a fitness-for-duty certificate prior to being
restored to employment. If such certification is required but not received, your return to work
may be delayed until such certification is provided.

7. You [] will [] will not be required to furnish us with periodic reports of your status and
intent to return to work every thirty (30) days while on FMLA leave.

8. You [ ] will [] will not be required to furnish recertification relating to a serious health
condition. (Explain below, if necessary.)

9. You [ ] are [_] are not an instructional employee as described in §825.600 of the FMLA
regulations.

10. The center has determined that your leave request [ ] will [ ] will not be modified, as

permitted by law regarding an instructional employee. If modified, the following conditions
or alternatives apply:
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No. 335-AR-3

CENTRAL WESTMORELAND
CAREER AND TECHNOLOGY
CENTER
ADMINISTRATIVE
REGULATION

Certification of Health Care Provider U.S. Department of Labor

(Family and Medical Leave Act of 1993) Employment Standards Administration (é))

Wage and Hour Division

(When completed, this form goes to the employee, Not to the Department of Labor ) OMB No.: 1215-0181
Expires: 09-30-2010

1. Employee’s Name 2. Patient's Name (If different from employee)

3. Page 4 describes what is meant by a “serious health condition” under the Family and Medical Leave Act. Does the
patient's condition' qualify under any of the categories described? If so, please check the applicable category.

(n {2) 3) 4) (5) (6) ,or None of the above

4. Describe the medical facts which support your certification, including a brief statement as to how the medical facts meet
the criteria of one of these categories:

5. a. State the approximate date the condition commenced, and the probable duration of the condition (and alsa the
probable duration of the patient’s present incapacity? if different):

b. Willit be necessary for the employee to take work only intermittently or to work on a less than full schedule as a
result of the condition (including for treatment described in Item 6 below)?

Ifyes, give the probable duration:

c. Ifthe condition is a chronic condition (condition #4) or pregnancy, state whether the patient is presently incapacitated?
and the likely duration and frequency of episodes of incapacity2:

1 Here and elsewhere on this form, the information sought relates only to the condition for which the employee is taking FMLA leave.

2 “Incapacity” for purposes of FMLA, is defined to maan inability to work, attend school or perform other regular daily activities due to the serious health
condition, treatment therefor, or recovery thersfrom.

Form WH-330
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335-AR-3. CERTIFICATION OF HEALTH CARE PROVIDER

. a

If additional treatments will be required for the condition, provide an estimate of the probable number of such treatments.

If the patient will be absent from work or other daily activities because of treatment on an intermittent or part-time
basis, also provide an estimate of the probable number of and interval between such treatments, actual or estimated
dates of treatment if known, and period required for recovery if any:

If any of these treatments will be provided by another provider of health services (e.g., physical therapist), please
state the nature of the treatments:

If a regimen of continuing treatment by the patient is required under your supervision, provide a general description of
such regimen (e.g., prescription drugs, physical therapy requiring special equipment):

. If medical leave is required for the employee’s absence from work because of the employee’s own condition

(including absences due to pregnancy or a chronic condition), is the employee unable to perform work of any kind?

If able to perform some work, is the employee unable to perform any one or more of the essential functions of the
employee’s job (the employee or the employer should supply you with information about the essential job functions)?
If yes, please list the essential functions the employee is unable to perform:

If neither a. nor b_applies, is it necessary for the employee fo be absent from work for treatment?
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335-AR-3. CERTIFICATION OF HEALTH CARE PROVIDER

8. a. Ifleave is required to care for a family member of the employee with a serious health condition, does the patient
require assistance for basic medical or personal needs or safety, or for fransportation?

b. If no, would the employee’s presence to provide psychological comfort be beneficial to the patient or assist in the
patient’s recovery?

c. Ifthe patient will need care only intermittently or on a part-time basis, please indicate the probable duration of this need:

Signature of Health Care Provider Type of Practice
Address Telephone Number
Date

To be completed by the employee needing family leave to care for a family member:

State the care you will provide and an estimate of the peried during which care will be provided, including a schedule if leave is
to be taken intermittently or if it will be necessary for you to work less than a full schedule:

Employee Signature Date
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335-AR-3. CERTIFICATION OF HEALTH CARE PROVIDER

A“Serious Health Condition” means an illness, injury impairment, or physical or mental condition that involves one of the
following:

1. Hospital Care
Inpatient care (ie., an overnight stay) in a hospital, hospice, or residential medical care facility, including any period of
incapacity2 or subsequent freatment in connection with or consequent to such inpatient care.

2. Absence Plus Treatment

{a) A period of incapacity? of more than three consecutive calendar days (including any subsequent treatment or
period of incapacity? relating to the same condition), that also involves:

(1) Treatment? two or more times by a health care provider, by a nurse or physician’s assistant under direct
supervision of a health care provider, or by a provider of health care services (e.g., physical therapist)
under orders of, or on referral by, a health care provider; or

(2) Treatment by a health care provider on at least one occasion which results in a regimen of continuing
treatment# under the supervision of the health care provider.

3. Pregnancy
Any period of incapacity due to pregnancy, or for prenatal care.

4. Chronic Conditions Requiring Treatments

A chronic condition which:

(1) Requires periodic visits for treatment by a health care provider, or by a nurse or physician’s assistant under
direct supervision of a health care provider;

(2) Continues over an extended period of time (including recurring episodes of a single underlying condition);
and

(3) May cause episodic rather than a continuing period of incapacity? (e.g., asthma, diabetes, epilepsy, etc.).

5. Permanent/L ong-term Conditions Requiring Supervision

A period of Incapacity? which is permanent or long-term due to a condition for which treatment may not be effective. The
employee or family member must be under the continuing supervision of, but need not be receiving active treatment
by, a health care provider. Examples include Alzheimer's, a severe stroke, or the terminal stages of a disease.

6. Multiple Treatments (Non-Chronic Conditions)

Any period of absence to receive multiple treatments (including any period of recovery therefrom) by a health care
provider or by a provider of health care services under orders of, or on referral by, a health care provider, either for
restorative surgery after an accident or other injury, or for a condition that would likely result in a period of Incapacity?
of more than three consecutive calendar days in the absence of medical intervention or treatment, such as cancer
(chemotherapy, radiation, etc.), severe arthritis {physical therapy), and kidney disease (dialysis).

This optional form may be used by employees to satisfy a mandatory requirement to furnish a medical certification (when requested) from
a health care provider, including second or third opinions and recertification (29 CFR §25.306).

Note: Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number.

? Treatment includes examinations to determine if a serious health condition exists and evaluations of the condition. Treatment does not include routine
physical examinations, eye examinations, or dental examinations.

4 A regimen of confinuing treatment includes, for example, a course of prescription medication (e.g., an antibiotic) or therapy requiring special equipment
to resolve or alleviate the health condition. A regimen of treatment does not include the taking of over-the-counter medications such as aspirin,
antihistamines, or salves; or bed-rest, drinking fluids, exercise, and other similar activities that can be initiated without a visit to a health care provider.

Public Burden Statement
We estimate that it will take an average of 20 minutes to complete this collection of information, including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the
collection of information. If you have any comments regarding this burden estimate or any other aspect of this collection of
information, including suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division, Department
of Labor, Room $-3502, 200 Constitution Avenue, N.W., Washington, D.C. 20210.

DONOT SEND THE COMFPLETED FORM TO THIS OFFICE; IT GOES TO THE EMPLOYEE.
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No. 335-AR
CENTRAL WESTMORELAND
CAREER AND TECHNOLOGY
CENTER
ADMINISTRATIVE
REGULATION

335-AR. FAMILY AND MEDICAL LEAVES

The purpose of the Family and Medical Leave Act is to enable employees to be absent from
work without losing certain benefits for a designated number of workweeks.

Employee requests for FMLA leave will be processed in accordance with law, Joint Operating
Committee policy and administrative regulations.

Eligibility

An employee who has been employed by the center for at least twelve (12) months is eligible for
FMLA leave, provided the employee worked at least 1,250 hours in the twelve (12) months
preceding the beginning of the leave.

Hours worked include all hours an employee works, including overtime, but do not include paid
leave time, such as vacations, sick leave, personal leave or holidays.

Full-time instructional employees do meet the minimum hours requirement.

Reasons For Leave

An eligible employee qualifies for FMLA leave for the following reasons:
1. Birth and first-year care of a child.

2. Adoption or foster placement of a child.

3. Serious illness of an employee’s spouse, child or parent.

4. Serious health condition that makes the employee unable to perform the essential functions
of his/her position.

5. Qualifying exigency, as defined in Department of Labor regulations, arising from the fact
that the employee’s spouse, child or parent is on active duty or has been notified of an
impending call or order to active duty in the Armed Forces in support of a contingency
operation.

6. Care of a spouse, child, parent or next of kin who is a covered servicemember undergoing

medical treatment, recuperation or therapy; is otherwise in outpatient status; or is otherwise
on the temporary disability retired list, for a serious injury or illness.
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335-AR. FAMILY AND MEDICAL LEAVES

Birth/Adoption/Foster Placement/Of Child

An employee’s eligibility for leave for a birth, adoption, foster placement or first-year care of a
child expires at the end of the twelve-month period beginning on the date of the birth, adoption
or foster placement.

If the necessity for leave is foreseeable based on expected birth or placement date, the employee
will notify the center of his/her intention to take leave not less than thirty (30) days prior to the
beginning date of the leave. If the date of birth or placement requires leave to begin in less than
thirty (30) days, the employee will provide notice as soon as practicable.

Intermittent or reduced schedule leave will not be permitted for the birth, adoption, foster
placement or first-year care of a child.

