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WELCOME

We're glad to have you as a student at Wes Watkins Technology Center, and look forward to having you in our facility.  We are an active, growing place where people prepare themselves for careers and for life.

Our staff and instructors are totally committed to helping you, so please let us know if you have questions or concerns.

Read over your handbook carefully, and be sure you understand our policies. The policies exist to help you maintain the type of facility and environment where maximum learning takes place.

We're proud of our gold star school and our communities.  We're also proud to have you with us.

Sincerely,

James R. Moore

ACCREDITATION

Wes Watkins Technology Center District No. 25 is fully accredited by the Oklahoma State Department of Education, and the Oklahoma State Board of Career and Technology Education.  Wes Watkins Technology Center is also authorized by the federal government to offer education under the Veterans and Social Security laws.

Some majors at Wes Watkins Technology Center receive accreditation approval from additional organizations or agencies. These programs are listed below.






NAME OF 





ACCREDITING


STATUS OF


PROGRAM


GROUP



APPROVAL

Emergency Medical


Oklahoma State


Full Approval

Services



Department of Health


Practical Nursing


Oklahoma Board of


Full Approval






Nursing





Surgical Technology


CAAHEP



Full Approval

Current or prospective students wishing to review documents describing the institution's accreditation, approval, or licensing should submit a written request to do so to the Superintendent's office.  Within ten working days of submission of the request, documents will be made available to the student for inspection.

PHILOSOPHY

The Wes Watkins Technology Center recognizes that in today's information and service-based society, the Center should provide the educational opportunities for any high school or adult student who has the desire or could benefit from such training, allowing opportunities to be successful through development of necessary skills, attitude, and knowledge associated with the world of work.

Wes Watkins Technology Center provides an environment and guidance system that is conducive to learning through practice, hands-on application, self-discipline, and self-motivation to obtain the necessary competencies in occupational, economical, social, and intellectual independence in a democratic society.

VISION STATEMENT

Wes Watkins Technology Center will improve the quality of life by developing a trained workforce.

MISSION

To educate and support students as they develop into lifelong learners by providing a nurturing environment where academic and personal excellence can be achieved.

GOALS
1.
Be a leader in quality career and technology education.

2.
Create an environment that leads to successful learning and employment.

3.
Be the catalyst for economic development.

4.
Improve community leadership, awareness and support of career and technology educational instruction and services.

CORE VALUES
1.
QUALITY . . . We believe in total quality coupled with continuous improvement to meet the educational needs of our clients.

2.
INNOVATION . . . We believe that the success of Wes Watkins Technology Center is dependent on accessibility, flexibility, and responsiveness to change---being proactive, adaptable and client focused.

3.
REPUTATION . . . We consider ourselves accountable to our clients. We believe that our image is demonstrated through honesty, responsible character, and credibility.

4.
WORK ENVIRONMENT . . . We believe that we provide a positive environment to work and learn based on teamwork and organizational support.

TITLE VI AND TITLE IX COMPLIANCE

NON-DISCRIMINATORY/AFFIRMATIVE ACTION STATEMENT

Wes Watkins TC District 25 is in compliance with federal laws and regulations and does not discriminate on the basis of race, color, national origin, religion, sex/gender, age, disability or veteran status.  This includes, but is not limited to, admissions, employment, financial aid, and educational services.  Inquiries concerning application of this policy may be referred to WWTC, Student Services, 7892 Hwy. 9, Wetumka, OK  74883, (405) 452-5500.  For special accommodations, contact Student Services, 48 hours prior to the beginning of class.

If an individual has a complaint against an employee of the Wes Watkins Technology Center, a complaint should be filed in writing within one hundred twenty (120) days of the alleged discrimination.

Complaints should be addressed to the Director of Guidance and Student Services or Director of Business and Industry Services, at Wes Watkins Technology Center, 7892 Highway 9, Wetumka, OK 74883, 405-452-5500.

The Oklahoma State Board of Career and Technology Education does not discriminate on the basis of race, color, national origin, sex/gender, age, disability, or veteran status.  Inquiries concerning application of this policy may be referred to OSBCTE, Compliance Coordinator, 1500 West Seventh Avenue, Stillwater, OK  74074-4364, 1-800-522-5810 or (405) 377-2000.

SPECIAL NEEDS

Special facilities and services are available to disabled students.  Any student, day or evening, who requires special accommodations needs to contact the ADA Director.

SEXUAL HARASSMENT
It is the policy that sexual harassment by an individual under jurisdiction of the Wes Watkins Technology Center is expressly prohibited. Persons determined to have engaged in sexual harassment of any kind shall be subject to disciplinary sanctions, which may include dismissal as an employee and/or as a student.

Bad faith use of this policy to harass employees or students shall be considered sexual harassment for purposes of this policy and its attendant procedures.

The Superintendent shall select at the beginning of the school year two (2) Title IX Officers, one (1) male and one (1) female. Either officer shall have the authority to handle any case involving allegation of sexual harassment referred to him or her without regard to gender of the complainant.  Employees chosen by the Superintendent to be Title IX Officers shall be presented to the Board for final approval.

Definition
Sexual harassment is behavior which is not welcome, which is personally offensive, which debilitates morale and which therefore interferes with the work and/or learning effectiveness of its victims.

Actions
Sexual harassment actions include, but are not limited to, the following:
1.
Unwelcome sexual flirtation, advances, or propositions;

2.
Verbal or written abuse of sexual nature, including suggestive jokes and innuendoes;

3.
Sexually degrading words used to describe an individual's body;

4.
Sexually suggestive objects or pictures in the workplace;

5.
Unreasonable differential treatment based on gender.

RACIAL HARASSMENT
Racial harassment by an individual under jurisdiction of the Wes Watkins Technology Center is expressly prohibited. Persons determined to have engaged in racial harassment of any kind shall be subject to disciplinary sanctions.

Bad faith use of this policy to harass employees or students shall be considered racial harassment for purposes of this administrative policy and its attendant procedures.

The Superintendent shall select at the beginning of the school year a Title VI Officer.  The officer shall have the authority to handle any case involving allegation of racial harassment referred to him or her without regard to race of the complainant. Employee chosen by the superintendent to be Title VI Officer shall be presented to the Board for final approval.

Definition
Racial harassment is behavior which is not welcome, which is personally offensive, which debilitates morale, and which therefore interferes with the work and/or learning effectiveness of its victims.

Actions
Racial harassment actions include, but are not limited to, the following:

1.
Verbal or written abuse of race, including racial jokes or innuendoes;

2. 
Racially degrading words used to describe an individual's ethnic background;

3.
Racially degrading objects or pictures in the workplace;

4.
Unreasonable differential treatment based on ethnic background.

BULLYING
The Oklahoma Legislature established the School Bullying Prevention Act with the express purpose of prohibiting peer student harassment, intimidation, and bullying. These terms include, but are not limited to any gesture, written or verbal expression, or physical act that a reasonable person should recognize will: (1) harm another student; (2) damage another student’s property; (3) place another student in reasonable fear of harm of the student’s person or damage to the student’s property; or (4) insult or demean any student or group of students in such a way as to disrupt or interfere with the School District’s educational mission of the student or other students. 
Bullying is an individual or group aggressive physical, emotional, verbal or sexual behavior whose intentions are to do harm to others. Bullying can include and is not limited to, name calling, verbal slurs, pushing, hitting, pinching, gesturing, threatening, disrespecting and taking items without permission. Wes Watkins Technology Center will not tolerate bullying behavior.  This conduct shall be subject to the same disciplinary consequences as other misconduct. 
Victims of alleged bullying incidents are encouraged to report the situation to a teacher or personnel in the Student Services office. Confidentiality will be maintained, within legal limits, and no reprisals or retaliation will be allowed to occur as a result of good faith reporting of bullying.
GRIEVANCE PROCEDURE FOR TITLE IX OF THE EDUCATION

AMENDMENTS OF 1972 AND TITLE VI OF THE CIVIL RIGHTS

ACTS OF 1964, SECTION 504  OF THE REHABILITATION ACT OF 1973
1.
DEFINITIONS


A.
Discrimination Complaint:  A written complaint alleging any policy, procedure or practice which discriminates on the basis of race, color, national origin, sex (including sexual harassment), religion, age or disability.


B.
Grievant:  Any person enrolled in or employed by the Technology Center who submits a complaint alleging discrimination based on sex (including sexual harassment), race, color, national origin, religion, age or disability.  Sexual harassment is a prohibited type of sexual discrimination under Title IX for which a grievance under this policy can be filed with the Title IX Director.  For purposes of any complaint alleging a violation of Section 504, in addition to those identified as possible grievants in this paragraph, members of the public may also be potential grievants.  For purposes of this policy, a parent or guardian’s complaint or grievance shall be handled in the same manner as a student’s complaint would be.


C.
Title IX, ADA, Title VI and VII and 504 Director (s):  The person(s) designated to coordinate efforts to comply with and carry out responsibilities under Title IX of the Education Amendments of 1972, the Americans with Disabilities Act, Titles VI of the Civil Rights Act of 1964, as amended, Section 504 of the Rehabilitation Act of 1973 and any other state and federal laws addressing equal educational opportunity.  The Director under Title IX, ADA, Title VI  and VII and 504 is responsible for processing complaints and serves as moderator and recorder during hearings.  The Director of each statutory scheme may be the same person or different persons.


D.
Respondent:  The person alleged to be responsible for the alleged discrimination contained in a complaint.  The term may be used to designate persons with responsibility for a particular action or those persons with supervisory responsibility for procedures and policies in those areas covered in the complaint.


E.
Day:  Day means a working day when the Technology Center’s main administrative offices are open.  The calculation of days in complaint processing shall exclude Saturdays, Sundays and legal holidays.

2.
PRE-FILING PROCEDURES

Prior to the filing of a written complaint, the student or employee is encouraged to visit with the building supervisor or the Technology Center's Title IX, ADA, Title VI and VII or 504 Director, as applicable, and reasonable effort should be made at this level to resolve the problem or complaint.

3.
FILING AND PROCESSING DISCRIMINATION COMPLAINTS


A.
The Grievant submits a written complaint to the Director, as applicable, stating the basis, nature and date of the alleged discrimination, the names of persons responsible (where known) and requested action.  If the applicable Director is the person alleged to have committed the discriminatory act(s), then the complaint should be submitted to the Superintendent for assignment.  Complaints must be submitted within 30 days of alleged violation or date Grievant has become knowledgeable of alleged violation.  Complaint forms are available from the offices of the Technology Center's Title IX, ADA, Title VI and VII and 504 Director.


B.
The Director conducts an investigation within 10 days of receiving the complaint, to the extent reasonably possible, which may include but not be limited to, interviewing the Grievant, any witnesses, review of documents and interviewing the Respondent.  The Director will ask the Respondent to  LISTNUM \l 5   confirm or deny facts;  LISTNUM \l 5   indicate acceptance or rejection of the Grievant’s requested action; and  LISTNUM \l 5   outline alternatives.


C.
As to complaints of discrimination by students and school employees, the Director will disclose the complaint, the identity of the Grievant and information regarding the person who allegedly committed the discriminatory act only to the extent necessary to fully investigate the Grievant and only when the disclosure is required or permitted by law.  If a complainant wishes to remain anonymous, the Director will advise him or her that such confidentiality may limit the Technology Center’s ability to fully respond to the complaint.  If a Grievant asks to remain anonymous, the Director will still proceed with its investigation.


