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Auburn Vocational School District
BOARD OF EDUCATION

Minutes of October 4, 2016

The October 4, 2016 regular meeting of the Auburn Vocational School District was called to
order by Mr, Walter at 7:00 p.m.

Upon roll call, the following members were present:

Mrs. Brush Mr. Kent Mr. Stefanko Mrs. Wanyek
Dr. Culotta Dr. Kolkowski Mr. Walter Mrs. Wheeler
Mrs. Javins Mr. Miller

Absent: Mr. Klima

Administrators: Margaret Lynch, Sherry Williamson, Jeff Slavkovsky, Dee Stark and Victoria
Bryant

149-16 Approve Agenda and Addendum

A motion was made by Dr. Kolkowski and seconded by Mr. Kent to approve the October 4,
2016 agenda and addendum.

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs, Javins, Mr. Kent, Dr. Kolkowski, Mr.
Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

150-16 Approve Minutes Last Meeting

A motion was made by Mrs. Javins and seconded by Dr. Culotta to approve the minutes of
the September 6, 2016 regular Board meeting.

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Dr. Kolkowski, Mr. Miller
Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Abstain: Mr. Kent

Nays: None
Mr. Walter declared the motion passed
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Public Participation - There was no Public Participation at the meeting.

Administrative Report

a) Blackboard Analysis - Mr. John Dicks and Mrs. Dee Stark presented to the Board

b) Concord Township Tax Increment Financing Proceedings - Mrs. Sherry Williamson

)

presented information to the Board

Visit Associate Schools Board Meetings to inform them of current Board Members
Term ending December 31, 2016: Dr. Susan Culotta; Mrs. Mary Javins; Mr, Geoffrey
Kent; Mr. Ken Klima; Mr. Roger Miller; Mr. Paul Stefanko; Mr. Erik Walter; Mrs.

Kelly Wanyek; and Mrs. Mary Wheeler - Ms. Maggie Lynch shared information with
the Board.

151-16 Executive Session

A motion was made by Mr. Stefanko and seconded by Dr. Kolkowski to enter into executive
session at 7:28 p.m. for the following purpose:

Pursuant to Ohio Revised Code Section 121.22(G) (1), | hereby recommend that the
Board make a motion to adjourn to executive session for the purpose of considering
the appointment, employment, dismissal, discipline, promotion, demotion, or
compensation of public employees or regulated individuals, or the investigation of
charges or complaints against a public employee or regulated individual unless such
person requests a public hearing.

Pursuant to Ohio Revised Code Section 121.22 (G)(2), | hereby recommend that the
Board make a motion to adjourn to executive session to consider the purchase of
property or the sale of property, if premature disclosure of information would give
an unfair competitive bargaining advantage to a person whose private interest is
adverse to the general public interest.

Pursuant to Ohio Revised Code Section 121.22(G)(3), | hereby recommend that the
Board make a motion to adjourn to executive session to_meet with Board Legal
Counsel to discuss disputes involving the Board and/or the School District that

are subjec endi r immi tc ctio

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski, Mr,
Miller, Mr. Stefanko, Mr. Walter, Mrs. Waynek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

Return to public session at 7:53 p.m.

78



AUBURN

CAREER CENTER

Facilities Committee Report - Mrs. Mary Javins
a. Update - Summer Projects

Student Achievement Report - Mrs. Jean Brush-Monthly update

Legislative Report - Mrs. Mary Javins-None
Recruitment/Curriculum Committee Report - Ms, Maggie Lynch

152-16 Approve 2 Enrollment Specialist

A motion was made by Dr. Kolkowski and seconded by Mr. Stefanko to approve Beth Cueni
as temporary enrollment specialist not to exceed 59 days. A substitute teacher will be placed
in the Tech Literacy class during the 59 days.

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

Finance Committee Report - Mrs, Sherry Williamson gave an update to the Board

Render Financial Reports

ORC 3313.29-The treasurer shall render a statement to the Board and to the superintendent
of the school district, monthly, or more often if required, showing the revenues and receipts
from whatever sources derived, the various appropriations made by the board, the
expenditures and disbursements therefrom, the purposes thereof, the balances remaining
in each appropriation, and the assets and liabilities of the school district. The financial
statements for the period ending August 31, 2016 are hereby rendered and include;
Financial Summary, Appropriations Report, Monthly Comparison Report, Check Register,
Bank Reconciliation, and Investment Report. (See Attachments Item #13)

No Action Required
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153-16 Approve Five Year Forecast

A motion was made by Dr. Kolkowski and seconded by Mr. Miller to approve the FY2017-
2021 Five-Year Forecast. The forecast and assumptions were sent to the Board
electronically and they are believed to represent the most probable scenario for the forecast
period. Raises have not been assumed but steps and educational advancement continue to
be estimated. Foundation funding has been projected based on the current state aid
estimates provided by the Department of Education and the Department of Taxation for
FY16-17. Finally, the Five-Year Facility Plan is not included due to lack of funding. It is
possible that projects may be assumed as debt is paid down and the Forecast may be revised
when such decisions are made. (See Attachment Item #14)

Roll Call: Ayes: Mrs, Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

154-16 Approve Donations

A motion was made by Mrs. Javins and seconded by Dr. Culotta to approve the monetary
donation of $50.00 for the Landscape Horticulture program. This donation is from Mr. Brian
Gilson of Perry, Ohio.

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

155-16 Approve Items 16-18 into One Motion

A motion was made by Dr. Kolkowski and seconded by Mr. Stefanko to combine item #'s 16-
18 into one motion.

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed
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Approve Activity Account Changes

A motion was made by Mr. Stefanko and seconded by Dr. Kolkowski to approve the

following Activity Account changes:

A. Closing of the following purpose statement/activity budget accounts. Last year

ending balance will be transferred into the general fund account.

Program Acct. Number Last Year Balance 6/30/16
GRADS 200-904A $153.60
Green Club 200-965A $52.18
Job Club 200-926A $136.69
Business & Computer Services I 200-984A $671.42
Hospitality & Community Services | 200-920A $1,107.74
Marketing Education 200-935A $527.67
Northeast Ohio Culinary Institute 200-916A $73.08
Yearbook 200-905A $624.07

B. Combining of funds for the purpose statement/activity budget for the Teaching
Professions Pathway Jr. (200-928A) and Teaching Professions Pathway Sr. to now
be Teaching Professions Pathway Jr. & Sr. (200-945A).

C. Approve the following purpose statement/activity for the 2016-2017 school year.

Program Acct. Last Year Balance Revenue
Number 6/30/16 Anticipated

Advance Manufacturing 200-902A $70.00 $30.00
Allied Health Technology 200-901A $76.59 $1,950.00
Architecture & Project 200-909A $596.35 $600.00
Management

Automotive Collision Sr. 200-985A $1,053.86 $400.00
IS\:tomotlve Technology Jr. & | 200-912A $3,399.02 $1,700.00
Bullying Prevention Team 200-914A $0.00 $1,100.00
Computer Networking & 200-903A $0.00 $850.00
Technology

Construction Jr. & Sr. 200-987A $321.10 $1,200.00
Cosmetology Jr. /Holland 200-991A $0.00 $1,500.00
Cosmetology Jr. /Malvicino 200-991B $0.00 $1,500.00
Cosmetology Sr. / Holland 200-992A $2,291.52 $2,200.00
Cosmetology Sr. /Malvicino | 200-992B $2,649.42 $1,700.00
Culinary Arts Jr. & Sr. 200-940A $2,294.39 $2,900.00
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Program Acct. Last Year Balance Revenue
Number 6/30/16 Anticipated
DECA 200-930A $0.00 $6,300.00
Electrical Engineering Prep | 200-996A $11.57 $600.00
Horticulture 200-915A $52,935.22 $46,000.00
HVAC jr. & Sr. 200-937A $0.00 $600.00
lnfor.matlon Support and 200-917A $0.00 $850.00
Services
Internet Program 200-981A $0.00 $1,000.00
Development Jr.
Internet Program 200-982A
Development Sr. $2,023.39 $1,000.00
Malptenance & ' 200-925A $6,972.78 $2,200.00
Environmental Services
Nat}onal Technical Honor 200-908A $579.34 $900.00
Society
SP?tlent Care Technician Jr. & | 200-995A $803.14 $600.00
Practical Nursing Adult 200-911A $829.83 $0.00
SADD 200-950A $801.97 $300.00
Skills USA 200-990A $45.00 $12,500.00
Sports Medicine Jr. & Sr. 200-932A $9.00 $375.00
Teaching Professions 200-945A
Pathway Jr. & Sr. $31.23 ¥3,700.00
Welding Jr. & Sr. 200-924A $439.04 $1,000.00
Total $79,988.98 $101,555.00
Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler
Nays: None
Mr. Walter declared the motion passed
157-16 Approve Substitutes for the 2016-2017 School Year

A motion was made by Mr. Miller and seconded by Mrs. Brush to approve the following
substitutes for the 2016-2017 school year.

Michael Lerman
Suzanne Jackson

Stephanie Evanoff

Stacey Murray

EMT /Firefighter Instructor
Diversified Health Occupations
Substitute Kitchen Helper
General Education
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Roll Call:

Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs, Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

158-16 Approve Adult Workforce Education Staff

A motion was made by Mrs. Javins and seconded by Mr. Miller to employ the following adult
workforce education staff for the 2016-2017 school year. One - Year Limited Contracts.

First Name Last Name Title Hourly Rate
Phillip Stropkey Residential Wiring $30.00
Robert Lloyd EMT /Firefighter $30.00
Richard Sumrada Welding Instructor $30.00
Harry Pearce EMT/Paramedic Medical Director $30.00
Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,

Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs, Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

159-16 Family Medical Leave and Extended Leave

Family Medical Leave & Extended Leave for Mrs. Jane Metrisin, Teaching Professions
Pathway Instructor. Based on the collective bargaining agreement article 16.5.5.

No Action Required

160-16 Motion to Untable Blackboard Five - Year Renewal Contract

A motion was made by Mr. Miller and seconded by Mrs. Javins to untable the Blackboard
Five - Year Renewal Contract.

Roll Cali:

Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Mr. Miller,
Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: Dr. Kolkowski
Mr. Walter declared the motion passed
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161-16 Approve Blackboard Three - Year Contact

A motion was made by Mrs. Javins and seconded by Mr. Miller to approve a three - year of
the Blackboard License and Service Agreement contract for October 1, 2016 thru September
30, 2019, in the amount of $150,000.00 {$50,000/year) which will be coming out of the
VEPD Grant. This renewal includes contract and the users. The clients that participate in
the use of Blackboard are Perry High School, Hall of Fame Akron Stem, and Lake County
Educational Service Center. (See Attachment Item #23)

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

162-16 Policies Modifications: Final Reading

A motion was made Mrs. Javins and seconded by Dr. Kolkowski to make the following policy
modifications to the Auburn Vocational Board of Education Policy Manual. Origina! policy
can be reviewed by visiting the Board Policy website at www.neola.com/auburnjvs-oh and
clicking on the policy number. (Attachment Item #24)

Section Title Revised/New Policy

Professional Staff 3223 | Standard-Based School Counselor Evaluation | New Policy

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

163-16 Approve Adult Workforce Education Student Handbook for 2016-2017

A motion was made by Mr. Miller and seconded by Mr. Stefanko to approve the Adult
Workforce Education student handbook for the 2016-2017 school year. Note any of the
changes are highlighted to meet federal standards and/or board policies. (See Attachment
[tem #25: Emailed)

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed
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164-16 2016-2017 Housing Project - 7070 Auburn Road

A motion was made by Mrs, Wheeler and seconded by Mr. Miller.
A. Approve Siding

It is my recommendation that the Board of Education approve the siding quote
from Apollo Siding Supply Inc., of Willoughby, Ohio, in the amount of $3,459.80.
There were a total of three quotes submitted, the other two quotes are from ABC
Supply Company Inc. of Madison, Ohio and Carter Lumber of Chardon, Ohio. (See
Attachment Item #26A)

B. Approve Roofing

It is my recommendation that the Board of Education approve the roofing quote
from Apollo Siding Supply Inc., of Willoughby, Ohio, in the amount of $3,438.70.
There were a total of three quotes submitted, the other two quotes are from ABC
Supply Company Inc. of Madison, Ohio and Carter Lumber of Chardon, Ohio. (See
Attachment [tem #26B)

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

165-16 Approve Geauga County Educational Service Center Interdistrict Service
Area Contract for 2016-2017

A motion was made by Mrs. Javins and seconded by Mr. Kent.
After discussion, the motion was rescinded and was tabled until November 1, 2016.

166-16 Approve Geauga ESC, Lake ESC and Auburn Career Center Collaborative

A motion was made by Mrs. Javins and seconded by Mr. Miller to approve the amount of
$10,000 for the Geauga ESC, Lake ESC, and Auburn Career Center Collaborative.

Roll Call: Ayes: Mrs. Brush, Mrs. Javins, Mr. Kent, Mr. Miller, Mr. Stefanko, and
Mrs. Waynek

Nays: Dr. Culotta, Dr. Kolkowski, Mr. Walter and Mrs. Wheeler
Mr. Walter declared the motion passed
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167-16 Approve Educational Consulting Services Agreement

A motion was made by Mrs. Javins and seconded by Mr. Kent to approve the educational
consulting services agreement between Podojil Consulting and Professional Services and
the GLA professional development collaborative in the amount up to $22,500. (See
Attachment #29)

Roll Call: Ayes: Mrs. Brush, Mrs. Javins, Mr. Kent, Mr. Miller, Mr. Stefanko, and
Mrs. Waynek

Nays: Dr. Culotta, Dr. Kolkowski, Mr. Walter and Mrs. Wheeler
Mr. Walter declared the motion passed

168-16 Approve Membership Dues for Geauga Growth Partnership, Inc.

A motion was made by Mr. Miller and seconded by Mrs. Javins to approve the membership
dues of $1,000 for Geauga Growth Partnership, Inc. of Newbury, OH. The partnership
believes that focused, proactive economic development is needed in the county and that a
business-led organization can play a critically important role. (See Attachment Item #30)

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

169-16 Approve District Organizational Chart

A motion was made by Dr. Kolkowski and seconded by Mrs. Brush to approve the 2016-
2017 organizational chart for the Auburn Vocational School District. (See Attachment Item
#31)

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

170-16 Approve Volunteer

A motion was made by Mrs. Javins and seconded by Mr. Stefanko to accept the volunteer
services of Mrs. Linda Clements of Mentor, Ohio pending a satisfactory background check
FBI/BCI fingerprints.
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Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

171-16 Executive Session

A motion was made by Mr. Miller and seconded by Mrs. Wheeler to enter into executive
session at 8:55 p.m. for the following purpose:

* Pursuant to Ohio Revised Code Section 121.22(G) (1), for the purpose of

considering the appointment, employment dismissal, discipline,
promotion, demotion, or compensation_of public employees or regulated
individuals, or the investigation of charges or complaints against a public

employee or regulated individual unless such person requests a public
hearing.

¢ Pursuant to Ohio Revised Code Section 121.22(G) (5), discussion of matters
required to be kept confidential by federal law, rules or state statues.

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed

Return to public session at 10:13 p.m.

172-16 Adjourn

A motion was made by Dr. Kolkowski and seconded by Mr. Stefanko to adjourn the meeting
at10:14 p.m.

Roll Call: Ayes: Mrs. Brush, Dr. Culotta, Mrs. Javins, Mr. Kent, Dr. Kolkowski,
Mr. Miller, Mr. Stefanko, Mr. Walter, Mrs. Wanyek and Mrs. Wheeler

Nays: None
Mr. Walter declared the motion passed.
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urer Board Presideﬁt

Treasurers Note: The meeting was audio taped and a copy of the tape may be obtained by
contacting the Treasurer during the course of normal business hours.
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Administrative Reports:

Concord Township Tax
Increment Financing
Proceedings
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Concord Township, cu coms, ofio

NOTICE
8/29/16

To:  Auburn Vocational School District
8140 Auburn Road
Concord Township, Ohio 44077
Attention: Margaret Lynch, Superintendent

Re:  Concord Township
Tax increment Financing Proceedings

Pursuant to Ohio Revised Code Section 5709.73(B), Concord Township is hereby
providing notice that the Board of Township Trustees intends to consider
adoption of a Resolution (the “TIF Resolution”} that would declare the
“Improvements” {as defined below) relating to the commercial development on
the parcel(s) described on “Exhibit B” attached to the TIF Resolution (the
“Property”), to be a public purpose and exempt from real property taxation. A
copy of the proposed TIF Resolution is attached hereto. Improvements are
defined in Ohio Revised Code Section 5709.73 to be the increase in the
assessed value of the Property that would first appear on the tax list and
duplicate of real and public utility property after the effective date of the TIF
Resolution if it were not for the exemption granted by the TIF Resolution.

To finance the costs of certain public improvements identified in “Exhibit A” of
the TIF Resolution that are necessary as a result of development of the area,
the Board of Township Trustees intends to consider adoption of the TIF
Resolution pursuant to Ohio Revised Code Section 5709.73(B), exempting 75%
of the Improvements with respect to the Property from real property taxation
for a period of 10 years.

The Board of Trustees plans to consider and may adopt the TIF Resolution at its
meeting to be held as early as October 5, 2016, commencing at 7:30 p.m. It is
anticipated that the TIF Resolution will be effective immediately upon such
adoption.

{440) 354-7510 FAX (440) 354-7511

wirw concordiwp.com



Page 2
Auburn Vocational School District
Concord Township Tax Increment Financing Proceedings

Any comments that you may have concerning the proposed TIF Resolution should be made
to the Township Administrator prior to that meeting. Please let the undersigned know if
additional information is required. Your cooperation in connection with this mutually
beneficial project for the community is much appreciated.

Date: August 29, 2016 CONCORD TOWNSHIP, OHIO

By: (iﬁ/l-ﬂ—jﬁq;y__. j? : (&1; ﬁﬂ_

Caroline Luhta, Chairman
Concord Township Board of Trustees

Upon receipt, please sign and date this notice and return the signed copy to the Township
for the Township’s files,

Received: Auburn Vocational School District

Date: , 2016 By:

Title:

Enclosure: TiF Resolution



Trustee ~_moved for the adoption of the following Resolution 2016-XX

The Fiscal Officer advised the Board that the notice requirements of Section 121.22 of the Ohio
Revised Code and the implementing rules adopted by the Board pursuant thereto were complied
with for the meeting.

RESOLUTION NO. 2016- XX

A RESOLUTION DECLARING IMPROVEMENTS TO CERTAIN
PARCELS OF REAL PROPERTY TO BE A PUBLIC PURPOSE,
DESCRIBING THE PUBLIC INFRASTRUCTURE IMPROVEMENTS TO
BE MADE TO DIRECTLY BENEFIT THOSE PARCELS, REQUIRING
THE OWNERS THEREOF TO MAKE SERVICE PAYMENTS IN LIEU OF
TAXES AND ESTABLISHING A TAX INCREMENT EQUIVALENT
FUND.

WHEREAS, Ohio Revised Code Sections 5709.73 through 5709.75 (the “Act™) provide
that this Board may (i) declare improvements to parcels of real property located in the Township
to be a public purpose, thereby exempting those improvements from real property taxation for a
period of time, (ii) specify public infrastructure improvements to be made to directly benefit
those parcels and declare those public improvements to be for a public purpose, (iii) provide for
the making of service payments in lieu of taxes by the owners thereof, and (iv) establish a public
improvement tax increment equivalent fund into which such service payments shall be deposited,;
and

WHEREAS, the public infrastructure improvements described in “Exhibit A™ hereto (the
“Public Improvements™) if undertaken, or caused to be undertaken, by the Township will directly
benefit the parcel(s) described on “Exhibit B™ hereto (the territory of each of those parcels, as it
may be consolidated with other parcels or split, is hereinafter referred to as the “Property™) and
are necessary for the development of the Property; and

WHEREAS, the Township has determined that it is necessary and appropriate and in the
best interests of the Township to provide for service payments in lieu of taxes with respect to the
Property pursuant to the Act; and

WHEREAS, the Property is located in the Riverside Local School District and the
Auburn Career Center Joint Vocational School District, and the Boards of Education of those
School Districts have received the notice of this Resolution as required by Ohio Revised Code
Section 5709.83;

NOW, THEREFORE, BE IT RESOLVED, by the Board of Trustees of Concord
Township, Lake County, Ohio, that:

Section 1. Pursuant to and in accordance with the provisions of the Act, and, in
particular, Ohio Revised Code Section 5709.73(B) this Board hereby finds and
determines that 100% of the increase in assessed value of the Property that would first
appear on the tax list and duplicate of real and public utility property after the effective
date of this Resolution were it not for exemption granted by this Resolution (which
increase in assessed value is hereinafter referred to as the “Improvements™ as defined in
Ohio Revised Code Section 5709.73) is a public purpose, and 75% of the Improvements



are hereby declared to be a public purpose for a period of 10 years and exempt from
taxation, commencing with tax year 2017, and ending on the earlier of (1) the date the
Improvements have been exempted from taxation for a period of 10 years, or (2) the date on
which the Township has collected into the Fund established in “Section 4 hereof a total
amount of payments in lieu of taxes available for and sufficient to pay the costs provided in
“Section 47 hereof.

Section 2. The Public Improvements set forth in “Exhibit A” hereto intended to be
undertaken, or caused to be undertaken, by the Township, are hereby declared to be for a
public purpose and are hereby designated as those public infrastructure improvements
that directly benefit, or that once made will directly benefit, the Property, and are
necessary for the development of the Property, including any of the Public Improvements
not to be owned by the Township.

Section 3. As provided in Section 5709.74 of the Ohio Revised Code, the owner or
owners of the Improvements are hereby required to, and shall make, service payments in
lieu of taxes to the Lake County Treasurer on or before the final dates for payment of real
property taxes, which service payments shall be deposited in the Fund established in
“Section 4 hereof. This Board hereby authorizes and directs any member of this Board,
the Township Administrator, the Township Fiscal Officer, or other appropriate officers of
the Township to make such arrangements as are necessary and proper for collection from
the owner of said service payments in lieu of taxes and to provide such information and
certifications, and execute and deliver or accept delivery of such instruments, as are
necessary and incidental to receiving payment of said service payments in lieu of taxes.

Section 4. This Board hereby establishes pursuant to and in accordance with the
provisions of Section 5709.75 of the Ohio Revised Code, the Auburn Road
Interconnect Public Improvement Tax Increment Equivalent Fund (the “Fund™), into
which shall be deposited all of the service payments in lieu of taxes distributed to the
Township with respect to the Improvements on the Property by or on behalf of the County
Treasurer as provided in Section 5709.74 of the Ohio Revised Code, and hereby provides
that all of the moneys deposited in the Fund shall be used solely for the following
purposes:

(a) To pay any and all planning, engineering, acquisition, construction,
installation, financing costs, and any and all other direct and indirect
costs of the Public Improvements, including all costs described in
Ohio Revised Code Section 133.15(B);

(b) To pay the principal, interest and premium, if any, on bonds or
notes or other obligations issued under division (H) of Section
5709.73 of the Ohio Revised Code or on other obligations issued
or loans entered into by the Township or other governmental entity
at the request of the Township to finance the Public Improvements,

-2.



including refunding or additional bonds or notes or other
obligations, and to pay trustee and other costs related to servicing
those obligations and providing and replenishing a reserve fund
and to pay any costs charged by the lender or issuer of those
obligations (if other than the Township); and

(¢) To reimburse the Township or other governmental entity for any
funds used by the Township or other governmental entity at the
request of the Township to pay costs of the Public Improvements, or
to pay interest or principal, or premium, on any of the aforesaid
notes, bonds, or loans, prior to receipt of service payments in lieu of
taxes as described in Section 3 hereof.

The Fund shall remain in existence so long as such service payments are collected and
used for the aforesaid purposes, after which said Fund shall be dissolved in accordance
with said Section 5709.75.

Section 5. Pursuant to Section 5709.73 of the Ohio Revised Code, the Township Fiscal
Officer of this Board is hereby directed to deliver a copy of this Resolution to the Director
of the Department of Development of the State of Ohio within fifteen days after its
adoption. On or before March 31* of each year that the exemption set forth in “Section
1" hereof remains in effect, the Township Administrator or other authorized officer of
this Township shall prepare and submit to the Director of the Department of
Development of the State of Ohio the status report required under Section 5709.73 of the
Ohio Revised Code.

Section 6. This Board finds and determines that all formal actions of this Board
concerning and relating to the adoption of this Resolution were taken in an open meeting
of this Board and that all deliberations of this Board that resulted in those formal actions
were in meetings open to the public in compliance with the law, including Section 121.22
of the Ohio Revised Code..

Section 7. This Resolution shall be in full force and effect from and immediately after its
adoption.



Trustee seconded the motion and upon roll call the vote resulted
as follows:

Vote: ayes nays

Caroline N. Luhta, Chairman

Paul R. Malchesky, Vice-Chair

Christopher A. Galloway, Trustee

The foregoing is a true and correct counterpart of Resolution #2016-XX, duly adopted on
October__ 2016 and filed with me, as the Township Fiscal Officer on October __ 2016.

Amy L. Dawson, Fiscal Officer
Concord Township, Lake County, Ohio



“EXHIBIT A”

DESCRIPTION OF PUBLIC INFRASTRUCTURE IMPROVEMENTS

The Public Infrastructure Improvements include the following:

(i)

(i)

(iii)
(iv)
(v)

The construction of a road connecting Aubum Road to State Route 44 to align
with Capital Parkway, and all drainage improvements, signalization, public
utilities, lighting and other improvements related thereto;

Any changes made to the intersection of Auburn Road at its intersection with
State Route 44,

Construction of a sanitary sewer service line along State Route 44;
The acquisition of interests in real estate related to the foregoing; and
The construction and improvement of all other public roads and road related

improvements and the installation of public utilities, in each case, located in and
around or otherwise directly benefitting the Property.
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Attachment Item #13

Render Financial Reports
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Date: 09/01/2016 AURURN VGCATICNAL SCHOOL DISTR Page; 1
Time: 10:43 an SORT BY CHECK NUMBER (CRERPY)
CHECX DATES BETWEEN 08/01/2016 A¥D 08/31/2016
ALL CHECRS SELICTED

CHECR  fYPE DAIE VENDOR VIYDOR  STATUS/DATE BANK CODE CHECE AMOUNT
043854 W  08/04/2016 CONTINEZNTAL FIRE & SZCURITY 011450 RECONCILED:08/10/2016 259.00
043855 % 08/04/2016 CONSOLIDATED ELECTRIC DIST INC 006080  RECONCILED:08/08/2016 172.10
043856 3 08/04/2016 LAFE COUNTY TOWNSKIP RSN 040572  RECONCILED:08/29/2016 12.00
043857 W 08/04/2016 RASCERTED LIC 041170  RACONCILED:08/08/2016 256.00
043855 W 08/04/201% ORIO ACTE 000682  RECONCILED:08/09/2016 §0.00
043859 W 08/04/2016 FOOD FOR THOUGHT 008777  RECONCILED:08/12/2016 24290
043860 @ (8/04/2016 JOEN D. PREUER & ASSOCIATES 007053  RECONCILED:08/10/2016 2,620.50

& ASSOCIATES INC
043861 W 0B/04/2016 CRAZETTE NEWSPAPEES 011455 RECONCILED:08/08/2016 198.00
043862 W 08/04/2016 FARLOVEC MEDIA GEOUR 001614  RECONCILED:08/10/2016 £86.20
043363 % 08/04/2016 ALLYSON GGTOWSRI 041177 RICCUCILED:08/19/2016 1,000.00
043864 W 08/G4/2016 ORIO SCHCOLS COGNCIL - €3S £00912  RECONCILID:08/08/2016 3,177.09
043865 % €8/04/2016 IAUREN K. WEISENBACH 041178  PICONCILED:08/12/2016 1,000.60
043866 W 08/04/2016 ILLUMINATING COMPANT 000925  RECONCILED:08/08/2016 23,353.94
C43867 % 08/04/2016 LAFE COUNTY DEPARTMENT 001435  RECONCILED:08/11/2016 17.49
0F UTILITIES
043368 W 08/04/2016 RATST 000171  RECONCILED:08/09/2016 1,381.46
043869 W 08/04/2616 EDUCATIONAL MANAGEMENT 001227 RECONCILED:08/12/2016 1,050.00
SERVICES INC
043870 W 08/04/20i6 ATER 000171  RECONCILED:08/08/2015 154.47
(43871 W 08/64/2015 STRS OHIO 040508  RECONCILED:08/09/2016 20.00
(43372 ¥ 08/04/2016 CRILE ROAD HARDWARE 000551  RECONCILED:08/08/2016 299,07
G43873 ¥ (5/04/2016 PAINESVILLE PUBLISHING INC. 000493  RECONCILED:08/03/2016 145.00
743874 % 08/04/2016 HK=NGST STREFF RAJRD (41179  PECONCILED:08/11/2016 4,310.10
ERCHITECTS IKC
043875 W 08/04/2016 SHOUTPOINT, INC. 013704 RECONCILED:(8/09/2016 1,035.00
043876 3 08/04/2016 UH GEAUGA MEDICAL CENTER 007298 50.00
043877 B (8/04/2015 GREAT LAKES TRUCK 008207  PECONCILED:08/08/2014 1,053.38
DRIVING SCHOOL
043878 ¢ 08/08/2016 Payroll 999499  PECONCILED:08/31/2018 224,731.23
043579 ¥ (8/10/2015 STATE TEACHERS PETIRZMNT 060480  RECONCILED:(8/15/2015 24,028.32
043880 % (B/10/2016 SCHOOL EMPLOYEES RETIRE- 087727 RECONCILED:08/29/201% 10,090.23
MENT SYSTEM
043881 - W 08/11/2016 BRENDA CARRAHER 001681 RECOMCILED:(3/15/2016 243,00
043882 W 08/11/2016 NEOPOST USA INC $01945  BECONCILED:08/17/2016 156,99
043883 . % £8/11/2016 VIVIANI FAMILY LIMITED 011774  BECONCILED:(3/25/2016 1,400.50
PARTNERSHIP
043884 % 08/11/2016 SHNRISE SPRINGS WATEZ (0. 001256  RECONCILED:08/15/2016 90,60
043885 # 08/11/2016 WELLS FARGO FINRNCIAL LZASING 040583  PECONCILED:08/15/2014 1,711.10
043885 # 08/11/2016 PACIFIC TELEMANACDMENT 040344  PECONCILED:08/17/2015 153,90
SERVICES
043887 W (8/11/2016 IDENTISYS, INC. 010770  RECCHCILED:08/16/2016 1,221,711
C43688 W 08/11/2016 U4 GZAUGA MEDICAL CENTER 007298  RECONCILZD:08/17/2016 £5.00
043889 & (8/11/2015 JOUN D. PXEUER & ASSOCIATES 007053  RECONCILED:08/18/201% 658,28
& ASSCCIATES INC
043850 % 08/11/2016 TDME VRRNER CRBLE - ORTEEAST 013042 RICONCILED:08/15/2016 389,60
043891 % 08/11/2016 WESTERY RESEZVE OFFICE SUPPLY 001085  RECCNCILED:08/15/2016 333.11
043892 ¥ 08/11/2016 APPLIED EDUCATICNAL SYSTEMS, I 040782 RECCNCILED:08/15/2015 1 3,850.00
043893 % 08/11/2016 LARZ KEALTH 004089  RECCNCILED:08/16/2016 122.60
043894 ¥ 08/11/20i5 TOTAL QUALITY TESTING 040323  PECONCILED:08/16/2015 3,675.09
042485 % ©B/11/201% MAIL FINANCE 040133  RECONCILED:08/17/201% 634.13
643596  F  08/11/2015 IRON MOUNTATN 011558  RICONCILED:G8/16/2016 1,511.32



Date: 09/01/2016 AURURN VOCATIONAL SCHOOL DISTR Page: 2
Timg: 10:43 am SORT BY CHECE NUMBER {CHEZPY)
CHECK DATES BETWEEN 08/01/2016 AMD 08/31/2016
ALY, CHECKS SELECTED

CHECE  TIPZ DATE VENDOR VENDOR  STATUS/DATE BANZ CODE CHEICE RMOUNT
043897 ¥ 08/11/2016 ATST 000171  RECONCILED:08/16/2016 £53.60
(43898 # 08/11/2016 C¢ITT OF P'VILLE GTIL, 000215 RECONCILED:08/17/2016 103.28
043899 W 08/11/2016 BRAUDVILLZ 010143  RECONCILED:08/18/2016 216.49
043600 W 08/11/2016 OHIO SCHOOLS COWNCIL 000672  RECONCILED:08/18/2016 3,232.00
043901 W 08/11/2016 WELLS FARGO FINANCIAL LEASING (40383 RECONCILED:(08/15/2016 1,756.00
043902 W 08/11/2016 FOOD FOR TROUGHT 008777  RECOMCILED:08/19/201% 835.95
043903 7 08/11/2016 WASTE MAMAGTMENT OF OFIO 000734  RECONCILED:08/15/2015 499,53
043904 W 08/11/2616 FOOD FOR TEOUGHT 008777  RECONCILED:08/19/2016 654.00
043905 %  08/11/2016 DIANE MRRJENIN 012755 RECONCILED:08/12/2016 50,60
043906 W 08/11/2016 GERALD ALLEY 040907  RECONCILED:08/12/2016 23.76
043907 # 08/11/2016 MARY ANM FERWOOD 001517  RECONCILED:08/12/2016 131.90
043508 W 08/11/2016 JANENE ISHEE 010194  RECONCILED:08/12/2016 106.62

A
(43909 W  08/11/2016 CAROL BRAFFORD 041142 RECONCILED:08/12/2018 95.04
043910 W 08/11/2016 CDW GOVERIRENT 011547  RECONCILED:08/12/2016 848.00
043911 ¢ 08/23/2016 Payroll 999999  RECONCILED:08/31/2016 220,711.18
043912 W 08/25/2016 STATE TEACHERS RETIREMAT 000490  RECONCILED:08/29/2016 24,669.99
043913 % 08/25/2016 SCHOOL EMPLOYEES RETIRE- 007727  BECONWCILED:(8/29/2016 9,946.56
MENT SYSTEM
043914 W 08/26/2016 FIRSTMERIT RANRCARD CENTER 010092  RECONCILED:08/26/2016 1 187.47
043815 W 08/26/2016 STATE CLEANING SOLUTIONS 012272  RECOMCILED:08/29/2016 233.36
043916 W 08/26/2016 FIRST COMARIICATIONS 010610  RECONCILED:08/30/2016 133.06
043917 W 08/26/2016 FIRSTMERIT RANRCARD CENTER 010092 RECONCILED:08/26/2016 939,75
43918 @ (8/26/2016 LARE COUNTY DIPARTMENT (01435 RECOMCILED:08/31/2016 6.89
OF UTILITIES
043919 W 08/26/2016 FIRSTMERIT BANKCARD CENTER 010092  BECONCILED:08/26/2015 533,91
043920 W 08/26/2016 UH GEAUGA MEDICAL CENTER 007298 45.00
043921 W 08/26/2016 ILLUMINATING CCMPANT 000925  RECONCILED:08/29/2016 1,422.84
043922 W 08/26/2016 QUILL CORP (00855  RECOMCILED:08/31/2016 143.10
043923 W 08/26/2016 HANDY MAN INSOLATION €O. 040632  RECOMCILED:G8/30/2016 1,206.00
043924 §  08/26/2016 PATRICIZ I. FOSLO 040283  RECONCILED:(08/30/2016 3,000.00
043925 ¥ 08/26/2016 GCA SERVICES GROUP 041167  RECOMCILED:(8/29/2016 15,760.08
043926 W 08/26/2016 DIAMA FLORES VILLANUEVA 041183  RECCMCILED:08/30/2016 1,000.00
043927 i 08/26/2016 HCME DEPOT CREDIT SERVICES 010207, RECOMCILED:08/30/2016 393.61:
DEPT 32-2502456767
043928 @ 08/26/2016 TYARDMASTER INC. 008148" RECONCILED:08/29/2016 1,475.63°
043929 4 08/26/2015 GENE PTACEEK & SON 000640  BECONCILED:08/30/2016 5,656.38
FIPE EQUIEMENT, INC.
043930 7 03/26/2016 WEX BANK 01063¢  RECONCILED:08/30/201% 221.69
043931 ¥ (08/26/2016 PLATTENRURG AND ASS0C., INC, 040994 1,738.00
043932 ¥ 08/26/2016 GENERAL BZST CONTROL C9. 011210 103.75
043933 ¥ 08/26/2015 EMF BENTAL (41084  RECONCILED:(8/31/2015 210.00
043934 ¥ 08/26/2016 TREASURER, STATE OF OHIO 001188  RICONCILED:08/29/2014 100.00
043935 ¥ 08/26/201f B20LL OFF IMC. 011290 410.00
043936 % 08/26/2016 BLACKMORE'S SECURITY INC 400022 189.00
043937 W 08/26/2016 MAJOR WASTE DISPOSAL 060570  RECONCILID:(8/31/2014 70.00
SERVICES, INC
043938 % 08/26/2015 PEPPLE § WAGGONER, L7D. 012424  RECONCILED:08/25/2015 g,301.00
043939 W 08/26/2016 R.E. MICHEL CCMPANY INC (12295  PECONCILED:08/30/2016 8,055.28
043940 W 08/26/2016 ATST 000171  PECOMCILED:08/30/2016 156.76
043941 ¥ 08/26/2016 FIRSTMERIT BANECARD CENTE 010092  RECONCILED:08/26/2015 2,79G.92

143942 §  08/26/2016 BATIGNAL ALLIAKCE OF 10450 150.00



Date: 09/01/2016 AUBURN VOCATIOMAL SCHOOL DISTR Page: 3
Time: 10:43 am SORT BY CHECK NUMBER {CHEZ?T)
CHECK DATES BEIWEEN 08/01/2016 AND 08/31/2016
ALL CHECRS SELECTED

CHECK TIPE DATE VENDOR VENDOR  STATUS/DATE BANK CODE CHECE. AMOUNT
BUSINESS
043943 W 08/26/2016 LINCOLN ELECTRIC CO. 000964  RECOMCILED:08/29/2016 1,712.32
043944 W 08/26/2016 SMOCKER BY BEXAR MG €O 040974  RECONCILED:08/31/2016 3,545.00
043945 W 08/26/2016 ROBERT J. NEMECER 041160 100,00
043945 ¥ 08/26/2016 WNICHOLAS HUEBNER 041161 100.00
043947 W 08/26/2016 SHERRI J. VEMGN 041162 100,00
043948 W 08/26/2016 CHRIS BASICH 041163  RECONCILED:08/29/2016 100.09
043949 W 08/26/2016 JAVELINA SOFTWARE INC, 011563 291.38
043950 W 08/26/2016 GRATNGER 000466  RECONCILED:08/29/2016 316.00
043551 ¥ 08/26/2016 OH ASSOC. OF SECOMDARY SCHOOL 007083 550.00
ADMINISTRATORS
043332 ¥ 0B/26/2016 SCREENVISION DIRSCT 040250  RECGMCILED:08/30/2016 1,295.00
043533 W 08/26/2016 SUMRISE SPRINGS WATER CO. 001256  RECCYCILED:08/31/2016 2,159.20
043954 W 08/26/2016 BALL HORFICULTURE CO. 011318  PECONCILED:08/30/2016 1 3,535.40
043955 W 08/26/2016 AUBURN CAREER CENTER 000499  RECONCILED:08/29/2016 130.00
043956 W 08/26/2016 NEOLA, INC. 011092 650.60
043957 W 08/26/2016 MCMASTER-CARR SUPPLY CO, 010826 RECONCILED:08/29/2016 148.62
043958 W 08/26/2016 FIRSTMZRIT BANRCARD CENTER 010092 RECONCILED:08/26/2016 650,52
043959 % 08/26/2016 BFG SUPPLY CO., LLC 001284 RECONCILED:08/29/2016 1 1,875.14
043560 W 08/26/2016 21ST CENTURY M=DIA - OHIO 000414 400.00
043961 W 08/26/2016 WHITEHOUSE COMSTRUCTION €O. 041039  RECONCILED:08/30/2016 35,221.42
043962 W 08/26/2016 DCMINION EAST OHIO 004003  RECONCILED:08/29/2016 51.76
043963 W 08/26/2016 WHITEHOUSE CONSTRUCTION CO. 041039  PECONCILED:08/30/2016 51,716.22
043564 W 08/30/2016 GERUGA COUNTT AGRICULTURAL 012377 600.0¢
SOCIET?
043965 W 08/30/2016 DOCMINION EAST OHIO 004003 288.48
043966 W 08/30/2016 FIRSTMERIT BANACARD CENTER 010092  PECONCILED:08/30/2016 4,313,317
043957 W 08/30/2016 TESTOUT 611186 2,500.00
043958 W 08/30/2016 ORA EDUCATION FOURDATION 011338 1,900.00
043969 W 08/30/2016 AMERICA EXPRESS 040915 21,748.69
043576 W 08/30/2016 LASE C7Y DEPT OF JO3 & FAMILY 013530 113.27
043971 W 08/30/2016 FIRSTMERIT RANRCARD CENTER 016092 RICONCILED:08/30/2016 2,423.53
043572 % 08/30/2016 FOOD FOR THOUGET 008777 1,419.30
043573 W 08/30/2016 SAM'S CLUB ; 008469 ;o .307.16
043974 W 08/31/2016 HARTMAN PUBLISHING, INC. 012899 1 736.14
043975 W 08/31/201% GOODHEART-WILLCOX PUBLISHER 000370 1 ©1,243.69
043976 W 08/31/2016 MSC INDUSTRIAL SUPPLY €O. INC. 007489 2,297.33
043977 W 08/31/201¢ SHOP SUPPLY & TOOL 0., INC. 007258 2,561.80
043979 W 08/31/2016 ONI0O ACTE 000692 100.60
043979 W 08/31/2016 WESTERN RZSERVE OFFICE SUPPLY 001065 11.37
043980 W 08/31/2016 W#LC CHAMBER OF COMMERCE 040233 275.00
043981 W 08/31/2016 FENSTON ATALETIC BOOSTERS (40127 200.00
(43982 W 08/31/2016 EARVEY ATHLETIC BEET. 40125 280.00
C/0 CREATIVE RADVERTISING & ART
043983 W 08/31/2016 LARE COUNTY SHERIFF'S OSFICE 011385 84,491.00
043984 W 08/31/2016 L3L PRINTING 013500 1,700.30
043985 W 08/31/2016 FIispAP 013929 155,00
043985 W 08/31/2016 PIATINUM EDUCATIONAL GROUP 013338 1,440.00
043987 W 08/31/2016 GOHN D. PREUER & ASSOCIATES 007053 6,378.33
& RSSOCIATES ING
043988 % 08/31/20i6 SXILLS USA INC. 090290 26.49

AITN: MEMBERSHIP DEET.