Serious Health Condition Of Employee

An employee is eligible for leave for a serious health condition that is an illness, injury,
impairment, or physical or mental condition that involves inpatient care in a hospital, hospice or
residential care facility or continuing treatment by a health care provider.

If the necessity for leave is foreseeable based on planned medical treatment, the employee will
make a reasonable effort to schedule treatment to minimize disruption of the center’s operations
and will notify the center of his/her intention to take leave not less than thirty (30) days prior to
the beginning date of the leave. If the date of treatment requires leave to begin in less than thirty
(30) days, the employee will provide notice as soon as practicable.

The center will require that a request for leave because of the employee’s serious health
condition be supported by a certification issued by a health care provider. The employee will
provide the required certification in a timely manner. The certification must contain the
following:

1. Date the serious health condition began.

2. Probable duration of the condition.

3. Appropriate medical facts regarding the condition.

4. Statement that the employee is unable to perform the position’s functions.

An employee is eligible to take leave on an intermittent or reduced leave schedule because of
his/her own serious health condition. The required certification must contain a statement of the

medical necessity for this type of leave, the dates treatment is expected to be given, and the
expected duration of such treatments.
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335-AR. FAMILY AND MEDICAL LEAVES

An employee is eligible to take intermittent or reduced schedule leave for planned treatment. The
required certification must contain the dates the treatment is expected to be given and the
duration of such treatments.

Serious Health Condition Of Spouse/Child/Parent

An employee is eligible for leave to care for a spouse, child or parent with a serious health
condition that is an illness, injury, impairment, or physical or mental condition that involves
inpatient care in a hospital, hospice or residential care facility or continuing treatment by a health
care provider.

If the necessity for leave is foreseeable based on planned medical treatment, the employee will
make a reasonable effort to schedule treatment to minimize disruption of the center’s operations
and will notify the center of his/her intention to take leave not less than thirty (30) days prior to
the beginning date of the leave. If the date of treatment requires leave to begin in less than thirty
(30) days, the employee will provide notice as soon as practicable.

The center will require that a request for leave to care for an employee’s spouse, child or parent
with a serious health condition be supported by a certification issued by a health care provider
for the family member who needs care. The employee will provide the certification in a timely
manner. The certification must include the following:

1. Date the serious health condition began.

2. Probable duration of the condition.

3. Appropriate medical facts regarding the condition.

4. Statement that the employee is needed to care for the individual.

5. Estimate of the amount of time the employee is needed to care for the family member.

An employee is eligible to take intermittent or reduced schedule leave for planned medical
treatment for a serious health condition of a spouse, child or parent when medically necessary.
The required certification must contain a statement of the medical necessity for this type of

leave, the dates treatment is expected to be given and the duration of such treatments.

Active Duty/Call To Active Duty

An employee shall be eligible for leave because of a qualifying exigency due to the fact that the
employee’s spouse, child or parent is on active duty or has been notified of an impending call to
active duty.

If the necessity for leave is foreseeable, the employee will provide notice as soon as practicable.
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The center may require that a request for leave because of a qualified exigency be supported by a
certification issued in accordance with regulations issued by the Secretary of Labor. The
employee will provide the required certification in a timely manner.

Care Of Covered Servicemember

An employee is eligible for leave up to twenty-six (26) weeks per year to care for a covered
servicemember who is a member of the Armed Forces, including the National Guard and
Reserves, and is undergoing medical treatment, recuperation or therapy; is otherwise in
outpatient status; or is otherwise on the temporary disability retired list, for a serious injury or
illness.

If the necessity for leave is foreseeable based on planned medical treatment, the employee will
make a reasonable effort to schedule treatment to minimize disruption of the center’s operations
and will notify the center of his/her intention to take leave not less than thirty (30) days prior to
the beginning date of the leave. If the date of treatment requires leave to begin in less than thirty
(30) days, the employee will provide notice as soon as practicable.

The center will require that a request for leave to care for a covered servicemember be supported
by certification signed by a health care provider of the individual in need of care. The employee
will provide the required certification in a timely manner. The certification must contain the
following:

1. Date the serious health condition, injury or illness began.

2. Probable duration of the condition.

3. Appropriate medical facts regarding the condition.

An employee is eligible to take intermittent or reduced schedule leave for planned medical
treatment. The required certification must contain the dates the treatment is expected to be given

and the duration of such treatments.

Leave to care for an ill or injured covered servicemember, when combined with other qualifying
leave under FMLA, will not exceed twenty-six (26) weeks in a single twelve-month period.

Intermittent/Reduced Schedule Leave

An employee is eligible for intermittent or reduced schedule leave only for the employee’s own
serious health condition; to care for a seriously ill spouse, child or parent; or to care for a
seriously injured or ill covered servicemember.

Intermittent leave is taken in blocks of time due to a single illness or injury, rather than one (1)
continuous period of time.

Reduced schedule leave reduces an employee’s usual number of hours per work week, or hours
per day.
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335-AR. FAMILY AND MEDICAL LEAVES

When an employee requests intermittent or reduced schedule leave that is foreseeable based on
planned medical treatment, the center may temporarily transfer that employee to an available
alternative position with equivalent pay and benefits that better accommodates the employee’s
requested leave.

Instructional Employees

Specific rules apply to instructional employees, in addition to Joint Operating Committee policy
and the administrative regulations covering all employees.

Instructional employees are those whose principal function is to teach and instruct students in a
class, small group or individual setting. Such employees include teachers, athletic coaches,
driving instructors, and special education assistants such as signers for the hearing impaired.

When an instructional employee requests leave because of the employee’s own serious health
condition, to care for a spouse, child or parent with a serious health condition, or to care for a
covered servicemember with a serious illness or injury; the leave is foreseeable based on medical
treatment; and the employee would be on leave for greater than twenty percent (20%) of the total
number of working days in the period of leave, the center may require the employee to elect
either of the following:

1. To take leave for periods of a particular duration, not to exceed the duration of the planned
medical treatment.

2. To transfer temporarily to an available alternative position offered by the center for which the
employee is qualified and has equivalent pay and benefits and better accommaodates recurring
periods of leave than does the employee’s regular position.

When an instructional employee begins FMLA leave more than five (5) weeks before the end of
an academic term, the center may require the employee to continue the leave until the end of the
term if the leave is at least three (3) weeks in duration and the return to work would occur during
the last three (3) weeks of the academic term.

When an instructional employee begins FMLA leave for a purpose other than the employee’s
own serious health condition during the five-week period before the end of an academic term, the
center may require the employee to continue the leave until the end of the academic term if the
leave is longer than two (2) weeks in duration and the return to work would occur during the last
two (2) weeks of the academic term.

When an instructional employee begins FMLA leave for a purpose other than the employee’s
own serious health condition during the three-week period before the end of an academic term,
the center may require the employee to continue the leave until the end of an academic term if
the leave is longer than five (5) working days in duration.
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335-AR. FAMILY AND MEDICAL LEAVES

When an instructional employee is required to continue leave until the end of an academic term,
only the period of leave until the employee is ready and able to return to work will be counted
against the FMLA leave entitlement. However, the center will continue the group health
insurance coverage under the same conditions as if the employee were working.

Spouses Employed By Center

A husband and wife employed by the center who are both eligible for FMLA leave will be
provided leave only for a combined total of twelve (12) weeks per year when the leave is taken
for the birth, foster placement, adoption or first-year care of a child or to care for a parent with a
serious health condition.

A husband and wife employed by the center who are both eligible for FMLA leave will be
provided leave only for a combined total of twenty-six (26) workweeks per year if the leave is
taken to care for a covered servicemember or is taken as a combination of leave to care for a
covered servicemember and leave for the birth, foster placement or adoption of a child; to care
for a child after birth, foster placement or adoption; or to care for a parent with a serious health
condition.

If the FMLA leave taken by a husband and wife employed by the center includes a combination
of leave taken for the birth, foster placement or adoption of a child or to care for the child after
birth, foster placement or adoption, and to care for a parent with a serious health condition, the
leave will be limited to twelve (12) workweeks per year.

Certification

An employee must submit required certification within fifteen (15) days after receiving the
center’s response to his/her request for leave, unless impracticable to do so.

When the center questions the validity of a certification, the center may require, at its expense, a
second opinion from a health care provider designated by the center who is not regularly
employed by the center.

When the second opinion differs from the original certification, the center may require, at its
expense, a third opinion from a health care provider approved jointly by the center and the
employee. The opinion of the third health care provider will be binding on the center and the
employee.

Benefits During Leave

The center will maintain an employee’s health care coverage under the center’s group health
insurance plan during an FMLA leave.

The employee must make arrangements with the center prior to the beginning of his/her leave for
payment of the employee’s share of health insurance costs.
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335-AR. FAMILY AND MEDICAL LEAVES

An employee on FMLA leave will not lose any other employment benefits accrued prior to the
date the leave began but is not entitled to accrue seniority or employment benefits during the
leave period.

Outside Employment

An employee on FMLA leave is prohibited from engaging in employment with another employer
or self-employment.

Falsification of records and failure to correct records known to be false are violations of Joint
Operating Committee policy and these administrative regulations and will result in discipline,
which may include termination of employment.

Return To Work

An employee on FMLA leave must report his/her status and intention regarding returning to
work at least every four (4) weeks.

An employee returning to work must provide to the center at least five (5) workdays’ notice of
his/her date of return.

When the FMLA leave is related to an employee’s own serious health condition, the center will
require the employee to submit certification from the employee’s health care provider that the
employee is fit to return to work.

An employee will be returned to the same or equivalent position at the end of the leave, unless
the center demonstrates that the employee would not otherwise have been employed at the time
reinstatement is requested.