D.
The Respondent will submit a written answer within 10 days to the applicable Director.


E.
Within 5 days after receiving Respondent's answer, the applicable Director will refer the written complaint and Respondent's written answer to the Building Supervisor or Other Designee for a hearing.  If any person charged with decision making responsibility at any level of this grievance procedure is the person alleged to have committed the discriminatory act(s), then a different decision maker will be appointed to maintain impartiality.  The Director will schedule the hearing with the Grievant, the Respondent, the Building Supervisor or Other Designee.  The hearing will be conducted within 10 days after the Director receives Respondent’s answer.


F.
At the hearing, the Building Supervisor or Other Designee will review the information collected through the investigation and may ask for additional oral or written evidence from the parties and any other individual he or she deems relevant.  The applicable Director will make arrangements to audiotape any oral evidence presented.  In circumstances involving allegations of sexual harassment, the Director may determine that it is appropriate and reasonable to separate the individual who is allegedly being sexually harassed from the alleged harasser in the hearing.


G.
Within 5 days after the hearing, the Building Supervisor or Other Designee will issue a written decision to the Grievant, Respondent and applicable Director.


H.
If the Grievant or Respondent is not satisfied with the decision, he or she must notify the applicable Director within 5 days and request, in writing, an appeal to the Superintendent.  The written appeal shall contain a specific statement of the basis for the appeal.


I.
Within 5 days after receiving the appeal, the applicable Director will refer the appeal and the evidentiary record created below to the Superintendent.  The applicable Director will schedule a hearing with the Grievant, Respondent and Superintendent within 10 days of receiving the appeal.   


J.
The Superintendent will act as an intermediate level of appeal by reviewing the Building Supervisor or Other Designee’s decision and the oral and written evidence presented below and making a decision.   At the hearing, the Superintendent may ask for additional oral or written evidence from the parties and any other individual he or she deems relevant.  The applicable Director will make arrangements to audiotape any oral evidence presented.  


K.
Within 5 days after the hearing, the Superintendent will issue a final decision in writing to all parties involved.


L.
If the Grievant or Respondent is not satisfied with the decision, he or she must notify the applicable Director, in writing, within 5 days and request an appeal to the Board of Education.  The written appeal shall contain a specific statement of the basis for the appeal.


M.
The applicable Director will notify the Board of Education, in writing, within 5 days after receiving the appeal.  The Clerk will place the appeal on a board agenda within 30 days from the date of notification to the Board of Education.


N.
The Board will act as an appellate body by reviewing the decisions and the oral and written evidence presented below and making a decision.   At the Board meeting, the Board may ask for oral or written evidence from the parties and any other individual it deems relevant.  The Clerk will make arrangements to audiotape any oral evidence presented.  Within 5 days of the meeting, the Board will issue a final decision in writing to all parties involved.

4.
GENERAL PROVISIONS


A.
Extension of time:  Any time limits set by these procedures may be extended by mutual consent of the parties involved.  The total number of days from the date the complaint is filed until the complaint is resolved shall be no more than 120 days.


B.
Access to Regulations:  Upon request, the Technology Center shall provide copies of any Technology Center regulations prohibiting discrimination on the basis of race, color, national origin, religion, sex, age or disability.


C.
Confidentiality of Records:  Complaint records will remain confidential, to the extent allowed by law, unless permission is given by the parties involved to release such information.  All complaint records will be kept separate from any other records of the Technology Center.  No complaint record shall be entered in any personnel file unless adverse employment action is taken against an employee.  Complaint records shall be maintained on file for three years after complaint resolution.


D.
Representation: The Grievant and the Respondent may have a representative assist them through the grievance process and accompany them to any hearing.


E.
Retaliation: No reprisals or retaliation will be allowed to occur as the result of the good faith reporting of a discrimination complaint.


F.
Basis of Decision: At each step in the grievance procedure, the decision maker will take or recommend the taking of appropriate measures based on the facts, as revealed by the investigation and hearing, taken as a whole, and the totality of the circumstances, such as the nature, extent, context and gravity of the activities or incidents.


G.
Section 504 Due Process Procedures: For information concerning due process procedures under Section 504, the Grievant should contact the 504 Director.

Approved  08-14-03

GENERAL INFORMATION

Exposure Control
1.
ALL STUDENTS will receive safety training in exposure to Bloodborne (i.e. AIDS, Hepatitis B) and Airborne Pathogens (i.e. flu, cold, virus).

2.
ALL STUDENTS enrolled in health related programs (Practical Nursing, Surgical Technology, and Health Careers Technology) must have Hepatitis B inoculation series completed or have signed a waiver prior to clinical training or clinical observation.

Asbestos

No Asbestos Containing Materials (ACM) have been found in any of our buildings on the main campus.  A copy of the AHERA Management Plan is available for your inspection at the Superintendent’s office.  You may make copies of any portion of the plan or the entire plan at a nominal cost to you for reproduction of copies.

Insurance

Due to the nature of the courses offered at Wes Watkins Technology Center, there is a possibility of students being injured while working with the various machinery and equipment used in our classes.  We recommend that if you are not covered under family insurance and hospitalization plans, you purchase an accident insurance policy.  The Board of Education does NOT assume the responsibility for payment of hospital, doctor, or ambulance fees.

Campus Maps
A detailed map of individual campus buildings is located in each classroom.  Instructors will orient students on evacuation procedures including fire, lockdown and severe weather drills.
Equipment and Books
You will be working with expensive equipment.  Your training program will include care and maintenance of this equipment.  Please assume responsibility for keeping equipment, books, classrooms, furniture, and tools from excessive wear and abuse.  Broken or damaged equipment should be reported immediately to your instructor so it can be repaired without further damage.  You may be expected to pay for damage resulting from improper use of school property and equipment.

School Closings
The School Reach system will be used to notify all students of school cancellations or late starts.  It exists so that all students can be contacted as early as possible should it be known that school will not be held the next day.  It is the student’s responsibility to notify Student Services of correct phone number.

The school calendar is determined after consultation with partner schools. You are expected to attend the Technology Center whenever the bus runs, even though other students may be excused because their partner school is closed.  Official announcements of school closings will be made with Television Channels KFOR 4 OKC, KTUL 8 Tulsa and KWTV 9 OKC or call the school.  
Due to high calling volume, we may not get through to each station.  Please check more than one station.
Emergency Procedures

Emergency procedures for fire and weather are posted in each classroom. Students should become familiar with these procedures.

Appearance 

It is difficult to find employment for students who go to extremes in dress or appearance.  Prospective employers visit our school frequently and are very conscious of the appearance of the students.  Therefore, it is necessary to dress as if you were going to work.  DRESS FOR SUCCESS.  *

Dress and personal grooming should not present health or safety problems, cause disruption of the education process, or offend the common standards of our community.

Some departments may require you to wear clothing regularly worn in related occupations.

*
For inappropriate dress see Page 52, # 11.

Wes Watkins Area Vo-Tech Center Foundation, Inc.

The Wes Watkins Area Vo-Tech Foundation, Inc. is based on the concept that vocational education can be endowed in the same spirit as higher education through a broad based system of district support. The foundation was incorporated in the State of Oklahoma on March 4, 1996.  Since that time we have received approval as a broad based non-profit, publicly supported foundation, with the IRS 501 (c) (3) designation.  This designation allows the contributor to take full benefit of the tax advantage offered by supporting a sanctioned foundation.

The foundation is governed by by-laws and a Board of Trustees.  Board members are selected to represent a cross section of our district and receive no compensation for this privilege.

The purpose of the Wes Watkins Area Vo-Tech Foundation is to:

1.
Strengthen the ability of Wes Watkins Technology Center to enrich and enhance the quality of education for our students.

2.
Enhance academic excellence in our system by providing funding not available through public sources.

3.
Build confidence in our technology center.

4.
Encourage community and business involvement in the technology center in a positive and supportive manner.

5.
To obtain financial and non-financial resources on behalf of the technology center school system.

6.
Award excellence in classroom activities by offering scholarships and awards for high achievement.

The resources will be derived from funds the foundation raises to support a permanent endowment. The investment income earned from the endowment fund plus other non-designated contributions will be used to pay for student’s educational projects, grants, and scholarships approved by the Foundation’s trustees.

CODE OF CONDUCT

In order to have a productive environment in which optimum learning takes place the following code of conduct will be followed.  The student/instructor contract is essential to the mission of this school to provide quality educational instruction and services to promote individual success in the workplace.


As the Instructor I will:



As the Student I will:

1.
Be in the classroom at the first bell.


Be on time for classroom sessions.

2.
Be readily available during all class time.

Be actively participating and pursuing









successful learning.

3.
Be prepared to facilitate learning in the

Be prepared by having pencil and 


classroom.





needed material each day.

4.
Respect you as an individual.



Respect the rights of others.

5.
Exhibit a positive attitude.



Assume responsibility for learning.

6.
Model the same behaviors that I expect.

Develop acceptable work ethics and 









behavior.

7.
Provide safe and proper environment.


Practice appropriate behavior at all 









times.

8.
Teach safety and sanitation practices.


Observe safety and sanitation 









practices.

9.
Assist with prep for employment including

Actively participate in learning 


preparing a resume’/portfolio and teaching

employability skills.


interview techniques.

10.
Teach and assist in the development of 

Actively participate in employability


employability skills.




skills training.

11.
Develop students interest in community

Actively participate in community 


support/student organizations.



support/student organizations if able.






STUDENT POLICIES
DRUG AND ALCOHOL POLICY FOR ALL ADULT HEALTH STUDENTS

Wes Watkins Technology Center (“WWTC”), with the intent that all adult students enrolled in health career majors have notice and knowledge of the ramifications of alcohol and illegal chemical substance use, possession, purchase, sale or distribution when the student is on school property, at a school sponsored event, in school vehicles, or going to or from a school sponsored event, hereby adopts the following policy. 
Statement of Purpose and Intent 

1. 
The safety of patients served by the WWTC students enrolled in health career majors is of paramount concern to WWTC. 
2.
Adult students who use drugs or alcohol pose serious safety risks to patients, as well as other students and employees of WWTC and clinical facilities, at which students engage in clinical practice rotations.

3.
The use of alcohol and illegal chemical substances has a direct and adverse effect on the safety, personal health, attendance, productivity and quality of work of all students.

4. 
Recent scientific studies demonstrate that the use of alcohol and/or illegal chemical substances reduces an individual’s ability to perform beyond the time period of immediate consumption or use.

5. 
Due to the devastating impact that the use of alcohol and/or illegal chemical substances can have on the safety of patients, students, and employees of WWTC and various clinical facilities at which students enrolled in health career majors may perform clinical work, as well as the adverse effect alcohol and illegal chemical substances can have on a student’s ability to perform in a clinical setting, WWTC will not tolerate students who use, possess, distribute, purchase, sell or are under the influence of illegal chemical substances or alcohol.
6. 
This Policy will apply to all adult students of WWTC who are enrolled in health career majors.

7. 
Violations of this Policy will subject the adult student to disciplinary action, including, but not limited to, immediate dismissal from WWTC.

Definitions 

1.
“Illegal chemical substance” or “drug” means any substance which an individual may not sell, possess, use, distribute or purchase under either Federal or Oklahoma law. “Illegal chemical substance” includes, but is not limited to, all scheduled drugs as defined by the 
Copyright 2004 Rosenstein, Fist & Ringold, Inc.
Oklahoma uniform Controlled Dangerous Substances Act, all prescription drugs obtained without authorization, and all prescribed drugs and over the counter drugs being used for an abusive purpose. By way of example only, the drugs which may be tested for are: amphetamines, cannabinoids, cocaine, phencyclidine (PCP), hallucinogens, methaqualone, opiates, barbiturates, benzodiazepines, synthetic narcotics, designer drugs, or any metabolite of any of these substances.