Date: 09/01/2016
Time: 10:43 an

AUBURN VOCATIONRL SCHOOL DISTR

SORT BY CHECR NOMBER
CHECR DATES BETWEIN 08/01/2018 AND 08/31/2016

VENDOR

ALL CHECKS SSLECTED

VENDOR  STATUS/DATZ

BANE CODE

Page: 4
(CHERE?)

CEECR RMOUNT

043989
043630

43991
043992

043993
(45394

043935
043996
043997
0439%§
043999
044060
044001
044002

044003
044004

G44005

144006
44007

(44008
(44009

044010
900714

974731
974738
974739
974740

974741
974325
914826
886722
590723

=

;oo

o

=oer =X

08/31/2016
08/31/2016

08/31/20L6
08/31/2016

08/31/2016
08/31/2016

08/31/2016
08/31/2016
08/31/20i6
08/31/2016
08/31/2016
08/31/2016
08/31/2016
08/31/2016

08/31/2016
08/31/2016

08/31/2015

08/31/2016
08/31/2016

08/31/2016
08/31/2016

08/31/2016
(68/09/2016

£8/10/2016
08/10/2016
08/10/2016
08/01/2016

08/01/2016
08/25/2016
08/25/2018
08/07/2015
08/31/2016

V VOIDZD CHECES
R PECONCILED CHECES

W WAPRANT CHECZS
M ¥2M0 CHECES
B REFUND CRECES

ERAINGER

EDUCATICHAL MANAGIMENT
SERVICES INC

WAIMART COMMUNITI

LAFE COUNTY DEPARTMENT
OF UTILITIES
ILIOMINATING CCMBANY
PACIFIC TELEMANAGTMENT
SERVICES

MZLIOR, INC.

FEARSON EDUCATION
CENGAGE LEARMING

JONES § BARLETT LEARNING, LLC
ALFPED WICRLES BARERY INC
SPZE-D-METALS

GORDON FOOD SERVICE
DEE STARR-FURTZ

A

CHRISTINE TREDENT
ANDREA TPACY

A

YAPGARET LINCH

A

JEFT STAVEOVSEY
LUCINDA 100

A

BAWY BUBQNIC

A

ADVANCED GAS & WELDING
SOLUTIONS LLC

ZORDEN DRIRY CCHRANT
SERS

MEMO ONLY

EANR ONE/MEMO/MEDICARE .
BANR ONE/MFMO/FICA
Workers Comp

FLEX SAVE

¥Z: 04 2% 8317

LAFE COUNTY SCHCOLS COUNCIL
BANK ONE/MEMO/MEDICARE
Workers Cerp

AUBUPN CAREER CENTIR

000488
001227

(01862
001435

000923
040344

040584
011383
{10328
010442
00107
001679
008479
408279

040990
041184

11104

013632
014013

012967
013407

Lo01%4
200926

500663
900693
900930
999352
996553

900663
500930

[y

000439  RZCCNCILED:03/31/201¢€

MEDICAL MUTUAL OF QRIO 999994
MEMD CHLY
¢ CEECE TOTALS £.0d
59 CiECR TOTALS 845.853.10
133 C4ZCK TOTALS 483,041.68
9 CHECE TQTRLS 104,872.24
2 CHECR TOTALS 1,103.38
0 CEEZCX TOTALS 0.00

I INVISTMENT CHECHS

25,085.85
133.00

2,600.60
587,86
4,068.50
2,740.64
85.76
1,220.50
1,121.29
25.26

3
31.27
221.98

21.12
29.70

15.12
1,027.¢0

350.38
1,030.10

3,223.55
23.25
1,010.28
157.60

53,428.13
3,153.56
953,01
100,730.00
1,838.50



Date: 09/01/2016
Time: 10:43 an

CHECE TYPZ DAIE VENDOR

MAUBURN VOCATIONAL SCHOOL DISTR

SORT

BY CHICE NUMBER

CHECK DATES BETWEEN 08/01/2016 AND 08/31/2014
ALL CHECRS SELECTED

VENDOR  STATUS/DATE

BANK CODE

Page: 5
{CHERPY)

CHECE AMOUNT

T TRANSFER CHECES
D DISTRIBUTION CEECES
€ PAYROLL CHECES
MISSING CHECKS
#* TQTAL CHECKS (LESS VOIDED)
t#x TOTAL CHZCES WRITTEN

CHECK TOTALS
CHECX TOTALS
CHECEK TOTALS

¥4 T0TAL MET
*4# GPAND TOTALS

100,750.00
0.00
435, 442.41

1,135,239.11
1,135,239.11



P i

Auburn Carcer Center

Bank Reconciliation

Aucust 31, 2016

.

First Merit Checking $ 276,231.84
Huntington (Main Depository) $ 3,725,843.02
O/S checks - alp $ (219,054.02)
O/S checks - pfr $ (233.17)
Payroll Accum (O/S)-Checks NI $ (459.43)
Deposit in Transit $ =
Petty Cash $ 400.00
Change Funds $ 287.00
Net Operating Check + Cash 3,783,015.24
Health Care Deductible Pool - Huntington $ 8,638.19
Star Ohio $ 890,325.98
Fifth - Third Construction Investment - Interest Only $ 1,317.43
Net Available Cash $ 4,683,296.84
Investments:
Marketable Gov't Bonds $ -
Non-Marketable CIY's/ (CDARS) $1,500,827.72
Total Investments $ 1,500,827.72
Balance per bank $ 6,184,124.56
Balance per boaks $ 6,184,124.56
$ -
Investments Report F
Institution Maturity Date Date Placed Amount
First Merit CD 11/14/2016 5/16/2016] $ 250,000.00
Tri State CDARS 11/25/2016 5126/2016] $ 507,079.53
First Merit CD 1/3/2017 1/4/2016| $ 500,000.00
Tri State CDARS 8/10/2017 8/10/2015) $ 243,748.19
$1,500,827.72
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Attachment Item #14

Approve Five Year
Forecast



Auburn Career Center

Schedule OF Revenue, Expenditures and Changes In Fund Balances
Actual and Forecasted Operating Fund

ACTUAL

FORECASTED

Fiscal Year

2014

Fiscal Year
2017

Fiscal Year
2016

Flscal Year
2015

Fiscal Year

2018

Fiscal Year
2019

Fiscal Year
2020

Fiscal Year
2021

Revenue:
1.010 - General Property Tax (Real Estate)
1.020 - Public Utility Personal Property
1.030 - Income Tax
1.035 - Unrestricted Grants-in-Aid
1.040 - Restricted Grants-in-Aid
1.045 - Restricted Federal Grants-in-Aid + SFSF
1.050 - Praperty Tax Allocation
1.050 - All Other Operating Revenues

5.369,126
368,466

1,944,076

802,365
222,674

5,360,058 5493137 5.440,175
437,759 412,393 395,066
1,964,486 1925664 2,070,847
11,872 86,592 89,082
817,295 784736 792,584
243,693 197.970 211,329

5.541,74%
395,066

1,921,346
90,915
800,510
217.669

5,533,744
395,066
1,836,638
92,770
808,515
224,199

5,525,659
395,066
1,836,577
94,671
816,600
230,925

5,517,493
395,066
1,836,516
96,617
824,266
237,853

1.070 - Total Revenue

8,706,707

8835163 8,900,492 8.999.083

8,967,254

8,890,932

8.899.498

8.908.310

Other Financing Sources:
2.010 - Proceeds from Sale of Notes
2.020 - State Emergency Loans and Advancements
2,040 - Operating Transfers-in
2,050 - Advances-In
2.060 - All Other Financing Sources
2.070 - Tozal Other Financing Sources

165,000
25,882

100,000
400,000
56,805

158884
286,598

9,503
1,250

125,000
251.500

125,000
251,500

125,000
251,500

125,000
251,500

190,882

556,805 10,253 445,482

376,500

376.500

376,500

376,500

2.080 - Total Revenues and Other Financing Sources

£.897.589

9,391,968 8,911,245 9,444,565

5,341,754

9.267.432

9,275,998

9.284.810

Expenditures:
3.010 - Personne! Services

* Roti

3.020 - Employ
3.030 - Purchased Services
3.048 - Supplics and Materials
3.050 - Capital Qutlay

3.060 - Intergovernmental

fInsurance B:

Debt Service:
4.010 - Principal-AH Years
4.020 - Principal - Notes
4.030 - Principal - State Loans
4,040 - Principal - State Advances
4050 - Principal - HB264 Loan
4.055 - Principal - Other
4.060 - Interest and Fiscal Charpes
4.300 - Qther Objects

4,659.422
1,640,420
1,305,663
481,934
493.347

325,000

155,121
153,062

4,531,297
1,636,795
1.506,173
470,293
262.034

4,024,850
1,568,727
1,191,991
406,676
502,391

4.213.337
1.753.744
1,377,751
418.876
585,000

161,285 196,159 2TE.145

4,297,604
1,805,251
1.419.083
431,343
585,000

297,429

4,383,556
1,859,848
1,461,656
444,386
475.000

306,352

4471227
1917,720
1,505,505
452,717
475,000

315.543

4,560,651
1,979,065
1.550,671
471.449
475.000

325,009

4.500 - Toval Expenditures

9,013,969

Other Financing Uses
5.010 - Operating Transfers:Out
5.020 - Advances-Out
5.030 - All Other Financing Uses
5.040 - Tatal Other Financing lises

907,500
565,000

8567077 7889824 B.624.853

1.005,906 654,398
9.503 58,884
= [9.607)

625,595
25,000

8.835809

8.930.797

9,142,713

9,361,845

630,190
25,000

629.307
25.000

623,127
25,000

624,523
25,000

1,472,500

1,015,409 703,675 650.595

655,190

654,307

648.127

649,523

5.050 - Tatal Expenditures and Qther Financing Uses

10,486,469

9.583.286 8,593,499 9.275.448

9.490.999

9.585.104

9.790.840

10,011,368

Excess of Rev & Other Financing Uses Over {Under)
6.010 - Expendituresand Other Financing Uses

{1.588,880)

(191,318) 317,746 169,117

[147,245)

(317,672)

[514842]

(726.558)

Cash Balance July 1 - Excluding Proposed Renewal/
7.810 - Replacement and New Levies

5.889,525

4,300,645 4,109,327 4.427.073

4,596,190

4,448,945

4131.273

3.616,431

7.020 - Cash Balance june 30

4300645

4,109,327 4,427,073 4,596,190

4,448,945

4,131,273

3,636,431

2,889,873

8.010 - Estimated Encunibrances |June 30

Reservations of Fund Balance:
9.010 - Texthooks and Instructional Materiats
9.020 - Capntal Improvements
9.030 - Budget Reseive
9.040 - DPIA
9.050 - Debt Service
9.060 - Property Tax Advances
9.070 - Bus Purchases
9.080 - Subtotal

90,995

598,465 59426 250,000

250,000

250.000

250,000

250,000

Fund Balance june 30 for Certification
10.010 - of Appropriations

4,209.650

3.510,362 4,367,647 4,346,190

4,198,945

3804,27%

Rev from Replacement/Renewal Levies
11.010- Income Tax - Renewal
11.020- Property Tax - Renewal or Replacement

£1.030 - Cumulative Balance of Replacement/Renewal Le

Fund Balance June 30 for Certificaticn
12,010 - of Contracts, Salary and Other Obligations

3.366.431

4.209,650

3,510,362 4,367,647 4,346,190

4,158,935

3 581,273

4,366,431

2,6349.873

Revenue from New Levies
13.010- Income Tax - New
13.020 - Property Tax - New
13.030 - Cumulative Balance of New Levies

14.01¢ - Revenue from Future State Advancements

15.010 - Unreserved Fund Balance june 30

4,209,630

3,510,362 4,367,647 346,190

4,198,945

3.881,273

3,366,431

ADM Forecasts
20.010 - Kindergarten
20.015 - Grades 1-12

(L)

26396873

b




Five Year Forecast
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Auburn Career Center
Five Year Forecast Assumptions FY17-21 (Summary)
Submitted October 2016

The District:

Auburn Career Center is technically a Vocational School District within the definition of
Ohio Revised Code and is comprised of eleven participating districts in Lake and
Geauga County. Those districts include: Berkshire, Cardinal, Chardon, Kenston,
Newbury, Fairport, Kirtland, Madison, Painesville City, Riverside and Perry Local.

Overview:

This financial forecast for the general operating fund is prepared according to the
requirements legislated by HB412 and the district has prepared financial forecasts as a
routine for many years and believes it is a valuable management tool. This forecast is
an estimate of the most probable financial position, results of operations and changes in
financial position for the five-year period. “Most probable” means that the assumptions
have been evaluated by management and that the forecast is based upon
management's judgment of the most likely set of conditions and its most likely course of
action. "Most probable” is not used in a mathematical or statistical sense.

Summary Notes:
Revenue:

» Both Geauga and Lake County completed the sexennial tax value updates in
2011 and 2012 respectively. The triennial update occurred for Geauga County in
2014 and in 2015 for Lake County. Therefore, the full reappraisal will be 2017 for
Geauga County and 2018 for Lake County. The forecast assumes that property
values will remain relatively stable. The additional tax revenue as a result of the
Ledgemont/Berkshire merger has been projected to begin in FY2018.

¢ Foundation levels have been adjusted to reflect the estimates received from the
Ohio Department of Education and Department of Taxation. Estimates of HB64
forecast that Auburn will remain on the transitional aid guarantee in £Y2017 in
order to maintain at a FY2015 funding level. However, state funding levels has
been projected to realize a 5% reduction in FY2018 and FY2019 of the
guarantee amount. Also, shown in this line item are casino revenue and open
enrollment adjustments/transfers.

e« HB59 removes property rollback reimbursement on any levies approved in
November, 2013 and thereafter. Homestead is beginning to phase-out as well.
However, local tax collections will offset.

e Adult Funds are anticipated to repay the general fund for advances over the next
five years. The balance owed at of the beginning of FY2017 is $1,155,000.
Projections reflect $100,000 each year FY2017-FY2021.

o Student Constructed House sold in June, 2016. Proceeds were received in
August, 2016 and are reflected in FY2017. The forecast reflects a cycle of a
June completion with the sale and a close date in the next fiscal year.

2



Expense:

In FY2017, projections reflect a potential increase in salaries for open positions
that were vacated during the 15-16 school year but have been unfilled to date as
well as two newly created positions. The remaining projected years are assumed
to increase by scheduled experience steps and educational advancements only.
In FY2017, projections reflect a 4% increase in healthcare premiums and a 6%
increase in all other years of the forecast. Additionally, there are estimates
projected for additional retirement and healthcare for new positions.

Purchased Services and Supplies have been projected with an increase of
15.58% and 3.00% respectively for FY2017. In FY2016, legal expenses were
down 37% compared to FY15 and natural gas expense was down 65% due to
the gas program Auburn participates through Ohio Schools Council. Therefore,
$150,000 was been projected in FY2017 to bring these expenses in alignment
with historical averages. A slight increase has been projected for FY2018-
FY2021 based on trend data.

Capital Outlay allocates $350,000 for FY2017-FY2021 for capital projects. In
addition, there is an allocation of $125,000 per year for instructional, technology
and maintenance equipment purchases. It should be noted that many of the
equipment purchases continue to be funded by Perkins Grants and REAP funds.
Five-Year Facilities Plan is not included in the forecast. FY2017 and FY2018
reflect the purchase of two (2) lots in the amount of $110,000 for construction of
student houses. These lots are estimated at $55,000 each. This expense has
been removed in FY2019 through FY2021.

Other objects include expenditures such as liability insurance, county auditor
fees, state auditor fees, membership dues and other miscellanecus
expenditures. This line item also reflects the repayment of the Lease-Purchase
agreement with Fifth Third Bank beginning in June, 2016 for the Technology
Learning Center addition project. Projections reflect a 3% increase to the
previous year’s total expenditure.

Debt will be paid from the general fund for the two roof replacement prOJects
totaling $5.1 million in bond issues and included $1.065 million for HB264 energy
improvements. Debt repayment for the Industrial Arts Facility is also included for
a $600,000 bond issue. The following table reflects the debt repayment schedule:

Fiscal Yr. Principal Interest Total

2016 340,000 135,696 475,696
2017 350,000 125,595 475,595
2018 365,000 115,190 480,190
2019 375,000 104,307 479,307
2020 380,000 93,127 473,127
2021-2025 2,085,000 287,613 2,372,613
2026-2027 690,000 24,722 714,722
Total 4585000 |_ 886,250 | .5.471.250
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VOID IF EXECUTED AFTER: September 30. 2016
CUSTOMER: Aubum Career Center

Blackboard

‘This Blackboard Order Form ¢"Order Form™) by and between Blackboard (as defined below) and Auburm Career Center ("Customer” ) details the 1enms of Customer's
use of the products and services set forth below (“Product and Pricig Summan™) This Ordr.r Form shul] becornc effective on the Eftective Date. This Order Form,
together with the Blackboard Master Agreement located at  hitpufarreements. blas i i i i and
incorporated by this reference. form the entire agreement between the parties in respect ol‘lhe pruducls and services sct fonh n thc Product and Pricing Summany
Notwithstanding anvthing to the contrary in any purchase order or other document provided by Customer. any product or service provided by Blackboard to Customer in
connection with a purchase order related to this Order Form is conditioned upon Customer's acceptance of this Order Form and the Blackboard Master Agreement. Any
additienal, conflicting or different terms prefiered by Customer in a purchase order or otherwise shall be deemed null and void. Each of the individuals executing this
Order Form represent and warrant that he or she is authorized to execute the Agreement on behalf of Customer or Blackboard. as applicable.

In consideration of the promises set forth herein. and other pond and valuable consideration. the receipt of which are hereby acknowledged. the partics hereby agree as
follows.

A. Product and Pricing Summary

Oty Product Name Product or Service Descripti mugn—lr;r—"‘.il'lsﬂgﬂl?
Blackboard Personalized [earning Saa$ Plus consists ol
- N Y 28 r J N . 115 -~
|| PERSONALED ey S LS +  Blackboard Learn Saas Plus $34,800.00
- +  Bb Collaborate Web Conferencing — Saa8 Deplovment
Blackboard Personalized Leaming Services Package consists of
. Small Districk Bundle Training
o2 TRy ¢ Bb Collaborate SAS Advanced Workshop .
l PERSONALIED hEARNIRGIHRVICRS +«  Bb Collaborate Technical Services SAS Essentials Ly
. Bb Collaboerate Technical Services Health Check
»  Bb Collaborate Getting Started with Web Conferencing
| AS-MIGR-ARCHIVE Blackboard Learn Migration Archive® $0.00
TOTAL $50,000.00
Oty Product Mame Product or Service Deseription IﬂliﬂﬂMMQO 2018
e _— . A . |Blackboard Personalized Learning Saa$ Plus consists of’
H N : 3 LIE B
1| PERONALEE D ey A TS o Blackboard | cam Saas Phus sso000.00 |
) ) Bb Collaborate Web Conferencing — SaaS Deplovment
Oty Product Name Product or Service Description Lerm 3

10/1/2018 - 9/30/2019

-| o PRYY - - i . s Plus cicle ab:
PERSONALIZED LEARNING SAAS PLUS Blackboard Personalized 1.caming Saa$ Plus consisls of

1 . - ‘(., 000 users) e +  Blackboard 1.eam Saas Plus $50,000,00
- ¢ Bb Collaborite Web Conferencing — SaaS Deployment
: p ‘ ervice Descrinti Term 4
B ) ice Descrip 301202
Oty : Product Name Product or Service Description /172019 — 9/30/2020
. _— X Blackboard Personalized L.eaming $Saa$ Plus consists of:
TR J H N o s g
1 PERSONALIZED LEARNING SAAS PLUS . Blackboard 1earn Saas Plus $50,000,

(2.000 users)

*  BbCollaborate Web Conferencing —~ Saa$ Deployvment

. ] ) Term 8
3 - . 3 "
Oty Product Name Product or Service Description 10/1/2020 — 9/30/2021
. i . Blackboard Personalized Leaming SaaS Plus consists of’
RS I o : 315 ) 1 1
I PERSONALIZED LEARNING SAAS PLUS . Blackboard Learn Saas Plus $50,000.00

(2.000 users)

* b Collaborate Web Conferencing — Saa$ Deployment

Parallel Environment  For 90 davs after the date this Order FForm 15 signed. Customer may continte to operate one production copy of the Software Course Delivery
and Community Engagement including Support and Mainienance (the “Existing Software License” ) concurmently with one production copy of the Software
Personalized 1.eaming Saa$ Plus (the “New Soltware License™) for no additional charge subject to the terms of Customer's Blackboard Software Schedule dated
November 18, 2014 solely for the purposes of migrating to the New Software License. After such 90 day penod. if Customer wishes to continue to operate the
Software with both concurrent copies in production, the then-current pricing for an annual paraflel license shall apply. Or, 1f Customer does not wish to continue using
thewr Existing Software License in a parallet environment. then the Old Software License will be terminated in its entirety on the nmety-first day afier this Order Form s
sigited

DESIGNATED SERVWER SITE: Blackboard Saa$ environment

20116 = BLACKBOARD PROPRIETARY AND CONFIDENTIAI laf 9
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CUSTOMER: Aubum Career Center
L B. Term I

1. Renewal Term: Unless otherwise specified in the Product or Service Description above, the Renewal Term shall be from October 1, 2016 through
September 30, 2021,

2. Unpless otherwise specificd in the Product or Service Description abave, this Order Form shall be renewed automatically for successive periods of one
(1) year (each a “Renewal Term”) after the expiration of the Renewal Term and any subsequent Renewal Term, unless Customer provides
Blackboard, or Blackboard provides Customer, with a written notice to the contrary thirty (30) days prior to the end of the Initial Term or Renewal
Term, as applicable.

3. Effective Date: QOctober 1, 2016,

| C. Payment Terms

1. All initial and subsequent payments shalt be due Net 30. Unless otherwise specified, all dollars (S) are United States currency.
2, Sales Tax: ITapplicable, a copy of your Sales Tax Direct Pay Certificate or your Sales Tax Exemption Certificate must be returned with this Order

Ferm.

Customer Aubum Career Center = Blackboard (*Blackboard') ]
(Sgnature - ) Sigmature B
I ST ——— __ | [BILL JONES o= =
Name (printed) Namie (printed)

I e ea e | |ASSOCIATE GENERAL COUNSEL A =1
Tthe (printed) Thtle {printed)
Dae - B Date o -
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VOID IF EXECUTED AFTER: September 30. 2016
CUSTOMER: Aubum Carcer Center

EXHIBIT TO
BLACKBOARD ORDER FORM
STATEMENT OF WORK

This Work Statement is a prelinuinary expectation of both Biackboard and Aubum Career Center ("Customer”) of the services that may need 1o be performed. As such it
may be modified by a writing approved by the designated representatives of each Blackboard and Customer. The work described below 1s intended to be performed on
a fixed price basis

This Statement of Work (SOW) is an exhibit to the Order Fonn between Blackboard and Customer which is hereby referenced and incorporated into this SOW and will
legally control the delivens of senvices

1 Scope of Services
Based on discussions with the custemer and our derived undersianding, Blackboard will delver the following Services

The objective of the Personalized Learning Services bundle 1s to accelerate new Ki 2 customer onboarding of the Blackboard™ products  This program will provide
customers with some baseline planning, guidance, and suggested effective practices and instructions on some of the tools‘features for Blackboard Learn. Blackboard
Collaborate. and Blackboard Open Content as part of the Personalized Learning Solution

More speaifically, through a series of remote workshops and online & remote traming. this program will include

¢ Adoption Comptetion to nclude an Adoption Completion Questionnaire. Visioning Session. 2 Q&A sessions for Blackboard Learn system administrators or
nstructional support staft. 2 Adoption Completion sessions suited for teachers who are using Blackboard {.eam. and 2 online class packages that the
customer may use to supplement their own internal traming or professional learning for Blackboard Leam
¢ Project Manager and Functional Consultant will provide an overview of the inclusive traming offerings and recommendations for who should complete the
training. the traming imehine. as well as recommendations tor the modules of tramng that will be conducted remotels. Bundle Traiming includes
s Twoseats
3 Introduction to Blackboard Learn - Blackboard Online Self-Paced Training - This training course provides a self-paced mtroduction to
the Blackboard Leam course environment and highlights seme of the instructional tools that enhance student leaming and save time for
nstructors. You will leamn how to orgamize and add course content. manage online communication, and build assessments. In the course.
vou will listen to four recordings in which the presenter will demonstrase how to use the Blackboard tools and discuss pedagogical
principles related to online learmng 1n both Web-enhanced and distance education environments. This course is best designed for those that
will be doing course development. The participant should plan for 8-10 hours of independent course work
e Oneseatin cach of the followmg online traning courses for Blackboard Learn Technical Administrators. These courses are online/asynchronous led
by a facilitator and must be completed m 21 days from the epenimg dav of the course  Fach course is approximately 20 hours of course work
o Course Delivery GUI Administration Certification Training- This facilitated enline course provides vou with the skills necessary to set
up and manage Blackboard Learn™ for Course Debivers in the graphical user mterface (G} Through readings. recordings. activities
discussions, and tests. the course prepares you 0 manage users. courses, settngs, and svstem tools. In addimon. you wall lcam how to extend
vour Blackboard {.eam environment through Blackboard Building Blocks. Finally, vou will un syvstem reports and locate helpful
administrative support information. hroughout the course. you will have opportunitics to discuss best practices for managing vour
Blackboard Ieam environment
Community Engagement GLI Administration Certification Training- This facilitated online course provides you with the skills
necessany (0 set up and manage Blackboard Learn™ for Community Engagement i the graphical user interface ¢(GU). Through readings.
recordings. activities. discussions. and tests. the course mtroduces vou to Communits Fngagement features and functions which are
accessed through the System Admimstrator tab. In addition, the course reviews best practices for managng the look of vour Blackboard
environment and providing targeted information to learners
Content Management GUI Administration Certification Training - This facilitated online course provides vou with the skills necessan
to set up and manage Blackboard Learn™ for Content Management in the graphical user mierface (GUI) Through readings. recordings.
activities. discussions. and tests. the course mtreduces vou to Content Management features and functions which are accessed through the
Svstem Administrator tab. In addition, the course reviews best practices for managing content folders. quotas. permissions. and other
system-wide scettings
o SIS Framework Online Training - The objective of the Integratnons Framework Online Course 1s to provide Blackboard | earn™ Release
91 Service Pack 8 and above customers with the knowledge necessary to use the Integration Framework, This service will provide the
customer with best practices around planiing. auditing. guidance, scripting technique oveniew. troubleshooting and generat ovenview of
the data integralion process
L) Course Objectives mclude
. Overview of the [ntegrations Framework
¢ Business Policies Revien
e File Format Types Review
e How to Creare a Sample Data File
+  Data Mapping Configuration
*  Imegration Framework Configuration Walkthrough
*  Custom Scripting Techiiques and Best Practices
¢ Integration Framework Testing & Troubleshooting
¢ Data Lifecvele Timeline and Data Maintenance
= 2 Seats Blackboard Open Content training - This Bb Open Content End User Training course provides a self-paced introduction to using Bb Open
Content from the Blackboard Learn course environment It 1s designed for participants who already have a foundation in using Blackboard Leam to
buitd courses. Bb Open Content houses sharcable. reusable content accessible to courses across multiple Learning Management System {LMS)
platforms. Instructors and other coment providers can create or upload content that can then be shared with other users and institutions as determined
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VOID IF EXECUTED AFTER: September 30, 2016
CUSTOMER: Auburn Career Center

by specific parameters and sharing filters, Content can be scarched according to grade level, subject matter, standards. and other criteria while
enforcing multiple copytight standards. While the course is not facilitated. participants should still take a hands-on approach. Therefore. each
participant is given a Development course in which to practice during the course duration. Two consecutive days of remote or onsite training for the
teachers and/or the instructional design team  Customer will have the option 1o choose from the Biackboard Learn - K12 Getting Started — Core
Remote Blackboard Training or the Blackboard Learn — K-12 Getting Started - Fiex Remote Blackboard Training Each workshop is limited
to 15 participants. (You may add additional consecutive days if desired  Contact your sales representative for more details)
OPTION1
o Blackbeard Learn - Ki2 Getting Started ~ Core Remote Training = With this remote or onsite workshop. instruction will cover a ven
high level overview of basic course building. assessment. and communication teols. Each day will be broken into two — 3 hour sesstons
which will accommodate for a break and hands-on work.

*  Dav1-=Topcs
s Getting Started with Course Delivery
. Presenting Dynamic Content
. Creating and Managing Assignments
*  MAlonitoring Students
= Dax 2= Topics
¢+ Creaung and Managing Tests & Survevs
+  Masiering the Grade Center
. Designing Engaging Discussions
¢ Building Communities Online

OPTION 2

o Blackboard Learn — K12 Getting Started - Flex Remote Training — With this remete or onsite workshep. the customer can choose up to
four (4 of the mstructional medules listed below that best addresses the audiences™ needs and the district”s'school’s adoption strategy
Keep in nund that much more depth will be covered in the chosen areas as opposed 1o the above noted option which focuses on breadth of
coverage with less depth. Each module is approximately 3 hours in length (with accommadation tor a break and hands on work):

® Getting Started with Course Delivers

- Presenting Dyvnanne Content

«  Momtoring Student Activigy

. Destgning Engaging Discussions

. Creatng and Managing Assignments

. Creatng and Managing Tests & Survess
. Building Communities

*  Mastenng the Grade Center

Customer has the option to participate 1n the various cohort meetings as well as regularly scheduled K12 Office Hours as managed by Product

Marketing

¢ Blackboard Coltaborate Essentials: Web Conferencing

Up to 20 participants in this Facilitator led. remote workshep will get a selid foundation, enabling them 1o deliver live, interactive Blackboard Collaborate
web conferencing sessions. Participants will lear how to effectinely manage the session communication tools. display PowerPoint content and record
sesstons for later playback

Lipon completion of this workshop. participants will be able to;

Understand the user interface = lay outs and customization

ldentify different methods of communication ~ audio. chat, video, and polling

Manage classroom teraction from the Participants Panel - participant permissions and understandimg activity and slatus wdicators
Manage Whitcboard content

Generate a session recording

*  Beyond the Basics of Blackboard Collaborate: Web Conference
In this interactive workshop. participants buitd upen the Moderator foundation skills acquired in the Essentials workshop. Participants will learn
1o use the Whiteboard. Application Sharing. Web Tour and Breakout Rooms to make sessions more collaborative and interactive

Upon completion of this workshop, participants will be able to

* & & 2

Develop Interactive Whiteboards

Customize the Clip Art Librany

Deliver a session using Application Sharing

Deliver a session using Web Tour

Dehiver a session using Breakout Reoms

Hand-out a file to session participants using File Transfer

¢ Putting it all Together in Blackboard Collaborate: Web Conferencing

In this mteractive workshep, participants will be provided with tips and tricks to deliver a great Blackboard Collaborate expenience for everyone
Upon complenion of thts workshop. participanis will be able to
. Review the content options

Match content tvpes to the best session ool 10 achieve the learning ohjective
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VOID IF EXECUTED AFTER: September 30, 2016
CUSTOMER: Auburn Career Center
. Demonstrate the abihiy to add content to the session 1 ¢. load a Whiteboard and toad a file to the File Transfer libran
L] Practice putting a sessio in action
) Demonstrate the ability 10 manage panicipants utilizing the wols and lunctionality of the
. Participants panel
Demonsirate how to start and pause the session recorder
Demonstrate the use of the Polling too!
Demanstrate how 1o share an application or the desktop and how Lo pass control to Participants
Demonstrate the effective use of the Web Tour tool and understand the difference between Application Sharing and Wb
Tour
*  Idenufy best practices
*  Through practice and discussion identifs Moderator and session best practices
L] Map best practices to personal and mstitutional teaching and learning goals
¢ Explore next stieps
" Identify additional resources

. Blackboard Coellaborate Technical Services

The Blackbeard Coellaborate Techmical Services for Web Conferencing package includes a series of three onhine workshops delivered in ive
synchronous sessions that will be recorded  The followmng worksheps are pant of the package

. Blackboard Collaborate System Configuration & Integration llealth Check Workshop

A one-hour online session for up to 13 participants will offer participants an overview of the technical aspects of vour Blackboard Collaborate
products. This technical oven iew is designed to help you efficiently implement the Collaborate products on vour campus During this session our
specialist will work directly with sou on the installation and configuration of vour L.eaming Management Svstem Integration. Durinig this session
Blackboard Collaborate Techmical Consultant will work together with vour mtegration team to analvze. define and demonstrate integration options
and recommend the best solution based on mstitutional resources

Session Topics:
¢ Understanding of l:nd User Requirements
Overview of the Collaborative Commumications Framework
Review of Communication Port Requirements
Understanding General Troubleshooting of Bad Connections
Installation and Contiguration of vour Learning Management Integration Component

This online session s appropriate for Information Technologs stalf. Support staft, Distance Learming Coordinators, and project leads

¢ Blackboard Collaborate Technical Services SAS Essentials Workshop

A two-hour online session tor up to 7 participants will gie participants a sohd foundation of how the Blackboard Collaborate Session
Administration System (SAS) functions. enabling them to create users and create sessions with appropriate settings. Finally, administrators will
leam how to manage and designate access o sessions outside o ntegration. and view and convert avinfable recordings for later playback

This session 15 appropriate for support statf. server admimstrators. and project leads

Prerequisites: Prier experience with Blackboard Collaborate preducts and Intemet technologies will make this course easier Lo understand but s not
required ’

Upon completion of this workshop. participants will be able to
e [deaufy the different component 1n the SAS interface
Understand SAS systems roles
Create single users m the 5AS
Cam out meeling management functions
Manage native and converted {(MP3 & MP3) recordings

. Blackboard Collaborate Technical Services SAS Advanced Workshop

The 5AS Advanced workshop is an interactive warkshop for admimstrators designed to build upon the skills acquired in the SAS Essentials workshop
Durmg the session. administrators will leam user and group management. working with additional session types. file management, and review of
available system repons

This enline sessien 1s appropriate for server admnistrators and progect leads

Prerequisites Participants should have prior completion or knowledge of the SAS Essential workshop. Experience with Blackboard Collaborate products
and Imemet technologies will make this course easier to understand bat 1s not required

This workshop will cover
*  SAS essential concepts check and QA
. Batch management of users and groups
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VOID IF EXECUTED AFTER: September 30. 2016
CUSTOMER. Aubum Career Center

How to manage additignal session types
Review SAS general configuration and custemization options
File and quota management best practices

definition of SAS reporting capabilities

»  Customer has the oplien to participate in the vanous cohort meetings as well as regularly scheduled K12 Office Hours as managed by Product

Marketing

Program Artifacts
*  Adoption Completion Questionnaire
¢ Two onhine class packages

*  Remote agenda for weachers/mstructional design team

Customer Requirements/Assumptions

s Pre-installation of production and test Blackboard Learn environments
*  Access 1o the Blackboard System Admimistrator during activities to resolve issues, if they anse
»  Creation of users and courses as requested by the trainer prior to training

2 Resource Requirements

In order to complete this project, Blackboard proposes the following projected staffing model

Activines and Hespensibihies

Project Manager

Responsible for management of project tasks, schedule, and resources

Bb Solutions Engineer

Responsible for facilitating and gathering business rules to aid in system configuration

Bb Functional Consultant

Responsible for the facilitation of remote and online courses

3 Customer Responsibilities

Blackboard Consulting's approuch assumes actine participation from the customer team The customer is responsible for staffing resources on the project that have the
necessary functional and technical knowledge to execute required tasks

Project Owner’Executive Sponsor

The Project Owner provides strategic direction and executive sponsorship of
the engagement

P'rbjeuct Manager

Responsible for management of customer project tasks, schedules, and

TESOUrCes
Data Owners Personnel responsible for access to and interoperation of student inferntation .
data
Information Technelogy Representation Personnel responsible for the technology infrastructure of the insttution

Academic Computing/Education
Technology Representation

Personnel responsible for the education technology infrastructure and training
needs of the institution

Training & Support Personnel

Personnel responsible for the ongoing training and support of the end users of
the Blackboard solution.