Under specific circumstances, the center may deny restoration to a key employee. A key
employee is one who is among the highest paid ten percent (10%) of employees and whose
absence would cause the center to experience a substantial and grievous economic injury.

If an employee fails to return to work after an FMLA leave for any reason other than the
continuation, recurrence or onset of a serious health condition that entitles the employee to leave,
or other circumstances beyond the employee’s control, the center will recover from the employee
the premiums it paid to maintain the employee’s health care coverage during the leave.
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SECTION: EMPLOYEES

CENTRAL
WESTMORELAND
CAREER AND
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CENTER

TITLE: PERSONAL NECESSITY LEAVE
ADOPTED: February 18, 2009

REVISED:

336. PERSONAL NECESSITY LEAVE

1. Authority This policy shall provide for absences for defined personal necessity leave by
administrative, professional and support employees.

SC 1154, 1850.1 | The Joint Operating Committee has the authority to specify reasonable conditions
under which personal necessity leave may be granted, the type of situations in
which such leave will be permitted, and the total number of days that may be used
by an employee in any school year for such leave.

2. Guidelines Personal Leave

Personal leave days with pay shall be granted to employees in accordance with
applicable provisions of the administrative compensation plan, individual contract,
collective bargaining agreement or Joint Operating Committee resolution.

Bereavement Leave

SC 1154 When an administrative, professional or support employee is absent from duty
because of a death in the immediate family, there shall be no deduction in salary for
an absence of three (3) school days. The Joint Operating Committee may extend the
period of absence, at its discretion. In case of death in the immediate family, a
bargaining unit member may be allowed up to three (3) days leave with full pay.
These days must be consecutive and a non-working day will count against the three
(3) days herein mentioned. In such cases, no pay shall be allowed for such non-
working day(s). Members of the immediate family shall be defined as father,
mother, brother, sister, son, daughter, husband, wife, parent-in-law, or near relative
who resides in the same household, or any person with whom the employee has
made his home.
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SC 1154

In case of death of a near relative, the employee will be allowed one (1) day of leave
with full pay for the day of the funeral. The definition of a near relative shall be
defined as: first cousin, grandfather, grandmother, granddaughter, aunt, uncle,
niece, nephew, son-in-law, daughter-in-law, sister-in-law, and brother-in-law.

References:

School Code — 24 P.S. Sec. 1154, 1850.1
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ADOPTED: February 18, 2009

REVISED:

TECHNOLOGY

CENTER

1. Authority

SC 1850.1

337. VACATION

Administrative and support staff employed to work twelve (12) months or other
schedules considered full-time shall be provided paid vacation.

The Joint Operating Committee shall provide vacation days for eligible employees,
consistent with the employee's request and convenience while considering the
center’s management and operational needs.

Vacation time shall be granted in accordance with applicable provisions of the
administrative compensation plan, individual contract, collective bargaining
agreement or Joint Operating Committee resolution.

Vacations normally will be scheduled at times when they will not interfere with the
normal operation of the center.

All vacation schedules are subject to final approval by the immediate supervisor and
Administrative Director.

References:

School Code — 24 P.S. Sec. 1850.1
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1. Authority

SC 1166

2. Guidelines

SC 1166

SC 1166

SC 1167

338. SABBATICAL LEAVE

This policy shall establish the center's parameters for granting sabbatical leaves for
restoration of health to certificated administrative and professional employees.

The Joint Operating Committee shall grant sabbatical leaves to eligible
administrative and professional employees for the purpose of restoration of health
and for other purposes at the discretion of the Joint Operating Committee.

The Joint Operating Committee reserves the right to specify the conditions under
which sabbatical leaves for restoration of health or other purposes may be taken,
consistent with law.

Eligibility

To qualify for sabbatical leave, an eligible employee shall have completed ten (10)
years of satisfactory service in the public schools of the Commonwealth; at least five
(5) consecutive years of such service shall be in this center.

A sabbatical leave may be taken for a half or full school term or for two (2) half
school terms during a period of two (2) years, at the employee's option. Thereafter,
sabbatical leave shall be allowed after each seven (7) years of service.

The total number of administrative employees on sabbatical leave at any one time
shall not exceed ten percent (10%) of the number of eligible employees. The total
number of professional employees on sabbatical leave at any one time shall not
exceed ten percent (10%) of the number of eligible employees.

Application

Requests for sabbatical leave shall be submitted on the approved center form and
forwarded with medical documentation to the Administrative Director or designee as
soon as possible.
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SC1171

SC1171

SC 1168

SC 1168

SC 1170

The Joint Operating Committee shall review each application for sabbatical leave
and shall approve those meeting the requirements of Joint Operating Committee
policy and applicable law.

Documentation

Employees requesting sabbatical leave shall provide a signed statement from their
physician, with sufficient detail specifically stating the need for leave for the time
requested.

The employee shall keep the center advised upon a regular basis as to his/her
medical progress during the leave. At least thirty (30) days prior to completion of the
leave, the employee shall provide a signed statement from his/her physician
certifying that the employee is able to resume his/her full duties.

The Joint Operating Committee reserves the right to have a physician designated by
the center evaluate the employee’s pre- or post- leave condition of illness or
disability at the center’s expense.

Commitment Of Employee

Acceptance of a sabbatical leave incurs a commitment by the employee to return to
active duty in the center immediately following the sabbatical leave for one (1) full
school term, unless physically or mentally unable to do so.

The Joint Operating Committee reserves the right to require at its own expense
additional examinations and reports by physicians of its choice to determine the
employee's ability to return to work.

If the leave’s scheduled termination does not coincide with the end of a school term,
and if the employee and the center agree, with concurrence of the employee’s
physician, the employee may return to work to begin the new term upon the
condition that the employee shall waive any future rights to utilize the leave time
remaining upon the early return.

Commitment Of Employer

At the expiration of the sabbatical leave, the employee shall be reinstated in the same
position held at the time of the granting of the leave.

Time on sabbatical leave shall be counted as time on the job for purposes of
seniority and for retirement fund purposes, but for no other purpose.
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SC 1169

SC 1166

Compensation

During the period of sabbatical leave, an employee shall be compensated at least
one-half the salary to which s/he would have been entitled had the employee not
taken leave.

While on leave, the employee shall be entitled to insurance benefits provided other
employees of a similar classification.

A sabbatical leave granted for restoration of health shall also serve as a leave of
absence without pay from all other school activities.

References:

School Code — 24 P.S. Sec. 1166, 1167, 1168, 1169, 1170, 1171
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No. 338.1

SECTION: EMPLOYEES

TITLE: COMPENSATED

WESTMORELAND PROFESSIONAL LEAVES
CAR E E R AN D ADOPTED: February 18, 2009
TECHNOLOGY REVISED:

CENTER

1. Purpose

2. Definitions
SC 1166.1

SC 522.2

3. Authority
SC 1166.1

SC522.2

4. Guidelines

SC 1166

338.1. COMPENSATED PROFESSIONAL LEAVES

This policy shall establish the center’s parameters for granting professional
development and classroom occupational exchange leaves for certificated
administrative and professional employees.

Professional Development Leave - shall be defined as a leave of absence granted
for the purpose of improving professional competency or obtaining a professional
certificate or commission. Such leave shall be directly related to an employee's
professional responsibilities, as determined by the Joint Operating Committee, and
be restricted to activities required by state regulation or law.

Classroom Occupational Exchange Leave - shall be defined as a leave of absence
granted for the purpose of acquiring practical work experience in business, industry
or government.

The Joint Operating Committee shall have sole authority to adopt and enforce policy
establishing the conditions for approval of a professional development leave for
eligible employees. All requests for such leave shall be subject to review by the Joint
Operating Committee. The Joint Operating Committee may approve or reject a
proposed plan for professional development leave.

The Joint Operating Committee may grant a leave to eligible employees for
classroom occupational exchange leave for the specified purpose.

PROFESSIONAL DEVELOPMENT LEAVE
Eligibility

To qualify for professional development leave, an eligible employee shall have
completed ten (10) years of satisfactory service in the public schools of the
Commonwealth; at least five (5) consecutive years of such service shall be in this
center. Prior service in a participating school district shall be credited toward this
requirement.
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SC 1166 A leave for professional development may be taken for a half or full school term or
for two (2) half school terms during a period of two (2) years, at the employee's
option. Leave shall begin on the first day of a school term or half-term and end on
the last day of the term or half-term, as the case may be. The center reserves the right
to adjust the end and start times of half school terms to guarantee a reasonable
exchange of student information with a substitute. Thereafter, leave shall be allowed
after each seven (7) years of service.

SC 1167 The total number of administrative employees on such leaves of absence shall not
exceed ten percent (10%) of the number of eligible employees. The total number of
professional employees on such leaves of absence shall not exceed ten percent
(10%) of the number of eligible employees.

In the event the number of leave requests exceeds the minimum mandated number,
priority will be given in order of receipt of requests by the center.

Application

SC 1166.1 Professional development leaves shall be granted only to employees participating in
an academic program for the purpose of retaining a professional certificate or
commission, further preparation and improvement in an area(s) of certification,
additional certification, attaining other appropriate and identifiable educational
positions within the center, or as the Joint Operating Committee may require, and
upon the recommendation of the Administrative Director.

Completed applications for professional development leave shall be submitted to the
Administrative Director and received by the center no less than sixty (60) days prior
to the planned start of the leave and shall be in a form prescribed by the center and
include all required documentation.

Documentation

SC 1166.1 The application shall clearly define the professional development activities to be
undertaken, the objectives to be completed, how these objectives will improve the
employee’s service to the profession and to students, and the specific skills,
knowledge and abilities to be acquired by students because of the impact of
professional development leave.