2. 
“Alcohol” means ethyl alcohol or ethanol and includes “low point” beer.

3.
“Under the influence” means a student of WWTC who has any alcohol or illegal chemical substance or the metabolites thereof present in the student's body in any amount which is considered to be “positive” for such alcohol or drug or drug metabolites using any scientifically substantiated alcohol or drug use screen test and alcohol or drug use confirm test.

4.
“Positive” when referring to an alcohol or drug use test administered under this Policy means a toxicological test result which is considered to demonstrate the presence of alcohol or an illegal chemical substance or the metabolites thereof using the cutoff standards or levels determined by the State Board of Health for drug or alcohol testing of students or in the absence of such State Board cutoff levels, the cutoff levels customarily established by the testing laboratory administering the alcohol or drug use test.

5.
“School property” means any property owned, leased, rented or used by WWTC, including but not limited to school buildings, parking lots and motor vehicles.

6. 
“Drug or alcohol use test” means a chemical test administered for the purpose of determining the presence or absence of alcohol or illegal chemical substances or their metabolites in a student’s blood, bodily tissue, fluids, products, urine, breath or hair.

7.
“Random selection” or “random selection basis” means a mechanism for selecting students for alcohol and/or drug testing that: 

A. 
Results in an equal probability that any student from a group of students subject to the selection mechanism will be selected; and
B. 
Does not give WWTC discretion to waive the selection of any student selected under the mechanism.

8. 
“Reasonable suspicion” means a belief that a student is using or has used alcohol or drugs in violation of this Policy drawn from specific objective and articulable facts and reasonable inferences drawn from those facts in the light of experience, and may be based upon, among other things:
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A. 
Observable phenomena, such as:

(1) 
the physical symptoms or manifestations of being under the influence of alcohol or a drug while on school property, at a school sponsored event, in school vehicles, or going to or from a school sponsored event, or 

(2) 
the direct observation of alcohol or drug use while on school property, at a school sponsored event, in school vehicles, or going to or from a school sponsored event;
B. 
A report of drug or alcohol use while on school property, at a school sponsored event, in school vehicles, or going to or from a school sponsored event, provided by reliable and credible sources;

C. 
Evidence that a student has tampered with an alcohol or drug test; or

D. 
Evidence that a student is involved in the use, possession, sale, solicitation or transfer of alcohol or drugs while on school property, at a school sponsored event, in school vehicles, or going to or from a school sponsored event.
Procedures for Alcohol or Illegal Chemical Substance Testing

1. 
Any alcohol or drug use test administered under the terms of this Policy will be administered by or at the direction of a professional laboratory licensed by the Oklahoma State Department of Health and using scientifically validated toxicological methods that comply with rules promulgated by the State Department of Health. The professional laboratory shall be required to have detailed written specifications to assure chain of custody of the samples, proper labeling, proper laboratory control and scientific testing, with all samples to be taken under the supervision of appropriate laboratory employees at a school site or site designated by the laboratory. All aspects of the alcohol and drug use testing program, including the taking of samples, will be conducted so as to safeguard the personal and privacy rights of students to the maximum degree possible and shall be conducted under reasonably sanitary conditions. The test sample shall be obtained in a manner which minimizes its intrusiveness. In the case of urine samples, the samples must be collected in a restroom or other private facility behind a closed stall; a sample shall be collected in sufficient quantity for splitting into two (2) separate samples, pursuant to rules of the State Board of Health, to provide for any subsequent independent confirming analysis of the first sample; the test monitor shall not observe any student while the sample is being produced, but the test monitor may be present outside the stall to listen for the normal sounds of urination in order to guard against tampered samples and to insure an accurate chain of custody; and the test monitor may verify the normal warmth and appearance of the sample. If at any time during the testing procedure the test monitor has reason to believe or suspect that a student is tampering with the sample, the test monitor may stop the procedure and inform the test coordinator. The test monitor shall be of the same gender as the student giving the sample. If a student is determined to have 
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tampered with any specimen or otherwise engaged in any conduct which disrupts the testing process of any student, then the student will be deemed to have violated this policy and will be subject to disciplinary action, including, but not limited to, immediate dismissal from WWTC. The test monitor shall give each student a form on which the student may, but shall not be required to, list any medications he has taken or any other legitimate reasons for his having been in recent contact with alcohol or illegal chemical substances. 

2. 
If the initial drug use test is positive for the presence of an illegal chemical substance or the metabolites thereof, the initial test result will be subject to confirmation by a second and different test of the same sample. The second test will use the gas chromatography/mass spectroscopy technique or an equivalent scientifically accepted method of equal or greater accuracy as approved by rules of the State Board of Health, at the cutoff levels determined by Board rules. A student will not be subject to disciplinary 
procedures unless the second test is positive for the presence of illegal chemical substances or the metabolites thereof.

3. 
If an initial alcohol use test is positive for the presence of alcohol, the initial test result will be subject to confirmation by a second test using any scientifically accepted method approved by rules of the State Board of Health, at the cutoff levels determined by Board rules.

4. 
Upon written request, the student will be furnished with a free copy of all test results performed under this Policy. All test records and results will be confidential and kept in files separate from the student’s cumulative records. All tests required of a student by WWTC under this Policy shall be at the adult student’s expense. 
5. 
Any student who is subject to disciplinary action as a result of testing positive (with confirmation by a second and different test) for an illegal chemical substance, for being under the influence of alcohol or an illegal chemical substance while on school property, at a school sponsored event, in school vehicles or going to or from a school sponsored event will be given a reasonable opportunity, in confidence, to explain or rebut the alcohol or drug use test results. If the student asserts that the positive test results are caused by something other than consumption of alcohol or an illegal chemical substance by the student, then the student will be given an opportunity to present evidence that the positive test result was produced by something other than consumption of alcohol or an illegal chemical substance. WWTC will rely on the opinion of the laboratory which performed the tests in determining whether the positive test result was produced by something other than consumption of alcohol or an illegal chemical substance.

6. 
The laboratory reports and results of alcohol and drug use testing will be maintained on a confidential basis except as otherwise required by law. The laboratory performing alcohol or drug use tests for WWTC will not report on or disclose to WWTC any physical or mental condition affecting a student which may be discovered in the examination of a
Copyright 2004 Rosenstein, Fist & Ringold, Inc.
sample other than the presence of alcohol or illegal chemical substances or the metabolites thereof. The use of samples to test for any other substances will not be permitted.
Adult Student Alcohol and Drug Use Tests – When Required

1.
Adult health career students will be tested for drugs and/or alcohol prior to the start of the fall semester of each school year, and/or upon their admission to a health career major, 
and/or at the beginning of the health career major in which enrolled. 

2. 
Adult student enrolled in a health career major will be tested for drugs and/or alcohol prior to the start of their participation in any type of clinical practice if required by WWTC or a facility at which the student will participate in clinical practice.

3.
Adult students enrolled in health career majors may be tested for drugs and/or alcohol at any time on a random selection basis. The decision of when to conduct drug and/or alcohol testing on a random selection basis is entirely within the discretion of WWTC.

4. 
Adult student enrolled in a health career major whose behavior while on school property, at a school sponsored event, in school vehicles, or going to or from a school sponsored event creates a reasonable suspicion that the student is under the influence of alcohol or an illegal chemical substance may be required to take an alcohol and/or drug use test. Nothing in this Policy shall require alcohol and/or drug use testing of any student nor prohibit WWTC from disciplining any student in the absence of an alcohol or drug use test of the student.

5.
Adult student who refuses or fails to participate in or cooperate with any part of the testing process will be deemed to have violated this policy and will be subject to disciplinary action, including, but not limited to, dismissal from WWTC, to the same extent as if the student tested positive for the presence of alcohol or an illegal chemical substance.
Persons Authorized to Order Alcohol or Drug Testing

1.
The following persons have the authority to require alcohol or drug use testing of students under this Policy:

A. 
The Superintendent of WWTC; or

B. 
Any employee of WWTC designated by the Superintendent or the School Board to exercise such authority.
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Due Process Procedures

Any secondary school student who is subject to an out-of-school suspension for violation of this Policy shall be afforded appropriate due process procedures consistent with that required to be provided to common high school students under Oklahoma law.  Adult education students have no due process rights and are subject to immediate dismissal from WWTC without due process procedures.

Circulation of Policy

This policy shall be given broad circulation to all WWTC adult students enrolled in health career majors, which shall include prominent posting at various places in WWTC.
Approved 06/29/07
Revised 04/10/08
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Drug-Free School and Workplace
It is the policy of the Board of Education of Wes Watkins Technology Center District 25 that all students and employees of the District be aware of the District's program to maintain a drug-free environment.

Students and employees who manufacture, distribute, dispense, possess, or use controlled substances, including anabolic steroids or alcohol, shall be subject to disciplinary action. Such disciplinary action may include long-term suspension or expulsion for student and termination of employment for employees.  In addition to suspension, expulsion and/or termination, students and employees are subject to referral for prosecution under applicable laws.

Employees are required as a condition of employment and by Public Law 100-690, to report to their supervisor any criminal convictions for drug-related actions.

1.
Any employee convicted of violating a criminal drug statute in this workplace must inform the school of such conviction (including pleas of guilty and nolo contendere) within five (5) days of the conviction occurring.  Failure to inform the school subjects the employee to disciplinary action up to and including termination for the first offense.

2.
The District must notify federal funding sources within ten (10) days after receiving notice from the employee or otherwise receiving actual notice of such a conviction.

3.
The District reserves the right to offer employees convicted of violating a criminal statute in the workplace participation in an approved rehabilitation or drug abuse assistance program.  If such a program is offered and accepted by the employee, then the employee must satisfactorily participate in the program as a condition of continued employment.

Various state and federal laws impose severe penalties for the use, possession or sale of controlled substances.  The Federal Controlled Substance Act, 21 United States Code Annotated (U.S.C.A.) and the Comprehensive Drug Abuse and Control Act of 1970, 21 U.S.C.A., Section 848, provides federal sanctions and the Uniform Controlled Dangerous Substances Act, Oklahoma Statutes, Title 63, Section 2-101, and others, plus various criminal statutes provide state sanctions.

Chemical dependence is a contagious, progressive disease that does not disappear of its own accord.  Because drugs have a destructive impact on the brain, regular users lose control over their behavior, and most of them find it extremely difficult to stop using drugs without outside intervention.  Using a drug just "one time" predisposes a person to try it again because that person has apparently violated a taboo with impunity.  Any student or employee of this school district who believes that he or she may have a problem with drug abuse may be referred to appropriate local agencies for counseling, treatment or rehabilitation. For additional information concerning assistance available or for District's Plan of Operation, please refer to the school counselor.