Blackboard Solution Administrator(s)

Individuals responsible for the configuration and administration of the
component systems that comprise the Blackboard solution. Activities like, but
not limited to: Create institutional hicrarchy, manage user roles, perform system
adnnnistration and maintain integration components. While the Blackboard
solution will be software as a service, there will still be day-to-day management

responsibility.
(\ Faculty Participate in use case development sessions
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CUSTOMER: Aubum Career Center
4 Professional Fees, Expenses and Terms

The Personalized Learning Services bundle listed 1s inctusive of all senvices fees, with the exception of travel expenses associated with the delivery of services

4.1 Travel Expenses related to Consulting and Training Services

Should the customer decide to have traming delivered onsite. Blackboard Consulting will invesce the custemer for the actual travel related costs as incurred as pan of
this engagement  Travel costs are not mcluded n the Service Pricing Section Blackboard Consulting will make reasonable efforts to manage travel costs without
compronusing project objectives

42 Cancellation of On-site Workshops or On-Site Consulting Visits

In the event the Customer chooses to cancel a scheduled on-site traming workshop or consulting visit within two (2) weeks of the scheduled event. Blackboard
Consuiting may involce the Customer for the following

*  Foron-site traning workshops. the full price of the workshop plus anv incurred travel change fees

e For on-site consulting visiis. the cost of all consuitant hours scheduled for the site visit plus incurred travel change fees
43 Cancellation on Synchronous On-Line Training or Consulting Engagements or Workshops

In the event the Customer chooses te cancel a scheduled synchronous on-line trammg workshop or consulting engagement within two (2) weeks of the scheduled event.
Blackboard Consulting may imvasice the Customer for the scheduled davs at the then current rate for the scheduled consultant(s)

5 Project Timeline

The actual project schedule will ke finaluzed with the Customer's project lead upon project intiiation

6 Change Control

Changes 10 scope. resources. staffing. or imeline may impact this esumate  [n the ¢event a change oceurs. the Blackboard Consuluing Project Manager will capture and
assess the impact and relevant implications through the project Change Control Process This process will vield a Project Change Request {PCR) document for the
customer s review amnd consideration The PCR requires customer and Blackboard approval to be vahid and actionable. o applicable

7 Services Pricing

T Firm-Fixed Price Services

The costs for additienal services to be provided on a Firm-Fixed Price basis are detaled below

12 months upon contract
signature

*as noted en contract

Personalized Learning Services SAAS3-PL-KI2-P

*as noted on contract

N Firm-Fixed Price Milestone Invotcmg Schedule

Personalized Leaming Services Invoiced upen receipt of signed SOW *as noted on contract

8 General Engagement Assumptions

Qur approach, timeline, team structure. and professional fees are based on the below assumptions  Variance from these assumptions will be managed through the
Change Control Process and may affect the actual schedule and cost of the project
s Pricing estimates outhines herewn expire 30 days from prepared date.
All pricing and discounts are vahid for 90 dayvs from the executed Order Form date for work not imtiated:
T'his agreement covers only the activitics as described.
$taffing and scheduling for project roles/positions will begin once the Order Form 1s signed and Purchase Order 1s received
Pavment for any software licenses is not contingent on or related to payment or perfermance for professional services
Customer will provide Blackboard with access to the appropriate physical and wechmical environments 1n the imeftames confirmed with Blackboard
Project Manager to complete the effort outlined 1n this document.

¢ Any scheduling estimates are based on the assumption that the Customer will respond to any decision required from the Customer within 5 business
days.

2016 - BLACKBOARD PROPRIETARY AND CONFIDENTIAI Tof 9
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CUSTOMER.: Auburn Career Center

¢ Customer will complele a review of'all submitted draft working preducts, or set of working products. in five business days unless otherwise agreed ton
writing:

¢ The Customer shall assign a representative to be the primany point of contact for the Blackboard Project Manager. This representative shall have full
authority to make all decisions regarding project scope, overall timeline. and related projects costs. as well as ensuring the necessary customer project
personnel, resources, ete, are available to complete the project(s):

*  Quahty involvement and working products from the Customer are critical to the project's completion  The Customer’ s representative shall be responsible
for coordinating all meetings that involve Customer and third-party contractor staff members, working products, and information requests withm the
agreed upon timeframes;

¢ Customer is responsible for providing subject matter expens to assist in identifving business rules. resolving process discrepancies and answering ad hoc
questions. The subject matter expert will be made available as needed dunng the course of the engagement and will be responsible for soliciting input
from additional Customer personnel as needed

¢ Hardware and software configuration and environment(s). either managed or self-hosted. can support the functional'technical services included n this
SOW

¢ Allinterfacing systems in the environment(s) designated for funciional testing will be available

*  Third-pany products and services, except as expressly noted above. Customer will separately procure and provide all third-party preducts and services
1 a timely manner 1o support the Services as defined in this Statement of Work. Blackboard is not responsible for making changes to the configuration
or data contained or used in third-party systems, including but aot imited to the Customer’s S18

¢ Working Products are artifacts, used by Blackboard, that demonstrate progress toward a deliverable: however, thev are not themselves deliverables:

®  Services are estimated and billed based upon a maximum eight (8) hour workday per Consultant and a maximum forty (40) hour work week per
Consultant  The applicable billing rate tor the Consultants shall be at the rates set torth in the table above.

*  The customer shall pay all outstanding invoices from any previous Blackboard agreements greater than thirty (30) days, prior to begimning work under
this document:

*  Theestimates above were developed based on the esimated project duration. In the event the project exceeds the duration and crosses a new fiscal vear,
rate may be adjusted accordingly based on the effort expended in the new fiscal year.

*  Lxcept as otherwise stated in this Agreement with regard to the Consulting Services performed hereunder, Blackboard reserves the right to change the
services it offers to its customers generally and related rates at any time

+  For Time and Matenals Consulting Services related to this project. as outlined in the document. all fees and expenses shall be billed on 2 monthly basis
and such bills shall be due and payable Net 30

¢ All Fim-Fixed Price Consulting Services related to this Project. a5 outlined n this document, shall be billed according 1o the Milestone! Inveicing
Schedule as outlined in this decument section Services Pricing

*  Allreasonable travel. meals and lodging expenses shall be illable at cost and all such expenses shall be bome solely by Customer

20t6 - BLACKBOARD PROPRIETARY AND CONFIDENTIAL Bof 9
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VOID IF EXECUTED AFTER: September 30, 2016
CLISTOMER Aubum Career Center
APPENDIX

TRAINING SERVICES

T'he following assumptions / requirements apply to Training Services to be provided by Blackboard Consulting

Blackboard, upon request of Customer, shall provide Training Services to Customer. Upon acceptance of this Agreement. Blackboard will designate a
Project Manager/Coordinator 1o schedule traming event. Events are typically scheduled 4-6 weeks in advance  Schedules for facilitated and non-
facilitated asynchronous online traming course are published 10 the Blackboard Inc. website
Onsite truming may be ehgible for synchronous remote delivery wpon request of Customer. however, a simgle method of delivery must be chosen: Spiting
delivery methods is strictly prohibited
Onsite/synchronous remote class size 1s restricted 10 a maximum of 15 Authonzed End Users (as defined in Customer’'s Software Scheduie) to maintain
an effective mstructor-student ratio
Requests for additional participants will be reviesed on a case by case basis and. if approved. will be subject to a fee equal to 107 of the listed price of
the trainmg and mav require additional matenals and delivery davs.
Facthtated. asynchronous online training course/workshop class sizes are restricted 1o 8 maximum of 20 Authortzed End Lisers {as defined i Customer's
Software Schedule) to maintain an eftective instructor-student ratio
Participants m facilitated, asynchronous online training courses should expect 10 spend eight to fifteen hours per week reading assigniments. completing
exercises, and participating in Discussion Board forums  The Customer must provide the name(s) and email address(es) of cach participant in advance
of the course start date
Onsite Traming events are only tor Customer’s on-campus, internal use. Traming ¢vents may not be video recorded
Remote Sanchronous events delivered using Coltaborate may be recorded. The recordings are intended for participants who attended the training and
need review or for those who missed the training but were part of the 15 person roster. Recordings are not for wide distnbution or consumption They
nust not be posted on a public webstte or even made avalable 1o the customiers™ larger teacher population They may not be sold or otherwise distributed
for the purpese of profit and remain the ntellectual property of Blackboard. Inc
Onsite classes are structured as a hands-on/active training seminar held in a computer classroom unless otherwise agreed To ensure the best learning
experience. Customers must provide

" A computer lab containing one computer for each student

*  Alugh bandwidth Internet connection from each computer

* A video projection device capable of 1024x768 resolution attached to a “lead” compurter
Access-to the locally stalled version of Blackboard software or a Blackboard Managed Hosting stallation
Piease confirm that all computers meet the Blackboard Leam supported browser and operating system requirenients as outlined in Blackboard |.eam's
customer matenials and websites
Each parucipant must possess basic Web navigation and file management skills. intemet access, and an email address

2016 = BLACKBOARD PROPRIETARY AND CONFIDENTIAI Yof 9
10-23145372_CPIL_8-25-2016
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BOARD OF EDUCATION PROFESSIONAL STAFF
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NEW POLICY - SPECIAL UPDATE - MAY 2016

STANDARD - BASED SCHOOL COUNSELOR EVALUATION

[DRAFTING NOTE: This is only a policy "template" and requires numerous and
important local choices prior to finalization and for any subsequent revisions.
In addition, the final policy including subsequent revisions must be adopted
"in consultation with school counselors employed by the Board"]

The Board of Education is responsible for a standards-based school counselor
evaluation policy which conforms to the framework for the evaluation of school
counselors as approved by the State Board of Education and aligns with the
"Standards for School Counselors"” as set forth in State law.

[} The Board of Education adopts the Ohio School Counselor Evaluation
System (OSCES) as approved by the State Board of Education.

The Board believes school counselors play a critical role in supporting student
learning and success and maintaining a positive school environment. The standards
based system of school counselor evaluations is designed to provide meaningful and
consistent feedback to support counselor professional growth and inform
employment decisions.

This policy shall be implemented as set forth herein

() and shall be included in the collective bérgaining agreement with
g the , and in all extensions and renewals thereof.

{1 This policy has been developed in consultation with school counselors.
[Drafting Note: Consultation is not included as a requirement in
statute or ODE framework, but is consistent with provisions of QTES,]

The Board authorizes the Superintendent to establish and maintain an ongoing
[insert name of local evaluation committee], with
continuing participation by District counselors

() represented by the ,

for the express purpose of recommending necessary changes to the Board for the
appropriate revision of the policy.

o
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Definitions

"OSCES" - Stands for the Ohio School Counselor Evaluation System as adopted by
the Ohio State Board of Education, or as otherwise modified by the State Board of
Education.

"School Counselor"- For purposes of this policy, "school counselor" means an
employee who holds a license issued pursuant to O.A.C. 3301-24-05 by the Ohio
Department of Education in the area of school counseling and who is assigned to a
position in that capacity.

Teachers and other employees who do not meet this definition are not subject to
evaluation under this policy. Full time bargaining unit members who do not meet
the definition will be evaluated in accordance with Board policy ( ) and/or utilizing
the evaluation procedures of the collective bargaining agreement in effect between
the Board and the

"Credentialed Evaluator"- For purposes of this policy, each counselor subject to
evaluation will be evaluated by a person who has completed the OSCES training as
required by the Ohio Department of Education.

[CHOOSE ONE]

i] The Board will approve and maintain a list of credenhaled evaluators as
necessary to effectively implement this policy.

[] The Board shall authorize the Superintendent/designee to approve and
maintain a list of credentialed evaluators as necessary to effectively
implement this policy.

[END OF OPTION]
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[Drafting Note: Districts may wish to consider further definitions, including
but not limited to those listed below:]

"Evaluation Cycle" - is the period of time for the completion of the evaluation
procedure. The evaluation cycle is completed when selected student metrics are
combined with the counselor performance ratings resulting from performance
assessments on the standards that are conducted for the current school year to
assign a summative evaluation rating.

"Evaluation Factors"- refers to the multiple measures that are required by law to
be used in the school counselor evaluation procedures, including performance on all
six (6) areas identified by the standards and the ability to produce positive cutcomes
using student metrics selected by the Board. School counselors will receive a score
in each of the six standards and the student metrics, which shall be weighted
equally {1/7 of the final summative score).

"Evaluation Framework" - means the standards-based framework adopted by the
State Board of Education for the evaluation of school counselors in accordance with
R.C. 3319.113.

"Evaluation Instruments" - refers to the forms used by the school counselor’s
evaluator as developed locally.

"Evaluation Procedure" - the procedural requirements set forth in this policy are
intended to provide specificity to the statutory obligations established under
R.C. 3319.113 and to conform to the framework for the evaluation of school
counselors developed under R.C. 3319.113.

"Evaluation Rating" — means the final summative evaluation level that is assigned
to a school counselor pursuant to terms of this policy. The evaluation rating is
assigned at the conclusion of the evaluation cycle when the school counselor
performance rating is combined with the results of student metrics. Each completed
evaluation will result in the assignment of one (1) of the following evaluation ratings
to Accomplished, Skilled, Developing, or Ineffective.

"High Performing School Counselor" - is a school counselor who earns a
summative rating of "Accomplished” or "Skilled" on his/her most recent evaluations.
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"School Counselor Performance" - is the assessment of a school counselor’s
performance on each of the six State-adopted standards, resulting in a performance
rating. As an evaluation factor, the school counselor performance dimension is
based on direct ocbservations of a counselor’s practice by a credentialed evaluator.
Performance results are reported as a performance rating that may be coded as "1"
indicating lowest performance to "4" indicating highest performance.

"Student Metrics" - the locally determined measure(s) that assess a school
counselor's ability to produce positive student outcomes.

Standards-Based School Counselor Evaluation
School Counselor evaluations will utilize multiple factors, with the intent of
providing meaningful feedback to each school counselor and assigning an
effectiveness rating based upon school counselor performance and the counselor's
assessment on selected student metrics.

A. Accomplished,;

B. Skilled;

C. Developing; or

D. Ineffective,

The specific standards and criteria for distinguishing between these ratings/levels of
performance shall be the same as those developed by the State Board of Education,
which are incorporated herein by reference.

The Superintendent shall annually cause to be filed a report to the Ohio Department
of Education (ODE) in accordance with requirements mandated by ODE. The Board
will utilize the ODE’s guidelines for reporting this information.
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Assessment of School Counselor Performance

School Counselor performance will be evaluated during formal observations and
periodic informal observations. Such performance will be assessed through a
holistic process by trained and credentialed evaluators based upon the following
Ohio Standards for School Counselors:

A.

B.

E.

F.

Comprehensive School Counseling Program Plan;

Direct Services for Academic, Career and Social/Emotional
Development;

Direct Services for Academic, Career and Social/Emotional
Development;

Evaluation and Data;
Leadership and Advocacy; and

Professional Responsibility, Knowledge and Growth.

Formal and Informal Observations

A,

School Counselors shall be evaluated based on at least two (2)
formal observations of at least thirty (30) minutes each and informal
observations each school year.
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B. A high performing school counselor will be evaluated less frequently
as follows.

i. A school counselor who receives a rating of "Accomplished” on
his/her most recent evaluation may be evaluated every
three (3) years, as long as the counselor's metrics for student
cutcomes for the most recent year for which data is available,
is "skilled” or higher. If the determination is made to evaluate
every three (3) years, the counselor will nevertheless be
provided with at least one (1) observation and conference in
any year that such counselor is not formally evaluated.

A school counselor who receives a rating of “Skilled" on
his/her most recent evaluation may be evaluated every other
year, as long as the counselor's metrics for student outcomes
for the most recent year for which data is available, is
"skilled” or higher. If the determination is made to evaluate
every other year, the counselor will nevertheless be provided
with at least one (1) observation and conference in any year
that such counselor is not formally evaluated.

Evaluations will be completed by ( ) May 1st { ) and each school
counselor will be provided a written report of the results of his/her evaluation by
() May 10th () ___ - . Written notice of nonrenewal will be
provided by June 1st.

[] Each school counselor evaluated under this policy shall annually complete

a "Self-Assessment” utilizing the Self-Assessment Summary Tool approved
by the Board.
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Formal Observation Procedure

The observations will not be conducted when school counselors are engaged in
counseling activities with students that require confidentiality.

[CHOOSE ONE]

[] The first formal observation shall be preceded by a conference between the
evaluator and the employee prior to the observation in order for the
employee to explain plans and objectives for the classroom situation to be
observed. The second observation will be unannounced.

[1 All formal observations shall be preceded by a conference between the
evaluator and the employee prior to the observation in order for the
employee to explain plans and objectives for the classroom situation to be
observed.

[Drafting Note: the ODE framework permits both announced and unannounced
observations. Pre and post conferences are considered "best practice" but are
not required.}

Informal Observation/Walkthrough Procedure

The observations will not be conducted when school counselors are engaged in
counseling activities with students that require confidentiality.

An informal observation is a formative assessment process that focuses on one (1) or
more of the components included in the State-adopted standards.

An informal observation should be of sufficient duration to allow the evaluator to
assess the focus of the observation.
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Data gathered from the observation must be placed on the form designated in the
Appendix. Feedback from observations shall be provided electronically within _
days. The school counselor and/or evaluator may request a face to face meeting to
discuss observations relative to the identified focus of the informal observation.

A, Informal observations shall not unreasonably disrupt and/or
interrupt the work day.

A final debriefing and completed form must be shared with the
employee within a reasonable amount of time,

Assessment of Student Metrics

The Board will select student metrics that will be utilized for school counselor
evaluations in the areas of academics, career, and social emotional development.
Any modifications to the metrics that will be used in school counselor evaluations
will be adopted before the start of the school year. [Drafting Note: In order to
obtain an "Accomplished" rating in this area, a school counselor must have a
top score in all three (3) categories. Therefore, metrics should be included in
all three (3) areas for such a rating. A counselor may obtain a score in just
one (1) area, however, to receive a summative score.]

Data from these approved measures of student growth will be scored on four (4)
levels, with a score of "1" being the lowest and "4" being the highest.

Final Evaluation Procedures

Each school counselor’s performance rating for each of the six (6) standards will be
combined with the assessment of student metrics to produce the final summative,

The evaluator shall provide that each evaluation is submitted to the school
counselor for his/her acknowledgement by written receipt. If signed by the
employee, the receipt is to be sent to the Superintendent as soon as received.
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Professional Growth Plans and Professional Improvement Plans

Based upon the results of the annual evaluations conducted in accordance with this
policy, each school counselor must develop either a professional growth plan or
professional improvement plan as follows:

A, School counselors with a final summative rating of "Accomplished"”
will develop a professional growth plan.

B. School counselors with a final summative rating of "Skilled" will
develop a professional growth plan collaboratively with their
evaluator.

C. School counselors with a final summative rating of "Developing” will

develop a professional growth plan collaboratively with their
evaluator. A building administrator must approve the professional

growth plan.

D. School counselors with a final summative rating of "Ineffective” will
develop an improvement plan with their evaluator. A building
administrator must approve the improvement plan.

Professional growth and improvement plans must be completed by _each
school year. The Board retains the discretion to place a school counselor on an
improvement plan at any time based on deficiencies in any individual component of
the evaluation system.

Board Professional Development Plan

In accordance with the State Board of Education’s Statewide evaluation framework,
the Board has adopted a specific plan for the allocation of financial resources to
support the professional development of school counselors covered by this policy.
The plan will be reviewed annually.
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Retention and Promotion Decisions/Removal of Poorly Performing School
counselors

The evaluations produced will serve to inform the Board on employment decisions,
i.e., retention, promotion of school counselors, renewal of employment contracts,
and the removal/nonrenewal of poorly performing school counselors.

Definitions:

"Retention”- for purposes of this policy refers to employment decisions on the
question of whether or not to suspend a contract pursuant to a reduction in force,
nonrenew a limited or extended limited contract, or terminate employment for good
and just cause. In the case of a reduction in force, seniority will not be considered
when making decision on contract suspensions, except in the instance of
comparable evaluations. The decision to nonrenew or terminate the contract of a
poorly performing school counselor may be informed by the evaluation(s) conducted
under this policy. However, decisions to nonrenew or terminate an employment
contract are not limited by the existence of this policy.

"Promotion"- as used in this context is of limited utility given the fact that school
counselors covered by this policy are not currently employed in any discernible
hierarchy. Nevertheless, when making decisions relative to such matters as
determining employee assignments, the Board will consider school counselor
performance as indicated by evaluations.

"Poorly Performing School Counselors"- refers to school counselors identified
through the evaluation process set forth in this policy who demonstrate an inability
and/or unwillingness to meet the reasonable expectations of this standards-based
evaluation system.

"Comparable Evaluations"- since seniority may not be the basis for school
counselor retention or other employment decisions, except when deciding between
counselors who have comparable evaluations, this refers to counselors within the
categories of "Ineffective,” "Developing,""Skilled,” and "Accomplished.”
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Removal of Poorly Performing School Counselors

Poorly performing school counselors may be removed, upon recommendation of the
Superintendent, either through nonrenewal or termination, when the following has
been demonstrated:

A, receipt of an "Ineffective"rating by a school counselor;
B.
() R .

OR [Recommended]

[] Removal of poorly performing school counselors will be in accordance with
the nonrenewal and termination statutes of the Ohio Revised Code

() and/or the relevant provisions of the collective bargaining agreement
in effect between the Board and the

Nothing in this policy will be deemed to prevent the Board from exercising its rights
to nonrenew, terminate, or suspend a school counselor contract as provided by law
and the terms of the collective bargaining agreement in effect between it and the
The evaluation system and procedures set forth in this
policy shall not create an expectation of continued employment for employees on a
limited contract that are evaluated under this policy. The Board reserves the right
to nonrenew a school counselor evaluated under this policy in accordance with
R.C. 3319.11 notwithstanding the school counselor’s final summative rating.

R.C. 3319.02, 3319.11, 3319.113, R.C. 3319.16
A.C. 3301-24-05
H.B. 64

© NeoLa 2016
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S s aomee BRANCH: Superior Service - Quality Products - On-Time Delivery - Brands You Want
S SowE : Th t hject o 41 1 d Condi 1 furth
_@%E_“&‘?@ 5700 N RIDGE RD m»lgrgzuggg °¥ﬂfsséd§fuu§n 1: NE)H"P%? X mm::sh;:esumad%nblgfund
S e, L ADISON O IRATAEEr of ARG Suptit. i Addior :‘3"&;2%."25&#2“&“{[1 RBE Suppl
11 3}
Supply Co. inc. 44057-2706 Satesrian of other Ag%ﬁupply represenmweg aad
(340)428-5689
QUOTATION
CUSTOMER: SHIPTO:
AUBURN CAREER CENTER ROCFING
8140 AUBURN RD
CONCORD Ol
44077
5
72(.)’1/ & SLS# OT# | PAGE
GwW i
RDUOTE NO. | CUSTOMER ORDER NO. SHIP ¥IA USTOMER NO. |TERMS hUOTE DATE | EXP.DATE
2060641 cPu 309559 NET 10TH PROX I 92216 10/22/16
A Rr S LE 4 ne % Lot e ﬂ.t.ll L R
#il -'.lr“h %ﬁ- i1 m‘.‘fﬁfﬁ nll*m?fﬂ %%% LiARTY :}.;gﬂn{” ig&%”” " i ,-}’ ”}”‘"TT?#:‘
B N UM BEREEE | ; : KB AR | N Pt CERIRA )¢ Che TS
QUOTE !'ROVI NDX #065.-‘649 \dADlSO’\l
)20C 0OC OAKRIDGE AR DIIFTWOOD 33Q BD 90 24.00) 2160.00
11MIRE365 RESISTO ECONO UNBOXED ICE&WATER 2S(1 RL 5 45.00 225.00
N40CSSPL OC STARTER STRIP PLUS 100LF BD 5 32.00 160.00
[OSMIFPIOR | 304 PLAIN FELT TSUTRL i L] ey T 15500 |
9788300178 RIDGE VENT COUGAR 10.5"X20° #CV2() RL L 30.00 240.00
ADE1SWH ALUM DRIP EDGE 1.53" F5 WHITE PC _ T R 3.00 90.00
AWV24BK ALUM W VALLEY 24" BLACK PC 3 5 21.50 107.50
[OT5008001T | COIL NAIL 1-1/4" ABC COIL NAIL BX it 2 FEX R A58
14MIDSF3BK | DURAFLO STRETCHFIT PIPE FL 3-4" BLK EA 12 10.003 120.00
TTOCFRSUDW UC AR SUPKEME DRIFTWOOD T 7 L) T XYL o0
£
| :
SUBTOTAL 3518.48
Salesman or other ABC bupply Representative Branch Muanuger or ABC Supply Officer
FREIGHT 2500
Title: Title:
. EST. SALES TAX .00
Duration:
QUOTE TOTAL (US) 3543.48

www.abesupply.com

www.abceasalog.com



Carter Lumber OQH

S T i
{90-84)

067

467 Center Street

QUOTE NUMBER

67035511

QUOTE DATE

Chardon, OH 44024-1069 09/23/16 06:46:38
REQUEST DATE PH{440) -28B6-3833 Fax(440) -286-1745 ACCOUNT NUMBER
09/23/16 SOLD TO SHIP TO G0670204-001
EXPIRATIOR DATE Auburn Career Center Auburn Career Ce CUSTOMER PO
10/23/16 8140 Auburn Rd 8140 Auburn Rd Roofing
FILLED-BY | DELV-BY QPERATOR
Concord Township, OH 44077 Concord Township, OH 4407 Steve Hart
DELIVERED | WILL CALL 440-357-7542 440-357-7542 PAGE NUMBER
001 OF 001
jleo -
T : :
|QUANTITY |X DESCRIPTION LITEM UNIT PRICE | UNIT| EXT PRICE
i
I |
i 4 IKQ STARTER STRIP }101886 42.00 BDL 168.00
|
|
| 8 IKO H&R 12 WEATHERWOOD 5104570 39.32 IBDL 314.56
14 IKQO STORM SHIELD ICE GUARD 1117007 49.00 :EACH BBE.00
90 IKO CAMBRIDGE WEATHERWOOQD 92475 19.66 |BDL 1,769.40
| 15 30 FELT 89972 16.25 |EACH 243.75
- !
30 ADE34 WHITE ALUM DRIP EDGE 10' !28833 3.59 |EACH 107.70
i
10 WVAL1824 BLACK W VALLEY 10' 112363 | 17.19 |EACH 171.90
I
2 1-1/4 COIL ROOF NAILS 7.2M BO781 | 18.59 ;EA':'_'H 37.98
i
2 12977 3"-4" ALUM ROOF FLASH 359999 8.99% EACH 17.98
100 . | 70800 sSX7 GALV STEP FLASHING 7242 0.29 EACH 29.00
|
1 | | ROOFTOP DELIVERY TAXABLE c9912 50.00 |EACH 50.00
1
-
]
||
| |
I o , i faze o
NON-TAXABLE
0.00
TAXABLE
31,596.27
Geauga Cnty
242,74
TOTAL
3,839.01

Holmes Lumber@
SEE TERMS AND CONDITIONS ON REVERSE OF CUSTOMER COPY.

Divisions of the Carter Lumber Company

‘Mempsville

istiali e Mharbris

D,
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GEAUGA COUNTY EDUCATIONAL SERVICE CENTER
Inter-district Service Area Contract
2016-2017 School Year

A-__ntract entered into between the Auburn Career Center and the Governing Board of the Geauga County
Educational Service Center, located at 470 Center Street, Building #2, Chardon, OH 44024.

In consideration of the promises and terms contained and pursuant to the provisions of Sections 3313.17,
3313.841, 3313.842, 3313.91 and 3323.08 of the Ohio Revised Code, the Geauga County Educational Service
Center Board agrees to provide to the Auburn Career Center Center with an Administrator for the term of the
2016-2017 school year commencing August 1, 2016 and concluding July 31, 2017. The Board shall provide the
following services:

Jaina Gandolfi, Vocational Director
Cost sheet attached - $30,000.00

The terms of this contract shall automatically terminate at the conclusion of the term as stated above.

Estimated cost sheet attached. Actual cost is $30,000.00 for services as needed per the instruction of the Auburn
Career Center Superintendent.

All applicable federal and state laws, regulations and/or rules shall govern the implementation of the services
provided pursuant to this agreement.

This agreement constitutes the entire understanding between the parties with respect to the services and Service
i?ma designated herein. There are no provisions, terms, conditions or obligations other than those contained

in, and this contract shall supercede all previous communications, representations, or agreements, whether
verbal or written, between the parties. Any subsequent agreement between the parties is a separate and distinc
contract and not a renewal hereof,

By: By:

—

Superintendent o Educatfpnal Skrvice Center Superintcndeht

-

—_— 1%

Treasurer Edyfational Service Center Treasurer

Date Date {i,fjd f (b
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EDUCATIONAL CONSULTING SERVICLES AGREEMENT

This Educational Consulting Services Agreement ("Agreement™) is made by and between
Podojit Consulting and Professional Services ( "Podojil Consulting”) as one party to the Agreement
and Lake County Educational Service Center, Geauga County Educational Service Center and
Auburn Carcer Center. collectively referred 1o berein as the Geauga/Lake/ Auburn Professional
Development Collaborative ("GEAPD Collaborative™) as the other party to the Agreement.
Collectively . Podojil Consulting and the GLAPD Collaborative shall be referred to herein as the
"Parties.”

Whereas. Podojil Consuiting will serve as an independent contractor under this
Agreement to provide the GLAPD Collaborative with consulting services as described herein:
and

Whereas. the GLAPD Collaborative desires to obtain such consulting services from for
an agreed upon fee set forth herein: and

Theretore. in consideration of the mutual covenants. conditions. and promises contained
herein. the GEAPD Cotlaborative and Podojil Consulting agree as loltows:

I. General Provisions:

A, Podojil Consulting agrees to designate Anthony R. Podojil. Ph.D. (the
"Consultant") as its representative under the Agreement 1o provide the GLAPD
Collaborative with the services contracted for herein.

B. Consultant shall perform such professional services as set forth herein ("Consulting
Services") during the term ol this Agreement. using the standard of professional care
and skill customarily provided in the performance of such service.

C. The GLAPD Collaborative shall provide Consultant with reasonable and adequate
work space at Auburn Career Center located at 8140 Auburn Road. Concord Twp..
OH 44077 during the term of this Agreement. trom which Consuliant can provide
Consulting Services to the GLAPD Collaborative.

. The GEAPD Collaborative agrees o designate Margaret Ly ach Superintendent of
Auburn Career Center, to serve as its representative and fscal agent under the
agreement and shall vest Ms. Lyneh with authority to make decisions and speak on
behaif of the GLAPD Collaborative with respect to this Agreement.

%2 Lerm of Agreement

The Consulting Services to be provided under this Agreement shall commence on or about
August 1. 2016 and shall coatinue until July 31, 2017, at which time the agreement shall
automatically expire.

Page | 1
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Provision of Consultine Services

A.

The Consulting Services to be rendered under this Agreement shall include the
provision of services necessary to assist the GLAPD Collaborative in developing and
implementing a systematic and collaborative professional structure that fosters a
cross-district network to meet the needs of participating school districts and their
educators, while the same time improving the instructional needs and learning
outcomes for all students. and shall include all necessary preparation and travel time
related to the provision of such services.

Consultant shall provide the GLAPD Collaborative with a total of sixty (60) days of
Consulting Services and shall have full discretion in determining when. how often.

the standards and techniques to be used. and how to best perform such Consulting

Services, except that Consultant shall render Consulting Services within the dates of August 1.
2016 and July 31, 2017,

For purposes of this Agreement. a "day" of Consulting Services shall equal a total of
seven (7) hours of such work. which shall be billable in one-hour increments.

Consultant shalf cooperate with designated representatives of the GLAPD
Collaborative and all other persons that may be identified or assigned by the GLAPD
Collaborative to work with or assist Consultant in connection with the services to be
performed by Consultant heveunder: and. Consultant agrees to meet with such
designated representatives and other persons at such times and places as the GLAPD
Collaborative may require in order (0 maintain a continuous review process so as 1o
expedite determinations and approvals required to be made in the various phases of the
performance of Consulting Services pursuant to this Agreement,

Consultant shall communicate regularly with desiznated representatives of the
GLAPD Collaborative concerning the progress of Consultant's work. through
telephone calls. written correspondence. ernails, face-to-face meetings, or whatever
means deemed appropriate by Consultant in consultation with designated
representatives of the GLAPD Collaborative,

4. Pavment for Consulting Services

A.

B.

Page | 2

The GLAPD Collaborative shall pay Padojil Consulting a total of up to TWENTY TWO
THOUSAND FIVE HUNDRED DOLLARS AND ZERO CENLS {822.300.00) for sixty
(60) days of Consulting Services at the rate of TTIREE HUNDRED SEVENTY FIVE
DOLLARS AND ZERO CENTS ($375.00) per dav of Consulting Services rendered or
the equivalent of FIFTY THREE Dollars and FIFTY SEVEN CENTS ($53.57) per one
hour of Consulting Services rendered.

Consultant shall track the performance of Consulting Services in one-hour
increments and Podojil Consulting shall invaice the GLAPD Collaborative for all
such services rendered. Invoices shall be issued on the following dates:



G

A.

3.

1. October 1. 2016 - for Consulting Services rendered between the dates ol
August 1. 2016 and September 30. 2016.

2. December 1. 2016 - tor Consulting Services rendered between the daes of
October | 2016 and November 30, 2016.

3. February 1. 2017 - for Consulting Services rendered between the dates of
December 1. 2016 and January 30. 2017.

4, April 1. 2017 - for Consulting Services rendered between the dates off
February 1. 2017 and March 30. 2017.

5. June 1. 2017 - for Consulting Services rendered between the dates ol April
1. 2017 and May 30. 2017,

6. July 31,2017 - for Consulting Services rendered between the dates of June

1. 2017 and July 31. 2047,

Invoices are 1o be pard in full within fificen (13) days ol the issue date of the invoice.

Independent Contractors

Padoijil Consulting and the GLAPD Coltaborative are separate and independent entities.
and this Agreement shall not be deemed to create @ joint ventore or a relationship of
agency. emplovment, or partnership between the Parties. The Pacties understand and
acknowledge that this Agreement establishes an independent contractor relationship
between the Parties for the provision and receipt of consulting services and that the
agents or employees of cach respective Party are not employees or agents of the

other Party.

[Uis expressly understood that Consultant is an emplovee of Podojil Consulting. and is
not the agent. partner or emplosee of the GLAPD Collaborative. Consultant shall no
have the authority o enter into any contract or agreement w bind the GEAPD
Collaborative and shall not represent 1o anyone that Consultapt has such authority,

6. Termination

Page | 3

I:ither Podojil Consulting or the GLAPD Collabormive may at any time and for any reason
terininate this Agreement upon not less than 30 days prior written notice to the other
Party.

Padojil Consulting may terminate this Agreement at any time the GLAPD Collaborative
fails to render timely payment for Consulting Services provided. Such termination

of the Agreement shall not diminish Podoiil Consulting’s right 1o pursue other equitable
and legal remedies for breach of the Agreement.

I for amy reason. Consultant is unable to provide the GLAPD Collaborative with
Consulting Services under this Agreement. Podojil Consulting max_ at its discretion.
designate another person to serve as its representative to provide the GLAPD



Collaborative with Consulting Services. If Podojil Consulting chiooses not to designate a
new representative to provide the GLAPD Collaborative with Consulting Services or

il the GLAPD Collaborative chooses nat accept the designation of a new

representative. then this Agreement shall immediately terminate.

[, Upon expiration or termination ot this Agreement Podojil Consutting shall submit a final
invoice to the GLAPD Collaborative accounting for all monies due and owing to Podojil
Consulting for Consulting Services previously rendered but not yet paid. The final
invoice shall be paid in full within fifleen (13) days of the GLAPD Collaborative's
receipt of such invoice.

=

Assignment

Neither Podojil Consulting nor the GLAPD Coliaborative may assign. transfer. convey. pledge. or
otherwise dispose of its interest or delegate any part of its duties hereunder without the prior
written consent of the other.

8. Indemnification

To the fullest extent permitted by taw. the GLAPD Collaborative shatl indemmify and hold
harmless Podojil Consulting and its agents. representatives. trustees. ofticers. and emplovees from
and against all claims. damages. losses and expenses. including but not limited to attorney s’
fees. arising out of or resulting from performance of the Consulting Services. provided that
such claim. damage. loss or expense is attributable to bodily injury. sickness, disease or
death. or to injury to or destruction of tangible property including ioss of use resulting
therefrom. but only to the extent caused in whole or in part by negligent acts or omissions of
the Consultant, regardiess ot whether or not such claim. damage. loss or expense is caused
in part by a person indemnified hereunder. Such obligation shall not be construed to negate.
abridge. or reduce other rights or obligations of indemnity which would otherwise exist as to
i paity or person described herein.

g Notices

Any notice, approval, consent. aceeptance. request. invoice, demand. or statement hereunder
from either party 1o the other shall be in writing and shall be deemed given if delivered by
hand. sent via electronic mail. sent overnight via a reputable overnight carrier. or deposited
with the United States Postal Service in a postage pre-paid envefope sent regular mail and
addressed as follows:

It to Podojil Consulting. submitted to:

Anthony Podujil. PhD

President

Podoiil Consulting and Professional Sry.
2111 Kingshorough Drive

Painesville Twp. OH 44077

Wehs97@aol.com
Page | 4



11to the GLAPD Collaborative. submitted wy:

Margaret Lynch
Superintendent

Auburn Carecr Center
8221 Auburn Road
Concord Twp., (-] 44077

mlynchia'aubumee.org

Am notice. approval. consent. acceptance. request, invoice. demand. or statement given
hereunder by either Party shatl be deemed received by the other as follows: (1) athe time
given if delivered by hand or semt via electronic mail: (2) one day afier given if sent overnight
via a reputable overnight carrier: or (3) three days after given it deposited with the United
States Postal Service ina postage pre-paid emvelope sent regular mail,

10. Captions or Headines

T'he captions or headings of the various articles. paragraphs and subparagraphs contained in this
Agreement are intended for convenience and for reference purposes only and in no way
define.

limit. or describe the scope or intent of this Agreement or inany way etfect this Agreement,

1 1. Misceltaneous

A If this Agreement contains any unlaw {ul pros isions not an essential pazt of the Agreement and which appear
not ko have been a controdiing or material inducement 1o the making hereof. the saime shall be
deemed 1o be ol no eftect. and the same shall. Upon the application of either Party. be stricken
from this Agreement without affecting the binding force of the Agreement as it shall remain
atter omitting such provisions.

Page | 5
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13 This Agreement and the rights and obligations of the Parties hereto shall be construed
and enforced in accordance with. and governed by, the laws of the State of Ohio
without regard to its conflict or choice of law principles. The Parties consent to the
jurisdiction of the Court of Common Pleas for Cuyahoga County. Ohio for the
adjudication of any disputes arising under this Agreement,

.
i Paragraphs 4. 6.0.. 8 and 9 herein shall survive the expiration or termination of this
Agreement.
0. I'hts Agreement constitutes the entire agreement between the Parties and incorporates

ali prior understandings in connection with the subject matter hereot This Agreement
cannot be moditied except by an instrument in writing signed by the Partics.