The application will identify the college or university to be attended as well as
enumerate and briefly describe the courses to be taken. The employee will be
required to provide official verification from the college or university that the
employee has been accepted for this coursework.
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The employee’s objectives must meet the needs of the center’s curriculum and agree
with the mission of the center.

SC1171 The Joint Operating Committee may at any time require additional information from
the employee in order to assist the Joint Operating Committee in determining
whether the leave is being used for the purpose for which it was granted.

SC 1166.1 The minimum requirements for leave for a half school term shall consist of any one
or a combination of the following:

1. Nine (9) graduate credits.
2. Twelve (12) undergraduate credits.
3. One hundred eighty (180) hours of professional development activities.

SC 1166.1 The minimum requirements for leave for a full school term shall consist of any one
or a combination of the following:

1. Eighteen (18) graduate credits.
2. Twenty-four (24) undergraduate credits.
3. Three hundred sixty (360) hours of professional development activities.

Pol. 333 Professional development activity shall be activities set forth in the center’s
professional education plan.

If the receipt of undergraduate credit, graduate credit and/or professional
development activities is an objective of the leave, the conversion table established
by the center shall determine whether minimum compliance has been met.

The employee must make, upon a schedule developed with the administration,
regular reports of progress to the Administrative Director.

If, for any reason, the approved conditions of leave cease or suffer significant
change, the employee must notify the Administrative Director immediately.

If the employee cannot continue with the conditions of the leave, the Administrative
Director will meet with the employee to determine what, if any, alternatives may be
available. If the center has employed a substitute for the duration of the leave and
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the substitute has been guaranteed employment for that time, the employee may not
return to his/her position until the substitute’s employment is completed. In this
event, the employee on leave may be offered substitute service as needed at the
prevailing rate of pay.

SC 1166.1, 1171 | Within thirty (30) days following the conclusion of the leave, the employee shall
prepare and submit to the Administrative Director, upon a form designated by the
center, a detailed report indicating the accomplishments during the leave and
transcripts for completed coursework. If obtaining certifications or diplomas were
included in the stated objectives at the time of leave approval, such items must also
be provided. Failure to satisfactorily complete this report, unless prevented by illness
or physical disability, shall result in the employee’s forfeiture of all benefits and
salary to which the employee is entitled for the period of the leave. The center
reserves the right to have a doctor designated by the center evaluate the condition of
the employee’s illness or disability at the center’s expense.

Commitment Of Employee

SC 1166.1, 1168 | Acceptance of professional development leave incurs a commitment by the
employee to return to active duty in this center immediately following the leave for
one (1) full school term, unless prevented by illness or physical disability.

Commitment Of Employer

SC 1168 At the expiration of the professional development leave, the employee shall be
reinstated in the same position held at the time of the granting of the leave.

SC522.1, 1170 Time on professional development leave shall be counted as time on the job for
purposes of seniority and for retirement fund purposes, but for no other purpose.

Compensation

SC 1169 During the period of professional development leave, an employee shall be
compensated at least one-half the salary to which s/he would have been entitled had
the employee not taken leave.

While on leave, the employee shall be entitled to insurance benefits provided other
employees of a similar classification.

SC 1166 A leave of absence granted for professional development shall also serve as a leave
of absence without pay from all other school activities.
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SC 522.2,1166.1,
1171

SC 1168

SC 1168

SC 522.2

SC 522.2

CLASSROOM OCCUPATIONAL EXCHANGE LEAVE

Application

Requests for classroom occupational exchange leave shall be submitted on the
approved form and forwarded with appropriate documentation to the Administrative
Director.

Documentation

Applicants for classroom occupational exchange leave shall submit with the
application form a statement from the employer agreeing to the terms and conditions
of the leave, as specified in Joint Operating Committee policy.

Upon return from such leave, the employee shall submit to the Joint Operating
Committee a final report detailing the work experience and its benefits.

Commitment Of Employee

Acceptance of classroom occupational exchange leave incurs a commitment by the
employee to return to active duty in this center immediately following the leave for
one (1) full school term, unless prevented by illness or physical disability.

Commitment Of Employer

At the expiration of the classroom occupational exchange leave, the employee shall
be reinstated in the same position held at the time of the granting of the leave.

Time on classroom occupational exchange leave shall be counted as time on the job
for purposes of seniority and for retirement fund purposes, but for no other purpose.

Compensation

The business, industry or government to whom the employee is assigned during the
leave shall fully compensate the center for all salary, wages, pension and retirement
contributions, and other benefits as if the employee were in full-time active service.

References:

School Code — 24 P.S. Sec. 522.1, 522.2, 1166, 1166.1, 1167, 1168, 1169, 1170,
1171

Joint Operating Committee Policy — 333
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CENTER
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SC 1154, 1850.1

2. Guidelines

339. UNCOMPENSATED LEAVE

The Joint Operating Committee recognizes that in certain situations an
administrative, professional or support employee may request extended leave for
personal reasons, and the center could benefit from the return of the employee. This
policy establishes parameters for granting uncompensated leaves of absence.

The Joint Operating Committee reserves the right to specify the conditions under
which uncompensated leave may be taken. All applications for uncompensated leave
require approval by the Joint Operating Committee, upon recommendation of the
Administrative Director.

Uncompensated leave shall be granted in accordance with provisions of the

administrative compensation plan, individual contract, collective bargaining
agreement or Joint Operating Committee resolution.

Application

Requests for uncompensated leave shall be submitted in writing on the required form
to the Administrative Director prior to the time when such leave is to begin.

Special consideration will be given to emergencies.

Period Of Leave

An uncompensated leave may be granted for a maximum period of one (1) school
year.

Extensions shall be considered upon proper application.

Commitment Of Employee

The employee granted an uncompensated leave of absence shall inform the Joint
Operating Committee of his/her intentions prior to the scheduled return date.
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Commitment Of Employer

At the expiration of uncompensated leave, the employee shall be offered the same
position previously held or a like position to that previously held.

Time on uncompensated leave shall not count as time on the job.

Maternity Leave

The Joint Operating Committee will grant maternity leaves of absence to any
employee who makes a written request to the Administrative Director at least thirty
(30) days prior to the effective date of the leave.

The written request for maternity leave shall be accompanied by proper certification
of pregnancy from the employee’s physician, including the expected date of the
child’s birth.

Employees who are granted maternity leave shall not receive any salary from the
effective date of leave until they return to duty.

Maternity leave shall terminate when the employee’s physician certifies that
disability has ceased, provided the employee is able to resume duties within a
reasonable length of time.

Leave for any time beyond the period of actual disability shall not be considered
maternity leave.

Leave for purposes of childrearing or child care beyond the period of actual
disability shall be considered leave without pay, without benefits and a severance of
the employee’s seniority rights.

All benefits to which an employee was entitled at the time of maternity leave,
including seniority, accumulated sick leave and credits toward sabbatical eligibility,
shall be restored and the employee shall be assigned to the same or a similar
position, in so far as possible, held at the time the maternity leave commenced.

Whenever a question or doubt arises regarding the validity of an employee disability,
the Joint Operating Committee reserves the right to obtain the opinion of a
consulting physician of its choice.
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References:

School Code — 24 P.S. Sec. 1154, 1182, 1850.1
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TITLE: RESPONSIBILITY FOR

WESTMORELAND STUDENT WELFARE
CARE ER AN D ADOPTED: February 18, 2009
TECHNOLOGY REVISED:

CENTER

1. Authority
SC 1850.1

340. RESPONSIBILITY FOR STUDENT WELFARE

The Joint Operating Committee adopts this policy to ensure appropriate oversight of
and responsibility for student welfare by administrative, professional and support
employees.

Employees are responsible for the safety of students in their charge within school
buildings and on school property.

Each employee shall maintain a standard of care and concern for supervision, control
and protection of students, commensurate with assigned duties and responsibilities.

Professional employees shall not permit any student to leave the classroom with any
person other than the parent/guardian of the student or other person legally
responsible for the student.

An employee should not voluntarily assume responsibility for duties s/he cannot
reasonably perform. Voluntary assumption carries the same responsibilities as
assigned duties.

Teachers shall provide proper instruction in the safety matters presented in assigned
curriculum guides.

Each employee has the responsibility to report immediately to the building
administrator an accident or a safety hazard.

Employees may not send students on any personal errands.

Employees may not transport students in a personal vehicle, except when
specifically permitted.

Employees shall not require a student to perform work or services that may be
detrimental to the student's health.
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2. Delegation of The Administrative Director or designee shall monitor employee’s adherence to this
Responsibility policy to ensure the maintenance of standards that protect student welfare.
Reference:

School Code — 24 P.S. Sec. 1850.1
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TECHNOLOGY REVISED:

CENTER

1. Authority

24 Pa. C.S.A.
Sec. 8301

341. BENEFITS FOR PART-TIME EMPLOYEES

Benefits for regularly employed part-time administrative, professional and support
employees shall be determined in accordance with the terms of an administrative
compensation plan, individual contract, applicable collective bargaining agreement,
or Joint Operating Committee resolution.

Whenever regularly employed, part-time employees are entitled to fringe benefits
normally provided for full-time employees of the same classification, such benefits

will be established at the time of employment, and the manner of proration
determined at that time.

Part-time employees shall be included in the School Employees’ Retirement System
upon reaching either 500 hours or 80 days of employment, in accordance with law.

References:

Public School Employees’ Retirement Code — 24 Pa. C.S.A. Sec. 8301 et seq.
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REVISED:
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CENTER

1. Authority
42 Pa. C.S.A.
Sec. 4563

2. Guidelines

342. JURY DUTY
Regularly employed administrative, professional and support employees shall be
protected against loss of employment for time served on jury duty.
When an employee is notified of jury duty, s/he shall inform the Administrative
Director.
Any employee subpoenaed as a witness in court or called for jury duty shall
normally be permitted to serve and will not be penalized in any way. S/He shall be
entitled to receive the difference between his/her salary and the amount of

compensation for jury duty, provided s/he cannot be excused.