Legal References:

O. S. 70-1210-221 et seq.

Public Law 101-226

PLAN OF OPERATION

Wes Watkins Technology Center District Number 25, hereinafter "Wes Watkins", in recognition of the devastating effects that the unlawful use of drugs, alcohol and other controlled substances has on individuals, families and society in general; and in compliance with Public Law 101-226 and Public Law 100-690, establishes the following provisions and information to implement a Drug-Free School and Workplace:

Wes Watkins Technology Center, in total commitment to the Position stated below; and in conjunction with Public Laws 101-226 and 100-690, will publish and distribute annually to all students and employees the provisions of its drug awareness and prevention program.  This publication will include:

1.
The Position Statement

2.
Provisions and information associated with unlawful alcohol, drug and controlled substance abuse, describing:


A.
The legal sanctions


B.
The disciplinary sanctions by Wes Watkins Technology Center


C.
The health risks


D.
Available counseling and treatment programs


E.
Employee responsibilities for reporting criminal drug statute convictions

Wes Watkins Technology Center will conduct a biannual review of the program to determine effectiveness, implement needed changes, and ensure that disciplinary sanctions are consistently and fairly enforced, and will submit all required reports, certifications, and copies of its Anti Drug Program to the specified and appropriate entities.

Position
Wes Watkins Technology Center exists for the primary function and purpose of enhancing the lives and career opportunities of those served, through career and technology training and other self-improvement aspects of the curriculum. Therefore, philosophically, all negative manners would have to be discouraged.  However, in the case of the unlawful possession, use, manufacture, or distribution of illicit drugs, alcohol, or controlled substances, Wes Watkins, as a matter of policy, strictly prohibits and will not tolerate these activities by students and/or employees while on District property, including grounds, buildings, parking lots, and vehicles; or while participating in District activities or business while off campus.

Provisions
Wes Watkins Technology Center's Drug-Free School and Workplace Program will operate under the following provisions:

1.
Wes Watkins Technology Center retains control over all District property, including buildings, grounds, parking lots, and vehicles. Lockers/desks or any other property assigned to students/ employees will be on a joint control basis, with the right to inspect at any time retained by Wes Watkins.  The district will occasionally use trained dogs to search for drugs, alcohol, contraband or weapons on school property without notice.
2.
Upon reasonable suspicion, a search of  a person’s cold weather outer garments, purses, containers, or other items of concealment will be conducted by law enforcement officers or by designated school personnel.

3.
Students/Employees that are under the influence of drugs, alcohol, or other controlled substances (excluding medication prescribed by a doctor for their treatment), while on District property or involved with District activities, will be in violation of Wes Watkins' Drug-Free School and Workplace policy prohibiting the use of such substances, regardless of where the substances were actually consumed or used.

4.
The unlawful possession, use, manufacture, or distribution of illicit drugs, alcohol, or controlled substances is prohibited by State and Federal criminal law that contains strong penalties. Wes Watkins will report all violations to the appropriate law enforcement authorities, including the Hughes County Sheriff's department. 

5.
Violation of Wes Watkins Technology Center's Drug-Free School and Workplace policy by high school students will result in notification of parents/ guardians in addition to the appropriate law enforcement authorities.

6.
Disciplinary actions by Wes Watkins Technology Center will be administered fairly, in compliance with State and Federal statutes, and in compliance with Wes Watkins Technology Center's commitment to non-discrimination, as established in the Non-discrimination policy.  Disciplinary actions may include any or all of the following:


A.
Suspension (in the case of employees, without pay)


B.
Probation, pending proof of satisfactory participation in an appropriate drug/alcohol abuse treatment program, at the student's/employee's expense


C.
Expulsion for students



Termination for employees


D.
Referral for prosecution

7.
Employees of Wes Watkins Technology Center are required as a condition of employment and by Public Law 100-690 to report to their supervisor, any criminal convictions for drug related actions.


A.
Any employee convicted of violating a criminal drug statute in this workplace must inform the school of such conviction (including pleas of guilty and nolo contendere) within five (5) days of the conviction occurring.  Failure to inform the school subjects the employee to disciplinary action up to and including termination for the first offense.


B.
The Wes Watkins Technology Center must notify federal funding sources within ten (10) days after receiving notice from the employee or otherwise receives actual notice of such a conviction.


C.
The school reserves the right to offer employees convicted of violating a criminal statute in the workplace participation in an approved rehabilitation or drug abuse assistance programs.  If such a program is offered and accepted by the employee then the employee must satisfactorily participate in the program as a condition of continued employment. 

Individuals who desire information or referral from another source should contact the Department of Mental Health at the following phone numbers:



1.
Oklahoma City Reach-Out Hotline 1-800-522-9054



2.
Project Safe (Battered Women) 1-800-821-9953

This agency provides referral, education and advocacy services at no cost, on a statewide basis.

STUDENT RIGHT TO KNOW AND CAMPUS SECURITY POLICY

Plan of Operation
Wes Watkins Technology Center, District #25, hereinafter, "Wes Watkins," in compliance with Public Law 101-542, otherwise known as The Student Right-to-Know and Campus Security Act, will make available to current and prospective students information described within Public Law 101-542.  Wes Watkins Technology Center will prepare, publish and distribute this information annually to all current students and employees, and to any prospective applicant for enrollment or employment upon request, prior to the prospective applicants enrolling or entering into any financial obligation.  Wes Watkins will conduct biennial review of the procedures and statistics to determine effectiveness and availability of up-to-date information.

Provisions
1.
Previous academic year completion and graduation rates of certificate seeking, full-time students. (See page 26)

2.
Previous academic year rate at which individuals who complete a program at Wes Watkins Technology Center pass applicable licensure or certification examinations required for employment in a particular professional skill. (See page 25)

3.
Previous academic year rate at which individuals who complete or graduate from an occupationally specific major, and who enter the labor market following completion of such a major, obtain employment in the occupation for which they are trained.  (See page 26)

4.
Current campus policies regarding procedures for students and others to report criminal actions or other emergencies occurring on campus.


A.
Notify appropriate directors at (405) 452-5500


B.
In event of serious injury, an ambulance will be called unless the victim, in a rational state, requests to be transported by private car to hospital.  Any member of the administrative staff or Health Occupations Staff is authorized to call an ambulance.


C.
In case of accidental or criminal activities of an emergency call:



(1)
Wetumka Chief of Police 

911



(2)
Wetumka Fire Station 

911





(3)
Hughes County EMS


911

5.
Current policies concerning security and access to campus facilities and security considerations used in the maintenance of facilities.


A.
Fire and Disaster Crisis Plan - The signal for fire and disaster evacuation will be the sounding of the alarm system.  The alarm will be a steady tone sounded for at least two (2) minutes.


B.
Tornadoes/Severe Thunderstorms/High Winds – “Code T” will be announced over the intercom and 2-way radio system to take cover.  An “all clear” will be announced when the threat of severe weather is over.


C.
When weather conditions make driving unsafe and when other schools in the area are closed, the Administration will make the decision regarding the operation or closing of the Wes Watkins Technology Center and its majors. If the decision is made to close the school, the calling network will take effect. When conditions, such as power line failure, water main break, etc., create an environment which may be unsafe or constitute a health hazard, the same procedures as indicated above will be used to advise those concerned.


D.
A security guard/maintenance person is on duty from 10:00 p.m. until 7:00 a.m. daily to maintain and keep secure the facilities during these hours. All security personnel have ready access to local city police authorities.  Local police authorities regularly patrol the campus area at different times during the day and night.


E.
The south entrance doors will stay locked at all times.  Tardy students must report to Student Services prior to reporting to the classroom.  Students and visitors must enter Building 100 through the West entrance.  Visitors must report to Student Services to sign in prior to visiting any class or building.

6.
Description of programs designed to inform students and employees about prevention of crimes.


A.
Staff development designed to inform students and employees about prevention of crimes.


B.
Student orientation at the beginning of the school year will address the campus policies and procedures concerning crime prevention and safety on campus.  A visiting law enforcement official will conduct a program to students concerning crime prevention and safety on campus.

7.
Statistics concerning the occurrence on campus, during the most recent school year, and during the two preceding school years for which dates are available, of the following criminal offenses reported to campus security authorities or local police agencies:


A.
Murder & Manslaughter -
None


1988-2010

B.
Sex Offenses-Forcible -

None


1988-2010


Non-Forcible -


None


1988-2010

C.
Robbery -


None


1988-2010

D.
Aggravated Assault -  

None


1988-2010

E.
Burglary - 

  
None


1988-2010

F.
Motor Vehicle Theft - 

None


1988-2010

G.
Hate Crimes


None


1988-2010

H.
Arson



None


1988-2010
8.
Off-campus student organizations are not recognized by Wes Watkins Technology Center and no need exists to monitor such supposed organizations.

9.
Statistics concerning the number of arrests for the following crimes occurring on campus:


A.
Liquor law violations

-
None

1988-2010

B.
Drug abuse violations

-
One 

1988-2010

C.
Weapon possessions

-
None

1988-2010
10.
Wes Watkins Technology Center, in compliance with Public Law 101-226 and Public Law 100-690, established the following provisions to implement a Drug-Free School and Workplace:


A.
The right to inspect assigned lockers or any other property at any time.


B.
Students/employees that are under the influence of drugs or alcohol while on District property will be in violation of the drug-free policy regardless of where substances were actually consumed or used.


C.
Wes Watkins Technology Center will report all violations to the appropriate law enforcement authorities, including the Hughes County Sheriff's Department.


D.
Violation of Wes Watkins Technology Center's Drug-Free policy by high school student will result in notification of parents in addition to the appropriate law enforcement authorities.


E.
Disciplinary actions may include any or all of the following:



(1)
Suspension



(2)
Probation



(3)
Expulsion for students/Termination for employees



(4)
Referral for prosecution


F.
Employees are required as a condition of employment and by Public Law 100-690 to report to their supervisor any criminal convictions for drug related offenses.


G.
Individuals who desire information or referral from another source should contact the Department of Mental Health at the following phone numbers:



(1)
Teen-Line Hotline 405-271-TEEN or 1-800-522-8336




(12 noon-12 midnight)



(2)
Mental Health &    


1-800-522-9054




Substance Abuse Reachout



(3)
Hughes County Family Resource
405-379-7613 or




Center




405-452-5523




These agencies provide referral, education and advocacy services at no cost, on a statewide basis.


H.
Information is provided about specific types of drugs, how to recognize and avoid them and the immediate and long-term effects.

11.
Student Right-To-Know Statistics








2006-

2007-

2008-

2009-







2007

2008

2009

2010



Total Enrollment
 
259

270

207

313



Completers


144

155

158

82



Retention & Completion
86.5%

87.0%

85.82%
80%



Completers placed in
88.2%

88.4%

86.57%
84%



job related position




Completers needing

14

9

18

9



licensure




Passed Licensure (%) 
100%

77.78%
88.89%
100%
ENROLLMENT
High School Students
Permanent residents of the Wes Watkins Technology Center District 25, who are attending classes in an Oklahoma high school, shall be exempt from paying tuition.

Adult Students
Wes Watkins Technology Center shall admit persons who are above compulsory school age who have the need or can benefit from the training offered at the school.  Adults may enroll on a controlled open entry/open exit basis.  High school diploma or GED is not required except for the Practical Nursing Major and the Surgical Technology Major.  All students will be assessed and counseled in regard to class selection.  Minimum scores in reading and/or math may be required in certain majors.
Adult tuition will vary for students in and out-of-district and according to length of major.

Returned Check

It is the policy of the Board of Education of Wes Watkins Technology Center District #25 to charge a service charge in the amount of ten dollars ($10) on any returned check made payable to the district.