IN WITNESS WHERLOF. Podojil Consulting. Lake County Educational Service Center

Geauga County Educational Service Center. and Auburn Career Center have executed this
Agreement by and through their respective representatives as of the date set forth below their names.

Podoiil Consulting and

Professional Services Auburn Career Center
By: B
By: Name: Erik Walter
Name: Anthony Podogil Title: Board President
; Date:
Fitle: Presidenmt
By:

Date: 07-31-2016 Name: Margaret T. Lynch '

Title: Superintendent
Date:

By:
Name: Sherry L. Williamson
Title: Treasurer

Date:

Page | 6
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Geauga Growth Partnership, Inc.

Geauga Growth Partnership, Inc.

12373 KINSMAN RD
NEWBURY, OH 44065

(440)564-1060

(”_?’%" info@geaugagrowth.com

Bill To

Auburry Career Center
Attn: Maggie Lunch
8140 Auburn Road
Concord, OH 44077

Activity
» Membership Renewal: Period September 15, through September 14,
2017

Geauga Growth Partnership, Inc. is a 501(c)(3) organization.
TIN: 27-2897243

Thank You for your Support!

Quantity
1

Invoire
Date Invoice #
09/13/2016 16-10526
Terms " Due Date
Net 30 10/13/2018
Amount Due Enclosed
$1.000.00
Rate Amount
1,000.00 1,000.00
Total $1,000.00



[ | leading business growth in Geauga County
) peaugagrowthpartnership,inc.

MEMBERSHIP REA'EWAL if no address change v this D

Date:
Addre: City: St: Zip.
Website: Main office #: { )
Primary Contact: __ o ____Title:
Email: : __ Cell:
Alternate Contact: & Title:
Email: Phone: Ocontact via Main # or

*Please add additional representatives that would benefit from GGP programs and information.

HR Representative: Name:

Email:

Other Representative: Name:

Title: Email:

Please update the following:
Primary Sales Market(s): _ Geauga County NE Ohio Ohio ___ National International

Primary Industries Served:

Member location school district(s) # of Years In Business

# of employees working within Geauga County # Outside of Geauga
Purpose (SIC code or products & services)

What would make GGP more valuable to you and your organization?

Membership dues are based on Geauga County revenue: please ¥ the revenue level that is applicable.
—_Business & Professional Memberships: Dues based on annual revenue as follows:
—Government & Education Memberships: Dues based on annual general fund revenue as follows:

$15,000 dues if annual revenue exceeds $500,000,000
$10,000 dues if annual revenue exceeds $100,000,000 but is less than $500,000,000
$5,000 dues if annual revenue exceeds $50,000 ,000 but is less than $100,000,000

52,500 dues if annual revenue exceeds $10,000,000 but is less than $50, 000,000

$1,000 dues if annual revenue exceeds $5, 000,000 but is less than $10,000,000
$500 dues if annual revenue exceeds $2,500,000 but is less than $5,000,000

$275 dues if annual revenue is less than $2,500,000

Nonprofit_501¢(3) Organization Membership: $250
Individual Membership: A person who is not actively employed. $250

Geauga Growth Partnership Inc. | 12373 Kinsman Rd, #106 Newbury, OH | 440-564-1060

2016© Geauga Growth Partnership Revised 6-3-2016
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Auburm Vocational School District Board of Education

Mr. Erik Walter, Esq. , President

Mrs. Mary Javins, Vice President

Mrs. Jean Brush, Dr. Susan Culotta, Mr. Geoffrey Kent,
Mr. Ken Klima, Dr. Brian Kolkowski, Mr. Roger Miller,
Mr. Paul Stefanko, Mrs. Kelley Wanyek, Mrs. Mary Wheeler

Superintendent
Margaret T. Lynch

Principal

Professional Services

Jeff Slavkovsky

[————

_ Assistant Principal
Dee Stark

.. 1

Director of Adult

Workforce Education

Andrea Trac

Inter-District Cooperative Services
for Financial Services
Treasurer
Sherry Williamson

Board/Executive
Administrative Assistant
Lori Smith

. |

— e m— —

ACC/ESC Assistant |
Treasurer {
Victoria Bryant {

——— e — o e —— ]

*Maintenance
Supervisor

Joe Atwell
1

*Maintenance
Mike Franko
Rich Gamber

Dominic

DePasqualone

*IT Systems and
Networking
John Dicks

Tim Marek

High School Administrative Assistants
Diane Buchs, Carol Szoka, Leslie Machuta, Cindy Coin

Receptionist
Jessica Brown

Advanced Manufacturing
Instructor
Terry Colescott

Electrical Engineering
Prep Instructor

Mark Todd

—

LS

Training/
EMIS/Infinite
Campus Support
Kelley Golinar

Allied Health Technology
Instructor

Sue Lefler

Landscaping Instructor
Dave Richards
Teacher Assistant
Jessica Szoka

Workforce Education
Administrative Assistant
Laura Kamis

Program Administrator
Auburn Practical Nursing

Auburn Payroll/Benefits
Eileen Hauser

Lake County ESC Pay
Karolyn Johnson

Emergency Medical
Services Instructor

Math Instructor

Facilities/Testing
Coordinator
Wendy Lauer

ateria Manager
Brenda Carraher

Marketing
Dawn Bubonic

Architecture & Project
Management Inst.
Salman Prizada

I

Cafeteria Staff
Kathy Neill
Judy Osmond
Sonja Medved

~ Diane Tyvergyak

* SERVICES INCLUDE ALL
IENANTS
LCESC- (All there outsource

operations)
LEAF
iSTEM
LGCA

Automotive Instructors
Chuck Torre
Tom Welk

Career Advisor
Jen Reese

John Blauch Amie _2_3@
English Instructors " -
Margaret Hecht vm..m:._MMMH_ Hwn”.::_n_n:
Robin Nunes
obin Mune Christine Tredent
Enroliment Specialists PBIS
Barb Gordon Stacy Allen

Geauga One Stop
Career Center
Gerald Allen
Janene Ishee
Carol Brafford

Business Management
Tech Instructor
Angela Nelson

Business Partnership
Coordinators

Michelle' Rodewald

Guidance Counselors
Dan Crail

Judy Falcone

Career Development
Liz Stief

Construction Instructor

Bob Hill
Teacher Assistant
Phil Stropkey

Heating, Ventilation & Air
Conditioning Instructor
Wayne Reed

Industrial Maintenance
Instructor

Dan Agardi

Cosmetology Instructors
Brandi Holland
Justine Malvicino

Intervention Specialists
Dorothy Bentley
Gregg Evans
Barb Rausch

Culinary Arts Instructor
Amy Ryan
Teacher Assistant
Cindy Johnson

IT Instructors
Beth Cueni
Jason Gardner
Rodney Kozar
Darrin Spondike
Laura Cszewski

Resource Officer
Deputy Scott Sitz
Deputy Dale Pohto

Sports Medicine
Instructor
Virginia Gontero

Teaching Profession
Pathway Instructor
Jane Metrisin

Vocational Assessments
Stephanie Wiencek

VOSE Coordinator
Suzanne Holmen

Welding Instructor
Jarred Rogge

Adult Workforce Education
Programs

ACC Kennametal Manufacturing
Administrative Assistant & Office
Specialist
Automotive Technology
CDL Truck Driving
CNC Operations
Electronic Technician Training
EMT-Basic
FAB Lab
Facility Maintenance
Firefighter Levels | & 1|
HVAC
Industrial Electrical Training
Industrial Maintenance
LPN
Paramedic
Welding

Program Auburn Accounts Pa e S
yable

Sandy Ranck Carrie McVicker i Sy s

PN Full Time Faculty ACC/LCESC Grants Financial Aide
: Bonnie Brockway Shelley Barto

PN Part Time Faculty

Lisa Kermode

Debbie Upole

Roberta Widlets
Stacy Yarnell
ABLE/GED Coordinator

KEY

Mary Ann Kerwood

Administrative Assistant
Catherine Coyne (PT)

ABLE/GED Locations
Auburn Career Center
Eastlake - McKinley
Geauga - OMG & Jall
Lakeland Community College
Lake County Jail
Madison
Northeast Ohio Community Alternative Program
Painesville

District
Administrators
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\ AUBURN

CAREER CENTER

Workforce Education
Student Handbook
2016-2017

Auburn Career Center provides an innovative career and technical education
that empowers all learners to excel in the emerging workplace and enrich their
community.

We believe that:

> People are personally responsible for their choices and actions.
» Treating people with dignity and respect will enhance learning.
» Attitude and goals drive achievement.

» All people can learn.

» All people can make positive contributions.

» Change is exciting and essential for growth.

8140 Auburn Road
Concord Twp., OH 44077
440,357.7542

www.auburncc.org




Consumer Disclosure

The school is required by Federal Law to disclose certain information to our prospective and enrolled

students on an annual basis:

v' Available Financial Assistance
Campus Security Report - Clery Act
Completion/Graduation Rates
Drug/Alcohol Abuse Prevention

Institutional Information

Job Placement Information

A N N . U N

Retention Rate

Family Education Rights & Privacy Act (FERPA)

All of the above information and more is found in our Student Handbook and Student Financial Aid web
page which is made available to all prospective and current students.

This information is available in hard copy upon request. To obtain a copy please contact the Financial Aid

Specialist at: 440-357-7542 extension 8326.

AUBURN VOCATIONAL SCHOOL
BOARD OF EDUCATION
MEMBERS

Mr. Erik Walter, President
Mrs. Mary Javins, Vice President
Mrs. Jean Brush
Dr. Susan Culotta
Mr. Geoffrey Kent
Mr. Ken Klima
Dr. Brian Kolkowski
Mr. Roger Miller
Mr. Paul Stefanko
Mrs. Kelly Wanyek
Mrs. Mary Wheeler

AUBURN ADMINISTRATION

Margaret Lynch
Superintendent

Andrea Tracy

Director of Adult Workforce
Education

Sherry Williamson
Treasurer

Jeff Slavkovsky
High School Principal

Dee Stark
Assistant Principal




TABLE OF CONTENTS

Our Mission and Core Values............. e ETeRSRENR AR ALAR R RN B A b e s e s e st PR SRS PR SRS S R SR T e e maRn e .. Cover
UBURN VOCATIONAL SCHOOL BOARD OF EDUCATION MEMBERS..........ccccccrunueercarensonas 1
AUBURN ADMINISTRATION ........ccoivcererernmenmsnsnnenesssasenssesassassssesnsanes sesResasRERe SRt et e nannn nesenrnnes 1
Welcome to Auburn! ......... NEeSENeRENRIE NI IR RAE NN SAR SRR AR R e RS R R R AR VRSP ER R eSO RS SRR SRR RS PR R R R sresssnssansnessassnrsnns O
WORKFORCE EDUCATION STAFF PHONE EXTENSION LIST .......cccnccennnineassmecenns S
ADULT WORKFORCE EDUCATION OFFICE .......coovocmiteieeerenisiressossesteresssssssscssssssessessssesestsessmnsnsseosesmasasessnssssssens 7
CAREER RESQURCES .....cvviverereeteenessensresrasssseseessassesssassassesessssssssassessesssssessesssasesssssessessssessssesesssssessensmasessenssssssens 7
DIRECTORY OF ADULT WORKFORCE EDUCATIONAL PERSONNEL ......ouvveecrreveisieiseereeeseemesosessaeeeneseseseseenenen. 9
CAREER DEVELOPMENT CALENDAR (2016-2017)........... FrarTRIe s ss RSttt s e ne R s nesenenanans 11
CLASS SCHEDULE ......ouceruitcteteeertctessises s eeases e seessassssassesasasssseaesssesansss et bsesstsenennesesseaeanseessmaemeeseaeensseeneasesseenenenes 11
AUBURN CAREER CENTER ADMISSIONS POLICY & PROCEDURES...........cccoviverceennsersannnec 13
TUITION ..coninniiismiiniiemeressnsssssassisssssssnssessnssessssssssssassrsessesnas Feresssesasesabe e sbe s e e e senRnenenanaas 15
WITHDRAW AND REFUND POLICY ...coovuieiteecieteiesiessesessnse s sssersssssessessessessssssssssssstosssssssosesssseseessnemnesensnensrones 15
PAYMENT OPTIONS ....cuvvireceireenressrsetessessesessstesssesesaesessetessessessssessssssssnsansassssssssssosstsossesestsesseassemsnesensasensases 16
FINANCIAL AID ...cv.cevireerracteseesisssessasseessesssassesssbessssobssssbessssossessasssssssssesasssnsossssssstsssessessmnesensessnemsessessessnenes 17
STATEMENT OF PHILOSOPHY .......coeerucrereceeiesetesscasseseseeassesessesenssasssssssesssassssasssssstssaseasnnsenenessessasmasesseseasasens 17
STATEMENT OF PRINCIPLES «....covruertirerinrrsrsenssssssnesssnssnsenssssssssssssassssssssssssssssssssssessssssssesssssacsessasossesnesssenas 17
FINANCIAL AID OFFICE PERSONNEL CODE OF CONDUCT ..ottt ten st ssss s sessssenesseesenenes 18
FINANCIAL AID ACADEMIC GOOD STANDING AND SATISFACTORY PROGRESS POLICY ......coocerevneeereerereenene. 19
WHAT TITLE IV FINANCIAL AID PROGRAMS ARE AVAILABLE? .......cocvovviveieivvesteneeereseesreeseeseensesnesessaseseassseans 20
OTHER FINANCIAL AlD.....coivveuniriieiseressssessssesrmsssresssessessssssassassessssasssssessssssstssessssssssmsesasssssssessessssssssseseensens 24
WHAT IS MY DEPENDENCY STATUS? ...vieieteeiecesserteessse st srassesssesessssssssesssessssssssesseaseseeesessesssnenssssnenes 25
PROFRESSIONAL JUDGEMENT AND SPECIAL CIRCUMSTANCES ........ceeecaceeieeierasistsiee e ieceesereeeseerscesenenesesenes 25
WHAT WILL MY EDUCATION COST?.....ocueeeevrectseaeseesetscnessessasssssssssstsessesessensssesessasesssssessssssessssnsssssssns 28 .
HOW IS MY ELIGIBILITY DETERMINED?.........cvcvrnnee. OO OO OTUUROOON 29
WHAT MUST | DO TO RECEIVE AND CONTINUE TO RECEIVE FINANCIAL AID FUNDS?.....coovoveemmmeeeneerenennnen. 30
HOW ARE FUNDS DISPURSED?.......cucuiuieieererectesssssteesssssssssstssessessasssesaesssssemasesmessessessessssessosaseasssessssesssnsan 30
HOW ARE FUNDS PROCESSED {ACC REFUND POLICY/TITLE IV R2TA)......ouvermeecerenecreerseecnerecssaseesoeessesesenees 30
FEDERAL RETURN OF TITLE IV FUNDS POLICY .....cuovucveiereirerretenserestesentessesessesseessesssssonsesestossssssmenmesneesensenenses 31
AUTHORIZATION TO RETAIN OVERAGES .....coucveverrieeteecaesssssctssssssesssssseseeseserssesmesseesesseessesssssanessesensseseesenens 31
LEAVE OF ABSENCE POLICY .....covviiuirererinissserssssnsssssensesnsassssarassessssesasssssssessesssssssssssssassssssassessssasssesessssssesens 31
CONFIRMATION OF CITIZENSHIP ........oouivreteeerieeestsseesseasesseseesesessssenssssssssssssesssssssssssssssssmnenessesseessnensessssasas 32
RIGHTS & RESPONSIBILITIES FOR RECEIVING FINANCIAL AID......cocvvviirriirisencesieieseesseossessssenseseesssseneenens 32
GENERAL VERIFICATION POLICIES AND PROCEDURES...........ocivresreceseraessssesessssansssssessassssssesesassssssssoneens 34
REFERRAL OF OVERPAYMENTS AND FRAUD CASES.........cccvereeureresremcesresessissesssssssssrossssssaenesessessssnenssenseneas 35



POLICIES & PROCEDURES UNDER FERPA .......cooiiiitiieni ittt s stas s sass e s s s an e 35

FINANCIAL AID CONFIDENTIALITY POLICY .vvvvooeveveeeeessessssssseesssssssssssssesssssssssssssesssssssssssssasssssssssnessesssecneceeses 37
ATTENDANCE ........... R — O — 37
ATTENDANCE POLICY w.vvceomernerreovvesasensosessesmassssssesssasssssmsssssessssesssmsassssesssessssasssessssssasss asesssasssssssssseessssssssssece 37
REPORTING AN ABSENCE .....ccoooonnevevvessesssssesssssssssssssssssssssssssassesssssssssssassssssssssssssssssssinsssasssssscsssnsssssssssasnnnss 38
IMAKE-UP DAYS ... eeeveeemmsssssssssssessasssssssssssssesssssassssssssssss s ssssssssssss s ssssssss s ss s sssscsssasssssssssmsessssens 38
EXCESSIVE ABSENCE ... evvvcooesossesseeesssssssssssesesssstss s ssssss s sessssssss s s s et 38
INTERRUPTION FOR UNSATISFACTORY ABSENCE ........vvvvsvssssesesssseessssssssssssssssssssssssssessssssessscssessassssssnmsssasae 38
IMAKE-UP WORK ...v.c.evoesvvcrsaensensesseessnsssssssssssasessssssasssesssmsssassssssssssss 4855555 s s sncsss 39
ACADEMIC QUALITY ..ccscrccmmsassscnnsessssssasnsessans O essssassnseninne 39
SCHOOL YEAR «..evceoeeeeeecoeensseseessssssmasssssssssesssssessan s s bssss 0048 4555511155550 555 e 39
GRADING POLICY .cvvvovvvcseecnnseeeeeessmnassossssssssssssssesasssesssssaasssssss555 128811455555 e 39
GRIEVANCE PROCEDURE .......covveocueseecevesessssssessesssssss oo ssssssssssssssssses e s sesss s Rt e 44
TRANSFER POLICY ... eevecoeenesseeeeesmssssssssessssssssssessssssss s s s s ems 0 45
CAREER TECHNICAL CREDIT TRANSFER {CT2) 1..oovvvveuouereeeessssesssssssssssonsesesssessesssssssssmmnsessessssssssssssaessescesssssssees 44
POLICY FOR GRANTING CREDIT FOR PREVIOUS EDUCATION & TRAINING. ....ccormmrrercrmansaasnrvessersaneesemmaaseen 44
AUBURN CERTIFICATES ....ooervvceveemeesessssssssssseesssssasseessssssssesssssssssssssanessssssssssnesssssssssssssessssssssssmesssssssasmnsseeesns 46
STUDENT RESPONSIBILITIES............... e eseeeseeesmasarmmeeesaesomeseeeseRR SR SR SRR R AR R S
AUBURN’S PHILOSOPHY ......covvoveeeeenseesssessassessssssssssssssssssessessssssssssssesssssssssseessscesssssssnessessesssssesesmsssnaceasecenees 4
STUDENT CODE OF CONDUCT .....cooooemmervvesmaasssssessassssssssssssasssssssssssssssssssssssssssssssssssssssssssessessmsssssasscsnsassasees 48
ADMINISTRATIVE REMOVAL OF A STUDENT ......ocooumrreeeemmaeeresseasssassssssssssssssssassssesssssssssssesmsssssessesansssossens 53
DRESS CODE. ... cvevvvecomeressesessssseesssssssssneseceessssssasassesssess s e 555555 re8 881444 £ R 1 53
CELL PHONE USAGE/TEXTING IN CLASS ....ovveoeerersvuseessssssssssnesssssssssssssesssssssssssssessssiseseonsasssssssensasssssssssennnee 53
FIREARMS .vvcoooneeeveoseeeseeeseesassessseseesssasssssssess s ees s s sesssesssmssa s s sss s A1 54
FOOD AND DRINK ... eeveeeoeesssssveeessassssesssessseseeessssa e sssssssssssssssssssssssssssessessassssessssssssasasssssssssssssosssscsmmsssasass 54
DRUG FREE/ALCOHOL-FREE CAMPUS...........vvoocoensssesssnnssssssssesessrssssssneesscsssssee L eeaasnsseoeeee e e 54
HARASSMIENT ... vveevveeonesessessesssesesssssasseseessssssssseesosssassss s 4445440455885 RRES s e 55
OTHER VIOLATIONS OF THE ANTI HARASSMENT POLICY ....oovvueonrrsivessssneeescessssssesessrecsessesseeensessonereseesoee 55
SEXUAL HARASSIMENT «....ovvvevsecocenscssssseseeessssseessesssssssssesesssessssseesssssssssssasececesssssssnmeseessessssssasnesssncnsscsonees 56
RACE/COLOR HARASSIMENT ...oovvvvveeerereseeeeeniesssessssossssssssssnnssssssssssssmnsessssssssesesssessssssssessesresssseneesmssssssnonces 57
RELIGIOUS CREED HARASSMENT.........ovvvvuesmreessseeresssssssssssessssssssssssnnssssssssssssssees essssssssnssesssssssnssssnssseesmssenns 57
NATIONAL ORIGIN HARASSIMENT ....evorervevvvemssresssseenessssssssssssnsessssssssssssssssssssssssmssecsssssessseesssssssncessrmmmenees 57
DISABILITY HARASSMENT .....ooooonrvversensssesessssssssessssssssssssssmsssssssssssssssasssssssssssssnssassssescomenassssessansasesssseee 57
REPORTS AND COMPLAINTS OF HARASSING CONDUCT .......ccourrreeemmasnnseeseeesmmssnssssesssmssessesecsmnsasssssosees 58
INFORMAL PROCESS FOR ADDRESSING COMPLAINTS OF HARASSMENT .....vvvcmncrnnnreconsensnencenessessessennens S



FORMAL PROCESS FOR ADDRESSING COMPLAINTS OF HARASSMENT......c.covcvereceeeereerenrenreesneenesnesssnes 58

SANCTIONS AND MONITORING HARASSIMENT ...ttt s st as b essassesne s nanasenresanes 59
SALES AND SOLICITATION ...ttt st stss e s e e e e ae s e saesae e sassat e neeabeeseeane et s obanaorteeneens 60
PROGRESSIVE DISCIPLINE ...coiviiiiiitiiciiinns ittt 0 ss st st b s s saesamaesan s snaesabaeennssensnensnnsesn 60
SANCTIONS . ..ot e s et st et st e e e e s s e sa s s eaase P b e R e b e estebeasresnsransenssnessenesns 60
STUDENT SUPPORT SERVICES.......coumnensssncscscsesssssssmnmninsssssssssssssssnsnnsens O T O O L 61
ACADEMIC ADVISING ...oviiiriiiiniriiiiniinrirerniie i st ss st st st ss e s e smesssasne st aasaessaesbessesstansnsrasrasanssesassessens 61
DISABILITY SERVICES ...ttt st tbe b e et e v r e s ea e e nne s s senne e snesasnesansessrasens 61
CAREER RESOURCES ...ttt bttt e et s s et s st e et e sa e e e nneaaaessastensaorasssrsesunssnsans 61
TUTORIAL SERVICES.......cciitiiiiiistiiiiiiiinnsiiisieire e sres s see s st s s st e ssasasanesaasasssassassssssesrsensssrnrssnssansenssonss 62
SATISFACTORY ACADEMIC PROGRESS POLICY (SAP) ....ccccvvuueee OO OO T A U T O 62
WARNING ..ottt st s e e sttt eas e s ea a4 e e e s e e o bt e s e bans e ranneessanesasansasserssnesssnsnnss 62
PROBATION ...ttt s a0 0000 st v e s st s ase e e e sansesbaessnsenesensenasassnssssrnsesrenenn 62
APPEAL PROCESS ...ttt st et s st sea e s e e et sae s b ase s srbe s s eataennssnsesbensassbeostorsensnnnsssens 62
REINSTATEMENT ..ooviiiitiiiiiiiti sttt et s n e s na e s s e e e aaa b ets e s e e e essr e snsentansersesbesnsnnis 63
INTERRUPTIONS, COURSE INCOMPLETES, WITHDRAWALS .....c.coriiirrerecrrnneneerrcnecsresssereeseaessesssessvesesnasnas 63
COURSE REPETITION ...oetiiiiiiriiiiiiins it re e e ee s e st es s st ss s ss s et as et ea e b e b e s be s et b ebaastensesnsesnnans 63
FAILURE OF CLASSES — RETURNING TO CONTINUE PROGRAM OF TRAINING.........coveerrvimrnrernrenreerneceneeevennees 63
2 B ) 1 B O P ———— 64
ACCIDENTS OR ILLNESS .......oeiiiriiiiiets sttt sn e sese et st s e st esssaasr e e esa s aese e saensesanssnatonsantonsesasnsnsnsns 64
COMMUNICABLE AND INFECTIOUS DISEASE .....covoiviiiiiiiirrienernrernetesaeresesecsresssessasssessessssstassassssssnessasesseses 64
EMERGENCY MEDICAL AUTHORIZATION FORMS ..ot e s sce e sacssnaasbe s st b eabes e saseennenas 64
HEALTH RISKS ASSOCIATED WITH ALCOHOL .....ooviiiiiiiiiincectittsinse s ssissin e ses e e senesn s e anessan s senesssnees 64
SAFETY .ivinininiiscsnisenssssesesasasasasasessssssssssssssssnsssssens N — «65
VIDEO SURVEILLANCE. ......oci ittt ittt n 0 s s 4000 b e sa e s an e rae s e e s san e raesaneenasessaesseesrnenssasnssnessrasons 65

IN CASE OF FIRE ..o ettt sttt ses et s et e s e s e s va s sae st e seeabenseatsarbaosbonsbesanressenn 65
SAFETY DRILLS FOR: FIRE, TORNADO, LOCK DOWN, AND DISASTER.........cccovevrmrrenverieniereserresneseeeressesnnnnss 65
SAFETY REGULATIONS ...ttt e s 00000000 0044 rae s e e s ean e aesan s e beesnaesbeesnsensnsnasnnesensons 65
SHOP REGULATIONS ..ottt sttt er e s ee s e st s ese s b e et s e b e e s sesbe s nesrsasnssbasssesstebesoanesasesns 66
SCHOOL OPERATIONS.............. OO0 O L LR e e e O ()
GRIEVANCE PROCEURES FOR NONDISCRIMINATION & EQUAL OPPORTUNITY/ACCESS.....cocovveveenreeeenene 66
GRIEVANCE POLICY ...ttt bttt en s a4 s b e a4 a4 4 e e s a e et eneeraanessansaennessesbenssersssnnnns 67
PRIVACY/CONFIDENTIALITY ..cutiieeiuiirireeteeencstsesieesenesaesarebssassstssstessssssassessasessssasasssesssesensssns sessesssensssssassosas 68
PARKING ... e e s er s e be s ade seeemeansasae e se et Rebr e o4 e ebabesbensnannsnsnanen 68
CHANGE OF ADDRESS/PHONE NUMBER.........coontiueiieeirireeereesrinsecesssesssssssosesssnrasssesssessassssssesessssessssassessns 68
SECURITY et s s s bbb e r e bt e saee see s e s nesesseraaes e st sresbenssennsenneensnserasones 68



SCHOOL CLOSING ...cctiteiieteeneeieerrte e sestsssestsssansssrsasssss st se s e e sa e s e bae ebabae s R s assnseaasrasasasaeaas e erananerasttasbasanssasrasnns 68

PROTECTION AND PRIVACY OF STUDENT RECORDS .....coovtrmmuinrniiniiniisinssssssss s sssssssssssssssssssssssconssnesenens 68
TRANSCRIPTS c.s-evevcacerscserrsrsnsesssesss s sssssssasss e asss st s 444 41 48R b S e b ssER S s bR A8 s eR£snERE eE anEsnser 6
CRISIS MANAGEMENT .....ccrvmrcaereiscsnisesesessasssssse s s asea e s aes e e e s s bbb S bbb bbbt 69
VOTER REGISTRATION ....ccvcuimmiummaieiscasinicsiasssisas st sessssassass s sssss s s s 4448 41004134 s 1882 b bbb 69
CONSTITUTION DAY ..crvoimieemmicrsseaseisensesieciesiessenssrasesessssassass s aa s es b ea s 48 8444441 4R 8 2EEnrERErn b sb e 70
CIVIL AND CRIMINAL PENALTIES FOR VIOLATION OF FEDERAL COPYRIGHT LAWS........cocoomrivmncrirninansennae 70
TECHNOLOGY ............. U steseseseeseasuensaasa s e e 70
STUDENT NETWORK AND INTERNET ACCEPTABLE USE AND SAFETY.......cvuiviniiinrinninnninnsenensmcssensessnsessnnses 70
IMIEDIA SERVICES.........cortuueemermeereeestsssssessstssessossssstssasssssansssesssss sasessebsnssssssssosasessssassessanssssassansssssenssassesases 70
ALUMNI INFORMATION ...cccceoicimmmmmmmnmnnnncssisisssssasasasssssssnsnsnsnss T ——— 71
CLERGY ACT INFORMATION......cccvuvniinscscsnanane T ——— 71
PROGRAM DESCRIPTIONS..........c.cocucece U —— Y -
T8 ) ] S T——— R — T —— 80
ADULT WORKFORCE EDUCATION WITHDRAWAL FORM .....coviiirmiiiiersstessiesse s esisssesssssssissssssssssssnesas 80
ADULT WORKFORCE EDUCATION LEAVE OF ABSENCE FORM .........oouoimmiiimiiriernnsicssnsses st sniessonenns 81
TECHNOLOGY AGREEMENT......comiuiiimeriiieimnias i bbb s sess s b st b sas b sens b et 82
TRANSCRIPT REQUEST ....cvvecrmmmeimecssticmcsssessssses st st e bbb bbb e 83
WORKFORCE EDUCATION MAKE-UP DAY NOTICE.........ccoimrunmirissinsnisssrssssssnsssssssessssssssssssis s sssssssssasssacsacsnas 84
STUDENT CODE OF CONDUCT INFORMATION SIGNED AGREEMENT ......ocvuneeniercnnmnnccnmnnssnsssssssssissnsse s 8



Welcome to Auburn!

Dear Adult Workforce Education Student,

e
You have chosen Auburn Career Center as the educational institution that will
prepare you for workplace employment. In addition, Auburn Adult Workforce
Education courses may also prepare you for Industry Certifications as well as
help you transition to college coursework as a sequence to your traing. At

[
Auburn Career Center , we expect you to find coursework that is focused on

rigorous and relevant instruction. We want you to be successful and we are here to help you.

Our mission statement reads: Auburn Career Center provides an innovative career and technical education
that empowers all learners to excel in the emerging workpace and to enrich their community. Our goal is
to provide you with the knowledge and skills necessary to become a productive and responsible employee.
Please try to earn as many industry certificates as possible to help you have the competitive edge to market
yourself when interviewing for a desired job.

As an Auburn Career Center Workforce Education student, you are encouraged to utilize all of our

resources to aid you in obtaining your career goals. Please use our Career Resource Department and Job

Placement Office to assist you with your interviewing skills, job-hunting skills, exit resume and assembling

your portfolio. In some programs, an internship opportunity may be available and our Business

Partnership Coordinator will match you with a company for this experience. We appreciate that gainful

employment is your goal at the end of your training program. We are here to assist you in obtaining a good
b and be available to continue to help succeed in your career pathway.

Please read and review the Student Handbook. This handbook will help you understand the expectations
Auburn Career Center has for students. We believe that every student is personally responsible for their
actions and should follow the established guidelines found in the student code of conduct.

Best wishes as you take your next steps in your career preparation.

Sincerely,

Ms. Margaret T. Lynch
Superintendent



ADULT WORKFORCE EDUCATION STAFF PHONE EXTENSION LIST
Evening Receptionist, Cindy Coin ....c.ermsneaee. 440.357.7542

ADULT WORKFORCE EDUCATION OFFICE
Office Hours
Monday through Thursday 10:00 am - 8:00 pm
Friday 10:00 am - 6:00 pm
Saturday and Sunday CLOSED

Services
Registration ~ Transcripts - Book Purchases - Student Records

Please contact Administrative Assistant, Laura Kamis at ext. 8276

CAREER RESOURCES
Office Hours
Monday through Thursday 12:00 am - 8:00 pm
Friday 10:00 am - 6:00 pm
Saturday and Sunday CLOSED

Services

Career Planning, Vocational Assessments, Student Academic Advising
Career Resources Coordinator Ms. Jen Reese, Ext. 8248

Business Partnershi rdinator Placement
Internship Placement, Interview Preparation, Resume Writing,
Job Board, Job Search and Placement Services

CUSTOMIZED TRAINING | .
COST Coordinator MS. ANArea Tracy. s 8028
EMS/PARAMEDIC/FIRE FIGHTER TRAINING
Coordinator MI. S€an DAaVIS ..ccccreerreeeresrasceessessess s smseseensssssssssssss 8026
FINANCIAL AID
Financial Aid Coordinator Mrs. Shelly Barto ... 8326
GED - AUBURN ABLE PROGRAM
ABLE/GED Coordinator Mrs. Mary Ann Kerwood.......ccrsernccnnmeosmmssisssssonss 8237
Administrative Assistant Mrs. Cathy COYNE .o 8237
Ms. Wendy Lauer.....ssssesensesesississnass 8278
Administrative Assistant Ms. Darlene Billy ... 8027

ABLE Instructor ME. Bruce CliNe... s sssssssesesesesessssassesanorasass 8237



ABLE Instructor Ms. Barbara BoUCK . oernersnssseemsesssessseesssssssesesassares 8237

ABLE Instructor Mr. Rich Merhar ... enssenessesssssesses 8237

ABLE Instructor Ms. Dee MarjeniN. .. s sesssesssssssssessssssnses 8032

ABLE Instructor MS. CINAY MetZEer .....ccrenerreirenssenesesssssieneesssssssesssssssssssns 8237

Orientation Specialist Ms. Gloria Kilfoyle ... rrerenssssnesssnnns 8237
PRACTICAL NURSING

Administrator Mrs. SaNAY RANCK w..cmrecrrermneerneessnssssssesssaesssessassssssesssnsss 8366
RESOURCE OFFICER

Lake Co. Sheriff's Dept. Personnel Officer on DULY ......covmvmimsssienersssssesssssssmsmsssssssssessssses 8111

TESTING COORDINATOR/RENTAL RESERVATIONS

Administrative Assistant

MS. Wendy LAUer ... nrnsssesssesssssssssns 8278
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DIRECTOR OF ADULT WORKFORCE EDUCATION.......c.cnvnimnnnninossssssman Andrea Tracy
ACC Kennametal Manufacturing

IS T UCEOT e et ereeeseerersasnes e esnttsostssonassenssseb s saARSsS RS e bR sosaR oS RRRS SRS s e Tim Portik (tportik@auburncc.org)
610 ot o 0} OO Steve Borkowski (sborkowski@auburncc.org)
INSEIUCTOT 1t s eses st ssssssssssssssssssssnasss s sesessaseasing Chip Bojanowski (cbojanowski@auburncc.org)
TSI UICEOT coovvsiveiss s rsrtessasssssssaneseessssssesssssssesasssssesssesscesersemassrmsrese seserd bess B R RRL TSR SRS BAE PR T R RRSS Al Large (alarge@auburncc.org)
Administrative Assistant-& Office Specialist/Computer Classes

5171 ) Lot () (OO O Andrew Venclauskas (avenclauskas@auburncc.org)
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Auburn Practical Nursing Program

Practical Nursing AdminiStrator ... s smmssssissmsssssenes Sandy Ranck (sranck@auburncc.org)
LS T UL C O s 1uvvvtrenvesssssasssssarasesserse saessssnase st tnsesss shss AR RS R A RS R ER PSSR R AL OO A T R A SRR SR Linda Yoo (lyoo@auburncc.org)
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Facilities Maintenance

0 $1:3 8. U 0 ) o OO PO U O OO Richard LaForce (rlaforce@auburncc.org)
INSEIUCTOT cu.evcvecrnsesserscraereasssersernesomssessreat st bs sas s ams eSS bR AR s snRas R R somn Rt n oot Tom Roseum (troseum@auburncc.org)
IS L UCEOT ot cesireseeraersemsnerscssesrmasressesasnetsossssabss tssbsssi st bbb bR Ra s b st Ba s bss R E s e RR 001 John Chapin (jchapin@auburncc.org)
 F1 14 Lon ) OO OSSO Ken Johnson (kjohnson@auburncc.org)
Firefighter 1 & 11

IS LI UCEOR c. e vt verasernasiraresssesnessesssesstnssassas sorsa s sessas ssasss ssssnesarsa s assnsebws s Rd RO peR st st RS Ron Terriaco (rterriaco@auburncc.org)
I SETUCEOT e eeecreaeees v sbrasss s sesssanassaassesaseesaarsasessseseseba s ssas b ass AR RRS SR en et ens Mike Fearing (mfearing@auburncc.org)
IS T U CEOT cueverensnassasssssasrsssssessesmnsssesasresssssasss susssssssssssessnssasssssassassasssassss A bR RRS S0 bR R RR T RRR RS0 Tom Sitz (tsitz@auburncc.org)
HVAC Technician

IS UCEOY ot oseeessereesennssasanesessarsecssenesesinasossssosssssassssasassss pssstbussnssanssassamssess s ensisssssamsssssonsss John Chapin (jchapin@auburncc.org)

03118 10 o o) OO PO OO OO Joe Ballentine (jballentine@auburncc.org)



Industrial Electrical Training
IS U CEOL oo sser e e sasact seessssas e e s s et st et Richard LaForce (rlaforce@auburncc.org)

.sidustrial Maintenance

TSI UCEOT oo scennesneracsmssarssesssassssassasssssasss st ssssssrass svassessessassse Chip Bojanowski (chojanowski@auburncc.org)
INSEEUCEOT cc.ucoeoserresscnesnessecnessessesecsessersssensssssssessasssssasssssssssussssseanisssesssessssssnsassesaans Richard LaForce (rlaforce@auburncc.org)
INSEIUCEON cooooevnnarcrreserresssseesssresseenme e esse s s smasss s sss s aasss s as s sas s s ase s Tim Portik (tportik@auburncc.org)
INSEPUCEOT oivevcnnesscnmaserressereessesresmesenmessessessesse s sssses s sassss sassss s asss st st sssasssssasssssssssnnssss Al Large (alarge@auburncc.org)
Paramedic

IS TUCEOT s bbb st s bbssrasss s ras s p s e srsspa e rasen Sean Davis (sdavis@auburncc.org)
Instructor........ wassisssisssmeneeenennenee SUS1€ Vigh (svigh@auburncc.org)
IS TUCEOT oo serssetse e ssrasb s e RSP oS R RS bR SR bR et es Robert Ivancic (rivancic@auburncc.org)
IS IR O e eeeae et et sermssease snen et panRa RSt P TR TR b AR SRR 098 Robert Clark (rclark@auburncc.org)
INSETUCEOT oovvuviisee s issssssssssssssessssessassssssssussasassesssnessesssssmssssssessassesssssassnesssmsssessssssasssssessass James Davis (jdavis@auburncc.org)
T30 T () OO Justin Meister (jmeister@auburncc.org)
ISETUCEOT .cooeoeire v s cssessssssssssssssssssssssssssseassssssssssssssesssasssssnsessssssssasssasmasssssassaasssas John Blauch (jblauch@auburncc.org)
ISETUCEOT coovuvstruasisesscssussarsssssssssasssssssesssssssssssssssssmsssebssas ssssesssesssesssasassssassmssessmsssssssessasssasasssss Matt Urie (murie@auburncc.org)
I ST UCEOT cocvncoreraernnaseonassnessemsessmensesaenaseenssssassssassnssssassasssessensasssonsssessassassssssasssssesnsssses Dan Murdock (dmurdock@auburncc.org)
I SETUCEOT covvecorersernessrsassesraessessmensesasssseessssessasssssssasssssasmss ensassseesssessasssssssssassssessanssnans Carmen Tibaldi (ctibaldi@auburncc.org)
Welding