Time spent on jury duty will not be charged against personal leave and will count as
time on the job.

Employees must submit to their supervisor a record from the court of the number of
days served.

References:

Protection of Jurors Employment — 42 Pa. C.S.A. Sec. 4563
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CAREER AND
TECHNOLOGY
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ADOPTED: February 18, 2009

REVISED:

1. Authority

SC 1502, 1503
Pol. 803

343. PAID HOLIDAYS

Paid holidays for regularly employed administrative and support employees shall be
determined in accordance with Joint Operating Committee policy.

Holidays are established for eligible employees in accordance with an applicable
administrative compensation plan, individual contract, collective bargaining
agreement, or Joint Operating Committee resolution.

Administrators may be required to report for duty during holiday periods established

for students throughout the school year, at the discretion of the Administrative
Director.

References:
School Code — 24 P.S. Sec. 1502, 1503

Joint Operating Committee Policy — 803
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ADOPTED: February 18, 2009

REVISED:

TECHNOLOGY

CENTER

1. Authority

43 P.S.

Sec. 951 et seq
20 U.S.C.

Sec. 1681 et seq
42 U.S.C.

Sec. 2000e et seq

2. Definitions
29 CFR
Sec. 1606.8 (a)

66 Fed. Reg. 5512

348. UNLAWFUL HARASSMENT

The Joint Operating Committee strives to provide a safe, positive working climate
for its administrative, professional and support employees. Therefore, it shall be the
policy of the center to maintain an employment environment in which harassment in
any form is not tolerated.

The Joint Operating Committee prohibits all forms of unlawful harassment of
employees and third parties by all students and staff members, contracted
individuals, vendors, volunteers, and third parties in the center. The Joint Operating
Committee encourages employees and third parties who have been harassed to
promptly report such incidents to the designated administrators.

The Joint Operating Committee directs that complaints of harassment shall be
investigated promptly, and corrective action taken when allegations are
substantiated. Confidentiality of all parties shall be maintained, consistent with the
center’s legal and investigative obligations.

No reprisals nor retaliation shall occur as a result of good faith charges of
harassment.

For purposes of this policy, harassment shall consist of verbal, written, graphic or
physical conduct relating to an individual's race, color, national origin/ethnicity, sex,
age, disability, sexual orientation or religion when such conduct:

1. s sufficiently severe, persistent or pervasive that it affects an individual's ability
to perform job functions or creates an intimidating, threatening or abusive work
environment.

2. Has the purpose or effect of substantially or unreasonably interfering with an
individual's work performance.

3. Otherwise adversely affects an individual's employment opportunities.
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29 CFR
Sec. 1604.11 (a)

3. Delegation of
Responsibility
Pol. 104

For purposes of this policy, sexual harassment shall consist of unwelcome sexual
advances; requests for sexual favors; and other inappropriate verbal, written, graphic
or physical conduct of a sexual nature when:

1. Acceptance of such conduct is made, explicitly or implicitly, a term or
condition of an individual's continued employment.

2. Submission to or rejection of such conduct is the basis for employment
decisions affecting the individual.

3. Such conduct is sufficiently severe, persistent or pervasive that it has the
purpose or effect of substantially interfering with the employee's job
performance or creating an intimidating, hostile or offensive working
environment.

Examples of conduct that may constitute sexual harassment include but are not
limited to sexual flirtations, advances, touching or propositions; verbal abuse of a
sexual nature; graphic or suggestive comments about an individual's dress or body;
sexually degrading words to describe an individual; jokes; pin-ups; calendars;
objects; graffiti; vulgar statements; abusive language; innuendoes; references to
sexual activities; overt sexual conduct; or any conduct that has the effect of
unreasonably interfering with an employee's ability to work or creates an
intimidating, hostile or offensive working environment.

In order to maintain a work environment that discourages and prohibits unlawful
harassment, the Joint Operating Committee designates the Administrative Director
as the center’s Compliance Officer.

The Compliance Officer shall publish and disseminate this policy and the complaint
procedure at least annually to students, parents/guardians, employees, independent
contractors, vendors, and the public. The publication shall include the position,
office address and telephone number of the Compliance Officer.

Each employee shall be responsible to maintain a working environment free from all
forms of unlawful harassment.

The building administrator or designee shall be responsible to complete the
following duties when receiving a complaint of unlawful harassment:

1. Inform the employee or third party of the right to file a complaint and the
complaint procedure.
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4. Guidelines

2. Notify the complainant and the accused of the progress at appropriate stages of
the procedure.

3. Refer the complainant to the Compliance Officer if the building administrator is
the subject of the complaint.

Complaint Procedure — Employee/Third Party

Step 1 — Reporting

An employee or third party who believes s/he has been subject to conduct that
constitutes a violation of this policy is encouraged to immediately report the incident
to the building administrator.

If the building administrator is the subject of a complaint, the employee or third
party shall report the incident directly to the Compliance Officer.

The complainant is encouraged to use the report form available from the building
administrator, but oral complaints shall be acceptable.

Step 2 - Investigation

Upon receiving a complaint of unlawful harassment, the building administrator shall
immediately notify the Compliance Officer. The Compliance Officer shall authorize
the building administrator to investigate the complaint, unless the building
administrator is the subject of the complaint or is unable to conduct the
investigation.

The investigation may consist of individual interviews with the complainant, the
accused, and others with knowledge relative to the incident. The investigator may
also evaluate any other information and materials relevant to the investigation.

The obligation to conduct this investigation shall not be negated by the fact that a
criminal investigation of the incident is pending or has been concluded.

Step 3 — Investigative Report

The building administrator shall prepare a written report within fifteen (15) days,
unless additional time to complete the investigation is required. The report shall
include a summary of the investigation, a determination of whether the complaint
has been substantiated as factual and whether it is a violation of this policy, and a
recommended disposition of the complaint.
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Pol. 317

The findings of the investigation shall be provided to the complainant, the accused,
and the Compliance Officer.

Step 4 — Action Of Center

If the investigation results in a finding that the complaint is factual and constitutes a
violation of this policy, the center shall take prompt, corrective action to ensure that
such conduct ceases and will not recur.

Disciplinary actions shall be consistent with Joint Operating Committee policies,
administrative regulations and procedures, applicable collective bargaining
agreements, and state and federal laws.

If it is concluded that an employee has knowingly made a false complaint under this
policy, such employee shall be subject to disciplinary action.

Appeal Procedure

1. If the complainant is not satisfied with a finding of no violation of the policy or
with the corrective action recommended in the investigative report, s’/he may
submit a written appeal to the Compliance Officer within fifteen (15) days.

2. The Compliance Officer shall review the investigation and the investigative
report and may also conduct a reasonable investigation.

3. The Compliance Officer shall prepare a written response to the appeal within
fifteen (15) days. Copies of the response shall be provided to the complainant,

the accused and the building administrator who conducted the initial
investigation.

References:
Pennsylvania Human Relations Act — 43 P.S. Sec. 951 et seq.
Federal Anti-Discrimination and Civil Rights Laws —

20 U.S.C. Sec. 1681 et seq. (Title IX)

42 U.S.C. Sec. 2000e et seq. (Title VII)
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Harassment Regulations and Guidelines
Code of Federal Regulations — 29 CFR Sec. 1604.11(a), 1606.8(a)
Federal Register — 66 Fed. Reg. 5512

Joint Operating Committee Policy — 000, 104, 317
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348. ATTACHMENT

REPORT FORM FOR COMPLAINTS OF UNLAWFUL HARASSMENT

Complainant:
Home Address:
Home Phone:
School Building:
Date of Alleged Incident(s):

Alleged harassment was based on:

Name of person you believe violated the Joint Operating Committee's unlawful harassment
policy:

If the alleged harassment was directed against another person, identify the other person:

Describe the incident as clearly as possible, including what force, if any, was used; verbal
statements (i.e. threats, requests, demands, etc.); what, if any, physical contact was involved.
Attach additional pages if necessary:

When and where incident occurred:

List any witnesses who were present:

This complaint is based on my honest belief that has harassed me
or another person. | certify that the information | have provided in this complaint is true, correct
and complete to the best of my knowledge.

Complainant's Signature Date

Received By Date



CENTRAL

No. 351

SECTION: EMPLOYEES

TITLE: DRUG AND SUBSTANCE

WESTMORELAND ABUSE
CARE ER AN D ADOPTED: February 18, 2009
TECHNOLOGY REVISED:

CENTER

1. Purpose

2. Definitions
35P.S.
Sec. 780-101
et seq

41 US.C.
Sec. 706

41 US.C.
Sec. 706

41 U.S.C.
Sec. 706

3. Authority
41 U.S.C.
Sec. 702

351. DRUG AND SUBSTANCE ABUSE

The Joint Operating Committee recognizes that the misuse of drugs by
administrative, professional and support employees is a serious problem with legal,
physical and social implications for the whole school community and is concerned
about the problems that may be caused by drug use by employees, especially as the
use relates to an employee's safety, efficiency and productivity and its impact upon
the student body.

The primary purpose and justification for any action by the center will be for the
protection of the health, safety and welfare of students, staff and center property.

Drugs - shall be defined as those outlined in the Controlled Substance, Drug, Device
and Cosmetic Act.

Conviction - a finding of guilt, including a plea of nolo contendere, imposition of
sentence, or both by any judicial body charged with the responsibility to determine
violations of the federal or state criminal drug statute.

Criminal Drug Statute - a federal or state criminal statute involving the
manufacture, distribution, dispensing, use or possession of any controlled substance.