.Flow Chart for Chain of Command
Student

(
Instructor

(
Director of Area

(
Superintendent
Directory Information Policy 

The Family Educational Rights and Privacy Act requires that Wes Watkins Technology Center, with certain exceptions, obtain your written consent prior to the disclosure of personally identifiable information from your child’s education records.  However, the Technology Center may disclose appropriately designated “directory information” without written consent, unless you have advised the Technology Center to the contrary in accordance with Technology Center procedures.  The primary purpose of directory information is to allow the Technology Center to include this type of information from your child’s education records in certain school publications.  Examples include:

1.
A playbill, showing your student’s role in a drama production;


2.
The annual yearbook;

3.
Honor roll or other recognition lists;

4.
Graduation programs; and

5.
Sports activity sheets, such as for wrestling, showing weight and height of team members.

Directory information, which is information that is generally not considered harmful or an invasion of privacy if released, can also be disclosed to outside organizations without a parent’s prior written consent.  Outside organizations include, but are not limited to, companies that manufacture class rings or publish yearbooks.  In addition, two federal laws required local educational agencies (LEAs) receiving assistance under the Elementary and High school Education Act of 1965 to provide military recruiters, upon request, with three directory information categories – names, addresses and telephone listings – unless parents have advised the LEA that they do not want their student’s information disclosed without their prior written consent. 

The Technology Center has designated the following information as "directory information," and it will disclose that information without prior written consent:

1.
The student's name;

2.
The names of the student's parents;

3.
The student's address;

4.
The student's telephone listing;

5.
The student’s electronic mail address;

6.
The student's date and place of birth;

7.
The student’s dates of attendance;

8.
The student's grade level (i.e., first grade, tenth grade, etc.);

9.
The student's participation in officially recognized activities and sports;

10.
The student's degrees, honors and awards received;

11.
The student's weight and height, if a member of an athletic team;

12.
The student's photograph; and

13.
The most recent educational agency or institution attended.

Within the first three weeks of each school year, the Technology Center will publish in a newspaper of general circulation in the area the above list or a revised list of the items of directory information it proposes to designate as directory information.  For students enrolling after the notice is published, the list will be given to the student's parent or the eligible student at the time and place of enrollment.

After the parents or eligible students have been notified, they will have two weeks to advise the Technology Center in writing (a letter to the Superintendent of Schools' office) of any or all of the items they refuse to permit the Technology Center to designate as directory information about that student.

At the end of the two-week period, each student's records will be appropriately marked by the records custodian to indicate the items the Technology Center will designate as directory information about that student.  This designation will remain in effect until it is modified by the written direction of the student's parent or the eligible student.

Administration of Medicine

Under Oklahoma law, a school nurse, an administrator or a designated school employee may administer prescription and nonprescription medications to students.

For purposes of this policy, “medicine” or “medications” includes prescription medications and over-the counter medicines such as but not limited to aspirin, cough syrup, and medicated ointments and any other item used to treat an illness, disease or malady.

The term “legal custodian” means a parent, a court appointed guardian or a person having legal custody.

Except as provided below, students may not retain possession of or self-administer any medicine. Violation of this rule will be reported to the student’s parents and may result in discipline 
including suspension.

Medicine shall not be administered to students by teachers or administrators except pursuant to the provisions of this policy.

Only designated employees who have successfully completed specific training in the administration of nonprescription and prescription medications may administer such medications.

As further set out below, Wes Watkins Technology Center retains the discretion to reject requests for the administration of medication and to discontinue the administration of medication.
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A student who has a legitimate health need for a medicine shall deliver the medicine to the school nurse or school administrator in its original container with the written authorization of the student's parent or guardian for administration of the medicine.  The parent's authorization must identify the student, the medicine, and include or refer to the label for instructions on administration of the medicine.  
The medicine will be administered to the student only by the school nurse, an administrator or a designated employee pursuant to the parent's instructions and the directions for use on the label or in the physician's prescription.  A new authorization form must be completed for each change of medication.  If there are no changes, the authorization must be renewed yearly.  If a student brings medications to school without a properly completed authorization form the school will inform the student’s legal custodian of the Technology Center’s policy and the inability to give the medication.  The student’s legal custodian may, however, come to the school and dispense the medication to the student.  When medication is completed and/or at the end of the school year the authorization form will be placed in the student’s health folder and will be deemed part of the student’s health record.  Forms for parental authorization of administration of medicines are available in the office of the principal.

The administration of each school shall keep a record of the students to whom medicine is administered, the date of administration, the person who administered the medicine, and the name or type of medicine administered.

Medications must be stored in a separate locked drawer and not readily accessible to persons other than the persons who will administer the medication.  Medications requiring refrigeration will be refrigerated in a secure area.  

Any person administering medicine to a student will be annually trained by October 1 of each year by a school nurse to administer medication.  Only those successfully completing the training will be authorized to give medication.  A current list of those authorized to give medication will be kept at each school and by the school nurse.  Training will include:

1.
review of state statutes and school regulations (including this policy) regarding administration of medication by school personnel;

2.
procedures for administration, documentation, handling and storage of medication;

3.
medication needs of specific students, desired effects, potential side effects, adverse reactions and other observations;

Students who are able to self administer specific medications (inhalers, etc.) may do so provided such medication and special equipment are transported and maintained under the students’ control within all of the following guidelines:

1.
a licensed physician or dentist provides a written order that the student has a particular Copyright 2003 Rosenstein, Fist & Ringold, Inc.

medical condition (asthma, etc.), is capable of and has been instructed in the proper method of, self-administration of medication.  It is the student’s legal custodian’s responsibility to contact the physician and have the physician complete and sign the required order;

2.
there is a written legal custodian authorization for self administration of medication; 
3.
parents and guardians who elect to have the student self medicate are accepting that the Technology Center, its agents and employees shall incur no liability for any adverse reaction or injury suffered by the student as a result of the self-administration of medication and/or using the specialized equipment;

4.
the written authorization will terminate at the end of the school year and must be renewed annually;

5.
if the legal custodian and physician authorize self medication, the Technology Center is not responsible for safeguarding the students’ medications or specialized equipment such as asthma inhalers;

6.
students who self medicate are prohibited from sharing or playing with their medication, special equipment, i.e., inhalers, etc.  If a student engages in these activities the legal custodian will be contacted and a conference will be scheduled with the legal custodian, student, nurse and other appropriate persons.

7.
students will not be allowed to self administer:

A.
narcotics

B.
prescription pain killers

C.
ritalin 

D.
other medication hereafter designated in writing by Wes Watkins Technology Center.

8.
students may self administer injectables only in the school office in the presence of authorized school personnel.

9.
the Technology Center strongly recommends that students who must self medicate should 
wear Medic Alert bracelets or necklaces.

10.
the legal custodian will provide any emergency supply of their student’s inhaled asthma medication to be administered by school personnel according to state law.
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Nonprescription medication will only be administered by school staff with written authorization of the legal custodian.  The nonprescription medication will be administered according to label directions or written instructions from the student’s physician.  The medication must be in the original container that indicates:

1.
student name (affixed to the container)

2.
ingredients

3.
expiration date

4.
dosage and frequency

5.
administration route, i.e., oral, drops, etc.

6.
other directions as appropriate

Aspirin (acetylsalicylic acid) and products containing salicylic acid will only be administered with written instructions of the student’s physician.  It is the responsibility of the legal custodian to maintain the supply.

Prescription medication will only be administered by school staff with written authorization and instructions.  Prescription medication must be in original container that indicates:

1.
student name 

2.
name and strength of medication and expiration date

3.
dosage and directions for administrations

4.
name of the licensed physician or dentist

5.
date, name, address and phone number of the pharmacy

It is the responsibility of the legal custodian to maintain the supply.

Any medication that is not reclaimed by the legal custodian by the last official day of school closing or reclaimed within seven days of being discontinued by the prescribing physician will be destroyed by the designated employee or the school nurse in the  presence  of a witness according 
to the following procedures:

1.
Medication will be destroyed in a non-recoverable fashion.


A.
Liquid medication will be poured into a sink or toilet.
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B.
Pills or tablets will be poured into toilet.

2.
The following information will be charted on the student’s health card and signed by the designated employee and a witness:

A.
Date of destruction


B.
Time of destruction 

C.
Name and quantity of medication destroyed

D.
Manner of destruction of medication

3.
Any and all controlled substances will be destroyed according to state law.

The designated employee will advise the principal and school nurse if discontinuance of medication is appropriate and assist in informing the legal custodian before mailing a discontinuance letter.  Legitimate reasons for discontinuing administration of medication would include but not be limited to:

1.
a legitimate lack of space or facility to adequately store specific medication;

2.
lack of cooperation by the student, parent of guardian and/or prescribing doctor and Wes Watkins Technology center;

3.
an unexpected and/or adverse medical reaction to the medication at school, i.e., mood change, allergic reaction, etc., considered to be deleterious to the health and well being of the student;

4.
any apparent change in the medication’s appearance, odor, or other characteristics that question the quality of the medication; and

5.
the medication expiration date has passed.
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Student Residency Policy
Please refer to the Wes Watkins Technology Center’s Policy Manual.

Protection of Pupil Rights

Please refer to the Wes Watkins Technology Center’s Policy Manual.

Statement of Directory
Wes Watkins Technology Center, District 25, maintains an educational record for currently enrolled students and students previously enrolled.  The Family Educational Rights and Privacy Act (FERPA) affords parents certain rights in respect to the educational records of their minor children.  The rights of parents transfer to the student at the age of 18.  These rights are:

1.
The right to inspect and review the student’s educational records.

2.
The right to request an amendment to the student’s educational records, to ensure that they are not inaccurate, misleading, or otherwise in violation of the student’s privacy or other rights.

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

4.
The right to obtain a copy of the student records policy for Wes Watkins Technology Center.

5.
The right to file a complaint with the U.S. Department of Education concerning alleged failures by Wes Watkins Technology Center to comply with the requirements of FERPA.

The following student information is designated as Directory Information and may be released by the school, unless a written request for nondisclosure is on file:

1.
Student name, names of student’s parents, student address, phone number, date and place of birth, class, attendance dates, awards received, previous schools attended and photograph.
Any questions concerning parental and/or student rights and responsibilities under the Family Educational Rights and Privacy Act should be referred to the Director of Instruction.  The school’s FERPA policy is contained in the Board of Education’s Policies and Procedures manual. A copy of the school’s FERPA policy is available upon request.  A copy of the school’s policies and procedures manual is located in the student services office, the Superintendent’s office, and other staff offices throughout the school.

Possession of Stolen Property
If a student is found in possession of (or it can with reason be determined the student has had in his/her possession but disposed of) school or other's property, the following action may be taken:

1.
The student may be suspended from Wes Watkins Technology Center until a conference can be held with the student's parents (if high school student), instructor and school administration.

2.
The parents and partner school may be notified of the action and a date for the conference may be scheduled (if high school student).

3.
Law enforcement may be asked to assist if school administrators deem it advisable.

Legal Reference:

O. S. 70-24-102

Possession of Tobacco Products
All high school students and all students under eighteen (18) years old shall not be permitted to use or possess tobacco products on the Wes Watkins Technology Center grounds or in any building or while on any school activity, including instructional trips. School personnel shall confiscate all tobacco products from high school students and students under the age of eighteen (18).  Confiscated tobacco products will be destroyed.

Adult students shall be allowed to use tobacco products other than smokeless tobacco only in areas designated by school administration. The designated smoking area is the patio north of Building 400.  It is a violation for an adult to loan, give or in any way furnish tobacco products to persons under the age of eighteen (18).  Failure to observe this law may result in law enforcement authorities' involvement.  Repeated violations of this policy may result in student suspension or expulsion from the school.

No smokeless tobacco shall be allowed on the campus.