Instructor Ken johnson (kjohnson@®auburncc.org)
Instructor Joe Renda (jrenda@auburncc.org)
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ADULT WORKFORCE EDUCATION-CALENDAR (2016-17)

o 04 =1 BN | 0 T e o P O PP T ey e e e e Labor Day
OCEODEE 14 (FIL) cverrrrrererensseressessssssssssssssssssssnsssasasssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssassssssssssssssssssssssns NEOEA Da,
NOVEMDEL 23, 24, 25 oo setn s sssssessse s sasssssessi s sess s ssssssssesasesesasssssesssssnsasssssssessnsassens Thanksgiving Break
December 22 = JANUATY 3, 2017 oo it st hss s ssss s sass s sasssasasssanass Winter Break
JanuUary 16 {MOIL) st assssnsss Martin Luther King Day
FEDTUATY 20 [MOTL) oo bisttssisssasensasssassssssssss s s sasssasssassesesasssesssenssssssss asssssssssassssases s sssnsnas President’s Day
MaArCh 27 = MAFCR 31t sssrmss et ses s sss s s o as e e s s R RS R s AR R Spring Break
ADPFIL 14 & 17 et sses s sibs s b A RS R R R RS AR SRR SRR R SRR RRY No School ~Break
A [ e e PP Py Memorial Day
JULY 4 [MOTL ) cuuitunercerions etisrsssissinssesnmnessassnmsnssons asasssensss sosmssen nsesssseses b ns sesass sssssssntrssssssssnsssos anns Independence Day
CLASS SCHEDULE
COURSE NAME COURSE DAYS CLASS TIME OF START END
HOURS MEETS SCHEDULED CLASS | DATE DATE
Industrial Maintenance 658 M, T, W, TH 6:00 pm — 10:00 pm 9/12/16 7/26/17
Facilities Maintenance 652 M, T, W, TH 6:00 pm — 10:00 pm 9/12/16 7/24/17
ACC/Kennametal Manufacturing M, T, W, TH 5:00 pm - 9:00 pm
665 Mod 5 M-F 7:00 am — 3:00 pm 5/9/16 12/5/16
Industrial Electrical Training 320 M, T, W, TH 6:00 pm - 10:00 pm 9/12/16 2/14/17
Great Lakes Truck Driving 600 M, T, W, TH 7:30 am - 6:00 pm 9/12/17 1/9/17
Residential Wiring 48 T/TH 6:00 pm — 9:00 pm 9/27/16 11/17/16
Small Engine Repair 48 M/T 6:00 pm — 9:00 pm 10/17/16 12/6/16 __
Welding 620 M, T, W, TH 5:00 pm — 9:00 pm 9/12/16 710/171
HVAC Technician 600 M, T, W, TH 6:00 pm - 10:00 pm 9/12/16 6/28/17
Automotive Technology 600 M, T, W, TH 6:00 pm - 10:00 pm 9/12/16 6/28/17
Auburn Practical Nursing Day 1200 M, T, W, TH.F 7:30 am - 2:30 pm TBD TBD
Auburn Practical Nursing Evening 1200 M, T, W, TH. F 4:30 pm - 10:00 pm 4/6/16 3/22/17
Healthcare Readiness 36 M/W 9-12 6:00 am — 12:00 pm TBD TBD
EMT Basic 220 T, W, TH 6:00 pm - 10:00 pm 8/16/16 2/9/17
Paramedic _ 1020 M/W 6:00 pm - 10:00 pm 8/8/16 7/29/17
Firefighter [ & II 260 TH/F & 6:30 pm-10 pm & 8/4/16 1/29/17
. Sat/Sun 8 am-5 pm
Volunteer Firefighter 36 TH 6:00 pm — 10:00 pm 9/13/16 11/15/16
Word Level 1 6 W/TH 6:00 pm - 9:00 pm TBD TBD
Word Level I 6 W/TH 6:00 pm — 9:00 pm TBD TBD
Word Level 111 6 T/TH 6:00 pm — 9:00 pm TBD TBD
Excel Level | 6 W/TH 6:00 pm — 9:00 pm TBD TBD
Excel Level II 6 W/TH 6:00 pm - 9:00 pm TBD TBD
Excel Level III 6 T/TH 6:00 pm — 9:00 pm TBD TBD
Access Level 1 6 M/W 6:00 pm - 9:00 pm TBD TBD
Access Level 11 6 M/W 6:00 pm — 9:00 pm TBD TBD
Access Level III 6 M/W 6:00 pm — 9:00 pm TBD TBD
Publisher 2010 Basic 6 T/TH 6:00 pm — 9:00 pm TBD TBD
QuickBooks Pro2012 6 T/TH 6:00 pm - 9:00 pm TBD TBD
PowerPoint 2010 6 T/TH 6:00 pm — 9:00 pm TBD TBD [ )
Administrative Asst. 172 M, T,W H 9:00 am - 12:00 pm TBD TBD |
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AUBURN CAREER CENTER

Tampus

Auburn Career Center has established a strong tradition of providing education to meet the needs
of area students, employers and agencies dealing with economic and human rescurce development within
the local community. As a result, various programs, services and facilities have evolved to fill those needs.
Auburn has five buildings on its campus including the main building, the Technology Learning Center, the
Industrial Arts Building, Horticulture Center, and Annex totaling approximately 170,000 square feet. It
includes 24 classrooms and 26 hands-on labs. Auburn Career Center is a non-smoking facility located in
the setting of Concord Township.

Equipment

Auburn Career Center is equipped with a state of the art welding lab as well as a brand new
Industrial Arts lab that provides the most current technology in the field. The EMS programs utilizes a full
service ambulance as part of their training and the practical nursing school has a lab with four beds for
clinical demonstrations and simulations. Additionally, Auburn Career Center has 10 labs for Industrial
Training, IT, and Health Careers. Computer accessibility is available to every student at a 1:1 ratio.

ACCREDITATION AND AFFILIATIONS

ccreditation

In 2016, Auburn Career Center became fully accredited with the Council on Occupational Education (C.0.E.)
and received the highest recommendation of a six-year accreditation. The Council on Occupational
Education is a nationally recognized accrediting agency by the United States Department of Education
assuring quality and integrity in career and technical education. COE can be contacted at 7840 Roswell
Road, Building 300, Suite 325, Atlanta, Georgia, 30350. Telephone: {800) 917-2081

Additional Accreditatibns/Associations and Professional Boards

Auburn Career Center’s Adult Workforce Education Program is recognized by many professional boards
and associations, some of which are:

¢ Ohio Board of Nursing
e Ohio Department of Public Safety
¢ Auburn’s Paramedic Program is holds a letter of review by CoAEMSP

The Auburn Career Center Paramedic program has been issued a Letter of Review by the Committee on
Accreditation of Educational Programs for the Emergency Medical Services Professions (CoOAEMSP). This
letter is NOT a CAAHEP accreditation status; it is a status signifying that a program seeking initial
accreditation has demonstrated sufficient compliance with the accreditation Standards through the
*.etter of Review Self Study Report (LSSR) and other documentation. Letter of Review is recognized by
.1e National Registry of Emergency Medical Technicians (NREMT) for eligibility to take the NREMT's
Paramedic credentialing examination(s). However, it is NOT a guarantee of eventual accreditation

12



AUBURN CAREER CENTER’S EQUAL OPPORTUNITY- POLICY

Auburn Career Center believes that all persons are entitled to equal educational and employment
opportunities. We do not discriminate in application, registration, recruitment, appointment, promotio
payment, training, or other educational and employment practices against anyone because of race, colol,
ethnic origin, national origin, creed, religion, political belief, sex, sexual orientation, marital status, or age.
We do not discriminate against any individual because of Vietnam-era veteran status, disabled veteran
status, or physical or mental disability in regard to any class or program which otherwise meets minimum
qualifications. Ohio law also requires that all individuals be provided with an educational opportunity to
any individual or otherwise to discriminate against an individual, with respect to classes or programs
offered, regardless of whether the individual is a smoker or nonsmoker, as long as the person complies
with any workplace policy concerning smoking,.

AUBURN CAREER CENTER ADMISSIONS PROCEDURES

Students admitted to short-term classes (less than 90 contact hours in length) must be at least 16
years of age.

A. Eligibility for Admission Career Development Classes
Admission to Auburn Career Center Workforce Education is open to:

1. High school graduates from regionally accredited or state approved high schools.

2. Persons holding a General Education Development High School Equivalency Diploma (GED).

3. Out of School applicants age 16 years of age or older with no high schoo! diploma. Students
without a high school diploma can only gain admissions to programs that are approved a.
“Ability to Benefit Programs”.

4, High school students 16 years of age or older with written permission from parents and school
principal prior to registration.

Students seeking admittance into Adult Workforce Education full time classes are responsible for
completion of the Work Keys placement test prior to registering for courses. The assessment is given
at Auburn Career Center and must have been taken within the last two years in order for the scores to
be valid. An appointment can be made by contacting Wendy Lauer, 440-357-7542 extension 8278.
Work Keys score requirements vary by program. '

B. Ability to Benefit

Auburn Career Center recognizes several occupational programs that offer the ability to benefit when
the student has not obtained a GED or High School Diploma. These programs are: ACC Kennametal
Manufacturing, Administrative Assistant & Office Specialist, Automotive Technology, Facilities
Maintenance, HVAC Technician, and Welding.

Student candidates for admission seeking to enroll in any of these programs shall follow all written
admissions policies in addition to the following:

1. The student shall be offered verbal and/or written information on how he/she can obtain
his/her GED.

2. The student shall be offered industry specific information regarding the outlook of securin
employment in his/her chosen field without having a GED or high school diploma.
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3. The Career Resource Coordinator shall follow up on student progress at the mid-point of the
class to determine if the student is maintaining academic success. Students failing to maintain
academic success will follow policies and procedures.

4. The student shall be offered the opportunity to participate in a career assessment to further
identify career and training paths with the Career Resources Coordinator.

Programs with the “ability to benefit” policy shall be reviewed annually at the Advisory Board meeting
to ensure the policy is in alignment with the views and practices of business and industry.
NOTE: “Ability to benefit” students are not eligible for Federal Title IV funds.

C. Admissions Process - Long Term Training (more than 90 hours)

1. Prospective students must make an appointment with an academic advisor to review admissions
criteria, registration steps, address course selection questions, and discuss payment options.
Students who are interested in funding their institutional costs through financial aid will be send to
speak with Auburn’s Financial Aid Coordinator.

2. After meeting with an academic counselor, students must take the WorkKeys test and obtain the
necessary benchmark scores for their desired program. Students that do not meet the necessary
scores will be given access to KeyTrain, remediation software, and have the ability to retake the
WorkKeys test. Students can retake the WorkKeys test two weeks after their initial testing,

3. After obtaining the needed scores on WorkKeys, students must submit a completed registration
form to the Adult Workforce Education Office and pay a non-refundable admissions fee ($25 for
classes starting after 2/1/2017).

4. Students interested in the Health Technology programs may have additional admission
requirements and should contact the Director of the program for which they are interested.

D. Short-Term Training

To register for short-term class (less than 90 hours)

1. Contact the Adult Workforce Education Administrative Office at 440-357-7542 extension 8276.
Complete registration and payment over the phone, in person, U.S. mail or via fax, or online at

www.autzgrncc.org.

2. To send the completed registration form via U.S. mail, include payment and address to:
Adult Workforce Education Office, Auburn Career Center, 8140 Auburn Road, Concord Twp., OH
44077.

3. To send the completed registration form via facsimile, include the credit card number to Adult
Workforce Education Office at 440-358-8012.
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TUITION

Students are responsible for payment of all tuition and fees by the first day of class unless they have
completed a Payment Plan or are funding their costs through Federal Financial Aid. Students will be unab
to attend class if they have a balance or have not completed their Federal Financial Aid paperwork.
Students who have not made arrangements to pay their tuition and fees, completed their Federal Financial
Aid Paperwork or signed up for a Payment Plan before the second day of class will be dismissed. Students
who are dismissed will be subject to Auburn Career Center’s Refund Policy.

A. Withdrawal a Polic

To officially withdraw from a class or program the student must complete the Workforce Education
Withdrawal Form, located in the Adult Workforce Education Office. Students who are unable to
physically submit the Workforce Education Withdrawal Form must contact the school by telephone or
other telecommunication system.

Students that are absent 10 consecutive calandar days, and have not contacted the school, will be
Administratively Withdrawn from their program.

Auburn Career Center’s Refund Policy does not mean students who withdraw will be given a refund. It
means that tuition will be adjusted according to the refund schedule below and students who have paid
their tuition and fees may be given a refund. Students with Federal Financial Aid are subject not only
to Auburn’s Refund Policy, by the Return of Title IV Funding (page 31) calculation done on any
disbursed federal aid. Before withdrawing, students should talk to the Financial Aid Coordinator to see
how their disbursed Federal funds will be impacted.

Please note: Students who have not paid on their account will not be given a refund but will owe th
institution the percentage of tuition noted on the schedule below. Student fees, tools and book are non-
refundable.

Students may withdraw and receive a full refund prior to and on the first day of class for programs that
are 200 clock hours or greater. Students taking a program that is less than 200 clock hours, or an

individual module, are only given a full refund prior to the first day of class.

After the first day of class, the refund schedule is as follows:

Clock Hours Full 90% Refund | 80% Refund 70% No Refund
Refund Refund
Programs Priortoand | Day2-Day8of | Day9-Day16 | Day17-Day Starting Day
1000 Clock on the first Class of Class 28 of Class 29 of Class
Hours or day of class | Student owes: Student Student Student
More 109% of Tuition | owes: 20% of | owes: 30% of | owes: 100%
Tuition Tuition of Tuition
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Programs 600 | Priortoand | Day2-Day4 of | Day 5-Day 8 of | Day 9-Day 12 | Starting Day
Clock Hours on the first Class Class of Class 13 of Class
to 999 day of class | Student owes: Student Student Student
10% of Tuition | owes: 20% of | owes: 30% of | owes: 100%
Tuition Tuition of Tuition
Programs 200 | Priortoand | Day2-Day3of | Day4-DayS | Dayé6-Day7 | Starting Day 8
Clock Hours on the first Class of Class of Class of Class
to 599 Clock day class Student owes: Student Student Student
Hours 10% of Tuition | owes: 20% of | owes: 30% of | owes: 100%
Tuition Tuition of Tuition
Programs Prior to the Starting First
Lessthan 200 | first day of Day of Class
Clock Hours class

Students who are removed from a class or program because of poor academic performance, not
meeting SAP requirements (page ...), violations of the student conduct policies, violation of Board
policies, or prosecutable offenses are not eligible for a refund and will owe 100% of their tuition,
fees, tool fees and book costs.

NOTE: Students are responsible for repaying their Federal Student Loans whether or not they
complete their training programs.

Any student who withdraws from Auburn must pick up his/her personal belongings within 30 days.
If the student fails to do so, the item(s) will be disposed.

PAYMENT OPTIONS

B. Cash Option

Students utilizing the cash option payment, will pay 100% of their tuition and fees before the first day
of class. This payment can be made through credit card, debit, cash or check. However, if students pay
by check and the check bounces they will only allowed to pay through debit, credit card or cash and
may be removed from class.

C. Tuition Payment Agreement
Self-paying studens are required to complete a Tuition Payment Agreement for the program tuition at
the time of registration. To participate in the payment plan, submission of a valid Visa, MasterCard or

Discover card is required. The balance is payable in equal monthly, interest-free installments due on
or before the 15% of each month, throughout the term of the class.

Students with expired/declined credit or debit cards will be notified in writing. The student will have
ten (10) business days to present updated information in the Adult Workforce Education Office. Failure
to provide current card information after the ten day period will result in withdrawal from the program.
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D. Pell Grant Only Option

E.

Students who are Pell Grant eligible, verifed by the Financial Aid Coordinator, and do not want to utilize
Federal Direct Student Loans to pay their balance are required to sign a Tuition Payment Agreemen?
with credit/debit card information for the balance of the tuition.

Financial Aid

TATE PHY

The philosophy of student financial aid at Auburn Career Center supports career preparation education of
the student, Our objective is to help the student acquire general employability skills and the occupational
specific skills necessary for initial job entry and continuing successful employment skills that will aid the
student in achieving economic independence as productive and contributing member of society.

The following are the guiding principles of the student aid programs at Auburn Career Center.

A. The primary purpose of student financial aid is to provide assistance to qualified students who
would be unable to attend this school without such aid. Students and their parents and/or
spouse are expected to take primary responsibility for the financing of the student’s education.
Therefore, any aid the student may receive from our institution should be regarded as
supplemental to that which can be provided by the student and his/her parents and/or spouse.

B. This school also believes in the principles of student self-investment. Students are expected to
save and provide a portion of their earnings for their educational expenses.

C. The Office of Student Financial Aid provides counseling for students and their parents and/or
spouse who desire assistance in financial planning to meet educational expenses.

D. Auburn Career Center provides equal opportunities in its educational programs. Auburn Career
Center does not discriminate on the basis of race, color, natural origin, ancestry, creed, gender,
age, religion, presence of a disability or handicap, marital status, pregnancy, sexual orientation
or veteran status in the administration of its educational policies, admission policies,
scholarship and loan programs and other school administered programs.

STATEMENT OF PRINCIPLES

L.

The primary purpose of Auburn Career Center Financial Aid program shall be to provide financial assistance
to accept students who without such aid would be unable to enroll in our school.

We recognize our obligation to assist in realizing the national goal of equality of educational opportunity.
We, therefore, work with other educational institutions in support of this goal.

We shall publish budgets that state total student expenses realistically; including, tuition and fees, books and
supplies.

Parents are expected to contribute according to their means, taking into account their income, assets, number
of dependents, and other relevant information. Students themselves are expected to contribute from their own
assets and earnings, including appropriate borrowing against future earnings.
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=

Financial aid will be offered only after determining that the resources of the family are insufficient to meet
the student’s educational expenses. The amount of aid offered will not exceed the amount “needed” to offset
the difference between the student’s educational expenses and the family’s resources.

The amount of any type of self-help expected from students will be related to the circumstances of the
individual. In the assignment of funds to those students designated to receive financial aid, the largest amounts
of total grant assistance will be awarded to students with the least ability to pay.

7. We shall review our financial assistance awards annually to determine if there are changes based upon
Federal regulations and the possible need for students to complete more than one Federal financial aid
application. We have an obligation to inform students and parents of the financial aid renewal policies for
enrolled students at the time of the initial offer of financial assistance.

8. Because the amount of financial assistance awarded reflects the economic circumstances of the
student and his/her family, we will refrain from any public announcements of the amount of aid
awarded and will encourage the student and others to respect the confidentiality of this information.

9. All documents, correspondence and conversations between and among the aid applicant, his/her
family and financial aid officers are confidential and entitled to the protection ordinarily arising from a
counseling relationship.

ANCIAL AID OFFICE PER NDUCT

1. Student financial aid office duties will be conducted in an ethical and professional manner and in
keeping with organizational policies and procedures as well as relevant federal, state and accreditation
requirements.

2. The student financial aid officer will provide counseling for students and parents and/or spouse who
desire assistance in financial planning to meet educational expenses.

=

Neither the school nor the financial aid office will enter into any revenue sharing arrangements with
any lender.

=

The financial aid office will not steer borrowers to particular lenders or delay loan certifications.

(9, )

. The financial aid office will not offer funds for private loans to students in exchange for providing
concessions or promises to the lender for a specific number of FSA loans, a specific loan volume or a
preferred lender arrangement.

o

The financial aid office staff will not accept gifts from a lender, guaranty agency or loan servicer other
than gifts distributed from vendors to conference or workshop attendees.

N

The financial aid office staff will not accept compensation for any type of consulting arrangement or
contract to provide services to or on behalf of a lender relating to education loans.

8. The financial aid office staff is prohibited from accepting compensation to serve on an advisory board,
commission, or group established by a lender or guarantor except for reimbursement for reasonable
expenses.

9. The student financial aid officer will only provide truthful and accurate statements, descriptions, and
explanations regarding the school student services division.

10. Student financial aid office personnel will work to ensure that students are fully informed and able to
make appropriate enrollment decisions without undue pressure.

1. Student financial aid office personnel will only assist prospective students in the areas that fall within
the purview of their position and will not assist prospective students in admissions testing or alter or
falsify any enrollment documents or required test scores.
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12.Student financial aid office personnel will not make explicit or implicit promises of employment or
exaggerated statements regarding employment or salary prospects to prospective students.

13. Student financial aid office personnel will participate in relevant training provided by the school, stat
federal and/or professional associations to enhance their skills as financial aid advisors.

14. Student financial aid office personnel will not assist prospective students in providing false or
misleading information on any application.

15. Student financial aid office personnel will not discredit other schools or influence any student to leave
another school by: falsely imputing to another school dishonorable conduct, inability to perform
contracts, or questionable credit standing; making other false representations; falsely disparaging the
character, nature, quality, value, or scope of another school’s program of instruction or services; or
demeaning another school’s students.

Financial aid is available to eligible, full-time students. A full-time student is any student who is enrolled
in a program of 600 or more clock-hours. Contact the Financial Aid Officer for further information. For
students desiring financial aid, additional financial information will be required.

Financial Aid recipients must attend 90% of scheduled class time to remain eligible for financial aid.
Failure to maintain 90% attendance will result in loss of Financial Aid funding, and you will be
responsible for the balance of your account.

Students must apply for financial aid every award year by completing the following steps:

a) Complete the Free Application for Federal Student Aid (FAFSA) at www.fafsa.ed.gov. The FAFSA
can be completed any time after October 1st, but should be done no later than May 1st to optimiz
financial opportunities. Auburn Career Center’s school code is 030514.

b) Submit any other financial aid requested documents (i.e. verification worksheet, signed federal tax
transcript, W-2 form, parents’ tax information if needed, etc.).

The award year for Federal financial aid runs from July 1 to the following June 30. If a student is in a class
that crosses over the June 30 to July 1 award year, they need to make an application with FAFSA for both
award years to take advantage of all available financial aid.

After all requested documents are submitted, the student will receive a financial aid award letter. Financial
aid award letters are mailed to students when Auburn Career Center is notified of the student’s award
standing.

ial Ai i Standi isfact

1. All students who receive financial aid assistance are required to meet the standards of the Financial
Aid Academic Good Standing and Satisfactory Progress Policy based on federal regulations. Failure
to meet the minimum requirements of this policy can result in a student becoming ineligible for
financial aid.

2. Financial Aid Academic Good Standing and Satisfactory Progress are monitored through periodic
examination of grades issued by the instructor.
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w LE D PROGRAMS ARE AVAILABLE?

Students interested in applying for financial aid to assist them with tuition and school related expenses,
2ed to file the Free Application for Federal Student Aid (FAFSA) at www.fafsa.gov then contact the
rinancial Aid Office at {(440) 357-7542 for an appointment to review eligibility.

Note: Financial aid is not automatic, STUDENTS MUST FILE THE FAFSA IN ORDER TO RECEIVE TITLE
IV AID

EINANCIAL AID OFFICE CONTACT INFORMATION

Financial Aid Office: {440) 357-7542 Extension 8326

Shelley Barto, Financial Aid Coordinator

sbarto@auburncc.org

Office Hours: Monday /Wednesday 10:00 a.m. - 6:00 p.m. Tuesday/Thursday/Friday 7:30 a.m. - 3:30
p.m.

Federal Pell Grant Program

Students wishing to apply for financial aid may visit the Financial Aid Office at the school where students
are encouraged to apply for the Federal Pell Grant Program. The Pell Grant is a Federal grant given with no
repayment expected. This program is designed to provide a “floor” upon which other financial aid
programs are built. Any student wishing to receive a Federal Pell Grant, as well as, Federal Direct Loan
must meet the eligibility requirements established by the U.S. Department of Education. To be considered
for a Federal Pell Grant a student must complete the Free Application for Federal Student Aid (FAFSA).
The FAFSA may be completed on-line at www.fafsa.ed.gov or a paper application may be used. FAFSA forms

re available in the Financial Aid Office or other public places such as alibrary. Not all students will qualify
for a Federal Pell Grant.

An Award Notification letter will be provided to the student indicating the type and the amount of
aid awarded.

Federal Loan Programs
William D Ford Federal Direct Loan Program

Subsidized Loan - A subsidized loan is awarded on the basis of need. A student may be eligible to request
a maximum of $3,500 per year for the first year of undergraduate study. Programs of less than 900 clock
hours will be prorated down based on the number of hours in the student’s program. The federal
government pays the interest during authorized periods of deferment. Repayment will begin six months
after the borrower ceases to be enrolled at least half-time.

Unsubsidized Loan - An unsubsidized loan is not awarded on the basis of need, and the student is
responsible for paying the interest during in-school, deferment, grace, and repayment periods. The
unsubsidized loan is the difference between the cost of attendance and other aid (including subsidized
loan) not to exceed $5,500 for a dependent student and $9,500 ($3,500 Sub & $6,000 Unsub) for a first year
independent student. Repayment will begin six months after the borrower ceases to be enrolled at least
half-time.
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Federal Parent Loan to Undergraduate Student (PLUS) - PLUS loans are meant to provide additional
funds to dependent students for education related expenses. Parents may borrow up to the cost of
education, minus other aid received by the student. Repayment begins approximately sixty days after final
loan disbursement is made.

1) To receive a Federal Loan, a student must complete the FAFSA and loan application (Master
Promissory Note). If the student is dependent, and the parent is borrowing loan funds on
behalf of the student, the parent must also complete entrance counseling and the Master
Promissory Note online at www.studentloans.gov.

Some of the information a borrower must provide are his or her name, address, date of birth,
Social Security number, and driver’s license number, e-mail, as well as next of kin and two
personal references. The loan application is the promissory note in which the student or
borrower must read and sign.

2) It takes about 20-30 minutes for the student to complete the entrance counseling quiz. The
Financial Aid Officer instructs the student to take the quiz on their own.

All federal loans will be reported to the U.S. Department of Education’s National Student Loan Data
System as part of the student’s financial aid history. This information will be accessible to authorized
agencies, other post-secondary institutions, lenders and federal loan servicing agencies.

ENT ND EXIT LOAN NSELING SESSION

Recipients of the subsidized and the unsubsidized Federal Direct Student Loans must complete
entrance counseling before their Federal Loans are disbursed and exit counseling before they
complete their course of study or withdraw from classes. Entrance and Exit Counseling informs
students of their rights and responsibilities regarding their loans, how to plan for repayment,
repayment options and Deferment/Forbearance/Cancellation options. Entrance/Exit Counseling
can be completed on-line at: www.studentloans.gov
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SAMPLE MONTHLY LOAN PAYMENT CHART

The chart below gives estimated payment amounts for Stafford and Plus Loans. It is based on immediate
rpayment and a maximum repayment period of ten (10) years. Numbers are approximate due to
rounding.

Amount Number of 5.00% 6.00% 7.00% 8.25% 9.00%

Borrowed  Payments Mo.Pymt. Mo.Pymt. Mo.Pymt. Mo.Pymt Mo. Pymt

$1,000.00 20 $52.22 $52.67 $53.12 $53.69 $54.03
$2,000.00 43 $50.90 $51.81 $52.72 $53.88 $54.59
$2,500.00 56 $50.15 $51.29 $52.46 $53.94 $54.84
$3,000.00 69 $50.12 $51.52 $52.94 $54.75 $55.85
$3,500.00 82 $50.48 $52.13 $53.82 $55.98 $57.30
$4,000.00 97 $50.21 $53.82 $54.12 $56.64 $58.19
$4,500.00 113 $50.01 $52.22 $54.49 $57.40 $59.19
$5,000.00 120 $53.03 $55.51 $58.05 $61.33 $63.34
$5,500.00 120 $58.34 $61.06 $63.86 $67.46 $69.67
$6,000.00 120 $63.64 $66.61 $69.67 $73.59 $76.01
$6,500.00 120 $68.94 $72.16 $75.47 $79.72 $82.34
DE ORBEARAN
Deferments A deferment isa postponement of payment on a loan, during which interest does not accrue

if the loan is subsidized.

You may qualify for a deferment while you are:

¢ Enrolled at least half-time in an eligible postsecondary school or studying full time in a graduate
fellowship program or an approved disability rehabilitation program.

e Unemployed or meet our rules for economic hardship (limited to three years).

* You may also be eligible for a deferment based on qualifying active duty service in the U.S. Armed
Forces or National Guard. Refer to the Master Promissory Note for your loan or contact your service
for more information about the specific qualifications for deferment based on military service. In
most cases, you need to submit a deferment request to your loan servicer along with documentation
of your eligibility for the deferment. If you've gone back to school and your loan servicer receives
enrollment information that shows you're enrolled at least half-time, it will automatically put your
loans into deferment and notify you. You have the option of cancelling the deferment and continuing
to make payments on your loan.
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e Ifyou are in default on your loan, you are not eligible for a deferment or forbearance.

Forbearance Ifyou can’t make your scheduled loan payments, but don’t qualify for a deferment, you may
be able to quality for a forbearance. Forbearance allows you to temporarily stop making payments on yo
loan, temporarily make smaller payments, or extend the time for making payments. Some common reasons
for getting forbearance are illness, financial hardship, or serving in a medical or dental internship or
residency. See your copy of the Borrower’s Rights and Responsibilities Statement for more examples. You
can also get more information by contacting your loan servicer.

Under certain circumstances, you may be eligible to qualify for an automatic forbearance, for instance,
while we’re processing a deferment, forbearance, cancellation, a change in repayment plan or
consolidation, or if you're involved in a military mobilization or a local or national emergency.

School-related discharges: In certain cases, you may be able to have all or a part of your loan cancelled
because:

¢ Your school closed before you completed your program.

e Yourschool forged your signature on your promissory note or falsely certified that you were eligible
to get the loan.

e Yourloan was falsely certified because of identity theft (additional requirements apply).

e You withdrew from school but the school didn’t pay a refund that it owed under its written policy
or our regulations. Check with the school to see how refund policies apply to federal aid at th
school.

In general, you must repay your loan even if you don’t graduate, can't find work in your field of study, or
are dissatisfied with the education program.

Disability, Bankruptcy, or Death Your loan may be discharged if you are determined to be totally and
permanently disabled and you meet certain requirements during a three-year conditional discharge

period. To apply for this discharge, you must provide a physician’s statement that you became totally and
permanently disabled after the loan was made. See your copy of the Borrower's Rights and
Responsibilities Statement for more information on the procedures and conditions for this discharge.

Your loan may be cancelled if it is discharged in bankruptcy. This is not an automatic process—you must
prove to the bankruptcy court that repaying the loan would cause undue hardship.

For a student that becomes deceased, the loan will be cancelled if a family member or other representative
provides acceptable documentation to the student’s servicer. Auburn Career Center will forgive any
unpaid balance owed to the institution if a student passes away while enrolled in an Auburn program.

Contact your servicer for more information or to get a cancellation form. You can also find more
information in your copy of the Borrower’s Rights and Responsibilities Statement.
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THERF

The WIOA/CAO Program is a type of grant that does not require repayment. WIOA/CAO is set up to assist
students with school related expenses the Pell Grant does not cover. You must file the FAFSA before
applying for WIOA/CAO (even if you know you will not qualify). Students must contact his or her local
employment office or an applicable agency.

A student on WIOA/CAO should be aware that the student will be responsible to pay for any tuition and
other school related expenses not covered by the WIA Program.

Vv ini tion (VA

Veterans, active duty service persons, reservists or otherwise eligible members (such as spouses and
dependents) may be eligible to qualify for various Veterans Administration educational assistance
programs. Eligibility criteria for military educational assistance and benefits by state and school.
Applicants must first check with the veterans Affairs Administration Office to see if they qualify for benefits.

Students who receive VA educational benefits are still required to select one of the school’s primary

financing options (e.g. Financial Aid, Cash) to cover educational costs and related expenses not covered
directly by the VA,

All payments must be made in accordance with the school’s financial policies and procedures.
tudents who have questions about these benefits should contact the U.S. Department of Veteran Affairs.
SCHOLARSHIPS
The Auburn Career Center does accept some scholarships as tuition and fees payment. The student must
submit the proper paperwork to the Financial Aid Office, such as the name of contact person, agency, copy

of proof of scholarship, etc. so the financial aid office will know who to contact and where to collect the
scholarship funds from.

Note: The student will be responsible to pay for any tuition and other school related expenses not paid by
the scholarship.

YER PAYME

The Auburn Career Center does accept payment of tuition and fees from a student’s employer. The student
must notify the Financial Aid Office of the contact person, place of employment, etc. to invoice for payment.

Note: The student will be responsible to pay for any tuition and other school related expenses not paid by
the employer.
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WH EPEND TUS?
You are considered an “Independent Student” if you meet any one of the following criteria:

You were born before January 1, 1993

You will be working on a master’s or doctorate program in school year 2016-2017

You are married as of the date of application

Currently serving on active duty in the U.S. Armed Forces for purposes other than training

As determined by a court you are or were an emancipated minor

As determined by a court you are or were in a legal guardianship

Your high school, school district homeless liaison, the director or an emergency shelter funded by

the U.S. Department of Housing and Urban Development or the director of a runaway or homeless

youth basic center determined that you were an unaccompanied youth who was homeless or at risk

of being homeless at any time after July 1, 2015

e You have children that receive more than half of their support from you between July 1, 2015 and
June 30, 2016

* Youhave dependents (other than children or spouse) that receive more than half their support from
you now through June 30, 2016.
You are an orphan, in foster care or ward of the court at any time since turning 13

¢ You are a veteran of the U. S. Armed Forces

If the student does not meet any of the above criteria, the student is considered a “Dependent Student”
and parents must complete part of the FAFSA and provide their financial information.

In some “special circumstances” a student may apply to receive what is called a Dependency Override. Onl
the Financial Aid Office can make the decision, to approve a Dependency Override request after carefu
consideration and review of documentation.

IONAL NT & SPE RCUMSTA Y

The following policy will be used in making professional judgment decisions for a student’s unusual
circumstance:

Bg.sig Guidelines

The financial aid officer must resolve any conflicting or inconsistent information on the Student Aid
Report/Institutional Student Information Record (SAR/ ISIR) before allowing a professional judgment. For
example, if the student is flagged for verification, verification must be completed first. The student’s
SAR/ISIR may need to be corrected before applying any professional judgment adjustments.

Professional judgment adjustments must be decided on an individual student basis only and circumstances
must be unusual—in other words, they must fall outside the normal type of information required by the
U.S. Dept. of Education (income, assets, dependency status, etc.)

usual Circumstanc

1 medi r dental : The income protection allowance in the
Expected Family Contribution (EFC) formula allows 11% of total income for medical/dental
expenses. Any medical/dental expenses that exceed 11% of income will be allowed. The Financia
Aid Office (FAQ) should reduce the income reported on the Student Aid Report/Institutional

25



Student Information Record (SAR/ ISIR) by the amount of expenses that exceed 11% of the
student’s income.

Required Documentation:

®= Copies of medical or dental bills

* Cancelled checks

= Request for Special Consideration Form completed by student and signed by the
financial aid officer.

* Reprocessed Student Aid Report/Institutional Student Information Record (SAR/

ISIR)
2) Lower income in current year than last year: Students who experience a loss or reduction in

income between the base year (on the FAFSA) and the current year should be allowed to substitute
current annual income. The FAO must determine the total annual income for the student from Jan.
1 thru Dec. 31 and reprocess the SAR/ISIR with projected income for the year.

i Documentation:

Copy of monthly unemployment benefits statement

Copy of recent pay stub

Other documents used to calculate the projected annual income

Request for Special Consideration Form completed by student and signed by the
financial aid officer

3) Recent Unemployment: Student recently lost his/her job. Same requirements as lower income in
current year than last year.

4) Loss of Unemployment Compensation: Student’s unemployment benefits have run out. Aid

officer must calculate the total amount of income for the year including the unemployment benefits
received and any projected additional income from Jan. 1st to December 31st,

Required Documentation

¢ Copy of unemployment benefit statement
¢ Copy of letter indicating benefits have been exhausted

5) Loss of Untaxed Income or Benefits: Student’s untaxed income or other untaxed benefits has
ceased.

* Same requirements as loss of unemployment benefits.

6) Separation or Divorce: The dependent student has already completed the FAFSA, but his/her
parent have become separated or divorced. Or a married independent student has become
separated or divorced after completing the FAFSA. The financial aid officer will correct the income
and asset application information on the SAR/ISIR by including only the income for the parent
which the student lived with the longest. For the independent student, the aid office allows the
student to update the application information with only the student’s income and assets.
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i Docu ion

¢ Official divorce or separation documents
¢ Signed statement by parent and/or independent student

Note: If the dependent student’s parents are separated or divorced at the time of completing the
FAFSA, the student should use only the income of the parent of whom he/she lived with longer
during the twelve months prior to the date the application is completed - regardless of who claimed
the student as an exemption. If an independent student is separated or divorced at the time of
completing the FAFSA, the student should only report his/her income and asset information.

7) Death of Parent or Spouse: One of the student’s parents has died or the last surviving parent has

8)

9)

died or the independent student’s spouse has died after the student has completed the FAFSA. If
the student’s last surviving parent has died after the student applied, the student must update
his/her dependency status and report income and assets as an independent student. If the
independent student’s spouse has died, the student will be allowed to remove the spouse’s income
and asset information.

NOTE: If both parents are deceased at the time the student completes the FAFSA, the
student answers “Yes” to the question concerning deceased parents in Step 3 of the FAFSA
application. If the independent student’s spouse died prior to the student completing the
application, the student should not include income and asset information for the deceased
spouse.