Drug-free Workplace - the site for the performance of work at which employees
are prohibited from engaging in the unlawful manufacture, distribution, dispensing,
possession or use of a controlled substance.

The Joint Operating Committee requires that each administrative, professional and
support employee be given a copy of this policy and notification that, as a condition
of employment, the employee will abide by the terms of this policy and notify the
center of any criminal drug statute conviction for a violation occurring in the
workplace no later than five (5) days after such conviction.
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SC 527

. Delegation of
Responsibility
41 US.C.
Sec. 702, 703

41 U.S.C.
Sec. 702

41 US.C.
Sec. 702, 703

41 US.C.
Sec. 702

41 U.S.C.
Sec. 702

Any employee convicted of delivery of or possession of a controlled substance with
the intent to deliver shall be terminated from his/her employment with the center.

A statement notifying employees that the unlawful manufacture, distribution,
dispensing, possession, or use of a controlled substance is prohibited in the
employee's workplace shall be provided by the Administrative Director or designee
and shall specify the actions that will be taken against the employee for violation of
this policy, up to and including termination and referral for prosecution.

Within ten (10) days after receiving notice of the conviction of an employee, the
center shall notify any federal agency or department that is the grantor of funds to
the center.

The center shall take appropriate personnel action within thirty (30) days of
receiving notice against any convicted employee, up to and including termination, or
require the employee to participate satisfactorily in a drug abuse assistance or
rehabilitation program approved for such purposes by a federal, state or local health,
law enforcement, or other appropriate agency. An employee who is not subject to
mandatory termination may, as a condition precedent to returning to work, be
required to certify that s/he has enrolled in and/or completed a drug abuse assistance
or rehabilitation program.

In establishing a drug-free awareness program, the Administrative Director shall
inform employees about:

1. Dangers of drug abuse in the workplace.
2. Joint Operating Committee's policy of maintaining a drug-free workplace.

3. Availability of drug counseling, drug rehabilitation, and employee assistance
programs that may exist within the community.

4. Penalties that may be imposed for drug abuse violations occurring in the
workplace.

The center shall make a good faith effort to continue to maintain a drug-free
workplace through implementation of this policy.
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References:
School Code — 24 P.S. Sec. 527

PA Controlled Substance, Drug, Device and Cosmetic Act — 35 P.S. Sec. 780-101
et seq.

Drug-Free Workplace Act — 41 U.S.C. Sec. 701 et seq.

Joint Operating Committee Policy — 317
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CENTRAL

No. 601

SECTION:  FINANCES

TITLE: FISCAL OBJECTIVES

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED: November 18, 2015

1. Purpose

2. Authority
SC 1850.1

3. Delegation of
Responsibility

601. FISCAL OBJECTIVES

The Joint Operating Committee recognizes its responsibility to the taxpayers of the
participating school districts to ensure that public monies expended by the center are
utilized for delivery of the vocational technical program in a manner that provides
full value to the taxpayers, and that adequate procedures and records are established
to ensure that end.

The Joint Operating Committee has the authority and responsibility to prepare the
budget, approve bids and approve each expenditure of the center.

To meet the goals of this policy, the Joint Operating Committee requires the
Business/Office Manager to establish sound accounting procedures based upon
recommendations of the auditor and state and federal government, institute effective
business practices, and recommend appropriate accounting equipment and
technology when necessary.

The Business/Office Manager shall review monthly the financial operations, report

to the Joint Operating Committee on effectiveness and recommended improvements,
and prepare administrative regulations for sound fiscal operations.

References:
School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 000
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CENTRAL

WESTMORELAND
CAREER AND
TECHNOLOGY

CENTER

No. 602

SECTION:  FINANCES
TITLE: BUDGET PLANNING
ADOPTED: February 18, 2009

REVISED:

1. Authority
SC 1850.1

2. Delegation of
Responsibility

SC 1850.1

602. BUDGET PLANNING

The budget shall be designed to reflect the Joint Operating Committee's goals and
objectives concerning the education of students. Therefore, the budget shall be
organized and planned to ensure adequate understanding of the financial needs
associated with program support and development. The financial requirements of the
center's programs shall be reviewed on a continual basis.

To meet the objectives of this policy, the Joint Operating Committee directs the
Administrative Director to:

1.

Include in all ongoing studies of the educational program an estimated annual
cost of implementation.

Prepare a long range plan for annual maintenance and replacement of facilities.
Prepare a plan for current and future technology needs.
Maintain an inventory of and replacement schedule for all equipment.

Establish a projected budget of expenditures and income for the current year and
ensuing year.

Prepare an annual estimate of anticipated school and program enrollments.

Maintain a plan of anticipated revenues based on changes in state and federal
legislation.

Report to the Joint Operating Committee any serious financial implications
arising from the budget plan.

Page 1 of 2




602. BUDGET PLANNING - Pg. 2

3. Guidelines

Pol. 002

Dissemination Of Budget Information

Upon authorization of the Joint Operating Committee, the Administrative Director
shall distribute a schedule of rental to each participating school district, listing the
rental payments to be made by each district prior to April 15 and October 15 of each
year. Rental payments shall be made according to provisions as enumerated in the
annual Agreement of Lease.

The Administrative Director shall prorate the contributions each participating school
district needs to make to the center’s operating budget based on the proposed budget
recommended for adoption. Estimated allocations of expenditures for the current
year shall be distributed to the participating school districts no later than April 15 of
each year.

Submission Of Budgets To The Authority

The participating school districts and the CTC Board shall furnish the Building
Authority with copies of the annual audit of each school district and the CTC Board
at the end of each school fiscal year during the term of the Agreement of Lease. The
Authority shall also be furnished with a copy of the proposed budget of each
participating school district and the CTC Board prior to the adoption of such budgets
in each school fiscal year and a copy of the budget once adopted by the participating
school district and the CTC Board during the term of the Agreement of Lease.

References:
School Code — 24 P.S. Sec. 1850.1

Joint Operating Committee Policy — 002
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CENTRAL

No. 603

SECTION:  FINANCES

TITLE: BUDGET PREPARATION

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED: NOVEMBER 18, 2015

1. Purpose

2. Authority
SC 1850.1

3. Delegation of
Responsibility

4. Guidelines

603. BUDGET PREPARATION

The Joint Operating Committee considers preparation of an annual budget to be one
of its most important responsibilities because the budget is the financial reflection of
the center's educational plan. The budget shall be designed to carry out the
educational plan in a comprehensive and efficient manner, to maintain the facilities,
and to honor the obligations of the center.

The Joint Operating Committee recognizes its obligation to the participating school
districts and to taxpayers to approve only those expenses reasonably required to
provide an educational program suitable to the needs and goals of the center and its
students.

The Business/Office Manager shall prepare a preliminary budget for the succeeding
year to be reviewed by the Chief School Administrator, Director/Assistant Director
and Professional Advisory Committee.

In preparing the budget, the responsible administrator shall set general priorities for
expenditures for:

1. Staff for maintenance of current programs.

2. Equipment and supplies for maintenance of current programs.

3. Maintenance of existing facilities and equipment.

4. New staff necessary for improvement or expansion of current programs.

5. New technology, equipment and supplies necessary for improvement or
expansion of current programs.

Upon the recommendation of the Chief School Administrator, Administrative
Director, and Professional Advisory Committee, the budget shall be presented to the
Joint Operating Committee for review and recommendation for approval by the Joint
Area Boards.
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Articles of
Agreement

If requested to do so, the Business/Office Manager shall present to and review the
proposed budget with School Board members of participating districts.

The Joint Operating Committee shall submit its proposed budget for each fiscal year
to the participating school districts for approval no later than April 30.

The current operating expenses included in the annual budget shall be borne by the
participating school districts in proportionate shares according to the average daily
membership of students from each of the participating school districts as provided

by law and the Articles of Agreement.

A descriptive analysis of the proposed budget for the following school year shall be
prepared and made a part of the budget document. The descriptive analysis shall
explain the significant changes in the proposed budget from the budget for the
preceding school year.

The descriptive analysis may contain:

1. A summary of the proposed expenditures in the standard accounting
classifications established by the Department of Education.

2. A summary of proposed expenditures by major budget categories and a summary
of receipts.

3. A summary of the budget by major services of functions. It shall indicate the
approximate proportion of the budget allotted to various services or functions.

4. Information about the current status and the trends related to school operations,
such as student enrollment, assessed valuation, and other matters that relate to an
understanding of the budget.

5. Information which may be used in comparing budget provisions in the center
with those in comparable school operations.

6. A letter of transmittal from the Business/Office Manager to the Joint Operating
Committee commenting upon the recommended budget.

7. An attractive arrangement of textual, comparative, and/or illustrative material.

8. Explanation of the current and proposed educational plan.

Page 2 of 3




603. BUDGET PREPARATION - Pg. 3

References:
School Code — 24 P.S. Sec. 1850.1

Articles of Agreement
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CENTRAL

No. 604

SECTION:  FINANCES

TITLE: BUDGET ADOPTION

WESTMORELAND

CAREER AND

ADOPTED: February 18, 2009

REVISED:

TECHNOLOGY

CENTER

1. Purpose

2. Authority

SC 687

SC 687

SC 1850.1

Articles of
Agreement

3. Delegation of
Responsibility

604. BUDGET ADOPTION

It is the philosophy of the Joint Operating Committee that the annual budget
proposal represents the position of the Joint Operating Committee, and all
reasonable means shall be employed to present and explain the proposed budget to
all participating school districts.

At least thirty (30) days prior to adoption of the final budget, the Joint Operating
Committee shall prepare and present a proposed budget, which shall be set forth in
detail using the forms required by the State Department of Education.