Legal Reference:

O. S. 21-1241

Tobacco Policy
The use of tobacco products has been determined by the Surgeon General to be dangerous to your health.  Current legislation prohibits the purchase of tobacco products by persons under the age of eighteen.

High school students will not be permitted to use or possess tobacco products on the grounds or in any building or while on any school-sponsored activity, including instructional trips.  School personnel have been instructed to confiscate all tobacco products from high school students. Confiscated tobacco will not be returned to the students.  It will be destroyed.

Under no circumstances will the use of any tobacco products be allowed in the classrooms, restrooms, halls, or shops.  The use of smokeless tobacco (Skoal, Copenhagen, Beechnut, etc.) is not permitted at any time on the grounds, or in the buildings, or at any school-sponsored activity, including instructional trips.  

It is a violation of the law for an adult to loan, give to, or in any way furnish tobacco products to persons under the age of eighteen. Failure to observe this law could result in a fine and/or confinement in the county jail.

Wes Watkins Technology Center students who violate this policy are subject to disciplinary action as outlined in the student handbook. Repeated violations of this policy could result in suspension or expulsion from the school.  Law enforcement authorities may be asked to assist if school officials deem it advisable.

Students who violate the Tobacco Use Policy will face disciplinary action as outlined below.

1.
First Offense - Confiscation of tobacco and parental contact.

2.
Second Offense - Confiscation of tobacco and student/parent conference with the administration.

3.
Third Offense - Confiscation of tobacco and temporary suspension (three to ten days).

4.
Fourth Offense - Confiscation of tobacco and possible expulsion for the remainder of the semester.

Wes Watkins Technology Center Officials will also contact law enforcement authorities as deemed necessary.  

Possession of Dangerous Weapons, Controlled Substances, Alcoholic and Non-alcoholic Beverages
The Superintendent or his/her designee shall have the authority to detain and authorize the search of any student or students on any school premises or while in transit under the authority of the school or any function sponsored or authorized by the school, for dangerous weapons or controlled dangerous substances as defined in the Uniform Controlled Dangerous Substances Act.

Any student found to be in possession of any of the following:

1.
Non-intoxicating beverages (low-point beer);

2.
Alcoholic beverages, or a controlled dangerous substance;

3.
Dangerous weapons;

4.
Missing or stolen property, if missing or stolen from the school facility,

may be suspended by the Director of Instruction, Maintenance and Transportation or his/her designee not to exceed the current school semester and the succeeding semester.  Law enforcement officials may be asked to assist if school administration deems it necessary.

In accordance with federal law, any student found to be in possession of a firearm shall be expelled from school for a period of not less than one year.  Superintendent may modify the expulsion on a case-by-case basis.

Legal Reference:

O. S. 70-24-102
20 USC 3351

Laser Penlight Pointers

It is the policy of the Board of Education that no student shall possess or use Laser Penlight Pointers while on school premises, or while in transit under the authority of the school, or while attending any function sponsored or authorized by the school.

Any student possessing such a device will be subject to the following:

1.
First Offense – Warning and confiscation of device until student leaves campus, letter to parents or adult student describing policy and rules with copy filed in student’s personal record.

2.
Second Offense – Confiscation of device, conference with student and parent, if applicable, and possible suspension from campus.

Pepper Gas and Self-Defense Chemicals

It is the policy of the Board of Education that no student shall possess or use Pepper Gas and Self-Defense Chemicals while on school premises, or while in transit under the authority of the school, or while attending any function sponsored or authorized by the school.

Any student possessing such a device will be subject to the following:

1.
First Offense – Warning and confiscation of device until student leaves campus, letter to parents or adult student describing policy and rules with copy filed in student’s personal record.

2.
Second Offense – Confiscation of device, conference with student and parent, if applicable, and possible suspension from campus.

INTERNET SAFETY POLICY

The Internet

Wes Watkins Technology Center provides Internet access to help students and employees learn, do their job, and to be well informed.  Students and employees are expected to use the Internet for school-related purposes.  Students and employees may use the Internet on a limited basis for personal use provided the usage time is minimal and that all other usage policies are adhered to.

Students and employees shall conduct themselves honestly and appropriately with respect to copyrights, software licensing rules, property rights, and privacy of others, as would be done in any other business dealings.  Students and employees shall not use the Internet or e-mail for personal gain.  All existing WWTC policies apply to employees’ conduct on the Internet, including misuse of school resources, sexual harassment, information and data security and confidentiality.

Internet Monitoring

WWTC uses a technology protection measure that blocks or filters Internet access to block access to some Internet sites that are not in accordance with the policy of Wes Watkins Technology Center. The technology protection measure is capable of recording each site visit, each chat, newsgroup, or e-mail message, and each file transfer into and out of our internal networks, and we reserve the right to do so at any time.

1.
The technology protection measure that blocks or filters Internet access may be disabled by the Wes Watkins Technology Center Network Manager for bona fide research purposes by an adult upon the request of a program instructor.

2.
The Wes Watkins Technology Center Network Manager may over-ride the technology protection measure that blocks or filters Internet access for a student to access a site with legitimate educational value that is wrongly blocked by the technology protection measure that blocks or filters Internet access upon request of the program instructor.

3.
No student or employee should have any expectation of privacy as to his or her Internet usage.  Internet usage activity will be reviewed and analyzed on a periodic basis.

4.
WWTC reserves the right to monitor and access or inspect any and all Internet and e-mail usage or files stored in private areas of the network in order to assure compliance with policy.

5.
The access or display of material that is obscene, pornographic, “harmful to minors”, or otherwise inappropriate for educational uses on any WWTC system is a violation of our policy on sexual harassment.  In addition, sexually explicit material may not be archived, stored, distributed, edited, or recorded using WWTC’s network or computing resources.

INTERNET SAFETY POLICY (CONT.)

6.
Wes Watkins Technology Center staff will monitor students’ use of the Internet, through either direct supervision or by monitoring Internet use history, to ensure enforcement of the policy. 
Internet Usage

1.
Students shall not disclose personal information such as name, school, address, or telephone number outside of the school network.

2.
Students or employees with Internet access must take particular care to understand the copyright, trademark, and libel laws so that the use of the Internet does not inadvertently violate any laws.

3.
Students or employees may not use WWTC Internet facilities to download entertainment software or games, or to play games against opponents over the Internet.

4.
Students or employees with Internet access may not use WWTC Internet facilities to download images or videos unless there is an express business-related use for the material.

5.
Students or employees may not upload any software licensed to WWTC or data owned or licensed by WWTC without the express authorization of the manager responsible for the software or data.

6.
WWTC’s Internet facilities and computing resources must not be used to violate the laws and regulations of the United States or any other nation, or the laws and regulations of any state, city, province, or other local jurisdiction in any material way.

7.
Any software or files downloaded via the Internet into WWTC’s network become the property of WWTC.  Any such files or software may be used only in ways that are consistent with their licenses of copyrights.

8.
No student or employee may use WWTC facilities to download or distribute pirated software or data.

9.
No student or employee may use WWTC’s Internet facilities to propagate any virus, worm, Trojan horse, trap-door program code, or any program capable of damaging a computer’s files or hardware.
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10.
No student or employee may use WWTC’s Internet facilities to disable or overload any computer system or network, or to circumvent any system intended to protect the privacy or security of another user.

11.
WWTC retains the copyright to any material posted to any forum, newsgroup, chat or World Wide Web page by any employee in the course of his or her duties.

12.
No student or employee may use a chat forum that is not school related.

13.
No student or employee shall access any Internet sites that are discriminatory or offensive.

E-Mail Usage

1.
E-mail is provided for school communications and should be consistent with the purposes and goals of WWTC.  Personal use shall be on a limited basis only.

2.
Non-school announcements and classified ads must be posted in approved internal publications.

3.
The use of unauthorized codes or passwords to gain access to others’ files is prohibited.

4.
E-mail users shall identify themselves clearly and accurately.

5.
Foul, inappropriate, offensive, abusive, threatening, or harassing e-mail messages, including, but not limited to those including racial or sexual slurs, are prohibited.

6.
E-mail is subject to search at any time, with or without notice.

7.
No student or employee shall post personal opinions on the Internet using the school’s access that is political or discriminatory.

Chain Mail

Chain messages have the same content as chain letters but are sent through e-mail networks rather than regular mail.  Chain letters ask recipients to forward copies of the letter to numbers of additional people.  Chain messages violate the intent of the networks and add to the traffic burden making it more difficult for legitimate activities to take place.

Chain letters received by employees are to be deleted and not forwarded.
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Computer Equipment and Software

The use of WWTC computers, software, printers, Internet connections, network systems and computer system is limited to school related functions.  Equipment software and computer systems may only be used for personal use as defined within these policies.  Equipment shall not be used for personal gain or political activities.  This would include, but would not be limited to, outside business ventures, unapproved professional organizations and non-job-related solicitation whether for profit or nonprofit.

1.
All computer equipment, software, computer systems, other electronic systems, communications and stored information that is transmitted, received, or contained in WWTC’s information systems are property of WWTC.

2.
Employees cannot download or copy unauthorized files that may cause a computer or a workstation to no longer function.

3.
Only software approved and properly acquired may be loaded onto or used on WWTC’s computers, network, or individual workstations.

Technical Usage

1.
User ID’s and passwords help maintain individual accountability for resource usage.  Any employee who obtains a password from WWTC must keep that password confidential. Passwords may be shared only where there is an essential business necessity.  General or public knowledge of passwords is a security risk for the agency and is prohibited. The school will keep copies of Internet or e-mail passwords. The existence of passwords is not an assurance of confidentiality.

2.
Students or employees should schedule communications-intensive operations such as large file transfers, video downloads, mass e-mailings and the like for off-peak times.

3.
Students or employees that download a file must scan the file for viruses before it is executed or accessed.  Students or employees should use the current virus software that is on their computers to scan the file.

Security

1.
WWTC has installed an Internet firewall to assure the safety and security of WWTC's networks.  Students or employees shall not disable, defeat or circumvent any WWTC security facility.
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2.
Files containing sensitive WWTC data that are transferred across the Internet must be encrypted.

3.
Only those Internet services and functions with documented purposes for WWTC will be enabled at the Internet firewall.

Violation of Policies

Violation of any of these policies may result in the suspension of equipment or access privileges, and /or disciplinary actions including dismissal.  Where illegal activities are found, WWTC will cooperate with any legitimate law enforcement activity.

Approved 02-09-97
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INTERNET ACCEPTABLE USE POLICY

Wes Watkins Technology Center’s goal is to educate students about appropriate online behavior, including interacting with other individuals on social networking websites and in chat rooms and cyberbullying awareness and response.

1.
Terms and Conditions for Use of Internet


Please read the following carefully before signing this document.  This is a legally binding document.


Internet access is now available to Wes Watkins Technology Center students and teachers. We are very pleased to bring this access to Wes Watkins Technology Center and believe the Internet offers vast, diverse and unique resources to both students and teachers.  Our goal in providing this service to teachers and students is to promote educational excellence in the Oklahoma public schools by facilitating resource sharing, innovation and communication.

The Internet is an electronic highway connecting thousands of computers all over the world and millions of individual subscribers.  Students and teachers have access to:


A.
electronic mail communication with people all over the world;


B.
information and news;


C.
public domain and shareware of all types;
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D.
discussion groups on a plethora of topics ranging from diverse cultures to the environment to music to politics;

E.
access to many university catalogs.

With access to computers and people all over the world also comes the availability of material that may not be considered to be of educational value in the context of the school setting.  Wes Watkins Technology Center has taken available precautions to restrict access to inappropriate materials.  However, on a global network it is impossible to control all materials and an industrious user may discover inappropriate information.