Required Documentation

¢ Official death notice
e Obituary
e Signed Statement

Number of Parents in College at Least Half Time: Students may not include their parents that
are attending college on the FAFSA. However, the financial aid officer may allow the student to

update the number in college to include the parents if the student’s parent provides proaf that they
are attending college at least half time.
Requi cumentatj

e Copy of parent’s acceptance letter or registration receipt

¢ Copy of parent’s schedule and copy of parent’s official college transcript
Dependency Override: The financial aid office may make a dependent student independent based
upon the following circumstances:
a) The student’s voluntary or involuntary removal from the parent’s home

b} Incapacity of the parents such as incarceration or disability or mental or physical illness

¢) Inability of student to locate parents after making reasonable attempts
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d) Other extenuating circumstances. If a student believes their circumstance warrants a
dependency override, they must contact Auburn’s Financial Aid Administrator, Shelley Barto.

m ion

Letters from doctors, lawyers, or employers (a, b, c)

Copies of utility bills, lease agreement, cancelled checks (d)
Copy of student’s tax return (d)

® Other appropriate documentation

NOTE: The aid officer may rely on a dependency override performed by another institution.
Exceptional Cir i d Unsubsidiz

Dependent students whose parents are unable to borrow PLUS loans due to adverse credit or other

exceptional circumstances may receive additional unsubsidized loans for the same amount as
independent undergraduates. Exceptional circumstances are as follows:

a) The parentis incarcerated
b) The parents’ whereabouts are unknown

c) The parent has filed for bankruptcy and has provided a letter from the Bankruptcy Court
stating that the parent may not incur additional debt

d) The parent’s income is limited to public assistance or disability benefits and the aid office has
documented that the parent’s would not be able to repay the PLUS loan

e) The parent of a dependent student is not a U.S. citizen or permanent resident or is unable to
provide evidence from the U.S. Citizenship and Immigration Service/Homeland Security that
the he or she is in the country for other than a temporary purpose with the intention of
becoming a citizen or permanent resident

R ir

Letter from lawyer or courts (a)

Letters from third-party, non-relatives (b)

Letter or other documentation from Bankruptcy Court (c)
Income information from Public Assistance agency (d)
Statement from parents and student

WHAT WILL MY EDUCATION COST?

Before applying for financial aid, students and parents should assess all of the costs of attending Auburn
Career Center. The Financial Aid Office establishes standard budgets, which reflect average costs for
students during a typical term of enrollment. Actual expenses vary among students depending on life

“yles, priorities and obligations. To assist applicants in determining their need to meet all costs of
education, direct and indirect, a schedule of tuition and fee costs has been provided with estimates of living
expenses.
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The budget shown below is an example for the Auburn Automotive Technology Program:

Tuition for the full program $ 6,000.00
Textbooks $ 175.00
Tools $ 865.00
Supplies $ 690.00
Total $ 7,730.00
HOW LITY DETERMI 2

As stated before, financial assistance is awarded to bridge the gap or to supplement the amount you and
your family are reasonably able to contribute towards your educational expenses. A Federally approved
system of “need analysis” is used to calculate eligibility for a Pell Grant or Direct Loan. In order to perform
this evaluation, it is necessary for you to complete the Free Application for Federal Student Aid (FAFSA)
with information concerning your family’s financial strength such as income and assets, size of family, and
number in college.

THER ELI REQUIREMENTS

For all Federal Student Aid Programs, students must have “need” in order to qualify. But, in addition to the
requirements of “need,” there are several other eligibility factors you must meet:

* You must be a U.S. citizen, a permanent resident, or in the United States for other than temporary
purposes. (Acceptable visas would include the [-151, I-551, or 1-49, if it is stamped “Refugee,”
“Indefinite Parole,” “Humanitarian Parole,” “Cuban-Haitian entrance,” or Asylum granted.” If yo
have another visa type, the financial aid administrator will be able to help you in determinin
whether you are eligible).

¢ Beenrolled in a course that is at least 600 clock hours in length.
¢ Be attending at least half-time, which is a minimum of 12 hours per week

o Not be in default on a Federal Loan received at any school, and not owe a refund on a Federal or
State Grant

s Be making satisfactory academic progress. See Adult Workforce Education Catalog for a discussion
of satisfactory academic progress g

o Be registered for the draft with Selective Service if you are a male who is age 18 - 25 years of age
» Not currently enrolled in high school

s For the Federal Pell Grant Program, you may not have previously received a Bachelor’s Degree

e Notincarcerated in a Federal or State penal institution

¢ Have a high school diploma or GED or its equivalent

e Have a valid Social Security number

e Not have property subject to a judgment lien for any debt owed to the United States Government

¢ File a Statement of Educational Purpose on the Free Application for Federal Student Aid
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WHAT M D N AL AID FUNDS?

In order to continue to receive Financial Aid funds, a student must make “satisfactory academic progress”

accordance with the school’s Grading and Attendance Policy. Also, you may be required to re-apply for
Federal Aid every year via the Free Application for Federal Student Aid (FAFSA) if necessary for your
program.

DEDUCTION OF T

The Auburn Career Center deducts from the student’s Title IV aid disbursements any school related
expenses that are due to the school before the student is issued any refunds or overages from the Title IV
aid. If there are no school related expenses such as tools, etc. due to the school at the time of an aid
disbursement, an overage check will be issued to the student to be used toward other school related
expenses, such as living expenses, travel, etc. If the student is receiving or is scheduled to receive multiple
Financial Aids (Workforce Initiative for Ohioans Act (WI0A), rehabilitation, loans, etc.) the aid received
first is applied to the student’s account, unless otherwise stated.

H D?

The student’s Title 1V aid is applied to an academic school year of 900 clock hours over 26 weeks which is
the Award Year definition used by the school for all of its programs. Funds are divided into two (2)
payment periods consisting of % of the hours and weeks of the student’s program. In the first payment
period, the student will be issued one (1) disbursement which will total % of the student’s Title IV aid and
the remaining half of aid will be issued in one (1) disbursement during the second payment period.

he student’s disbursement dates are printed on the Financial Aid Award Letter the student receives. The
dates are estimated and are subject to change at any time. Tuition is deducted from each disbursement.

Note: Payment periods are based on Title IV clock hours, not program hours.

HOW ARE REFUND CHE ?

If a student receives a disbursement of aid, which results in a credit balance on the student’s account,
the student is eligible for a refund check. Students have the option of receiving the refund check or
sending it back to their lender if they have Federal Direct Student Loans. Please note: All institiutional
charges must be paid, and the student must be eligible for the disbursement before a refund check is
issued.

Refund checks will be mailed to the student within 14 days of the disbursement that cause the credit

balance on their account. Additional questions regarding refund checks can be discussed with the
Financial Aid Coordinator, Shelley Barto.
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FEDERAL RE TLE IV FUNDS
Auburn Career Center participates in federal financial aid.

The federal formula requires a return of Title [V aid if the student received federal financial assistance in
the form of Federal Direct Loans, Pell Grants, or Plus loans and Withdraws, or is Administratively
Withdrawn (page 15) on or before completing 60% of the program. The percentage of Title IV aid earned
is equal to the percentage of the payment period that was completed as of the withdrawal date if this occurs
on or before the 60% point of time. The percentage that has not been earned is calculated by determining
the compliment of the percentage earned (e.g. if 40% was earned, 60% was unearned).

The amount to be returned is calculated by subtracting the amount of Title IV assistance earned from the
amount of Title [V aid that was or could have been disbursed as of the withdrawal date. The percentage of
the payment period scheduled to complete is calculated by dividing the total number of clock hours
scheduled to complete by the payment period as of the last date of attendance.

The last day of attendance, for students that are Administratively Withdrawn or withdraw, will be used in
the Return of Title IV Funds Calculation. If, after recalculation, the school finds that the student did not
attend the required number of clock hours needed to cover the aid already disbursed to the student, the
monies will be returned to the Department of Education and the student will owe the balance.

NOTE: A student who withdraws prior to completing 60% of the program may be required to repay some
of the funds released to th dent once the school's refi licy is calculated and applied toth nt’
account,

Auburn Career Center personnel will return to the Federal fund programs any unearned portion of Titl
IV, Higher Education Act (HEA) funds for which the center is responsible within 45 calendar days of the
date the withdrawal as determined.

AUTHORIZATION TO RETAIN OVERAGE(S)

The Auburn Career Center automatically issues Title IV aid disbursement overages to students at the time
of each disbursement (if applicable); however, the student may request his or her overages be held until
the end of the award year. The reason for retaining such overages is to assist students with budgeting and
assures that the student reserved sufficient funds for his or her educational expenses. The student may
also rescind the authorization for retaining excess funds. The student would receive funds within fourteen
(14) days of the student’s request to rescind the authorization to retain the funds.

LEAVE OF ABSENCE POLICY

Due to the length and nature of the Adult Education Programs a leave of absence is discouraged, but will
be evaluated on an individual basis by the Adult Workforce Education Director.

Auburn Career Center may grant a student a leave of absence of up to 180 days in any 12-month period if
the student provides proof of hardship.* During the Leave of Absence the student is not considered to be
withdrawn. A student must apply in writing and the Adult Workforce Education Director must approve
the leave. A sample form can be found in the back of the handbook. A copy will be sent to the financial aid
office at which time financial aid funds will be put on hold. No additional Auburn Career Center charg

will be generated during the leave. If the student fails to return from an approved leave of absence they

31



will be considered officially withdrawn, and all refund and return of Title IV funds calculations will be based
on the last date the student attended as defined in the Withdrawal Policy. If the student has a federal
iod begins retroacti the student’'s 1 endan

*One additional approved leave (not to exceed 30 days) may be allowed for unforeseen circumstances,
such as jury duty, military reasons or circumstances covered under the Family Medical Leave Act (FMLA)
of 1993.

FIRMATI HIP

All students applying for Federal Student Aid must be able to confirm their citizenship status with the Social
Security Administration. The confirmation process is normally done when the student submits the Free
Application for Federal Aid (FAFSA) to the federal processor. The federal processor performs a match with
the Social Security Administration (SSA) to confirm the student’s citizenship status and social security
number. If the Social Security Administration (SSA) cannot confirm the student’s citizenship status and
Social Security number, a comment will appear on the student’s Student Aid Report/Institutional Student
Information Record (SAR/ISIR).

The following policy applies to any student who applies for Federal Student Aid, but fails to confirm his/her
citizenship status:

Applicants whose SAR/ISIR contains a “C” code (comment) that the Federal processor could not confirm
the applicant’s citizenship, must submit documentation to the Financial Aid Office substantiating his or her
claim to be a citizen or eligible non-citizen. A student claiming to be an eligible non-citizen must submit a
SAR/ISIR with an A-number for eligible non-citizens assigned by Immigration and Nationalization Service.

Applicants whose citizenship status cannot be confirmed will not receive Federal Student Aid funds

until such time as proper documentation is submitted. All documentation must be submitted prior to

the end of the award year or before the end of the training program, whichever occurs first.

If a student fails to submit citizenship documentation prior to the end of the award year or the end of the
training program, the student will lose the financial aid disbursement scheduled for that particular
payment period.

[n any event, the Auburn Career Center will not make a determination that a student is not an eligible non-
citizen until the student has had an opportunity to submit documentation confirming his or her citizenship.

WHAT ARE MY ESPONSIBI ECEIVING F AL AID?
As a recipient of Federal Student Aid, you have certain rights you should exercise and certain
responsibilities you must meet. Knowing what they are will put you in a better position to make decisions
about your educational goals, and how you can best achieve them.
T ’ TS
a) You have the right to know what financial aid programs are available at your school

b) You have the right to know the deadlines for submitting applications for each of the financial
aid programs available
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c) You have the right to know how financial aid will be distributed, how decisions on the distributions
are made, and the basis for these decisions

d) You have the right to know how your financial need was determined. This includes how costs
for tuition and fees, room and board, travel, books and supplies, personal and miscellaneous

expenses, etc., are considered in your budget

e) You have the right to know resources (such as parental contribution, other financial aid, your
assets, etc.) were considered in the calculation of your need

f) You have the right to know how much of your financial need as determined by the school has been
met

g) You have the right to request an explanation of the various programs in your student aid package

h) You have the right to know your school’s refund policy

i) You have the right to know what portion of the financial aid you received are loans that must be
repaid, and what portion is grantaid. If the aid is aloan, you have the right to know what the interest
rate is, the total amount that must be repaid, the payback procedures, the length of time you have

to repay the loan, and when repayment is to begin

j) You have the right to know how the school determines whether you are making satisfactory
progress, and what happens if you are not

STUDENT'S RESPONSIBILITIES
a) You must complete all application forms accurately and submit them on time to the right place
b) You must provide correct information. In most instances, misreporting information on financial
aid application forms is a violation of the law and may be considered a criminal offense which

could result in an indictment under the Criminal Code

c) You must return all additional documentation, verification corrections and/or new information
requested by either the financial aid office or the agency to which you submitted your application

d) You are responsible for reading and understanding all forms that you are asked to sign and for
keeping copies of them

e} You must accept responsibility for all agreements that you sign
f) You must be aware of and comply with the deadlines for applications or reapplication for that aid
g) You should be aware of your school’s refund procedures

All schools must provide information to prospective students about the school’s programs and
performance. You should consider this information carefully before deciding to attend.
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ENERAL VERIF ICIES AN

Students will receive a Student Aid Report (SAR) by email if they include an email address when completing

e FAFSA. If they do not include an email address they will receive their SAR in the mail. The SAR is a
copy of the student’s FAFSA information. If there is an asterisk next to the Expected Family Contribution
(EFC) number on the SAR, the student has been selected for verification by the U.S. Department of
Education.

The Financial Aid Office will let the student know what documents are needed to complete the verification.
A verification form will be provided to the student with a list of what needs to be completed and a signature
page for the student (and parent if the student is a dependent student). Until the verification form is signed
and the documents requested are returned to the Financial Aid Office and the accuracy of the financial data
used to calculate the student’s EFC is verified no funds will be requested for the student. Students who
have not completed the verification process by the end of their training or the award year, whichever
comes first, will forfeit their aid and be required to pay their tuition and fees by other means.

ion Items for - 6
Adjusted gross income (AGI)
U.S. income tax paid
Education credits
Untaxed IRA distributions
Untaxed pensions
IRA deductions and payments
Tax-exempt interest
Other untaxed income
Income earned from work
Household size
Number in college
Supplemental Nutrition Assistance
Program (SNAP, formerly food stamps)
Child support paid
High school completion status
[dentity/statement of educational purpose

Note: Students must complete the required verification process prior to the financial aid office

making any professional judgment decisions to adjust any values that are used to calculate the
student’s EFC,

ACCEPTABLE VERIFICATION DOCUMENTATION

IRS Data Verification Other Documentation in lieu of Worksheet
Retrieval Worksheet or Data Retrieval
House Hold Size V Signed Statement
umber in College V Signed statement or institutional certification
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AGI and Taxes Paid V Tax return transcript, copy of tax return,
Form W-2, Form 4868, or a signed statement

Untaxed Income

And Benefits y Tax return transcript, copy of tax return,
Form W-2, Form 4868, or a signed statement

SNAP Benefits v Signed statement or agency documentation
Child Support Paid | Signed statement
Income Earned from .
Work for Non-Tax Filers v Signed statement and Form W-2
CTION PR RE

The following procedure will be used to correct misstated applicant information:

Upon receipt of the verification documentation, the aid officer will compare the information contained

on the applicant’s original FAFSA with the information requested in the verification package. If it is
determined that the applicant has misstated information, the applicant will be required to correct all the
misstated data items on the application, and obtain all necessary signatures. When the financial aid office
receives the corrected FAFSA it will be compared again to the information in the verification package. If it
is determined that an applicant’s award changes as a result of verification, a revised award notification will
be provided to the applicant.

Auburn Career Center may also select students for verification if there is information that conflicts with
information provided on the FAFSA.

REFER VERP AND FRA

If the school discovers during the verification process that a student received an overpayment of federal
funds, the school will attempt to adjust subsequent financial aid disbursements. If this is not possible, the
student will be required to repay the overpayment amount. Any applicant failing to repay the overpayment
will be referred to the U. S. Department of Education for collection. Such applicants will be ineligible for
future Federal Student Aid funds.

If an applicant misreports information or alters documents for the purpose of increasing his/her aid
eligibility or for fraudulently obtaining Federal funds, the applicant will be reported to the Office of
Inspector General, U. S. Department of Education.

PR NDER FA ATIONAL R IVACY ACT

The Family Educational Rights and Privacy Act (FERPA) is a federal law designed to protect the privacy of a
student's education records. The law applies to all schools that receive funds under an applicable program of
the U.S. Department of Education. FFERPA gives parents certain rights with respect to their children's
education records. These rights transfer to the student or former student who has reached the age of 18 or is
attending any school beyond the high school level. Students and former students to whom the rights haw
transferred are called eligible students.
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Parents or eligible students have the right to inspect and review all of the student's education records
maintained by the school. Schools are not required to provide copies of materials in education records unless,

r reasons such as a great distance, it is impossible for parents or eligible students to inspect the records.
Schools may charge a fee for copies.

Parents and eligible students have the right to request that a school correct records believed to be inaccurate
or misleading. If the school decides not to amend the record, the parent or eligible student then has the right to
a formal hearing. After the healing, if the school still decides not to amend the record, the parent or eligible
student has the right to place a statement with the record commenting on the contested information in the
record. Generally, the school must have written permission from the parent or eligible student before
releasing any information from a student's record. However, the law allows schools to disclose records
without consent to the following parties:

School employees who have a need to know

Other schools to which a student is transferring

Certain government officials in order to carry out lawful functions

Appropriate parties in connection with financial aid to a student

Organizations conducting certain studies for the school

Accrediting organizations

Individuals who have obtained a court order or subpoenas

Persons who need to know in cases of health and safety emergencies and/or state and local
authorities within a juvenile justice system, pursuant to specific state law

“zhools may also disclose, without consent, "directory type” information such as student's name, address,
telephone number, date and place of birth, honors and awards, and dates of attendance. However, schools must
tell parents and eligible students about the directory information and allow parents or eligible students a
reasonable amount of time to request that the school not disclose directory information about them. Schools must
notify parents / eligible students annual of their rights under PERPA. The actual means of notification

(special letter, inclusion in a PTA bulletin, student handbook, or newspaper article) is left to the discretion of each
school.

FAMILY EDUCATIONAL RIGHTS & PRIVACY ACT (FERPA)

Under authority FERPA, the school has established a policy for the release of student and/or graduation
information.

RDS ACCE

Parent(s), guardian(s), or eligible students shall have the right to review the student’s records. Parental
rights shall be provided to both parents irrespective of marital status or custodial arrangement unless the
school is provided with a court order or some legally binding document that specifically limits these rights.
Access must be provided within thirty (30) days after the parent(s), guardian(s) or eligible student notifies
the School requesting review. All materials in the cumulative folder and intended for school use shall be
available. The Adult Workforce Education Director or designated administrator shall be present during
any review of student records.
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RE FO NDMEN RTHER APPE

Parent(s), guardian(s), or eligible students shall have the opportunity to challenge the contents of the
school records at a hearing, as scheduled by the Adult Workforce Education Director, if they believe t
materials are inaccurate, misleading, or inappropriate. Any materials determined to be inaccurate,
misleading, or inappropriate must be deleted or changed. The Adult Workforce Education Director’s
decision or reply may be appealed to the Superintendent within one workweek after receiving it by written
request. All records concerning the complaint and how it was handled must be sent to the Superintendent.
Within one workweek after receiving the request and records pertaining to it, all persons involved may be
invited to an informal hearing or discussion in an attempt to negotiate a satisfactory settlement of the
grievance. If this does not settle the matter, further appeal may be made to the Superintendent according
to the due process of law.

ELEASE OF STUDE ECORDS

Parent(s), guardian(s), eligible student, person or agency requesting release of student record must contact
the office of the Adult Workforce Education Director. The Adult Workforce Education Director or designee
shall provide a form to the requestor to be completed and signed. The Adult Manager or designee receives
the signed form and reports the request to the parent(s) guardian(s), or eligible student by telephone or
letter. The parent(s), guardian(s), or eligible student signs the release form giving approval for transfer or
release of the records and receives a copy of the records released, the date, to whom, and the stated
purpose. Generally, school must have written permission from the parent or eligible student before
releasing any information from a student's record, However, the law allows schools to disclose records
without consent to the following parties:

School employees who have a need to know

Other schools to which a student is transferring

Certain government officials in order to carry out lawful functions

Appropriate parties in connection with financial aid to a student

Organizations conducting certain studies for the school

Accrediting organizations

Individuals who have obtained a court order or subpoenas

Persons who need to know in cases of health and safety emergencies and/or state and local
authorities within a juvenile justice system, pursuant to specific state law

NANCI 1D CONF ALl 0

Student financial aid records are considered confidential and hence are only available to authorized
financial aid personnel for the purpose of making and maintaining financial aid awards.

ATTENDANCE

A. Attendance Policy

Our purpose is to educate for the world of work. Excellent attendance is an important part of tha*
education. Students are expected to be in school every day ready and able to participate.
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Students who are not in class will be marked absent. All absences count against the attendance total
for the student’s career portfolio, certificate of completion, and any financial aid the student may be
receiving. Students who are tardy to class will be so marked. Three tardies are equivalent to one
absence.

Students are required to maintain a 90% attendance rate, for each class, ata minimum. Some programs
regulated by state or federal agencies, such as EMT, PN, and Paramedic, may have requirements that
are more stringent. In such cases, Auburn will follow the more stringent requirements for issuing any
portfolio or certificate.

- Reporting an Absence

Students who are going to be absent should notify the Adult Workforce Education Office by calling (440)
357-7542, or as directed by a particular program, prior to the start of class. In an emergency, the
student should notify the office as soon as is practically possible. Notification of an absence does not
absolve the student of any ramifications of being absent; the absences will be recorded in the database
and the student will be expected to make up any work.

. Make-Up Days

Under some limited circumstances, students may have to utilize make-up days. These circumstances
include days missed due to a school closing, absence of an instructor, an emergency declared by law
enforcement or homeland security authorities, or similar emergencies. Students needing to make up
absences due to sickness, personal reasons, or transportation issues may be approved to use make-up
days on an individual basis. The exception to this policy shall be that students may use up to a maximum
of three (3) make-up days in the event of a death in the immediate family. Immediate family shall
include any member of the student’s resident household, parents, children, or grandchildren. The
student must provide evidence of this exceptional circumstance to the Adult Workforce Education
Supervisor.

Students utilizing make-up days shall complete a make-up day form for each day. A sample form is
found in the back of the handbook. Make-up day forms must be completed, signed by the student and
instructor, and returned to the Adult Workforce Education Office. A copy of the form will be placed in
the student file.

. Excessi e .

If a student exceeds the 10% absence disqualification benchmark they will not receive a Career
Portfolio or an Auburn Career Center Certificate of Completion. A student exceeding the 90% limit may
also be withdrawn from the program at the discretion of the Workforce Education Supervisor or
Director of Adult Workforce Education.

A student who misses more than 15% of the total required hours for a module will be immediately
withdrawn from the module and/or the program.

errupti tisfactory A

If a student’s absences exceed 10% percent of the scheduled hours in the program or are out of
compliance in a state regulated program, and they are receiving financial aid, they will be reported to
the VA, WIA, BVR, PELL, or appropriate funding agency which will interrupt the payment of benefits at
that point. All absences count against a students’ attendance regardless of circumstances. The student
is responsible for tuition regardless of the circumstances of an absence.
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F. Make-Up Work

It is the responsibility of the student to check with his/her instructor(s) regarding any coursework
missed. Students should discuss missed coursework immediately upon return from an absence.

ACADEMIC QUALITY

A. School Year

Auburn Career Center is a technical and career center clock-hour school. Clock-hour schools are
regulated by the Ohio Board of Regents. As a clock-hour school, Auburn Career Center is required to
ensure that students have a guaranteed number of hours in the classroom for each program.
Each program has a specified number of hours, which must be completed to maintain compliance with
the Ohio Board of Regents. For example, a program advertised as 600 clock-hours must provide 600
hours of instructional time to the students. Because different programs have different numbers of
hours, programs will run on different days and times, and will have differing numbers of total days. For
specific times and days, students should refer to the Auburn Career Center Adult Workforce Education
Catalog or Auburn’s website. Auburn Certificates of Completion will not be awarded to students who
fail to attend the required hours for a program, or who do not maintain the required satisfactory
academic progress for a program.

B. Grading Policy
Auburn programs use the following grading scale as a minimum requirement:

A 90-100%

B 80-89.9%
C 70-79.9%
D 60-69.9%
F <60%

Student performance is looked at just as business/industry would look at a person on the job.
The quality of tasks completed, time required, participation, attitude and consistency of effort are all a
part of the grading process at Auburn Career Center.

Each individual instructor has his/her own unique grading procedure. This is essential due to.the
diversity of each program. It is required that every student be aware of the grading procedure used in
his/her class. Students will be notified of the grading procedure for their class in writing. In addition,
some programs may have state or federal regulatory issues that will impact the grading process. The
class instructor will provide information on such issues.

Each program will have a list of competancies. Students must demonstrate proficiency in a minimum
of 70% of all listed competancies in order to receive an Auburn Career Center Certificate. For state
regulated programs (such as Practical Nursing, Paramedic, etc.) the percentage will be dictated by the
program and may be higher than 70%. Competancy acheivement will be expressed through semester
reports. Students who are not achieving the required 70% competency limit by the end of the 1st
semester will be removed from the program at the discretion of the Director of Adult Workforce
Education. A list of competancies will be provided to the student in writing at the beginning of the
school year.
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r i ing Pro ing Polic
Evaluati ntin th nd La

Students can be evaluated in a variety of ways for any course. Both formative and summative evaluation
methods are used. Exams and quizzes are most often presented in the style prevalent on the NCLEX
(National Council Licensure Exam) using multiple choice, short answer, and more than one correct answer
style questions. Other styles of questions may be utilized. When grading student reports, projects, and
presentations, the course instructor will use established outcomes as criteria for the earned
grade. Formative evaluation methods may include but are not limited to, a diagnostic at the beginning of
the quarter to determine student knowledge, elicitation of the muddiest point, or a one-minute paper.

T i tem at Au nter i f
Grades Numerical equivalent

A 90-100%

B 80-89%

C 70-79% (Unsatisfactory if below 80%)
D 60-69%

F Below 60%

Auburn Practical Nursing Program utilizes the Auburn School District grading scale. Students must have
satisfactory grades of 80% or greater in each quarter in each course for advancement to the next
quarter. There is no rounding of grades. Students will be provided a midterm and end of quarter grade
for each course. Courses running over more than one quarter will reflect cumulative grades for that subject
uring the successive quarters. Students receiving a less than satisfactory grade in ANY course at the end of
a quarter will be dismissed from the program. Students will be dismissed from the program for unsatisfactory
performance in the laboratory or clinical area based upon the developed outcomes for that experience.

ion of the S in Clinical

Your performance at the clinical site is a judgment of your preparedness to be a safe practicing
professional. Any written assignments that are part of the clinical course to aid in your preparedness needs
to be done as directed. Failure to do the written work can warrant an unsatisfactory grade in the clinical
rotation thus preventing your advancement in the program. The student must receive a grade of
satisfactory in all clinical outcomes. Students will be evaluated at the end of each clinical day by the clinical
instructor along with midterm and final written clinical evaluations. This will keep the student informed
of his/her progress or lack of progress during the clinical rotation.

Each clinical course has developed outcomes for achievement found in the associated clinical course
syllabus. Compliance with the standards of the school and meeting of the course outcomes will be part of
the evaluation process. Other items included in the evaluation process are the attainment of skills in the
performance of nursing care and meeting the acceptable standards for safe client care. Students are
expected to attend all clinical days. Pre-and post-conferences will be held on the unit prior to and following
patient care delivery. The purpose of the pre-conference will be to review the students’ preparation,
answer their questions, and provide necessary guidance. At post-conference, informal discussion of the
‘tudents’ experiences will take place, necessary clinical content will be taught, or student presentations
will be given. Students will be supervised by the clinical faculty/teaching assistant in performance of
procedures, administration of medications, general patient care, and professional conduct.
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The clinical faculty, or teaching assistant under the direction of the faculty, is responsible for planning the
students’ clinical experiences, supervising those experiences, and evaluating student performance in
writing on the clinical evaluation tool midway through the clinical rotation, and at the completion of the
rotation. In addition, the facuity/teaching assistant will inform a student if unacceptable practice

observed at any time. An unsatisfactory grade can be given at any time during the clinical
rotation. Subsequent follow-up will be provided including written documentation and appropriate action.

EMT
di lic

Students are graded on written or computer-based curriculum and practical performance. Curriculum
tests are conducted throughout the program and are graded on a percentage scale.

Gradin sessme

The quality of a student’s work is evidenced by the grade he/she receives. For this reason, the following
grading scale is in effect:

A=100-90%

B = 89-80%

C=79-70%

D =69-60%

F = 59% and below

Grade Performance Standards

Grades for the course will be based on the following levels of performance:

A 100%-90% Independent Learner
Exceeds expectations; applied academic skills; evaluated work and made adjustments; did quality work;
needed little help from the teacher; sought and found resources independently; demonstrated excellent
employability skills; produced high quality of work.

B 89% -80% Semi-Independent Learner

Meets standards and expectations, needed some help

from the teacher; did quality work with a few flaws; needed feedback from the teacher to realize work did
not meet standards; redid work to meet standards; demonstrated knowledge with a grade of 80 or higher;
demonstrated good employability skills; produced better-than-average work.

C 79% - 70% Semi-Dependent Learner
Average grade, but does not meet some standards; needs help from teacher; required significant help to

produce high quality work: have many errors; demonstrated fair employability skills; produced average
work.

D 69%-60% Dependent Learner

Below average grade meeting few standards; you did complete some work; work completed was of low
quality with errors; needed to improve employability skills; produced below average work.
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F 59% orless Failure

Did not complete work or projects; if work or projects were done, they were such low quality, they did not

pass, met few or no standards; demonstrates little employability skills; did not show criteria for
stermining quality.

Grades are based on test and quiz scores, as well as any homework related assignments (such as
take-home tests) that the instructor might give. Attendance is expected.

Practical skills grading is based on a pass/fail format, using performance checklists and successful practical
skills demonstration as the benchmark for a passing score. Rubrics (or check sheets) with clear grading
criteria will be given for all practical exams. All students MUST pass all practical tests in order to meet
mandated clinical objectives specified by the State of Ohio Division of EMS (see end of handbook).

Clinical performance at clinical sites is measured using rubrics or checklists completed by the student and
the preceptor. These checklists are required, and must be completed prior to the deadline set by the Lead
[nstructor. Failure to do so will result in non-completion of the program, and the inability to sit for the
National Registry test.

Grades will be kept confidential, with all appropriate faculty members having access to said scores. If there
is any question about grading, contact the Lead Instructor or EMS Program Coordinator.

Academic Probation: If a student falls below the 80% benchmark at any time, they will be placed on

cademic probation. The student will meet with the Lead Instructor to discuss options for improving
performance. Should the student remain below 80% after two additional EMT tests, the student will be
dismissed from the program without refund. Academic probation will not be afforded more than once in
a program. The student’s overall accumulative grade average for all tests, must be above an 80% to pass
the program.

Paramedic
Grading Poli

Students are graded on written or computer-based curriculum and practical performance. Curriculum
tests are conducted throughout the program and are graded on a percentage scale.

Grading and Assessment

The quality of a student’s work is evidenced by the grade he/she receives. For this reason, the following
grading scale is in effect:

A=100-90%

B = 89-80%

C=79-70%
1= 69-60%

F = 59% and below
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Grade Performance Standards

Grades for the course will be based on the following levels of performance.

A 100% - 90% Independent Learner
Exceeds expectations; applied academic skills; evaluated work and made adjustments; did quality work;
needed little help from the teacher; sought and found resources independently; demonstrated excellent
employability skills; produced high quality of work.

B 89% - 80% Semi-Independent Learner

Meets standards and expectations, needed some help from the teacher; did quality work with a few flaws;
needed feedback from the teacher to realize work did not meet standards; redid work to meet standards;
demonstrated knowledge with a grade of 80 or higher; demonstrated good employability skills; produced
better-than-average work.

C 79% - 70% Semi-Dependent Learner

Average grade, but does not meet some standards; needs help from teacher; required significant help to
produce high quality work: have many errors; demonstrated fair employability skills; produced average
work.

D 69%-60% Dependent Learner
Below average grade meeting few standards; you did complete some work; work completed was of low
quality with errors; needed to improve employability skills; produced below average work.

F 59% or less Failure

Did not complete work or projects; if work or projects were done, they were such low quality, they did not
pass, met few or no standards; demonstrates little employability skills; did not show criteria for
determining quality.

Grades are based on test and quiz scores, as well as any homework related assignments (such as take-home
tests, journal reviews, etc.) that the instructor might give. Attendance is expected.

Clinical grading is based on a pass/fail format, using performance checklists and successful practical skills
demonstration as the benchmark for a passing score. Rubrics (or check sheets) with clear grading criteria
will be given for all practical exams. All students MUST pass all practical tests in order to meet mandated
clinical objectives specified by the State of Ohio Division of EMS (see end of handbook].

Grades will be kept confidential, with all appropriate faculty members having access to said scores. If there
is any question about grading, contact the Lead Instructor or EMS Program Coordinator.

Academic Probation: If a student falls below the 80% benchmark at any time, they will be placed on
academic probation. The student will meet with the Lead Instructor to discuss options for improving
performance. Should the student remain below 80% after two additional tests, the student will be
dismissed from the program without refund. Academic probation will not be afforded more than once in
program. The student’s overall accumulative grade average for all tests, must be above an 80% to pass the
program.
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C. Grievance Procedure

Auburn Career Center supports the rights and privileges of each student. Auburn Career Center has
developed an effective and equitable process of resolving student complaints as follows:

1.

Any student seeking the resolution of academic concerns regarding their course (grades,
assignments, attendance, etc.) shall do so with his/her instructor.

Any students seeking the resolution of academic concerns regarding their program (objectives,
curriculum, graduation requirements, licensure examinations, or Instructors shall do so with
his/her Program Coordinator. In the event there is is no Program Coordinator, a resolution should
be sought with the Director of Adult Workforce Education.

Any students seeking the resolution of unresolved issues pertaining to faculty, curriculum, grades,
attendance, graduation requirements, withdrawal, course scheduling, transcript requests, and
other issues effecting the student’s education should be sought in the Adult Workforce Education
office with the Director of Adult Workforce Education and/or her representative.

Any students seeking the resolution of issues regarding loans, grants, verfication, or federal funding
should be sought with the Financial Aid Officer.

Any students seeking the resolution of issues regarding student accounting issues or monthly
payments should be sought with the Treasurer’s office.

Any students seeking the resolution of issues regarding employment assistance should be sought
with the Business Partnership Coordinator.

Any students seeking the resolutionof unresolved issues that have been previously addressed
through the grievance procedure should be sought with the Superintendent.

Any students seeking the resolution of unresolved issues that have ben previously addressed
through the grievance procedure and did not received a resolution with the Superintendent, the
student may seek further resolution with the Auburn Career Center Board of Education.

If the students does not believe he/she has received a satisfactory resolution to his or her complaint
after compliance with the grievance procedure above, the student may seek further resolution as
follows:

Council on Occupational Education

7840 Roswell Road, Building 300, Suite 325
Atlanta, GA 30350

(770) 396-3898 or (800) 917-2081

Fax: (770) 396-3790

www.council.org



D. Transfer Policy

F.

If a student is transferring from one program offered at Auburn Career Center to another program
offered at Auburn Career Center within the same academic year, and each program has the same coursge
work within the progam, the Director of Adult Workforce Education will determine whether thi
transfer course(s) will be acceptable. The determination will be made based on the compatibility with
program requirements for the academic year, grade earned, and are subject to applciation of the
standards of satisfactory progress.

Some programs may not accept transfer credits from other programs offered at Auburn Career Center.
The transfer policies for these programs are stated in the program-specific handbooks.

Career Techni redit Tr T2

Students who successfully complete specified technical programs are eligible to have technical credit
transfer to public colleges and universities.

As Ohio adult career-technical students transition to Ohio public institutions of higher education,
Career-Technical Credit Transfer (CT?) facilitates technical course guarantees and supports students to
do the following: take equivalent technical courses anywhere within the public educational system;
obtain technical credits (upon enrollment in higher education) without unnecessary duplication or
institutional barriers; and attain their highest educational aspirations in the most efficient and effective
manner as a result of clear and consistent standards.

CT2 is a collaborative effort of the Ohio Board of Regents and the Office of Career-Technical Education
of the Ohio Department of Education, public secondary/adult career-technical education institutions,
and state-supported institutions of higher education.

licy for ing Credij Previ atio rainin
A ractica ing Pr vanc ceme nsfer Credi

Auburn Practical Nursing Program will consider advanced standing/transfer credit for students who
have been able to demonstrate training, knowledge, and ability to perform associated skills for the
requested advanced standing/credit. Students who wish to be considered for advanced
placement/transfer credit will need to follow the process and time frames identified below. Failure
to follow the process will result in the student forgoing their right for consideration for advanced
standing/transfer credit.

1. The student requesting consideration for advanced standing/transfer credit to the Auburn Practical
Nursing Program must be accepted into the program.

2. The student will submitin writing his/her request for consideration for advanced standing/transfer
credit to the Program Administrator no later than 60 days prior to the start of the class for which a
student has been accepted. The student must submit along with the written request a copy of the
course syllabus and transcript showing completed class grade or related military training
paperwork related to the course for which advanced standing/transfer credit is being requested. If
credit is requested for coursework completed at another school, the completed coursework must
have occurred in the past five years for non-nursing classes and in the past three years for nursing
classes. Auburn Practical Nursing Program will accept coursework that equals no more than 50%
of the program.
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3. The Program Administrator will assign a faculty member to review the provided documents to
compare the completed coursework to the coursework offered by Auburn Practical Nursing
Program. The faculty member will base the comparison of the coursework following the course
outcomes and the course outline of the Auburn course.

4. If the coursework is deemed to be equivalent, the student will take the final exam for the course to
ensure competence. If skills are involved with the coursework, the student will be required to
perform the related skills testing. The student must complete the final exam with an 80% grade or
higher. The skills testing must be completed in a maximum of three attempts. Failure to achieve
the passing marks for the exam or skills testing will result in the student not obtaining credit for the
course.

5. If the student is given advanced standing/transfer credit, the tuition bill will be adjusted by
percentage of hours from the overall program. Textbook credit will be given based upon the amount
charged to students.

6. Advanced standing/transfer credit will be identified on the official Auburn Practical Nursing
Program transcript for the course for which the student received credit.

7. If a student feels that advanced standing/transfer credit was inappropriately denied, the student
may appeal the decision following the Appeal Process Policy identified in the Auburn Practical
Nursing Program handbook.

8. Students returning to the Auburn Practical Nursing Program requesting advanced placement will
be evaluated for placement following this policy.

EMT

Transfer Students: EMT students may not transfer into the program from another program. Students
who did not complete the program must reapply and start over.

Paramedic

Transfer Students: Paramedic students may not transfer into thé program from another program.
Students who did not complete the program must reapply and start over.

All Othe

The school director and program supervisor or coordinator will evaluate official transcripts and
documentation of previous education and training to determine if applicable.

G. Auburn Certificates

Students will receive a career and technical certificate from the Auburn Career Center if they meet the
requirements set forth by the Ohio Board of Regents and local Board Policy, and when applicable, the
Ohio Board of Nursing or other state regulatory agency. Passing a vocational course does not
necessarily qualify a student to receive the career and technical certificate. Students must also have
satisfactory academic progress and satisfactory attendance in order to qualify for a certificate.
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STUDENT RESPONSIBILITIES

A. Auburn’s Philosophy

Good discipline is fundamental to successful education. The primary purpose of our school is to provide
an education for all students. Every student has a right to this opportunity. When this educational
process is interrupted or interfered with, corrective measures are necessary. These measures will
generally begin with teacher or staff attempts to change behavior to minimize minor offenses.
Violations of the code of conduct may result in immediate removal of the student by the instructor or
Lake County Deputy Sheriff, or permanent removal from a program as determined by the Director of
Adult Workforce Education.

It is the intent of Auburn Career Center to foster and promote values of mutual respect and civility.