The proposed budget shall be available for public inspection at the administration
offices at least twenty (20) days prior to adoption of the budget by the Joint Board.
Final action shall not be taken on the proposed budget until after ten (10) days'
public notice.

Approval of the annual operating budget shall require an affirmative vote by mail
ballot of two-thirds (2/3) of the participating school districts and a majority vote of
all the Board members of all participating school districts. The vote of any
participating school district shall be determined by a majority vote of all Board

members of that district. All votes shall be duly recorded and show how each
member voted.

If requested to do so, the Administrative Director shall present to and review the
proposed budget with School Board members of participating districts.
References:

School Code — 24 P.S. Sec. 687, 1850.1

Joint Operating Committee Policy — 603

Articles of Agreement
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CENTRAL

No. 607

SECTION:  FINANCES

TITLE: TUITION INCOME

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED: NOVEMBER 18, 2015

1. Authority
SC 1847, 1850.1
Pol. 202

2. Delegation of
Responsibility

3. Guidelines
SC 1850.1, 2561

607. TUITION INCOME
When the center admits students who are not residents of a participating school
district, it shall assess tuition charges in accordance with the School Code. Tuition
shall be assessed for those students whose attendance has been approved by the Joint
Operating Committee, in accordance with the policy for nonresident students.

It shall be the responsibility of the Business/Office Manager to invoice tuition for
approved students.

Tuition rates shall be determined annually.

Tuition billings will be made monthly.

References:
School Code — 24 P.S. Sec. 1847, 1850.1, 2561

Joint Operating Committee Policy — 202
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CENTRAL

WESTMORELAND
CAREER AND
TECHNOLOGY

CENTER

No. 608

SECTION:  FINANCES
TITLE: BANK ACCOUNTS
ADOPTED: February 18, 2009

REVISED:

1. Authority
SC 621, 1850.1
Pol. 005

SC 440, 624

SC 621, 622, 623

2. Guidelines

608. BANK ACCOUNTS
Annually during the month of May the Joint Operating Committee, by a majority
vote of the full Joint Operating Committee, shall designate one or more banks or
bank and trust companies as depository(ies) for the safeguarding of center funds.
The depository year shall begin on July 1.

Each depository shall be required to report monthly to the Treasurer or Joint
Operating Committee on the status of funds, in the manner required by law.

Each designated depository shall furnish proper security for deposits in the amount
designated by the Joint Operating Committee and in accordance with law.

Each designated depository shall be advised not to cash checks payable to the center
but to deposit said checks to the center's accounts.

The Joint Operating Committee shall periodically obtain quotations for specified
banking services prior to designating its depository(ies).

References:

School Code — 24 P.S. Sec. 440, 621, 622, 623, 624, 625, 1850.1
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CENTRAL

No. 609

SECTION:  FINANCES

TITLE: INVESTMENT OF FUNDS

WESTMORELAND

CAREER AND

ADOPTED: February 18, 2009

REVISED:

TECHNOLOGY

CENTER

1. Purpose

2. Authority
SC 440.1, 621,
622, 623

3. Definitions

609. INVESTMENT OF FUNDS

It shall be the policy of the Joint Operating Committee to optimize its return through
investment of cash balances in such a way as to minimize noninvested balances and
to maximize return on investments.

The primary objectives of investment activities, in priority order, shall be:

Legality - All investments shall be made in accordance with applicable laws of
Pennsylvania.

Safety - Safety of principal shall be of highest priority. Preservation of capital in
the portfolio of investments shall be ensured through the mitigation of credit
risk and interest rate risk.

Liquidity - Investments shall remain sufficiently liquid to meet all operating
requirements that are reasonably anticipated. A fiscal year operations

anticipated cash flow shall be developed so that investments can be made as
early as possible, with maturities concurrent with anticipated cash demands.

Yield - Investments shall be made with the objective of attaining a
market-average rate of return throughout the budgetary and economic cycles,
taking into account the investment risk constraints and liquidity needs.
All investments of the center made by an officer and/or employee shall be made in
accordance with this policy and a Joint Operating Committee-approved investment
program.
Short-term - any period thirteen (13) months or less.
Long-term - any period exceeding forty-eight (48) months' duration.

Mid-range - any period between short-term and long-term.
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Delegation of
Responsibility
SC 440.1

SC 440.1
75P.S.
Sec. 3836 et seq

Concentration of credit risk - the risk associated with the consolidation of
investments in a single pool, institution, or instrument.

Credit risk - the risk of loss of principal due to the failure of the security issue or
backer of the issue.

Custodial credit risk - the risk of loss associated with consolidation of investments
with a single institution where the center may rely on the institution to hold
investments on behalf of the center or through collateral action when the instruments
are not in the center's name.

Foreign currency risk - the risk associated with investment in foreign currency that
is subject to market fluctuation and associated currency conversion.

Interest rate risk - the risk that the market value of securities will fall due to
changes in general interest rates.

Investment program - the specifically enumerated and Joint Operating
Committee-approved investment strategy.

The Joint Operating Committee shall delegate to a designated individual the
responsibility to manage the center's investment program, in accordance with
written, Joint Operating Committee-approved procedures for operation of the
investment program.

An annual review of the investment program shall be prepared by the designated
individual, based upon the anticipated cash flow of all center funds, i.e. general,
capital reserve, bond, etc. The investment program shall be submitted to the Joint
Operating Committee no later than sixty (60) days after adoption of the annual
budget.

The designated individual responsible for investments shall report monthly to the
Joint Operating Committee the following:

1.  Amount of funds invested.

2. Interest earned and received to date.

3.  Types and amounts of each investment and the interest rate on each.
4. Names of the institutions where investments are placed.

5. Current market value of the funds invested.
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. Guidelines

SC 440.1

17 CFR
Part 270

SC 440.1

65 Pa. C.S.A.
Sec. 1101 et seq

6. Other information required by the Joint Operating Committee.

The Joint Operating Committee directs the Administrative Director or designee to
have developed written procedures that will ensure compliance with this policy.
Such procedures shall include a disclosure form for designated individuals involved
in the investment process and/or required written statements for advisors and
bidders.

Investments permitted by this policy are those defined in Section 440.1 of the School
Code, as amended, which are collateralized in accordance with applicable laws.

All securities shall be purchased in the name of the center, and custody of the
securities shall be specified within the investment program.

An exception to purchases in the name of the center is permitted for the purchase of
shares of an investment company that is or conducts business voluntarily in
compliance with applicable law.

All investment advisors or bidders shall verify in writing that they have received a
copy of this policy. Such written statement shall indicate that they have read and
understand this policy and all applicable statutes related to center investments, along
with their intent to comply fully with these requirements.

The center shall require all investment advisors/bidders to submit annually any or all
of the following, as appropriate:

1. Audited financial statements.

2. Proof of National Association of Securities Dealers (NASD) certification.

3. Proof of state registration.

4. Provide annually the rating from a recognized rating agency.

Disclosure

Designated officers and employees involved in the center's investment process shall
disclose any personal business activity that could conflict with the proper execution

and management of the investment program or could impair their ability to make
impartial decisions.
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Pol. 619

53 Pa. CS.A.
Sec. 8001 et seq

SC 218, 440.1
GASB Stmt 40

Audit

The Joint Operating Committee directs that all investment records be subject to
annual audit by the center's independent auditors.

The audit shall include but not be limited to independent verification of amounts and
records of all transactions, as deemed necessary by the independent auditors.

It shall be the responsibility of the investment advisor and/or bidder to maintain
necessary documents to permit independent audit of the center's investments.

Bond Proceeds

Bond proceeds shall be invested in accordance with the Local Government Unit
Debt Act and applicable federal and state laws, subject to approval by the solicitor
and/or bond counsel and the Joint Operating Committee.

Investment transactions arising from bond proceeds shall be reported monthly to the
Joint Operating Committee, in accordance with this policy.

Compliance With GAAP

The following is intended to guide the center's investments as limited by Section
440.1 of the School Code:

1. Center funds shall not be invested in foreign currency and shall not have any
related risk that would require disclosure pursuant to GASB Statement 40.

2. Center investments shall limit the exposure to loss of principal due to market
changes in interest rates.

3. Center investments in authorized instruments that are not backed by the “full
faith and credit” of the federal or state government shall be limited to those with
the highest credit rating available for such instruments issued by a recognized
organization.

If, after purchase, the rating of any instrument is reduced and is no longer in
compliance with this policy, the individual responsible for center

investments shall advise the Joint Operating Committee at the earliest
opportunity of such action and make recommendations for altering investments.
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. When center funds are invested in any one (1) issuer other than designated
depository accounts (which includes external investment pools), and securities
issued or explicitly guaranteed by the U.S. Government (owned directly by the
center, the amount of the investment shall be unlimited, but the Joint Operating
Committee shall be notified of such investment monthly.

For purposes of interest rate disclosure in the annual financial report, the method

of determining interest rate risk shall be based on weighted average maturity.

References:

School Code — 24 P.S. Sec. 218, 440.1, 621, 622, 623

Local Government Unit Debt Act — 53 Pa. C.S.A. Sec. 8001 et seq.

Public Officials and Employee Ethics Act — 65 Pa. C.S.A. Sec. 1101 et seq.
Investment Companies, Title 17, Code of Federal Regulations — 17 CFR Part 270
Governmental Accounting Standards Board, Statement No. 40

Joint Operating Committee Policy — 000, 619
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No. 610

SECTION:  FINANCES

TITLE: PURCHASES SUBJECT TO
Central BID/QUOTATION
Westmoreland Career ADOPTED:  February 18, 2009
and Technology REVISED:  April 16, 2014
Center REVISED: NOVEMBER 18, 2015
610. PURCHASES SUBJECT TO BID/QUOTATION
1. Authority It is the policy of the Joint Operating Committee to obtain competitive bids and

SC 751, 807.1 price quotations for products and services where such bids or quotations are
required by law or may result in monetary savings to CWCTC.