Internet access is coordinated through a complex association of government agencies, and regional and state networks.  In addition, the smooth operation of the network relies upon the proper conduct of the end-users who must adhere to strict guidelines.  These guidelines are 
provided here so that you are aware of the responsibilities you are about to acquire.  In general this requires efficient, ethical and legal utilization of the network resources.  If a Wes Watkins Technology Center user violates any of these provisions, their access will be terminated and future access could possibly be denied.  The signature(s) at the end of this document is (are) legally binding and indicates the party (parties) who signed has (have) read the terms and conditions carefully and understand(s) their significance.

2.
Internet – Terms and Conditions


A.
Acceptable Use – The purpose of NSFNET, which is the backbone network to the Internet, is to support research and education in and among academic institutions in the U.S. by providing access to unique resources and the opportunity for collaborative work.  School use must be in support of education and research and consistent with educational objectives.  Use of other organization’s network or computing resources must comply with the rules appropriate for that network. Transmission of any material in violation of any U.S. or state regulation is prohibited.  This includes, but is not limited to; copyrighted material, threatening or obscene material, or material protected by trade secret.  Use for product advertisement or political lobbying is also prohibited.  Use for commercial activities is generally not acceptable.

B.
Privileges – The use of the Internet is a privilege, not a right, and inappropriate use will result in a cancellation of those privileges.  Each student who receives access will participate in a discussion with a WWTC faculty member pertaining to the proper use of the network.  The network administrators and teachers will deem
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what is inappropriate use and their decision is final.  The district may deny, revoke or suspend specific user access.


C.
Netiquette – You are expected to abide by the generally accepted rules of network etiquette.  These include, but are not limited to the following:



(1)
Be polite.  Your messages should not be abusive to others.



(2)
Use appropriate language.  Do not swear, use vulgarities or any other inappropriate language.

 

(3)
Do not reveal your personal address or phone number or the addresses and/or phone numbers of students or colleagues.



(4)
Illegal activities are strictly forbidden.



(5)
Note that electronic mail (e-mail) is not guaranteed to be private.  People who operate the system do have access to all mail.  Messages relating to or in support of illegal activities may be reported to the authorities.



(6)
Do not use the network in such a way that you would disrupt the use of the network by other users.



(7)
All communications and information accessible via the network should be assumed to be private property.


D.
Wes Watkins Technology Center makes no warranties of any kind, whether expressed or implied, for the service it is providing.  Wes Watkins Technology Center will not be responsible for any damages suffered.  This involves loss of data resulting from delays, non-deliveries, mis-deliveries, or service interruptions caused by negligence, errors or omissions.  Use of any information obtained via Wes Watkins Technology Center is at the user’s own risk.  Wes Watkins Technology Center is not responsible for the accuracy or quality of information obtained.

E.
Security – Security on any computer system is a high priority, especially when the system involves many users.  If you feel you can identify a security problem on the Internet, you must notify a teacher who will in turn notify a system administrator. Do not demonstrate any problems to other users.  Do not use another individual’s account without written permission from that individual.  Attempts to access Internet as a system administrator will result in cancellation of user privileges.  Any user identified as a security risk or having a history of problems with other computer systems may be denied access to the Internet.

F.
Vandalism – Vandalism will result in cancellation of privileges.  Vandalism is defined as any malicious attempt to harm or destroy hardware, data of another user, Internet, or any agencies or other networks that are connected to the 
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NSFNET Internet backbone.  This includes, but is not limited to, the uploading or creation of computer viruses.


G.
Exception of Terms and Conditions – All terms and conditions as stated in this document reflect the entire agreement of the parties and supersede all prior oral or written agreements and understandings of the parties.  These terms and conditions shall be governed and interpreted in accordance with the laws of the State of Oklahoma, and the United States of America.

COPYRIGHT INFRINGEMENT POLICIES 

Wes Watkins Technology Center requires that all student employees adhere to current copyright laws and congressional guidelines and avoid plagiarism (using another person’s ideas or creative work without giving credit to that person). 

The copyright law of the United States makes it illegal for anyone to duplicate copyrighted materials (the work of another person) without written permission. Serious penalties are provided for unauthorized copy of copyrighted materials or the act of plagiarism.

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

1.
Anyone found liable of civil copyright infringement may be ordered to pay either actual damages or “statutory” damages at no less than $750 and not more than $30,000 per work infringed.

2.
A court can, in its discretion, also assess costs and attorneys' fees. For a more detailed listing please see, Title 17, United States Code, Sections 504, 505. 
3.
Willful copyright infringement can also result in criminal penalties, including imprisonment of up to five years and fines of up to $250,000 per offense. 
4.
For more information, please see the Web site of the U.S. Copyright Office at 

www.copyright.gov, especially their FAQ's at www.copyright.gov/help/faq.

Information obtained from EDUCAUSE at the following website:

http://www.educause.edu/node/645/tid/34600?time=1307998779#combat
APPLICATION PORTION OF DOCUMENT

User Full Name (please print):

Home Address:

Home Phone:

Work Phone:

I understand and will abide by the Terms and Conditions for Internet access.  I further understand that any violation of the regulations is unethical and may constitute a criminal offense.  Should I commit any violation, my access privileges may be revoked, school disciplinary and/or appropriate legal action may be taken.

User Signature:





Date:





PARENT OR GUARDIAN  (If you are under the age of 18, a parent or guardian must also read and sign this agreement.)  As the parent or guardian of this student, I have read the Terms and Conditions for Internet access.  I understand that this access is designed for educational purposes and that Wes Watkins Technology Center has taken available precautions to eliminate controversial material.  However, I also recognize it is impossible for Wes Watkins Technology Center to restrict access to all controversial materials and I will not hold Wes Watkins Technology Center responsible for materials acquired on the network.  Further, I accept full responsibility for supervision if and when my child’s use is not in a school setting.  I hereby give my permission to grant access for my child and certify that the information contained on this form is correct.

Parent or Guardian (please print):









Signature:






  Date:





SPONSOR (Must be signed if the applicant is a student).  As the sponsor of this student, I have read the Terms and Conditions for Internet access.  I agree to instruct the student on acceptable use of the network and proper network etiquette.  However, since the student may use the network for individual work or in the context of another class, I cannot be held responsible for the student’s use of the network.

Sponsor Name (please print):










Signature:






 Date:





Approved 09-11-03
Revised 06-30-09
Search of Students
The Superintendent or his/her designee authorizing a search shall have the authority to detain the student or students to be searched if there is reasonable suspicion related to a specific student,  and to preserve any dangerous weapons or controlled dangerous substances that might be in their possession.  In no event shall a strip search of a student be allowed.  No student’s clothing, except cold weather outerwear, shall be removed prior to the conduct of any warrantless search. Students shall not have any reasonable expectation of privacy towards school administrators or their designee in the contents of a school locker, desk, or other school property. School personnel shall have access to school lockers, desks, and other school property at any time without notice to the students. 

Legal Reference:

O. S. 70-24-102, SLO 489

Disruption of Normal Operation
The Superintendent or his/her designee shall have the authority to order any person out of the school buildings and off the school property for a time period of six months when it appears that the presence of such person is a threat to the peaceful conduct of school business and school classes.  

At the time such person is directed to leave the school, he/she will be informed of their right and given written notice of the procedure for requesting an appeal hearing.  The request for an appeal hearing must be made in writing to the Superintendent within one (1) week from the date the person was required to leave.  The appeal hearing will be held within one (1) week of the date such request is made.

Legal Reference:

O. S. 70-24-131, 132

Contagious/Communicable Disease or Condition - AIDS
It is the policy of this school that the Superintendent will, upon being advised or forming a reasonable belief that a student of this school has AIDS, meet with the parent(s), legal representative or legal guardian of a minor student; or the student, or the student's legal representative if the student is eighteen (18) years of age or more; to ascertain whether the student has AIDS.

If the representative(s) of the student or the student confirms that the student has AIDS, the Superintendent will request that the State Department of Health convene a confidential meeting of a multidisciplinary team to make a recommendation to the Board of Education concerning the affected student's participation in the programs offered by this school in which the affected student is, or wishes to be, enrolled.

Should the State Department of Health fail or refuse to convene such a meeting within a reasonable time, the Superintendent will convene such a meeting and request the attendance of all those individuals noted in the definition of "multidisciplinary team" hereafter.  Such meeting shall be held if at least five (5) of the designated individuals are in attendance and the student, the medical profession and the school are represented.

The Board of Education will follow the recommendation of the multidisciplinary team to the fullest extent possible.

Definitions as used in this policy:

"AIDS" shall mean those clinical and immunologic characteristics referred to as "AIDS-Related Complex" (ARC) and shall include "Human T-Lymphotropic Virus Type III" (HTLV-III); "Lymphadenopathy-Associated Virus" (LAV); "AIDS-Associated Retrovirus" (ARV); and "Human Immunodeficiency Virus" (HIV).

"Multidisciplinary Team" shall mean that group of individuals provided for in Title 63, O.S. 1-502.2(B)1 and shall include, but not be limited to, the following:

1.
The parent(s), legal representative or legal guardian of a minor student; or the student or the student's legal representative if the student is eighteen (18) years of age or more.

2.  
The physician of the student.

3.  
A representative from the Superintendent's office.

4.  
A representative from the State Department of Education.

5.
A representative from the Oklahoma Department of Career and Technology Education.

6.
A representative from the State Department of Health.

7. 
A physician chosen by the school.

"Confidential Meeting" shall mean a meeting that is exempt from the requirements of Title 25, O.S. 301-314 and Title 51, O.S. 24A.1-24A.19 as provided for in Title 63, O.S. 1-502.2.

Bloodborne Pathogens

In the Exposure Control Policy of Wes Watkins Technology Center it is stated information regarding bloodborne pathogens be distributed to the students.  Many of the programs in the healthcare field will discuss this subject in depth; the following is an outline that summarizes the information needed to operate under Standard Precautions if exposure to bloodborne pathogens occurs.

In the course of your vocational program the chance of exposure to bloodborne pathogens is a possibility.  The classes, which have been identified as a higher risk are Practical Nursing, Surgical Technology, Health Science Clusters, , and Building and Grounds/Power Products Technology.  Everyone has the potential to be exposed; these classes are identified due to the nature of the coursework.

A bloodborne pathogen is an infectious process that is transmitted in body fluids.  These include blood, sputum, semen, vaginal secretions, saliva, any body fluid visibly contaminated with blood, and internal body fluid.  Standard Precautions teaches you to assume all body fluid types is potentially infectious.

In your instruction major three control mechanisms are mandatory for avoiding an exposure:

1.
Engineering controls, such as good hand washing and containers for sharp objects that are leak proof and puncture resistant.

2.
Work practice controls, meaning you are practicing safety in all aspects of your program.  (This will be gone over extensively in the classroom)

3.
Following Standard Precautions, which means you treat any body fluid as infected and use protective equipment such as gloves, goggles/face shields and gowns or clothes covering if exposed to body fluids.

If a fellow student is injured, do not attempt to give first aid treatment.  Instead, report all injuries immediately to your instructor.

Inclement Weather
When weather conditions make driving unsafe and when other schools in the area are closed, the Administration will make the decision regarding the operation or closing of the Wes Watkins Technology Center and its majors.

The School Reach system will be used to notify all students of school cancellations or late starts.  It exists so that all students can be contacted as early as possible should it be known that school will not be held the next day.