Students share responsibility with the instructional staff for learning. Students should come to class
prepared by reading lessons or assignments, completing homework, or studying for assessments. Good
study habits are essential for success.

All students have a responsibility for helping others to learn by being respectful. During class, students
should ask questions, participate in the activities, and help others to understand. Students should not
be having casual conversations during the class. Casual talking may disturb others who are trying to
hear what the instructor is saying and can be disruptive to the learning process for others.

Students are responsible for taking care of the equipment, the materials, and personal items in the
classroom. Eating and drinking is NOT permitted in classrooms or lab areas.

Students should maintain proper hygiene when attending class. Students should not attend class if ill
to avoid spreading illness to other students or staff.

Students attending classes should leave campus when studies are completed for the day. Loitering is
not permitted on the campus.

Students who are dismissed from a program for any reason are not permitted to be on campus.
Violators will be reported to law enforcement as trespassers.

Education is effective when there is a positive atmosphere in the classroom and students are focused
on learning. Courtesy and cooperation are essential.

Auburn Career Center does not discriminate on the basis of: race, color, religion, sex, national
origin, age, disability, genetic information, sexual orientation, gender identity, status as a
parent, marital status or political affiliation.

B. Student Code of Conduct
Auburn Vocational School District Board of Education specifies the following Student Code of Conduct,
as required by Ohio Law (O.R.C. 3313.661) and (0.R.C. 3313.666 & 3313.667). This code is designed to
make clear the types of behavior which cause substantial disruption of the learning process or infringe
upon the rights of others in such a way as to deprive them of their rightful opportunity to a sound
educational experience.
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. Academic Honesty/Integrity/Cheating/Plagiarism: Cheating on a test, quiz, assignment,
plagiarism, etc., will be treated as a violation of academic integrity. Plagiarism is unauthorized use
of data or information to gain academic credit. No credit will be earned for the plagarized work and
additional consequences may be assigned to the student.

. Arson: Any use of fire for purposes not related to instruction in the program is prohibited.
Intentional or purposeful destruction or damage to school or district buildings or property by
means of fire. Anything, such as fire, that endangers schoo! property and its occupants will not be
tolerated. Arson is a felony.

. Behavior that Induces Panic; Any behavior that has the potential to cause or causes a panic
situation is strictly forbidden. Any student that induces panic by way of words or deeds will be
subject to discipline and/or reported to the authorities.

. Classroom Rules Violation: Each learning environment has different rules for students. These
rules are for the safe and orderly operation of that environment. Students will be oriented to
specific rules within each learning environment, all of which will be consistent with this Code.

. Computer Network, Internet, Passwords: Misuse of school computer network or the Internet
and/or disclosing password or login information as described in the technology agreement is
prohibited. The Technology Agreement is found on page 96.

. Disorderly Conduct: is defined as the behavior of anyone (parent, citizen, adult or minor)
becoming disruptive at school or at a school event, or dangerous to the individual or others at the
event. Under these circumstances, school authorities have the right, authority, and affirmative
obligation to take action. If such behavior is merely disruptive of the event, the individual(s) will be
warned that they must stop the disruptive behavior or they will be instructed to leave. If the
warning does not settle the matter, the individual(s) may be instructed to leave the premises.
Failure to obey these instructions technically creates a trespass, and the offender(s) may be
removed by the proper authorities.

. Drugs. Alcohol and Counterfeit-Controlled Substance: Alcohol and drugs are prohibited on
school grounds. Possession of drugs, alcoholic beverages, counterfeit-controlled substances or
paraphernalia related to drugs will not be tolerated. A student shall not knowingly possess, use,
transmit, or be under the influence of any narcotic drug, hallucinogenic drug, counterfeit-controlled
substance, amphetamine, barbiturate, marijuana, steroids, alcoholic beverages, intoxicant of any
kind, or misuse of a prescription or over-the-counter drug. Anyone suspected of alcchol and/or
drug use will be removed from the program. See the section on Alcohol and Drugs for more
information.

F P i d Sanctions for Il 1 i fa Contr ce

e 1stconviction: Up to 1-year imprisonment and fined at least $1,000.00, but not more than
$100,000.00 or both

o After 1 prior drug conviction: Atleast 15 days in prison, not to exceed 2 years and fined
$2,500.00, but not more than $250,000.00 or both

e After 2 or more prior drug convictions: Atleast 90 days in prison, not to exceed 3 years and
fined at least $5,000.00, but not more than $250,000.00 or both
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s Special sentencing provisions for possession of crack cocaine; Mandatory at least 5 years in
prison, not to exceed 20 years and fined up to $250,000.00 or both
= 1stconviction and the amount of crack possessed exceeds 5 grams.
s 2nd conviction and the amount of crack possessed exceeds 3 grams
» 3rd or subsequent crack conviction and the amount of crack possessed exceeds 1 gram

22.US.C. 853(a)(2) and 881(a)(7

e Forfeiture of personal and real property used to possess or to facilitate possessions of a
controlled substance, that offense is punishable by more than 1-year imprisonment. (See special
sentencing provisions re: crack)

21.U.5.C.881(a)(4)

e Forfeiture of vehicles, boats, aircraft or any other conveyance used to transport or conceal a
controlled substance

21.U.5.C.884a

¢ Civil fine of up to $10,000.00 (Pending adoption of final regulations)

21.U.5.C.853a

e Denial of Federal benefits such as student loans, grants, contracts and professional an
commercial licenses, up to 1 year for 1st offense, up to 5 years for 27 and subsequent offenses

18.U.C.933(g)

¢ Ineligible to receive or purchase a fire arm
¢ Miscellaneous: Revocation of certain Federal licensees and benefits, e.g. pilot license, public
housing tenancy, etc., are vested within the authorities of individual Federal Agencies.

***NOTE: These are only Federal penalties and sanctions. Additional State penalties and
sanctions do apply.

8. Extortion: Students shall not extort or use force, threats, or other unacceptable methods to obtain
something such as money, item of value, or information from a person in school, while in school
owned vehicles, or in attendance at a school function. Students will not use threats of physical
violence to intimidate or gain favors from other students.

9. Falsifying Communication with the School: Falsifying the name of another person, times, dates,

grades, addresses, or other data on school forms or correspondence directed to the school is
prohibited.

10. Fighting, Assault: A student shall not intentionally cause or attempt to cause physical injury or
intentionally behave in such a way as could reasonably cause physical injury, harass, or intimidate
a school employee, student, or anyone on the school premises. Students will not provoke fight.
between other students.
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11. Forgery: The falsification of any documentation and/or signature is considered forgery.
12. Gambling: Games of chance, which include wagering, gambling, etc,, are not permitted.

13. Harassment, Intimidati ressi Behavior (i i llyin

Inappropriate statements, gestures, verbal, written, or physical expressions in reference to sex,
race, color, national origin, religion, disability, genetic information, or any other unlawful basis,
instructor, or staff member will not be tolerated. Behavior defined as statutory sexual harassment
will be addressed by the proper authority. Harassment, intimidation, or bullying behavior by a
student in the Auburn Vocational School District is strictly prohibited and such conduct may result
in disciplinary action, including removal from program. “Harassment, intimidation, or bullying,” in
accordance with 0.R.C. 3313.666, means any intentional written, verbal, graphic, or physical act
including electronically transmitted acts, i.e., Internet, cell phone, personal digital assistant {PDA),
or wireless hand-held device, either overt or covert, by a student or group of students toward other
students, including violence within a dating relationship, with the intent to harass, intimidate,
injure, threaten, ridicule, or humiliate. Such behaviors are prohibited on or immediately adjacent
to school grounds, at any school-sponsored activity, on school provided transportation, or at any
official school bus stop that a reasonable person under the circumstances should know will have
the effect of:

a. Causing mental or physical harm to the other students including placing an individual in
reasonable fear of physical harm and/or damaging of students’ personal property; and,

b. Is sufficiently severe, persistent, or pervasive that it creates an intimidating, threatening, or
abusive educational environment for the other students.

14. Types of Conduct

Harassment, intimidation, or bullying can include many different behaviors including overt intent
to ridicule, humiliate, or intimidate another student. Examples of conduct that could constitute
prohibited behavior include:

Physical violence and/or attacks;
Threats, taunts, and intimidation through words and/or gestures;
Extortion, damage, or stealing of money and/or possessions;
Exclusion from the peer group or spreading rumors;
Repetitive and hostile behavior with the intent to harm others through the use of
information and communication technologies and other web-based/online sites (also
known as “cyber bullying”), such as the following:
1) Posting slurs on web sites where students congregate or on web logs (personal
online journals or diaries);
2) Sending abusive or threatening instant messages;
3) Using camera phones to take embarrassing photographs of students and posting
them online or otherwise distributing them;
4) Using web sites to circulate gossip and rumors to other students; and,

® a0 o
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15.

16.

17.

18.

19.

20.

21.

5) Excluding others from an online group by falsely reporting them for inappropriate
language to Internet Service Providers.
f. Violence within a dating relationship.

Hazing: No student shall plan, encourage, or engage in any hazing. Hazing is defined as doing any
act or coercing another, including the victim, to do any act of initiation to any student, or other
organization that causes or creates a substantial risk of causing mental or physical harm to any
person, while under the jurisdiction of the school. Permission, consent, or assumption of risk by an
individual subjected to hazing does not lessen this prohibition.

Insubordination: Failure to comply with directions of school employees during any period of time
when under their authority or supervision of a district employee.

Personal Appearance: Any fashion (clothing, accessory, or hairstyle) that disrupts the educational
process, presents a safety risk, or violates a specific program rule will not be permitted.

Profanity and Obscene Behavior: Written or oral language as well as gestures and actions of an
obscene nature are prohibited.

Safety Violations: Students who do not observe safety procedures and behave in an unsafe manner
will be immediately removed from their program. Safety rules exist to protect the health and well-
being of Auburns’ students and staff. Behavior that puts others at risk of injury will not be tolerated.
Disciplinary consequences for blatantly unsafe behavior will be dealt with to the full extent of
Auburns’ disciplinary code, including immediate dismissal. The OSHA standards of individual safety
will be followed. Safety items include, but are not limited to, shoes, safety glasses, gloves, helmets,
clothing and safety equipment.

Smoking or Possession of Tobacco Products: In accordance with Chapter 3794 of the Ohio

Revised Code, Auburn Career Center is a smoke-free facility. The Board prohibits the use of tobacco
within any enclosed facility owned, leased, or contracted for by the Board, and in the areas directly
or indirectly under the control of the Board immediately adjacent to locations of ingress or egress
to such facilities. This prohibition extends to any Board-owned and/or operated vehicles used to
transport students and to all other Board-owned and/or operated vehicles. Such prohibition also
applies to school grounds and/or at any school-related event. "Use of tobacco” shall mean all uses
of tobacco, including cigars, cigarettes, pipe tobacco, chewing tobacco, snuff, any other matter or
substances that contain tobacco, in addition to papers used to roll cigarettes and other lighted
smoking devices for burning tobacco or any other plant.

eft ingly Receivi sing Stole nauthorized P i
School or Private Property: A student will not knowingly possess unauthorized school or private

property. Unauthorized taking of property of another person or receiving or possessing such
property is constituted as stealing. Students caught stealing will be disciplined and may be reported
to law enforcement officials. The school is not responsible for personal property.

22. Trespassing: Although schools are public facilities, the law allows the Board to restrict access to

school property. Being present in any Board-owned facility or portion of a Board-owned facility
when it is closed to the public or when the student does not have the authorization to be there is
prohibited. This includes and is not limited to an unauthorized presence in a Board-owned vehicle:
unauthorized access to or activity on a Board-owned computer; unauthorized access into distric;
school or staff computer files; a school or district file server; or the school district computer
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network. When a student has been removed or permanently excluded from school, the student is
prohibited from being present on school property without authorization of the administration.

23. Unauthorized Sale or Distributjon: Sale or distribution, or attempting to sell or distribute any
object, substance, or service which has not been authorized for sale or distribution by the
administration to any person on school owned property is prohibited.

24.Vandalism_and/or Destruction of Property: A student shall not cause or attempt to cause

damage, destruction, defacement of any school property or private property during a school
activity, function, or event off school grounds. Such action can result in payment for repair or
replacement. Littering anywhere on school property is not permitted.

25. Violations of Law: Any student that violates the law of any local, state, or federal statute is subject
to discipline and may be reported to the authorities.

26. Violations of Parking/Driving Regulations: Students shall not operate his/her vehicle in a

reckless manner while on school property.

27. Weapons: The Board of Education prohibits students from possessing, storing, making, or using a
weapon, including a concealed weapon, in a school safety zone and any setting that is under the
control and supervision of the Board for the purpose of school activities approved and authorized
by the Board including, but not limited to, property leased, owned, or contracted for by the Board,
a school-sponsored event, or in a Board-owned vehicle. The term "weapon” means any object
which, in the manner in which it is used, is intended to be used, or is represented, is capable of
inflicting serious bodily harm or property damage, as well as endangering the health and safety of
persons. Weapons include, but are not limited to, firearms, guns of any type whatsoever, including
air and gas-powered guns (whether loaded or unloaded), knives, razors, clubs, electric weapons,
metallic knuckles, martial arts weapons, ammunition, and explosives. Students shall report any
information concerning weapons and/or threats of violence by students, staff members, or visitors
to the Director. Failure to report such information may subject the student to disciplinary action.
The Superintendent shall refer anyone who violates this policy to law enforcement officials and may
take any necessary steps to exclude the person from Board property and Board-sponsored events,
regardless of whether such person possesses a valid concealed weapon license.

28. Horseplay, pranking, roughhousing, and similar types of behavior are considered safety violations
and any student engaged in such behavior will be asked to leave the campus and may be removed
from the program.

29. Acts of misconduct that interfere with orderly classroom procedures, school functions,
extracurricular programs, or a student’s own learning process will be subject to disciplinary action
and may result in removal from the program.

Administrative Removal of a Student

Where judged appropriate, or under circumstances determined to be potentially dangerous, the
Director of Adult Workforce Education or an appropriate supervisor reserves the right to immediately
suspend and remove a student from campus. This includes any student judged to be harmful to self or
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others, or whose removal is judged to be in the best interest of Auburn Career Center. This action can
be taken when evidence indicates that the student’s continued presence is a threat to the health and
safety of self (including but not limited to eating disorders or substance abuse), others, property, or the
orderly functioning of Auburn Career Center.

Where reasonably possible, in light of the conduct and circumstances, Auburn Career Center will seek
mechanisms to enable the student to continue moving toward the achievement of academic goals either
immediately or in the future. Auburn Career Center will act with respect for the laws regarding the
educational opportunities of persons with disabilities, while recognizing that there may be situations
where conduct or threatened conduct by any person, including persons with disabilities, requires their
temporary removal or permanent dismissal from Auburn Career Center.

When the student is suspended for an interim period, the period and conditions of the suspension shall
be provided to the student, along with a clear statement of what conditions must be met for the
suspension to be lifted or for re-admittance to Auburn Career Center to be considered. The Director of
Adult Workforce Education shall meet with the student to discuss re-entry into the Career Center at a
time agreed upon by both the student and Auburn Career Center.

. Dress Code

The manner of dress at Auburn will be determined by the career and technical program. The diversity
of programs makes it difficult to establish one specific policy. However, there are some restrictions that
will apply to all students.

Clothing is expected to be clean and in good repair. Clothing or jewelry which displays or implies
obscene language or gestures and which advertises or implies the use of drugs, alcohol, sex, hat
bondage, satanic cults, gang-related violence, death, or tobacco and other words or image
inappropriate to the educational and workplace settings is unaceptable.

1. Laboratory dress will be dictated by the instructor—this includes use of uniforms, hat, shorts, etc.

2. If a lab uniform is mandated for the instructor, the student must wear the required uniform.
Continuous failure to wear the required uniform will lead to possible removal from the program as
determined by the Director of Adult Workforce Education.

3. Halters and tank tops with spaghetti straps or no straps (straps must be at least 2" w1de) tube tops,
flannel tops/bottoms {pajamas), and transparent clothing are unacceptable.

4. Appropriate footwear must be worn.

5. Lab instructors, due to safety, may establish rules in their labs regarding dress.

Students who do not comply with dress code policies will be sent home and the day will be considered
an unexcused absence. Students will receive a “0” for the day.

. Cell Phone Usage/Texting In Class

Our classrooms are learning environments and, as such, Auburn Career Center expects everyone in
attendance to be respectfully engaged in the learning process. Cell phones, MP3 players, ear buds,
headphones, and other electronic devices that have the potential to interfere with classroom
instruction should not be brought to class. Each instructor has his/her own policies on electronics,
which may be outlined in the syllabus for that class, but common courtesy requires that students turn
off unnecessary electronic devices and refrain from using them for entertainment or communicatio.
during class. If students choose to bring a cell phone to class, please set the ringer to “silent” so that it
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does not disturb others. Students who do not comply with their instructors’ policies on the use of
electronics in class may be required to surrender their equipment for the class period or may be asked
to leave the classroom. Academic or administrative penalties may result from such absences or
removals.

F. Firearms

Possession and/or use of firearms including, but not limited to, ammunition, BB guns, stun guns, rifles,
bows, bayonets, knives, switchblades, martial arts weapons, air soft guns, sling shots, and paint pellet
guns are not permitted on the Auburn campus or properties. Possession and discharge of fireworks
and other types of explosives (including firecrackers and smoke bombs) are not permitted on campus.
Students guilty of these violations will be dealt with severely.

Hunting is not allowed on the Auburn campus or property.

G. Food and Drink

Food and drink are not permitted in the classroom or lab areas. Students consuming food or drink are
requested to do so in the cafeteria.

H. Drug Free/Alcohol Free Campus

Auburn Career Center is committed to providing a healthy and safe campus for its staff, students, and
visitors. Conduct that is a violation of the drug policy poses unacceptable risk and disregard for the
health, safety, and welfare of coworkers, students, and the Auburn community. The Board shall not
permit the manufacture, possession, use, distribution, or dispensing of any controlled substance,
alcohol, and any drug paraphernalia as the term is defined by law, by students at any time while on
District property or while involved in any District-related activity or event. Any student who engages
in the unlawful possession, use, dispensation, distribution, or manufacture of controlled substances
while on Auburn Career Center property or who is convicted of a criminal drug statute violation which
occurred while on Auburn Career Center property is subject to corrective action up to and including
immediate and permanent withdrawal from any and all programs. The legal use of prescribed
medicines under the direction of a licensed physician is permitted. Students in selected positions,
designated by the Auburn Career Center, are required to make such use known toc an appropriate
Auburn Career Center instructor. Students using prescribed medicines should consult a physician
regarding the safe use of the drug during school attendance.

Alcohol abuse or being under the influence or the unauthorized use or consumption of alcoho! while on
Auburn Career Center property or while on Auburn Career Center business is prohibited and is subject
to corrective action up to and including immediate and permanent withdrawal from any and all
programs.

Anyone who suspects that a student, staff member, or visitor is under the influence of an illegal drug or
alcohol should report the individual to a supervisor. Supervisory personnel will evaluate the situation
and may return the person in question to their duties, ask the person to leave, hold the person for
further observation, seek emergency medical assistance, or notify security personnel to assist their
removal from the building.

Anyone suspecting possession or distribution of drugs shall report the matter to an appropriate
administrator. If the drug is found to be a controlled dangerous substance, the administrator will take
appropriate action, including notification to the Lake County Sheriff's Office.

54



Drug and alcohol abuse prevention information is available to any student requesting such material.
ra nt

1t is the policy of the Board of Education to maintain an education environment, which is free from all
forms of unlawful harassment, including sexual harassment. This commitment applies to all School
District operations, programs, and activities. All students, administrators, teachers, staff, and all other
school personnel share responsibility for avoiding, discouraging, and reporting any form of unlawful
harassment. This policy applies to unlawful conduct occurring on school property, or at another
location if such conduct occurs during an activity sponsored by the Board.

The Board will vigorously enforce its prohibition against harassment based on sex, race, color, national
origin, religion, disability, genetic information, or any other unlawful basis, and encourages those
within the School District community as well as third parties who feel aggrieved to seek assistance to
rectify the problems. The Board will investigate all allegations of harassment and in those cases where
unlawful harassment is substantiated; the Board will take immediate steps to end the harassment.
Individuals who are found to have engaged in unlawful harassment will be subject to appropriate
disciplinary action.

For purposes of this policy, "School District community” means students, administrators, teachers, staff,
and all other school personnel, including Board members, agents, volunteers, contractors, or other
persons subject to the control and supervision of the Board.

For purposes of this policy, "third parties” include, but are not limited to, guests and/or visitors o
School District property (e.g, visiting speakers, participants on opposing athletic teams, parents
vendors doing business with or seeking to do business with the Board, and other individuals who come
in contact with members of the School District community at school-related events/activities (whether
on or off School District property).

Other Vi ions of t i-Harassme

The Board will also take immediate steps to impose disciplinary action on individuals engaging in any
of the following prohibited acts:

1. Retaliating against a person who has made a report or filed a complaint alleging harassment, or
who has participated as a witness in a harassment investigation.

2. Filing a malicious or knowingly false report or complaint of harassment.

3. Disregarding, failing to investigate adequately, or delaying investigation of allegations of
harassment, when responsibility for reporting and/or investigating harassment charges
comprises part of one’s supervisory duties.

ex Har

"Sexual harassment” is defined as unwelcome sexual advances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature, when:

1. Submission to such conduct is made either implicitly or explicitly a term or condition of a
individual’s employment or status in a class, educational program or activity.
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2. Submission or rejection of such conduct by an individual is used as the basis for employment or
educational decision affecting such individual.

3. Such conduct has the purpose or effect of interfering with the individual’s work or educational
performance, of creating an intimidating, hostile, or offensive working and/or learning
environment or of interfering with one’s ability to participate in or benefit from a class or an
educational program or activity.

Sexual harassment may involve the behavior of a person of either gender against a person of the same
or opposite gender.

Prohibited acts that constitute sexual harassment may take a variety of forms. Examples of the kinds
of conduct that may constitute sexual harassment include, but are not limited to:

1. Unwelcome sexual propositions, invitations, solicitations, and flirtations.

2. Physical assault.

3. Threats or insinuations that a person’s employment, wages, academic grade, promotion, classroom
work or assignments, academic status, participation in athletics or extra-curricular programs or
events, or other conditions of employment or education may be adversely affected by not
submitting to sexual advances.

4, Unwelcome verbal expressions of a sexual nature, including graphic sexual commentaries about a
person’s body, dress, appearance, or sexual activities; the unwelcome use of sexually degrading
language, jokes, or innuendos; unwelcome suggestive or insulting sounds or whistles; obscene
telephone calls.

5. Sexually suggestive objects, pictures, videotapes, audio recordings or literature, placed in the work

or educational environment, which may embarrass or offend individuals.

Unwelcome and inappropriate touching, patting, or pinching; obscene gestures.

7. A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to
create or has the effect of crating discomfort and /or humiliation to another.

8. Remarks speculating about a person’s sexual activities or sexual history, or remarks about one’s
own sexual activities or sexual history.

9. In the context of employees, consensual sexual relationships where such relationship leads to
favoritism of a subordinate employee with whom the superior is sexually involved and where such
favoritism adversely affects other employees or otherwise creates a hostile work environment.

10. Inappropriate boundary invasions by a District employee or other adult member of the School
District community into a'student’s personal space and personal life.

o

Not all behavior with sexual connotations constitutes unlawful sexual harassment. Conduct must be
sufficiently severe, pervasive, and persistent such that it adversely affects an individual's employment
or education, or such that it creates a hostile or abusive employment or educational environment.

NOTE: Sexual conduct/relationships with students by District employees or any other adult member of
the School District community is prohibited, and any teacher, administrator, coach, or other school
authority who engages in sexual conduct with a student may be guilty of the criminal charge of "sexual
battery” as set forth in Ohio Revised Code 2907.03. The issue of consent is irrelevant in regard to such
criminal charge and/or with respect to the application of this policy to District employees or other adult
members of the School District community.
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L. Race/Color Harassment

Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based
upon an individual's race or color and when the conduct has the purpose or effect of interfering wi
the individual's work or educational performance; of creating an intimidating, hostile, or offensive
working, and/or learning environment; or of interfering with one's ability to participate in or benefit
from a class or an educational program or activity. Such harassment may occur where conduct is
directed at the characteristics of a person's race or color, such as racial slurs, nicknames implying
stereotypes, epithets, and/or negative references relative to racial customs.

M. Religiou rassment

Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is
based upon an individual's religion or creed and when the conduct has the purpose or effect of
interfering with the individual's work or educational performance; of creating an intimidating, hostile,
or offensive working and/or learning environment; or of interfering with one's ability to participate in
or benefit from a class or an educational program or activity. Such harassment may occur where
conduct is directed at the characteristics of a person's religious tradition, clothing, or surnames, and/or
involves religious slurs.

N. Natiopal Origin Harassment

Prohibited national origin harassment occurs when unwelcome physical, verbal, or nonverbal conduct
is based upon an individual's national origin and when the conduct has the purpose or effect of
interfering with the individual's work or educational performance; of creating an intimidating, hostile
or offensive working and/or learning environment; or interfering with one's ability to participate in
benefit from a class or an educational program or activity. Such harassment may occur where conduct
is directed at the characteristics of a person's national origin, such as negative comments regarding
customs, manner of speaking, language, surnames, or ethnic slurs.

0. Di ility Haras

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is
based upon an individual's disability and when the conduct has the purpose or effect of interfering with
the individual's work or educational performance of creating an intimidating, hostile, or offensive
working and/or learning environment; or with one's ability to participate in or benefit from a class or
an educational program or activity. Such harassment may occur where conduct is directed at the
characteristics of a person's disabling condition, such as negative comments about speech patterns,
movement, physical impairments or defects/appearances, or the like. Such harassment may further
occur where conduct is directed at or pertains to a person's genetic information.

P. R nd c i rassin

"School District community” includes students, administrators, teachers, staff, and all other school
personnel, including Board members, agents, volunteers, contractors or other persons subject to the
control and supervision of the Board of Education.

"Third parties” include, but are not limited to, guests and/or visitors on School District property (e.g.
visiting speakers, participants on opposing athletic teams, parents}, vendors doing business with, or
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seeking to do business with, the Board, and other individuals who come in contact with members of the
School District community at school-related events/activities (whether on or off School District

property).

Members of the School District community and third parties are encouraged to promptly report
incidents of harassing conduct to an administrator, supervisor or other School District official so that
the Board may address the conduct before it becomes severe, pervasive, or persistent,

Members of the School District community or third parties who believe they have been unlawfully
harassed by another member of the School District community or a third party are entitled to utilize
the Board's complaint process. Initiating a complaint, whether formally or informally, will not
adversely affect the complaining individual's employment or participation in educational or extra-
curricular programs. While there are no time limits for initiating complaints of harassment under this
policy, individuals should make every effort to file a complaint as soon as possible after the conduct
occurs while the facts are known and potential witnesses are available.

. Informal Pr in mplai ssment

The administrative guidelines will include an informal complaint process to provide members of the
School District community or third parties who believe they are being unlawfully harassed with a range
of options designed to bring about a resolution of their concerns. Members of the School District
community or third parties who believe that they have been unlawfully harassed may initiate their
complaint through this informal complaint process, but are not required to do so. The administrative
guidelines will include, as a requirement, the prerequisite that the informal process is only available in
those circumstances where the parties (alleged target of harassment and alleged harasser(s)) agree to
participate in the informal process. Those members of the School District community or third parties
who believe that they have been unlawfully harassed may proceed immediately to the formal complaint
process and individuals who seek resolution through the informal procedure may request that the
informal process be terminated at any time to move to the formal complaint process. However, all
complaints of harassment involving a District employee or any other adult member of the School
District community against a student will be formally investigated.

ormal Proc fi i mplain ment

While the fotmal complaint process may serve as the first step to resolution of a charge of unlawful
harassment, it is also available in those circumstances when the informal complaint process fails to
satisfactorily resolve a concern. Because of the need for flexibility, no specific time lines are established
for initiating the formal complaint process; however, once the formal complaint process is begun, the
investigation will be completed in a timely manner (ordinarily, within thirty-one (31) calendar days of
the complaint being received).

Members of the School District community or third parties who feel they have been unlawfully harassed
should file a formal written complaint with the director of their school building or with one of the
Complaint Coordinators identified in the Administrative Guidelines. Oral complaints of harassment will
be reduced to writing by the individual receiving the complaint and the complainant will be asked to
verify the accuracy of the reported charge by signing the document. Complaints received by a school
building director will be immediately reported to the appropriate Complaint Coordinator identified in
the Administrative Guidelines.
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After a complaint is filed, the Complaint Coordinator or designee shall conduct a prompt and timely
investigation. The investigation may include interviews of the complainant, the individual accused of
engaging in harassing behavior, and any other witness who may reasonably be expected to have
information relevant to the situation. All interviewed parties and witnesses will be provided
opportunity to present any evidence that they reasonably believe to be relevant to the situation.

At the conclusion of the investigation, the Complaint Coordinator or designee will prepare and deliver
to the Superintendent a written report summarizing the evidence gathered during the investigation
and providing his/her recommendations regarding whether or not the complaint of unlawful
harassment has been substantiated. The written report must be based on the totality of the
circumstances involved in the complaint, the nature of the alleged conduct, the context in which the
alleged conduct occurred, and the ages and maturity of the individuals involved.

Upon review of the written report, the Superintendent will either issue a final decision regarding
whether or not the complaint of unlawful harassment was substantiated, or request that further
investigation be conducted. A copy of Superintendent’s action will be delivered to both the complainant
and the individual accused of the harassing conduct.

A complainant who is dissatisfied with the Superintendent's decision may appeal it to the Board of
Education by submitting written notice to the Superintendent within ten (10) days of the date of the
Superintendent's decision. Upon receipt of a notice of appeal, the Board shall meet in executive session
at its next regularly scheduled meeting, which is scheduled to occur at least ten (10) days after the
Superintendent's receipt of the appeal notice, to review the complaint and the summary of the
investigation. Following the meeting, the Board will issue a decision either affirming, modifying, or
rejecting the Superintendent's decision. The decision of the Board shall be final.

The Complaint process set forth in the policy and in the administrative guidelines is not intended to
interfere with the rights of a member of the School District community or a third party to pursue a
complaint of unlawful harassment with the United States Department of Education, Office for Civil
Rights, the Ohio Civil Rights Commission, or the Equal Employment Opportunity Commission.

The Board reserves the right to investigate and resolve a complaint or report of unlawful harassment
regardless of whether the member of the School District community or third party alleging the
harassment pursues the complaint. The Board also reserves the right to have the formal complaint
investigation conducted by an external person in accordance with this policy and administrative
guidelines or in such other manner as deemed appropriate by the Board or its designee.

anctions and Monitori rassim

The Board shall vigorously enforce its prohibitions against unlawful harassment. While observing the
principles of due process, a violation of this policy may result in disciplinary action up to and including
the suspension/expulsion of a student. All disciplinary action will be taken in accordance with
applicable State law. When imposing discipline, the Superintendent shall consider the totality of the
circumstances involved in the matter, including the ages and maturity levels of those involved. In those
cases, where unlawful harassment is not substantiated, the Board may consider whether the alleged
conduct nevertheless warrants discipline in accordance with other Board policies, consistent with the
terms of the relevant collective bargaining agreement(s).

Where the Board becomes aware that a prior remedial action has been taken against a member of the
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School District community, all subsequent sanctions imposed by the Board and/or Superintendent shall
be reasonably calculated to eliminate such conduct in the future.

. Sales and Solicitation

So that students may perform their duties free from interruptions, Auburn Career Center prohibits
students, staff members, or visitors from making unauthorized sales to or solicitation of students or
staff members and/or the general public on Auburn Career Center property. Unauthorized sales or
solicitation may include collection of money, political campaigning, solicitation of subscriptions, or the
sales of merchandise such as house wares, cosmetics, food, tickets, raffles, etc.

Various charitable organizations may, from time to time, conduct on-campus solicitations of
contributions from Auburn Career Center. The Director of Adult Workforce Education must authorize
solicitation by a student, staff member, or visitor for any kind of merchandise, publications, or services,
or similar charitable solicitation.

U. Progressive Discipline

If the behavior of a student conflicts with policies and procedures outlined this publication, a
progressive discipline system can be utilized to seek to increase the student’s sensitivity to the personal
and social consequences of his or her behavior. The use of progressive discipline is at the discretion of
the Director of Adult Workforce Education.

V. Sanctions

After a determination of responsibility has been established, the course instructor and/or appropriate
supervisor can set sanction(s) appropriate for the violation. The purpose of the sanction(s) is to
facilitate change in the student’s behavior so that they can function positively within the confines of
Auburn Career Center. The purpose of a sanction is to educate a student as well as clearly communicate
that such behavior is not tolerated by the school. Previous records of violations will influence the new
sanction. One or more of the following sanctions may be imposed upon an individual or group of
individuals, as the situation dictates. Students are reminded that the Director of Adult Workforce
Education has the option of increasing sanctions without moving in numerical order, depending upon
the severity or the frequency of the violation.

1. Official Warning: An Official Warning is a written description of the student’s misconduct with the
understanding that this type of behavior is inappropriate and violates the basic expectations of
students as set forth by Auburn Career Center. Further misconduct will result in more severe
disciplinary action. The Official Warning will be placed in the student’s file and will be taken into
consideration should there be any further behavioral violations.

2. Behavioral Agreement: A Behavioral Agreement is written by an administrator and student for
the purpose of improving behavior or attitude. The agreement will outline specific obligations or
behaviors that the student must meet within a specific period of time. The agreement serves as a
contract of understanding between the student and the administrator.

3. Disciplinary Probation: Disciplinary Probation is imposed after a student has made a serious
violation or has repeatedly violated campus policy. Probation allows the student to remain at
Auburn Career Center on the condition that he or she complies with the Career Center’s policies and
the conditions of their particular probation or behavioral agreement. The conditions of the
probation will be determined by the Director of Adult Workforce Education. Further violation of

60



campus policy, to include violating the terms of the probation, may result in removal from Auburn
Career Center enrollment. This must be considered an extremely serious probation.

4. Suspension: Suspension is the involuntary, temporary loss of student status for a specified period
of time after which the student may return. A suspended student may not attend classes or a
function on the Auburn Career Center campus. The student will be required to leave campus and
may not return until the time period of the suspension has ended. The student will lose credit for
the classes carried that term. Fees and tuition will be forfeited according to the withdrawal policy.
The administrator may establish additional requirements in some cases, which must be completed
prior to their return to Auburn Career Center. This disciplinary action will be recorded on the
student’s record and placed in their file. Students enrolled in some programs regulated by state or
federal regulatory agencies may be reported to those authorities.

5. Expulsion: Expulsion is the permanent termination of student status. This sanction is one of
immediate involuntary separation from Auburn Career Center. Students who are expelled from
Auburn Career Center may not re-enroll in any program or class from that time forward.

6. Discretionary/Educational Sanctions: Discretionary Sanctions are actions required by a student,
outlined by an administrator, which may include referral to health services, counseling, special
seminars, field study, work detail, community service or participation in an appropriate educational
program.

STUDENT SUPPORT SERVICES
A. Academic Advising

Licensed counselors are available to address questions related to programs offered at Auburn Career
Center and academic difficulties associated with a student’s progress.

B. Disabijlity Services
Academic adjustments are available to students with disability issues. Students must identify
themselves as having a disability; such disclosure is voluntary and is the perogative of the student.

Auburn Career Center may require that students requesting adjustments provide documentation of the
disability.

C. Caree rce

Career Resources provides resume and cover letter development, interview skill building, and job
placement services.

D. Tutori ices

The Lifelong Learning Lab is available to all full-time and part-time students needing assistance with
their academics.
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SATISFACTORY ACADEMIC PROGRESS POLICY (SAP)

To remain eligible for Financial Aid or GI Bill benefits, the student must be successfully progressing in

's/her program of training at a rate not to exceed a maximum time frame of 110% for their program of
training (see additional completion requirements in the Auburn Practical Nursing program, Paramedic,
and EMT Basic handbooks). Unless otherwise noted in the Auburn Practicial Nursing, Paramedic, or EMT
handbooks, all students must maintain a 70% GPA as well as 90% attendance in order to meet the
Satisfactory Academic Progress Policy (SAP). The financial aid office will evaluate each student’s
progression at the end of each payment period.

Students receiving funding through GI Bill Benefits that are not in compliance with the Satisfactory
Academic Progress Policy (SAP) will be determined ineligibe for benefits and will be subject to termination
from school.

A. Warning

If the student is not meeting the Satisfactory Progress Requirements at the end of any module of their
program, the student will be given a warning that she/he may be in jeopardy of losing eligibility for
financial aid or GI Bill benefits. The student will continue to receive financial aid or GI Bill benefits
during the warning period.

B. Probation

If a student fails to meet the requirements for satisfactory academic progress at the end of the program
module, the student will be required to schedule a consultation with the Career Resources Coordinator.
The student will be placed on probation until the end of the next program module and provided with
an academic plan to come into compliance with the school’s satisfactory academic progress standards.
The student will remain eligible for financial aid or GI Bill benefits during the probationary period. At
the end of the probationary period, the student must be meeting the academic/attendance progress
standards and the academic plan developed for the student. If the student is not in compliance with the
academic/attendance standards or the academic plan, the student’s financial aid or GI Bill benefits
eligibility will be terminated and the student will be subject to termination from school. EMT,
Paramedic and Firefighter programs do not qualify as a module program, therefore students will be
monitored according to state academic/attendance progress standards. The Director of Adult
Workforce Education will inform the student by letter of her/his probation/suspension status and
her/his dismissal from the school.

C. Appeal Process

Students have the right to appeal unsatisfactory academic progress decisions. Appeals must be
submitted to the school’s Department of Financial Aid within five (5) calendar days of receipt of the
unsatisfactory progress notice. The appeal must be accompanied by documentation supporting the
mitigating circumstance that prevented the student from attaining satisfactory progress. The written
appeal as well as all mitigating circumstances will be reviewed for decision by both the Director of Adult
Workforce Education and the Financial Aid Director as SAP clearly involves academics, financial aid
and GI Bill benefits. Only extraordinary circumstances will be considered, such as death or severe
illness in the immediate family. The appeal may be submitted to the Director of Adult Workforce
Eduation, whose decision is final. The student will be notified of the decision within ten (10} days. The
review and decision by the Director of Adult Workforce Education and Financial Aid Director are final.

62



. Reinstatement

If a financial aid probation, GI Bill benefit probation or educational plan is successfully appealed, the
student’s financial aid or VA benefit eligibility will be reinstated for the payment period in which the
appeal is applicable.

. Inter i rse Incompletes, Wi

If enrollment is temporarily interrupted for a Leave of Absence, the student will return to school in the
same progress status as prior to the leave of absence. Hours elapsed during a leave of absence will
extend the student’s contract period and maximum time frame by the same number of days taken in
the leave of absence and will not be included in the student's cumulative attendance percentage
calculation. Students who withdraw prior to completion of the course and wish to re-enroll will return
in the same satisfactory academic progress status as at the time of withdrawal. There are no non-credit
remedial courses.

. Course Repetition

A student may repeat a course they failed or did not complete. The repeat grade will supersede any
previous grade. However, for students repeating a course, they must complete the program within the
maximum timeframe allowed. Students will not receive financial aid or GI Bill benefits for repeated
coursework unless the student has not been in attendance for 180 days (see policy on Returning
Students).