2. Guidelines The amounts contained in this policy regarding competitive bid and price quotation

SC 120, 751, requirements are subject to adjustments based on the Consumer Price Index.

807.1
Competitive Bids

SC 751, 807.1 When seeking competitive bids, the JOC shall advertise once a week for three (3)
weeks in not less than two (2) newspapers of general circulation.

After due public notice advertising for competitive bids, the JOC shall be
authorized to:

SC807.1 1. Purchase furniture, equipment, school supplies and appliances costing a base

amount of $19,400 or more, unless exempt by law.

SC 751 2. Contract for construction, reconstruction, repairs, maintenance or work on any
school building or property having a total cost or value of more than $18,500,
unless exempt by law.

SC 751, 807.1 With kind, quality and material being equal, the bid of the lowest responsible bidder

meeting bid specifications shall be accepted upon resolution of the JOC, unless the
JOC chooses to reject all bids.

SC 751 The JOC recognizes that emergencies may occur when imminent danger exists to
persons or property or continuance of existing school classes is threatened, and time
for bidding cannot be provided because of the need for immediate action. Bidding
decisions in the event of such emergencies shall be made in accordance with existing
legal requirements.
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Electronic Bidding

62 Pa. C.S.A. The JOC shall receive bids electronically for competitive contracts, except for

Sec. 4602, 4603 construction and design services, in compliance with applicable laws and JOC
policy.

62 Pa. C.S.A. CWCTC shall electronically maintain the confidentiality of the bid until the bid

Sec. 4603 opening.

Competitive Electronic Auction Bidding

62 Pa. C.S.A. The JOC shall adopt a resolution approving the use of competitive electronic
Sec. 4602, 4604 auction bidding for contracts for supplies or services, but not for construction or
design services.

62 Pa. C.S.A. An invitation for bids shall be issued and shall include:
Sec. 4604
1. Procurement description.

2. All contractual terms, when practical.

3. Conditions applicable to procurement, including a notice that bids will be
received in an electronic auction manner.

Public notice and advertisement of the invitation for bids shall be given in the
manner required for non-electronic bidding.

Bids shall be accepted electronically at the time and in the manner designated in the
invitation for bids.

During the auction, bidders shall be able to review their bid rank or the low bid
price, and may reduce their bid prices during the auction.

At the conclusion of the auction, the record of the bid prices received and the name
of each bidder shall be open to public inspection.

After the auction period has expired, CWCTC shall grant in writing withdrawal of a
bid when the bidder requests relief and presents credible evidence of a clerical
mistake due to reasons permitted by law, within the time period established by
CWCTC.

The contract shall be awarded within sixty (60) days of the auction by written notice
to the lowest responsible bidder, or all bids may be rejected. Extensions of the award
date may be made by written, mutual consent of both parties.
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Price Quotations

SC807.1 Unless exempt by law, at least three (3) written or telephonic price quotations shall
be requested by the JOC for:

SC807.1 1. Furniture, equipment, school supplies and appliances costing a base amount of
more than $10,000 but less than $19,400.

SC 751 2. All contracts for construction, reconstruction, repairs, maintenance or work on
any school building or property, having a total cost or value of more than
$10,000 but less than $19,400.

If it is not possible to obtain three (3) quotations, a memo must be kept on file
showing that fewer than three (3) qualified vendors exist in the market area. The
written price quotations, written records of telephonic price quotations and
memoranda shall be kept on file for a period of three (3) years.

Work Performed by CWCTC Maintenance Personnel

SC 751 The JOC may authorize CWCTC maintenance personnel to perform construction,
reconstruction, repairs or work having a total cost or value of less than $10,000.

3. Delegation of The JOC may grant the JOC Secretary or Purchasing Agent the authority to
Responsibility purchase supplies and award contracts in the amount and manner designated by
SC 751, 807.1 applicable law.

References:

School Code — 24 P.S. Sec. 120, 751, 807.1
Local Government Unit Electronic Bidding Act — 62 Pa. C.S.A. Sec. 4601 et seq.

The Department of Labor and Industry shall publish notice, in the Pennsylvania
Bulletin prior to January 1 of each calendar year, of the annual percentage change
and the unadjusted or final adjusted base amounts at which competitive bidding is
required and written or telephonic price quotations are required, respectively, for the
calendar year beginning the first day of January after publication of the notice. This
policy will be adjusted annually based on the notice published in the Pennsylvania
Bulletin.

Act 4 of 1974 — Withdrawal of Bids — 73 P.S. Sec. 1602
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No. 611

SECTION:  FINANCES

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: PURCHASES BUDGETED
ADOPTED: February 18, 2009

REVISED:  September 16, 2015

611. PURCHASES BUDGETED

1. Authority It is the policy of the Joint Operating Committee that when funds are available all
SC 751, 807.1 purchases contemplated within the current budget and not subject to bid shall be

made in a manner that ensures the best interests of the center.

2. Delegation of All purchases that are within budgetary limits may be made upon authorization of
Responsibility the Business/Office Manager. Purchases above $10,000 shall be approved by the
SC 807.1 Business/Office Manager and the Administrative Director/Assistant Director.

SC 751, 807.1 All purchase order requests must be referred to the Business/Office Manager, who
shall check whether the proposed purchase is subject to bid, and whether sufficient
funds exist.

3. Guidelines In the interests of economy, fairness and efficiency in its business dealings, the Joint

Operating Committee requires that:

1. Items commonly used in the various programs be standardized whenever
possible.

2. Opportunity to do business with the center shall be provided to as many
responsible suppliers as possible. Lists of potential suppliers for various types of
supplies, equipment and services will be developed and maintained.

3. No purchase request will be honored unless made on a requisition form that has
the necessary approval.

References:

School Code — 24 P.S. Sec. 609, 751, 807.1, 1850.1
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CENTRAL

No. 612

SECTION:  FINANCES

TITLE: PURCHASES NOT BUDGETED

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED:

1. Authority
SC 1850.1

2. Guidelines

612. PURCHASES NOT BUDGETED

The laws of the state and the interests of the community require fiscal responsibility
by the Joint Operating Committee in the operation of the center. Appropriate fiscal
controls shall be adopted to ensure that public funds are not disbursed in amounts in
excess of the appropriations provided to the center.

When funds are not available for a proposed appropriation, a legal transfer from one
class of expenditure to another may be made by the Joint Operating Committee in
the last nine (9) months of the fiscal year if it is apparent that the necessary surplus
funds do exist in another appropriation and it can be demonstrated that the proposed
expenditure would be educationally warranted in the current fiscal year.

In the event of emergency, which exists whenever the time required for the Joint
Operating Committee to act in accordance with regular procedures would endanger
life or property or threaten continuance of the educational program, a purchase order
may be authorized.

Any expenditures in excess of appropriation made in conformance with this policy

shall be reported to the Joint Operating Committee at the next meeting with a
recommendation of funds to be transferred to cover said purchase.

References:

School Code — 24 P.S. Sec. 1850.1
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No. 613

SECTION:  FINANCES

CENTRAL
WESTMORELAND
CAREER AND
TECHNOLOGY
CENTER

TITLE: COOPERATIVE PURCHASING
ADOPTED: February 18, 2009

REVISED: NOVEMBER 18, 2015

613. COOPERATIVE PURCHASING

1. Authority The Joint Operating Committee recognizes the advantages of centralized purchasing.
SC 1850.1 Therefore, the Joint Operating Committee encourages the administration to seek the
53 Pa. C.S.A. benefits and savings that may accrue through joint agreements with other political

Sec. 2304 et seq subdivisions for the purchase of supplies, equipment or services.
2. Delegation of The Joint Operating Committee authorizes the Business/Office Manager to negotiate

Responsibility appropriate cooperative purchase agreements with Westmoreland Intermediate Unit
No. 7 and/or other political subdivisions, in accordance with law and Joint Operating
Committee policy.
3. Guidelines Cooperative purchases require an agreement approved by the Joint Operating

53 Pa. C.S.A. Committee and the participating contracting body(s) which may specify:

Sec. 2304 et seq
1. Categories of equipment or supplies to be purchased.
Pol. 610 2. Manner of advertising for bids and awarding contracts.
3. Method of payment by each participating party.

4. Other matters deemed necessary to carry out the purposes of the agreement.

References:
School Code — 24 P.S. Sec. 1850.1
Intergovernmental Cooperation — 53 Pa. C.S.A. Sec. 2304 et seq.

Joint Operating Committee Policy — 610
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CENTRAL

No. 614

SECTION:  FINANCES

TITLE: PAYROLL AUTHORIZATION

WESTMORELAND

CAREER AND
TECHNOLOGY

CENTER

ADOPTED: February 18, 2009

REVISED: NOVEMBER 18, 2015

1. Authority
SC 1850.1
Pol. 302, 304,
305, 306,
308, 328

2. Guidelines

Pol. 330

614. PAYROLL AUTHORIZATION

Employment of all permanent, temporary and part-time personnel must be approved
by the Joint Operating Committee. The Joint Operating Committee shall authorize
payment of salaries to employees. Actions by the Joint Operating Committee to
employ on a contractual basis shall include the name of the individual, position title,
salary, period of employment, position classification, method of payment, and
budget category to which the wages are to be charged.

Actions by the Joint Operating Committee to employ temporary or part-time
personnel shall include the name of the individual, position title, rate of pay, position
classification, the maximum number of hours or days an employee may work,
assignment, and budget category to which wages are