. Fail 1 - Returning t i ram of Trainin

Students who fail a class then return at a later date to continue in the program of training, either in the
same award year or the following, are required to meet with an academic advisor to re-enroll after
failure of program. For financial aid or VA benefit purposes, if the student fails, pending Pell, Student
Loan disbursements or GI Bill benefits are placed on hold until the financial aid office determines if the
student is eligible to receive those disbursements. Returning students must also follow the SAP policy
as listed in the Handbook. Title IV aid disbursements for returning students are distributed based on
when the student returns and how many clock hours are scheduled for that student to complete.
Additional stipulations regarding financial aid award amounts and GI Bill benefit disbursements apply
to returning students; therefore, that information is available from the financial aid office.

If the student fails but does not return, the student’s Title IV or GI Bill benefit is recalculated based on
the total number of clock hours the student was scheduled to have completed (see withdrawal /return
of funds policy).

HEALTH
. Accidents or Illness

All injuries or accidents, however slight, must be reported to the staff member in charge and the Adult
Workforce Education Office. If an accident occurs, an Incident Report Form must be completed and
signed, and a copy will be placed in the student’s file. Incident Report Forms are available in the Adult
Workforce Education Office. Depending on the nature of the injury, the school employee may send th
student to the medical personnel on staff or, if the injury is serious, immediately call Emergency 911.
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B. Communicable and Infectious Diseases

If there is reason to believe that an adult education student is afflicted or has been exposed to any
communicable disease or condition, then said adult education student may be required to present a
certificate from a physician stating that the person is not afflicted with nor a carrier of any
communicable disease or condition.

Each case will be handled on an individual basis.

The Board recognizes that AIDS is currently a significant medical and social problem. The Board desires
to protect the rights of individual adult education student who may be infected with AIDS as well as
protecting non-infected students, staff, and the public. For purposes of this policy, AIDS includes
Acquired Immunity Syndrome, AIDS related Complex or presence of HTLV-III antibody.

If the Superintendent receives information that an adult education student has become infected with
AIDS, the Superintendent shall contact the individual to verify the information and determine if the
student wishes to continue receiving educational services from the District. If the adult education
student intends to continue in the District, the Superintendent shall convene an AIDS Evaluation Team,
which shall evaluate the medical and psychological condition of the adult education student. The adult
education student may be removed from the school setting until such recommendation is made to the
Superintendent. Based upon this evaluation, the Superintendent may assign the adult education
student to return to his/her usual place of educational placement unconditionally, to a modified, least
restrictive environment, or removed from the educational program.

Information concerning the health status of any student shall be treated as confidential information
and be made known only to those individuals who deal with the student on a daily basis and who would
be responsible for insuring that the student does not transmit the disease to other students or staff
members.

C. Emergency Medical Authorization Forms

Emergency Medical Authorization Forms are kept on file for each student as required by the Ohio
Revised Code. It is the student’s responsibility to ensure the information on the form is current and
correct.

D. Health Ri A i i ol

Alcohol consumption causes a number of marked changes in behavior. Even low doses significantly
impair the judgment and coordination required in driving a car safely, increasing the likelihood that the
driver will be involved in a car accident. Low to moderate doses of alcohol also increases the incidence
of a variety of aggressive acts, including spouse and child abuse. Moderate to high doses of alcohol
caused marked impairments in higher mental functions, severely altering a person’s ability to learn and
remember information. Very high doses cause respiratory depression and death. If combined with
other depressants of the central nervous system, much lower doses of alcohol will produce the effects
just described.

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

Mothers who drink alcohol during pregnancy may give birth to infants with fetal alcohol syndrom
These infants have irreversible physical abnormalities and mental retardation. In addition, research
indicates that children of alcoholic parents are at greater risk than other youngsters of becoming
alcoholics. As described in What Works: Schools Without Drugs (1989 Edition, Department of
Education).

SAFETY
. Video Surveillance

The interior and exterior of Auburn Career Center is under surveillance by video equipment.
A recording may be used as evidence by administrators or the police in any situation involving the
violation of any rule, regulation, policy, or law. Electronic surveillance cameras are in constant
operation throughout the facility and may be monitored at any time. For further information, contact
the Director of Adult Workforce Education.

. In Case of Fire

Instructions to be followed in case of fire are posted in each room. Students should be familiar with
them. The fire signal is automatic and its distinctive ring is easily recognized. When the signal is given,
be prompt and orderly in leaving the building. Stay together as a class, be quiet, and listen for
directions.

ills for: Fire, Torn k Down, and Di r

Drills will be held at various times during the school year in an effort to promote the safety of the
students and staff at Auburn Career Center. Correct procedures for fire and tornado drills are posted
in each classroom. Students will proceed to the designated areas during such drills in a quiet,
professional manner.

. Safety Regulations

Safety is an important part of every function at Auburn Career Center. Each program has different
safety requirements for the protection of everyone. Workforce Education students who fail to conform
to these safety regulations will be subject to disciplinary procedures including, but notlimited to, forced
withdrawl and criminal prosecution.

1. Horseplay (ex: throwing or shooting objects, wrestling, pushing, running, etc.) in the school shall
not be tolerated.

2. All accidents/injuries shall be reported immediately to the instructor or other school qualified

personnel.

Good housekeeping rules and regulations shall be followed.

Proper personal protective equipment shall be worn.

Safety procedures shall be followed when operating equipment or handling material manually

or mechanically.

All hazardous materials shall be properly labeled and stored.

All hazardous materials taken out of the original container must be properly labeled if not used
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by the end of lab.

8. Chemical substance abuse shall not be permitted.

9. Wet, slippery, hazardous traffic areas shall be properly identified.

10. All designated aisle ways shall be kept unobstructed.

11. Emergency equipment shall never be blocked.

12. Where adequate ventilation is provided, it shall be used.

13. School motorized equipment shall not be driven by students without proper safety instruction
and no motorized equipment may be removed from school property.

14. Food and drink are not permitted in classrooms or lab areas. Use of food and drink is permitted
in the cafeteria area only.

E. Shop Regulation

1. No Workforce Education student shall work in the shop without supervision of the instructor.

2. Work will be done within scheduled program time.

3. All hand tools will be issued by the instructor or the person assigned and must be returned by
the student to the person who issued it. The student will be held accountable for tools assigned
to him/her and not returned.

4. Food and drinks are to be consumed in the designated area.

Shop doors are to be closed at all times.

6. Please check all shop doors to see that they are locked before leaving.

.

SCHOOL OPERATIONS
A. Grievance Procedures for Nondiscrimination and Equal Opportunity/Access

Any person who believes that she/he has been discriminated against or denied equal opportunity or
access to programs or services may file a complaint, which shall be referred to as a grievance, with the
District’s Civil Rights Coordinator. The individual may also, at any time, contact the U.S. Department of
Education, Office for Civil Rights, 1350 Euclid Avenue, Suite 325, Cleveland, OH 44115.

The person who believes s/he has a valid basis for grievance shall discuss the grievance informally and
on a verbal basis with the local Civil Rights Coordinator, who shall in turn investigate the complaint and

reply with an answer to the complainant. S/He may initiate formal procedures according to the
following steps:

1. Step 1: A written statement of the grievance signed by the complainant shall be submitted to the
local Civil Rights Coordinator within five (5) business days of receipt of answers to the informal
complaint. The Coordinator shall further investigate the matters of grievance and reply, in
writing, to the complainant within five (5) business days.

2. Step 2: If the complainant wishes to appeal the decision of the local Civil Rights Coordinator,
she/he may submit a signed statement of appeal to the Superintendent within rive (5) business
days after receipt of the Coordinator’s response. The Superintendent shall meet with all parties
involved, formulate a conclusion, and respond, in writing, to the complainant within ten (10)
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business days.

3. Step 3: If the complainant remains unsatisfied, she/he may appeal through a signed written
statement to the Board within five (5) business days of his/her receipt of the Superintendent’s
response in Step 2. In an attempt to resolve the grievance, the Board of Education shall meet with
the concerned parties and their representatives within 20 business days of the receipt of such an
appeal. A copy of the Board's disposition of the appeal shall be sent to each concerned party
within ten (10) business days of this meeting.

4. Step 4: If, at this point, the grievance has not been satisfactorily settled, further appeal may be
made to the U.S. Department of Education, Office for Civil Rights, 1350 Euclid Avenue, Suite 325,
Cleveland, OH 44115.

Inquiries concerning the nondiscriminatory policy may be directed to: Director, Office for Civil Rights,
Department of Education, 400 Maryland Avenue SW, Washington, DC 20202-1100.

The local Coordinator will provide a copy of the District’s grievance procedure to any person who files
a complaint and will investigate all complaints in accordance with this procedure.

B. Grievance Policy

Auburn Career Center believes that complaints and grievances are best handled and resolved as close
to their origin as possible, and that the staff should be given every opportunity to consider the issue
and attempt to resolve the problem. Items that are grievable include any item so guaranteed by local,
state or federal law, as well as disciplinary issues. Non-grievable topics include policies and procedures
curriculum, tuition related issues, or other issues that are generally considered managerial decisions.

1. A dispute or grievance is best resolved informally, with an effort by each party involved to listen
carefully and respectfully to others.

2. If the student wishes to appeal the matter after discussion with the person(s) involved in the
incident, or with the person who made the decision that caused concern, he/she is entitled to do so.
The appeal must be made in writing and directed to the Director of Adult Workforce Education. Any
documentation in support of the students’ appeal may be included with the appeal letter.

3. All appeals will be handled in a confidential and equitable manner.

4. Ifthe appeal results from a dispute regarding a grade issued by an instructor, the burden will be on
the student to prove that the instructor has made an error, or that the instructor has applied non-
uniform standards in assigning the grade.

5. If the student is the victim of harassment or criminal behavior, the student should report such
behavior to the Resource Officer on duty or the Lake County Sheriff's Office.

C. iv ntiali

The School District will respect the privacy of the complainant, the individual(s) against whom the
complaint is filed, and the witnesses as much as possible, consistent with the Board’s legal obligations
to investigate, to take appropriate action, and to conform with any discovery or disclosure obligations.
All records generated under the terms of this policy and its related administrative guidelines shall be
maintained as confidential to the extent permitted by law.

D. Parking
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Parking is available without charge to all students attending Auburn Career Center, as long as a student
has a parking pass. Parking passes will be issued during the first week of classes. Students are advised
to lock their vehicles and to avoid leaving items in the vehicle that might prompt a break-in. Auburn
Career Center assumes no liability or responsibility for damage or theft to vehicles or their contents,
and anyone parking on Auburn Career Center campus parking areas does so at their own risk. In the
event of a theft, damage, or accident involving a vehicle on campus, the individuals involved are advised
to file a report to the proper law enforcement authorities.

E. Change of Address/Phone Number
Students are responsible for notifying the school in the event of a change of address or phone number.
The school is not responsible for any failure to delivery messages and/or correspondance in the event
the student has changed an address or phone number. Students should provide up to date addresses
and phone information to the Adult Adult Workforce Education Office.

F. Security

Sheriff deputies from the Lake County Sheriff's Department are on duty during Workforce Education
programs. Security cameras are also located throughout the building. Auburn Career Center reserves
the right to utilize video surveillance equipment in all common areas on school property. The cameras
may not be monitored at all times.

G. School Closing

The Workforce Education Division of Auburn Career Center adheres to a school calendar for sheduled
holidays. The calendar may be accessed at the school website or by asking for a copy from the Adult
Workforce Education Office. Unscheduled school closings will be announced over television stations
or online. Our school closing announcements will be listed as Auburn Career Center Adult Workforce
Education. Unscheduled class cancellations occur mainly during the winter months. Workforce
Education classes do NOT necessarily follow the high school protocols. Students should use their
discretion to determine if weather conditions preclude attending class. Students who choose not to
attend when Auburn remains open will be counted absent. All unscheduled school closing hours must
be made up with a scheduled make up day. Students who choose not to attend a scheduled make up
day will be countded as absent.

H. i Priv of S

Auburn Vocational School District maintains many student records including both general information
and confidential information. General information may include student name, address, telephone
number, date and place of birth, major field of study, dates of attendance, date of graduation, and
awards received. General information cannot be provided to any individual or organization without
the written consent of the student. Students may refuse to allow the Board to disclose any or all general
information. For further information, please consult the Family Education Rights and Privacy Act
(FERPA) notice, which can be found at www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html.

Other than general information, access to all other student records is protected by FERPA and Ohio law.
Except in limited circumstances as specifically defined in State and Federal law, the school district is
prohibited from releasing confidential education records to any outside individual or organization
without the prior written consent of the student, as well as those individuals who have matriculated
and entered a postsecondary educational institution at any age. Confidential records include test
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scores, psychological reports, behavioral data, disciplinary records, and communications with family
and outside service providers.

1. Tr cri

Students have the right to review and receive copies of all educational records. They must complete a
transcript request form located in the back of the Handbook. Send completed form to the Adult
Workforce Education Office, 8221 Auburn Road, Concord Twp., OH 44077 or fax to 440-358-8012.

All financial obligations to Auburn Career Center must be reconciled prior to the release of an academic
transcript.

Students wishing to review student records should provide a written notice identifying requested
student records to the Director of Adult Workforce Education, and should make an appointment by
contacting the Adult Workforce Education Office.

Students have the right to challenge the contents of a student record when they believe that any of the
information contained in the record is inaccurate, misleading or violates the student’s privacy.
The student must request a challenge of a student record in writing.

J. Crisi men

Auburn Career Center has a Crisis Management Plan that is updated annually. A copy of the Plan can
be found in any classroom or office. Both students and staff should review the Crisis Management Plan
and be familiar with the expected actions to take during a given emergency. Drills and mock events will
occur periodically to familiarize students and staff with the correct procedures to follow during an
emergency situation.

L. Voter Registration

To be eligible to vote in the next election in Ohio, you must be registered to vote at least 30 days before
the election date. You can register to vote through the County Board of Elections in person or by
mail. You cannot register online. You can also register to vote at your local Ohio BMV office when you
go in for any driver’s license/1D card transactions, including:

o Applying for a new driver’s license.
e Renewals.
e Changing your name or address.

You'll need to complete and submit a Voter Registration and Information Update Form.

To register to vote in person or by mail, take or send a completed Yoter Registration and Information
Update Form to your local County Board of Elections office.

You can pick up a copy of the form at any:

1) Boards of Elections office. 2) Ohio BMV deputy registrar office. 3} Chio public library 4) County
Treasurer Office. The Ohio SOS website provides a complete list of locations to obtain a copy of the
OH Voter Registration Form.
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M. Constitution Day

On September 17 of each year, the school will hold an educational program on the U.S. Constitution as
required by the U. S. Department of Education for all schools receiving Federal funds. However, when
September 17 falls on a Saturday, Sunday, or holiday, Constitution Day shall be held during the
preceding or following week.

N. Civil and Crimi ies for Violation of F ight L

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

Penalties for copyright infringement include civil criminal penalties. [n general, anyone found liable for
civil copyright infringement may be ordered to pay either actual damages or “statutory” damages affixed
at not less than $750 and not more than $30,000 per work infringed. For “willful” infringement, a court
may award up to $150.000 per work infringed. A court can, in its discretion also assess cost and
attorney’s fees. For details, see Title 7, United States Code, Sections 504 and 505.

TECHNOLOGY

. St k and Internet A nd Safe

Students are encouraged to use the Board's computers, network, and internet connection ("Network")
for educational purposes. When using the Network, students must conduct themselves in a responsible,
efficient, ethical, and legal manner. Unauthorized or inappropriate use of the Network, including any
violation of these guidelines, may result in disciplinary action. Prior to accessing the Network students
must sign a Technology Agreement. The form is found in the back of the Handbook.

B. Medija Services

Students are encouraged to utilize the media services in order to access a \lariety of educational
materials, audio-visual materials; internet access, and the learning management system in accordance
with the Student Network and Internet Acceptable Use and Safety policy.

ALUMNI INFORMATION

Information on the Auburn Alumni Association can be found by visiting our website at
www.auburncc.org.
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CLERY ACT INFORMATION

For information on campus safety and security at Auburn Career Center, visit the The Campus Safety an
Security Data Analysis Cutting Tool at www.ope.ed.gov/security.

THE REMAINDER OF THIS PAGE IS INTENTIONALLY LEFT BLANK
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PROGRAM DESCRIPTIONS

CC/Kennemetal Manufacturing

A partnership with Kennametal Foundation and other leading manufacturers in the area delivers state-of-
the-art manufacturing training program. The course begins at Auburn and ends with an internship!

Course Description Clock Hours: 665

A partnership with Kennametal Inc. delivers a comprehensive manufacturing training program. The first
half of the course is held at Auburn with classroom and lab/machine shop instruction, followed by onsite
instruction at Kennametal facilities, Paid internship possible. This course will cover the fundamentals of
operating manuals mills and lathes to lay the foundation for operating a CNC machine. There will be hands-
on experience programming, setting up, and operating a CNC machine, along with the inspection
techniques needed to ensure a quality part. Reading micrometers, calipers, height gages, etc. will be taught
in this class. This course is not GI Bill Benefits approved.

Access Level |

Course Description Clock Hours: 6

This course covers the basic functions and features of Access 2010. After an introduction to database
concepts and the Access environment and Help systems, students will learn how to design and create
databases. Then they will work with tables, fields, and records; sort and filter data; and set field
properties and data entry rules. Student will then learn to create queries, forms, and reports.

Access Level 11

Course Description Clock Hours: 6

This course builds on the skills and concepts taught in Access 2010 Level 1: Basic. Students will learn
how to normalize data, manage table relationships, and enforce referential integrity; work with Lookup
fields and Subdatasheet’s; create join queries, calculated fields, and summary values; add objects to forms
and create advanced form types; print reports and labels; create and modify charts; and use Pivot Tables
and Pivot Charts.

Access Level [11 Clock Hours: 6

Course Description

This course covers the basic functions and features of Access 2010. After an introduction to database
concepts and the Access environment and Help systems, students will learn how to design and create
databases. Then they will work with tables, field, and records; sort and filter data; and set field
properties and data entry rules. Students will then learn to create queries, forms, and reports.
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Adminjstrati i ffice i

Course Description Clock Hours: 172

Develop the skills necessary to be an Administrative Professional. Learn office technology, interpersona
communication skills, and manage projects. Topics include communication and employability skills,
office procedures for the 215t century, QuickBooks automated accounting, Windows7 computing basics,
Microsoft Office Suite 2010, including MS Publisher. Student will have the opportunity to apply their
skills during a one-week internship.

- Truck Drivi L

Course Description Clock Hours: 600

This program is designed for individuals who have no previous tractor-trailer experience and want an
extensive training program that focuses on safe driving habits and skill development. This program
includes classroom instruction designed to help students pass the CDL Knowledge Test and earn an OSHA
10 Hour Construction card and IADC Rig Pass Card with SafeLandUSA endorsement. This course prepares
students for the CDL Skills Test and entry-level employment as a tractor-trailer driver. Students are also
able to gain on-the-job experience within the program. This course is not GI Bill Benefits approved.

ractical i rogram Clock Hours: 1200

A hands-on learning approach to training will prepare you for your state board-credentialing exam for LPN.
Focuses on delivering high quality nursing care to clients in any stage of wellness or illness. As part of
Auburn’s Health Career Pathway Partnership with Lakeland Community College, students who complete

the program will be able to continue their career pathway education in Lakeland’s Associate Degre
program.

Course Description

Anatomy & Physiology

This is an introductory study of human anatomy and physiology. It traces the organization of the body
from a single cell to a coordinated whole. The purpose of the course is to focus on the interaction of all
body systems for the maintenance and attainment of homeostasis. A primary objective is to describe and
explain the fundamental facts and principles of anatomy and physiology for the purpose of applicationina
clinical setting, Examples of body stracture and its relationship to self-care principles are presented to

provide a scientific basis for both nursing practice and theory. Lecture: 90 clock hours (60 first quarter/30
second quarter).

Growth and Development

This course highlights the human development processes, conditions and events that occur during the
various life stages from infancy to end of life. This includes the effects of family, cultural, religious, and
environmental influences that the client experiences in their struggle to maintain, promote or restore
health. The student will learn the developmental self-care requisites throughout the life span. An
understanding of normal growth and development is essential to the delivery of nursing agency in the
promotion of self-care agency. Lecture: 60 clock hours (40 third quarter/20 fourth quarter).
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Nutrition
This course will prepare the student to understand vital nursing concepts which will include nutrition
theory and modified and therapeutic diets as required to meet universal self-care requisites. The essential
itrients are covered, including definitions, descriptions of functions, effects of excesses and deficiencies
and food sources. Nutritional standards including dietary reference intakes are explained and
incorporated into the discussion of nutrients. Information on the use of food in the body and how the body
maintains energy balance completes the course. Lecture, audiovisual, observation and discussion
strategies are used to relate personal and family dynamics for the application to nursing
practice. Lecture: 50 clock hours (30 first quarter/20 second quarter).

Personal & Vocational Relationships

This course will prepare the student to understand vital nursing concepts, including: self-care health
deviation, health care delivery systems, ethics, statutory, criminal, contractual, and tort laws. Related
historical and cultural content will be introduced. Emotional homeostasis will be discussed with the goal
to maintain self-care. The nursing process, self-care agency, leadership, licensure, employability and
patient education are incorporated into the course. Opportunities to demonstrate both verbal and written
communication will be provided to facilitate nursing agency and the communication of pertinent
information. Lecture: 50 clock hours (30 first quarter/20 fourth quarter).

Pharmacology |
This course introduces the beginning student to their role in medication administration. Legal aspects of
medication administration, principles and foundations of medication administration and lifespan and
cultural modifications are all topics included in this beginning course Preparation, administration and
calculation of drug dosages complete this beginning course. The development of safe medication
administration skills for the student occurs during Nursing Fundamentals learning experiences. The IV
ierapy didactic content is included in this course. Skills related to IV therapy will be practiced and tested
in Nursing Fundamentals during the second quarter allowing students to successfully complete the [V
therapy requirement as set forth by the Ohio Board of Nursing. Lecture: 90 clock hours (50 first
quarter/40 second quarter} Lab: 20 clock hours integrated within Nursing Fundamentals in second
quarter.,

Pharmacology Il

This course provides essential information on specific groups of medications. This will assist the students
in the development of critical thinking skills that will facilitate safe preparing and administering of
medications. The student will utilize learned skills from Pharmacology I and build on those skills to learn
the classification, action, major side effects, drug interactions, and patient education for nursing agency
administration of medications. This course reinforces the nursing role in medication administration. Legal
aspects of medication administration, principles and foundations of medication administration and
lifespan and cultural modifications are all topics reviewed in the instruction of this class. Lecture: 80 clock
hours (40 third quarter/40 fourth quarter).

Nursing Fundamentals

This course provides the new nursing student with the fundamental concepts and nursing skills to meet

universal self-care requisites of the client across the lifespan. The student will learn to assimilate nursing

concepts by use of critical thinking skills and the application and implementation of the nursing

process. Evaluation of the student is based upon the student’s use and application of the nursing process,

health concepts, communication skills, critical thinking and reasoning skills, application of legal and ethical
ncepts, performance of safety and nursing skills. Lecture: 100 clock hours (50 first quarter/ 50 second
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quarter). Laboratory: 90 clock hours (60 first quarter/30 second quarter) Clinical: 120 clock hours (0
first quarter/120 second quarter).

Nursing Across the Lifespan

The course presents the theory, health concepts, and clinical experiences in nursing across the
lifespan. The learner develops nursing care agency while promoting client self-care agency to meet the
client’s self-care requisites. Lecture: 100 clock hours (60 third quarter/40 fourth quarter). Laboratory: 40
clock hours (40 third quarter). Simulation Laboratory: 24 clock hours (12 third quarter/12 fourth
quarter). Clinical: 276 hours (108 third quarter/168 fourth quarter).

Technology Lab

This course provides the beginning student with the fundamental concepts and nursing skills using
technology to identify and communicate universal self-care requisites of the client throughout the
lifespan. Evaluation of the student is based upon the proper use of the computer to utilize the nursing
process, health concepts, communication, documentation, nursing ethics, laws, policies, procedures,
nursing skills and safety. Lecture: 30 clock hours (20 first quarter/10 second quarter).

Automotive Technology

Course Description Clock Hours: 600

This course covers the foundation of auto technology, including diagnostics, troubleshooting, suspension,
brakes, electrical and electronics, and engine performance. It provides ¥ year credit towards time
needed to take ASE certification test. OSHA 10 Hour General Industry Certification test is included. Tools
required at an additional cost.

EMT Basic

Course Description Clock Hours: 220

The Emergency Medical Technician program prepares students to prove basic emergency medical care
and transportation for critical and emergent patients who access the emergency medical system. This
individual possesses the basic knowledge and skills necessary to provide patient care and transportation.
Emergency Medical Technicians function as part of a comprehensive EMS response, under medical
oversight. Emergency Medical Technicians perform interventions with the basic equipment typically
found on an ambulance. The Emergency Medical Technician is a link from the scene to the emergency health
care system. Successful completion of the program allows the graduate to take the National Registry of
Emergency Medical Technicians EMT certification examination. The EMT-Basic Program is accredited by the
Ohio Division of EMS and meets the NEW National EMT Curriculum.

Excel Level |

Course Description Clock Hours: 6

This course teaches the basic functions and features of Excel 2010. After an introduction to spreadsheet
terminology and Excel’s window components, students will learn how to use the Help system and
navigate worksheets and workbooks. Then they will enter and edit text, values, formulas, and pictures,
and they will save workbooks in various formats. Students will also move and copy data, learn about
absolute and relative references, and work with ranges, rows, and columns. This course also covers
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simple functions, basic formatting techniques, and printing. Finally, students will create and modify
charts, and learn how to manage large workbooks.

Excel Level 11

Course Description Clock Hours: 6

This course builds on the skills and concepts taught in Excel 2010: Level I. Students will learn how to use
multiple worksheets and workbooks efficiently, and they will start working with more advanced
formatting options including styles, themes, and backgrounds. They will also learn how to create outlines
and subtotals, how to create and apply cell names, and how to work with tables. Students will save
workbooks as Web pages, insert and edit hyperlinks, and learn to share workbooks by email. This course
also covers advanced charting techniques, use of trend lines and spark lines, worksheet auditing and
protection, file sharing and merging, and workbook templates. Finally, students will learn to work with
Pivot Tables and Pivot Charts.

Excel Level III

Course Description Clock Hours: 6

Students will work with advanced formulas, as well as lookup functions such as VLOOKUP, MATCH, and
INDEX. Learn about data validation and database functions such as DSUM. You will learn how to import
and export data, and how to query external databases. Finally, students will learn about the analytical
features of Excel (such as Goal Seek and Solver), running and recording macros, Smart Art graphics, and
conditional formatting with graphics.

Course Description Clock Hours: 652

This course covers commercial and structure maintenance and repair, including safety, electrical,
welding, carpentry, masonry, walls, windows, HVAC, plumbing, and roofing. Books, tools and safety
equipment required at an additional cost. Includes a 10-Hour OSHA Safety Program. Each student is
responsible to have leather boots and safety glasses prior to the tart of class.

Firefighter I & II

Course Description Clock Hours: 260

Firefighter | & Firefighter Il training and education program are designed to train the student for an
entry-level position into the fire service. A student who has successfully completed the Firefighter I & Il
course will be eligible to take the certification examination.
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Healthcare Readiness

Course Description Clock Hours: 36

Prepare for healthcare career training programs by studying academic content that provides the
foundation.

HVAC Technician

Course Description Clock Hours: 600

This comprehensive HVAC course covers electrical processes, refrigeration, cooling and A/C, heating,
heat pumps, installation, air distribution, and hydronic. The EPA Section 608 Certification for CFC
Refrigeration Recovery/Recycling and OSHA 10 Hour General Industry Certification tests are included.

Industri lectrical Trainin

Course Description Clock Hours: 320

This course provides training in industrial electrical applications. Instruction consists of instructor led
classroom, online topics, and hands-on learning with equipment. Learning is directed toward achieving
the highly Recognized NIDA certification. OSHA 10 Hour General Industry Certification test is included.
Books, tools, and safety equipment are required at an additional cost.

Industrial Maintenance

Course Description Clock Hours: 658

This course covers repair and maintenance of equipment in industrial facilities. Plant safety, rigging,
blueprint reading, lubrication, bearings, pumps, hydraulics, pneumatics, mechanical drives, electricity,
machining and welding are covered with a hands-on approach. OSHA 10 Hour General Industry
Certification test is included. Tools and safety equipment may be required at an addition cost.

Paramedic

Course Description Clock Hours: 1020

This intensive, 1200-hour class-hour course meets the new National Standard for Paramedic. Itisa
comprehensive, rigorous State of Ohio accredited program designed to take a Basic or Intermediate EMT
to the next level in the EMS or firefighting career. The course integrates online, classroom, practical, and
clinical experiences to provide refinement of skills learned. Successful completion of this exam is
necessary for State of Qhio Paramedic certification.

7



PowerPoint 2010

Course Description Clock Hours: 6

-eate powerful presentation with one of the most popular presentation software packages. Create
presentations that include text, graphics, WordArt, tables and charts.

Publisher 2010 Basic

Course Description Clock Hours: 6
Learn to design and create professional newsletters and brochures with this easy-to-use desktop
publishing program.

QuickBooks Pro 2012

Course Description Clock Hours: 6

Use the power of QuickBooks 2012 software to take control of your business accounting! In this class
you'll learn how to set up a chart of accounts, pay bills, invoice customers, create receipts, and reconcile
your checking account. In addition, you'll discover how to track your accounts payable and receivable,
manage your assets, control inventory, and generate estimates and reports.

Resi i

ourse Description Clock Hours: 48
This course covers the basics of residential wiring, including boxes, runways, cabling, service panels, and
NEC code application. Books are an additional fee.

Small Engine Repair

Course Description Clock Hours: 48
Training on repairing small engines. Lawn mower engines, motor boats and recreational vehicles. Work

withy engines, ighition systems, electrical circuits, fuel systems, two-stroke, four-stroke, and outboard
engines.

Volunteer Firefighter

Course Description Clock Hours: 36

After successful completion fo the thirty-six hour Ohio Volunteer Firefighter’'s Course, students are
eligible to take the state exam for Volunteer Firefighter as recognized in the Ohio Revised Code. The
Volunteer Firefighting course provides the basic elements upon which Firefighters can begin to build
their training portfolio and assist in firefighting operations with their Fire Departments. Students must
18 years of age and out of high school. This class contains strenuous physical activity. Physical required
wy first class.
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Welding

Course Description Clock Hours: 620

This comprehensive program is designed to teach the fundamentals of the welding process. Includes
welding safety, SMAW (stick), MIG, TIG, Metal fusion, electrode gas, and equipment selection. Safety
glasses, helmet, welding coat, steel toe shoes and welding gloves required to enter the class. Welding
certificates available at an addition cost per test.

Word Level |

Course Description Clock Hours: 6

Learn Word Level [ is taught in two consecutive classes. The course covers the basic functions and
features of Word 2010. After an introduction to Word's window components, students will learn how to
use the Help system and navigate documents. Students will enter and edit text, create and save
documents, and learn how to enhance the appearance of a document by using various formatting options.
Students will also create tables, insert headers and footers, proof and print documents, and insert
graphics.

Le I
Course Description Clock Hours: 6
This course builds on the skills and concepts taught in Word 2010: Basic, First Look Edition. Students
will work wity styles, sections, and columns and will use the Navigation pane to work with outlines. The

will format tables, print labels and envelopes, and work with graphics. They will also use document
templates, manage document revisions, and work with Web features.

Word Level 111

Course Description Clock Hours: 6
Learn the secrets the experts use for integrating their documents across a multitude of applications.
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AUBURN

CAREER CENTER

Adult Workforce Education Withdrawal Form
Today’s Date:

Name:

Address:

Email:____ Phone:

Name and Address of Employer:

Title or Position:

“rogram Enrolled in:

Reason for Withdrawal:

Date of Withdrawal:

Last Date of Attendance:

Student’s Signature:

Adult Workforce Education Director or Designee:

Information also needs to be provided to:
Financial Aid Representative
Administrative Assistant

Director, Adult Workforce

Student File

ooood

Instructor
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AUBURN

CAREER CENTER

Adult Workforce Education Leave of Absence Form

Student Information

Today’s Date: Program Name: _
Student Name:

Address: L

Phone: Email:

Leave of Absence Information
Leave requested from: / / to: / / Total number of days:

Reason for leave of absence (please attach additional letter if necessary):

Leave of Absence Policy:
Due to the length and nature of the Adult Education Programs a leave of absence is discouraged, but will be
evaluated on an individual basis by the Director.

Auburn Career Center may grant a student a leave of absence of up to 180 days in any 12-month period if the
student provides proof of hardship.* During the Leave of Absence the student is not considered to be
withdrawn. Students must apply in writing and the school Director must approve the leave. A copy will be sent
to the Financial Aid Office at which time financial aid funds will be put on hold. No additional Auburn Career
Center charges will be generated during the leave. If the student fails to return from an approved leave of
absence they will be considered officially withdrawn, and all refund and return of Title IV funds calculations
will be based on the last date the student attended as defined in the Withdrawal Policy. If the student has a

Federal Loan, the grace period begins retroactively to the student’s last date of attendance

*One additional approved leave (not to exceed 30 days) may be allowed for unforeseen circumstances, such as
jury duty, military reasons or circumstances covered under the Family Medical Leave Act (FMLA) of 1993.

Student’s Signature: . Date:
Director of Adult Workforce Education Signature: _ Date:
FOR OFFICE USE ONLY:

OFinancial Aid O Administrative Assistant [CIDirector, Adult Workforce OStudent File
(Instructor
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AUBURN

CAREER CENTER

ADULT EDUCATION TECHNOLOGY ACCEPTABLE USE AND SAFETY AGREEMENT

To access and use the District's Education Technology, including a school-assigned e-mail account and/or the
Internet at school, adult students must sign the following form.

Use of the Education Technology is a privilege, not a right. The District’s Education Technology, including its Internet
connection and online educational services, is provided for educational purposes only. Unauthorized and
inappropriate use will result in a cancellation of this privilege and possibly further disciplinary action.

The Board has implemented the use of technology protection measures which protect against (e.g., block/filter)
Internet access to visual displays/depictions/materials that are obscene, constitute child pornography or harmful to
minors. The Board also monitors online activity of students in an effort to restrict access to child pornography and
other material that is obscene, objectionable, inappropriate and/or harmful te minors. Students accessing the
Internet through the school's computers assume personal responsibility and liability, both civil and criminal, for
unauthorized or inappropriate use of the Internet.

The Board has the right, at any time, to access, monitor, review and inspect any directories, files and/or messages
residing on or sent using the Board's Educational Technology. Messages relating to or in support of illegal activities
will be reported to the appropriate authorities. Individual users have no expectation of privacy related to their use
of the District’s Education Technology.

Please complete the following information:

‘udent User's Full Name (please print):

Program:

Please read the following.

1. No equipment (computers, printers, drives, CD-ROM players, etc.) shall be altered in any way.

2. No equipment may be moved without the direct permission of the instructor charged with the responsibility
for that equipment. :

3. Nofile, program, graphic, game, etc. may be installed on, or copied to, or deleted from any computer or hard
drive without permission of the instructor charged with the responsibility for that computer.

4. Personal enhancements to a computer such as screen savers, wallpaper, graphics, etc. are not permitted on
Auburn Career Center equipment unless they are a specific area on instruction, and must be approved
individually by the instructor charged with the responsibility for that computer.

5. The addition (purposeful or otherwise) of a virus, worm, time bomb, etc. to any system is prohibited.

6. Misuse or abuse of e-mail is strictly prohibited.

| have read and agree to abide by the ADULT EDUCATION TECHNOLOGY ACCEPTABLE USE AND SAFETY
AGREEMENT. I understand that any violation of the terms and conditions set forth in this agreement is inappropriate
and may constitute a criminal offense and/or may result in disciplinary action. As a user of the Board's Education
Technology, | agree to communicate over the Internet and through the Education Technology in an appropriate
manner, honoring all relevant laws, restrictions and guidelines.

Student Signature: Date:
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TRANSCRIPT REQUEST

Student Name: ___

AUBURN

CAREER CENTER

8140 Auburn Rd., Concord, OH 44077
440.357.7542 /fax:440.358-8012

Date:

Birth Date:

Program/Trade Area:

Date Entered:

Date Withdrawn:

Date Completed:

Phone:

Records requested: Transcript Certificate

Send Official Transcript to:

Name:

Address:

City: Zip:

Signature of Student

Phone:

Date

All Financial obligations to Auburn Career Center must be reconciled prior to the release of an academic transcript.

The Auburn Vocational School District affirms that no person shall, on the basis of sex, race, color, religion, national origin or handicap, be
excluded from participation in, be denied the benefits of, or be subjected to discrimination under any educational program or activities
conducted under its auspices. This shall extend to employees therein and to admission thereto. Inquiries concerning the application of this policy
may be referred to the superintendent or by calling Auburn Career Center at 440-357-7542.
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AUBURN

CAREER CENTER

Auburn Career Center
8140 Auburn Rd.
Concord Twp., OH 44077
440-357-7542

Empower, Excel, Enrich
WORKFORCE EDUCATION MAKE-UP DAY NOTICE

Date:

Student Name:

Address:

Because programs in Adult Workforce Development are based upon specific numbers of hours (clock
hours), it is critical that all workforce development students attend classes and related training to be in
compliance with the required hours for the course.

ou are receiving this notice because you have missed a class or training event, and need to schedule a time
and date to make up the missed hours. Please complete the following information and return to your
instructor with the next 48 hours.

Be advised that failure to complete make-up days may result in a failing grade for the class, not receiving a
certificate of completion, or other additional penalties particular to your program. Students are expected
to comply with any attendance policies for their program, and to make up any days missed that are
permitted as listed in the Student Handbook.

Days missed that may made up are due to circumstance beyond the control of the student. For example,
weather emergencies, homeland security emergencies, failure of an instructor to attend, building
evacuations, or other issues may result in class being cancelled. In such cases, the instructor may schedule
an all-class make-up date to comply with the clock hour requirement for your program. You are required
to attend these classes or to make arrangements with your instructor to make up the hours regardless.

If you have any questions, please feel free to call me at 440-357-7542 ext. 8028.
Sincerely,

Andrea Tracy
Nirector of Adult Workforce Education



AUBURN

CAREER CENTER

WORKFORCE EDUCATION MAKE-UP DAY NOTICE FORM

Student Name:

Program:

Instructor:;

Date Absent: i
(use a separate form for each date)

Reason For Absence: __

Make-up Date:

Curriculum/topic covered on make-up date

Make-up Date Completed

[nstructor Signature/Date Student Signature/Date

Director of Adult Workforce Education or Designee Signature/Date

cc: Student file
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AUBURN

CAREER CENTER

AUBURN CAREER CENTER
WORKFORCE EDUCATION STUDENT HANDBOOK
2016-2017

STUDENT CODE OF CONDUCT INFORMATION SIGNED AGREEMENT

I have read all of the information included in the Workforce Education Student Handbook
2016-2017 and understand the rights and responsibilities pertaining to students and agree
to support and abide by the rules, guidelines, procedures, and policies of Auburn.

Auburn Program:

Student Name:

(Please Print)

Student Signature:

Date:
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