If the decision is made to close the school, the various television stations will be advised as soon as possible.  Television Channels KFOR 4 OKC, KTUL 8 Tulsa and KWTV 9 OKC will be contacted.  Due to high calling volume, we may not get through to each station.  Please check more than one station.  Therefore, unless an announcement is made to the contrary, all day and evening classes will be open. Announcements must specifically state that Wes Watkins Technology Center is closed.  Closing any other school in the district does not automatically mean the Wes Watkins Technology Center is closed.

When other conditions, such as power failure, water main break, etc., create an environment which may be unsafe or constitute a health hazard, the same procedures as indicated above will be used to advise those concerned.

Wireless Communication Devices

All students, both high school and adult, are eligible to have wireless telecommunication devices while on school premises, or while in transit under the authority of the school, or while attending any function sponsored or authorized by the school if the following rules are followed:
1.
All high school students will be allowed these devices if their parent/guardian has checked the box and signed the signature page of the student handbook.

2.
All adult students will be allowed these devices if they have signed the signature page agreeing to the policy set forth in the student handbook.

3.
All devices used by high school or adult students will be turned off during class, unless specific written permission is granted by superintendent and parent/guardian (if high school student).  See Form WW-331.  This form is available at Student Services.

4.
Use by both high school and adult is permitted before and after school and during lunch and breaks only.

Violation of this policy by high school or adult students may result in disciplinary action and/or confiscation of device.

1.
First Offense – Confiscate device until end of class or day.

2.
Second Offense – (High school only) Device returned after talking to parent.

Second Offense – (Adult only) Device returned after conference with Director
3.
Third Offense – Devise not allowed on campus.

Safety and Accidents
You may be participating in activities that have some element of danger.  Your instructor will explain the safety practices necessary for each course and will expect you to observe them while you are engaged in these activities.

It shall be the policy of Wes Watkins Technology Center to maintain emergency information for all students which will inform the school of the home and business phone numbers of parents or the closest relative (as applicable).

Safety Practices
You may be participating in activities that have some element of danger.  Your instructor will explain the safety practices necessary for each course and will expect you to observe them while you are engaged in these activities.
Safety Goggles/Glasses
It shall be the policy of Wes Watkins Technology Center that the school will provide safety goggles as approved by the American National Safety Institute (ANSI Z87.1-1989) for all students using materials and machines that may damage the vision of such students because of flying particles, intense light, severe heat or other harmful effects.  Any student not following policy will be subject to: 

1.
First Offense -
Student will be given a written warning.

2.
Second Offense - Student will have a student/parent conference with administrator.

3.
Third Offense - Student may be temporarily suspended (three to ten days).

4.
Fourth Offense - Student may be suspended for the remainder of the semester.

Legal Reference: 

O. S. 70-24-117
Hard Hats
It shall be the policy of Wes Watkins Technology Center that the school will provide hard hats as approved by National Safety Council for all students using material and machines that may damage the head from falling and/or flying materials or other harmful effects.

Failure to use hard hats may result in the following:

1.
First Offense -
Student will be given a written warning.

2.
Second Offense - Student will have a student/parent conference with administrator.

3.
Third Offense – Student may be temporarily suspended (three to ten days).

4.
Fourth Offense – Student may be suspended for the remainder of the semester.

Student Behavior Code
The Board of Education is deeply interested in creating a learning atmosphere in the Wes Watkins Technology Center.  It is important that a school-learning atmosphere include maintenance of order which permits students to pursue their education free from disruption or distractions.  The maintenance of order necessitates regulations relating to school discipline.  The directors are charged with assuring compliance to the school code on matters involving high school and adult students.  

It is policy that the following are specific examples of unacceptable behavior whether at school, while on school vehicles or going to and from or attending school events which may result in disciplinary action, including loss of privileges, suspension or expulsion from school:

1.
Open or persistent defiance of authority to any school personnel;

2.
Threat and/or Assault upon student or school personnel (whether involving written, verbal or physical actions);

3.
Creating or attempting a disturbance;

4.
Unauthorized absence from classes;

5.
Excessive tardiness;

6.
Willful disobedience, profanity or vulgarity;

7.
Showing disrespect for school property or causing damage to school property;

8.
Possession or use of dangerous or annoying instruments including, but not limited to, firearms, knives, razors or other weapons used for assault.  (Refer to School Laws of Oklahoma, Article XXIV, Section 33);

9.
Stealing, gambling or cheating;

10.
Hazing or harassment by any group;

11.
Inappropriate Dress - students are encouraged to accept the responsibility of dressing appropriately for their major area. Examples of inappropriate dress are:


A.
Bare feet;


B.
See-through clothing;


C.
Bare midriffs;


D.
Clothing that depicts alcohol or drug use;



E.
Muscle shirts, Tank Tops, Undershirts;

F.
Excessively short skirts and shorts;


G.
Sexually suggestive logos and sayings;

H. House shoes or pajamas;
EXCEPTION:  High school only – Approved partner school activity.

I. Baggy jeans or sagging jeans;
J. Underwear may not be visible. 

12.
Any violation of federal, state or local law or ordinance;

13.
Participation in any meeting, assembly or demonstration not authorized or conducted in accordance with provisions of the Student Behavior Code;

14.
Participation in the publication or distribution of any printed material in violation of the Student Code;

15.
Failure to comply with State of Oklahoma Immunization Law, Title 70, Section 1210,191 as amended June 1976.

16.
Possessing or being under the influence of tobacco, alcohol, narcotics or controlled dangerous substances;

17.
Driving a privately owned vehicle on school property in a reckless or unsafe manner;

18.
Repeated classroom disturbances; 

19.
Failure to identify self to school employees; 

20.
Racial discrimination, including racial slurs or other demeaning remarks concerning another person's race, ancestry, or country of origin and directed toward another student, an employee, or a visitor.

21.
Arson;

22.
Extortion;

23.
False reports or false calls;

24.
Forgery;

25.
Indecent Exposure;

26.
Possession of obscene materials;

27.
Sexual or other harassment of individuals including, but not limited to, students, school employees and volunteers
Student Vehicle Use and Parking
The Wes Watkins Technology Center Board of Education will permit student use and parking of motor vehicles on the campus. Free access to the parking lot may cause personal damage to automobiles, and/or bodily harm resulting in assault, battery, consumption of alcohol, drugs, etc.  Students will not park vehicle in driveway or disabled parking areas. The vehicle will only be used during class hours in the event of an emergency.  Students may use either parking lot.  Wes Watkins Technology Center is not responsible for damage or loss to personal property or vehicle.
Students are permitted to park on the campus as a matter of privilege, not of right.  District personnel may conduct routine patrols of student parking areas and inspect vehicles when on district's property. The interior and exterior of a student's vehicle may be searched when a district authority has reason to believe that illegal or unauthorized drugs, weapons or other contraband is within or upon vehicle.  Such searches may be conducted without notice, without consent and without a search warrant.

Safety is a major concern on our campus.  Note:  There is a 15 mph speed limit on campus. Follow all signs including speed limits and arrows.  Make sure you follow flow patterns and one way roads.

NOTE:  If you must leave your vehicle overnight, please notify Student Services and provide them with the make, model and tag number.  Otherwise, it may be towed away. Wes Watkins Technology Center is not responsible for the contents or safety of the vehicle.

STUDENT SERVICES

Guidance Services
The Wes Watkins Technology Center Guidance and Advisement team is eager to assist you with your career planning needs.  Guidance and Advisement services are available to all students throughout the year.  These services include: 
1.
A certified school counselor to work individually with you on educational options that meet your career goals 

2.
A customer-friendly Student Services staff to assist you with questions about your career plan and educational needs

3.
An Assessment Coordinator that provides placement and abilities testing and state and national certification testing

4.
Financial aid services provided by an experienced Financial Aid Officer to ensure students receive maximum support to meet educational funding requirements
5.
An internal Career Advisor that works collaboratively with the instructional staff and students on individualized plans of study to ensure the success of ALL students

6.
A Career Advisor/Recruiter working with partner school staff and students in career exploration, interest inventories, and four and six year plans of study

Financial Aid Services

A financial aid officer is available to you for financial aid counseling.  Regular business hours are Monday – Thursday from 8:00 a.m. – 4:30 p.m. and 8:00 a.m. – 3:00 p.m. on Fridays. For appointment outside regular hours, please call 405-452-5500.
Career Advancement Center
The Career Advancement Center (CAC) is an important component of the enrollment process at Wes Watkins Technology Center.  All students are assessed in the areas of ability, achievement, interests, and learning styles.  The CAC is also a place where all students can receive extra help to advance in reading, writing, technology, communication, and math skills.  Individual plans for academic improvement area developed based on student assessment (pre and post testing), career interests and educational goals.  Students perform research, career exploration and planning, resume and portfolio development in the CAC.  Certification, through competency and career readiness assessments, is an essential part of students’ success in the chosen career major.
The Career Advancement Center is open from 8:00 a.m. - 4:30 p.m., Monday through Friday.

Career Portfolios 
All students at Wes Watkins Technology Center will develop a portfolio.  The portfolio represents a student-managed collection of accomplishments and progress toward career goals.  

Voter Registration Forms

Due to the passage of the Higher Education Act of 1998, educational facilities must make available to every enrolled student who is an eligible, but a non-registered voter, the opportunity to register to vote.  Registration forms will be available at the Student Services counter.

Under the HEO (Sec. 493(a)(1)) Wes Watkins Technology Center also  provides the following link to the Oklahoma Voter Registration Form: 
http://www.ok.gov/elections/Voter_Registration/Voter_Registration_Application_Form/
Constitution Day

In 2004, Sen. Robert Byrd, (D-WV) inserted language into the Consolidated Appropriations act of 2005, requiring educational institutions receiving federal funds, as well as federal agencies, to implement an annual education program related to the United States Constitution beginning on September 17, 2005. September 17 is the date which commemorates the 1787 signing of the Constitution. On May 24, 2005, the U.S. Department of Education issued a Notice of Implementation, indicating that all educational institutions receiving federal funding must provide an educational program pertaining to United States Constitution. For the purpose of this requirement, "educational institutions'' includes but is not limited to "local educational agencies'' and "institutions of higher education'' receiving Federal funding. Section 111 (b) of the Consolidated Appropriations Act of 2005, designates September 17 as the date on which educational institutions are required to hold “Constitution Day programming”, however, during the years when September 17 occurs on a Saturday, Sunday, or holiday, the program must be held during either the preceding or following week. (Federal Register/Vol. 70, No. 99/Tuesday, May 24, 2005).

Wes Watkins Technology Center distributes pocket size constitution booklets to students in addition to educational activities.

Admission Requirements for Alternative Education Students
To apply for admission to a high school major at Wes Watkins Technology Center the procedures listed below should be followed:

1.
Submit a completed current High School Major application available through the Student Services Department.

2.
To provide SUFFICIENT EVIDENCE of an individual participating in an alternative education plan, the following requirements apply:


A.
Residence Requirements – The applicant must be a resident of Wes Watkins Technology Center District No. 25 and be in an alternative plan through a partner school.  No tuition is charged for high school in-district students.


B.
Age Requirement – The student must be sixteen years of age (unless special arrangements are made) before November 1 in the year which he/she plans to attend Wes Watkins Technology Center.


C.
Program Requirement – Alternative Education students wishing to enroll in a program of study at Wes Watkins Technology Center will be considered for admission upon completion of the steps listed below:


(1)
Complete two (2) weeks of enrollment in the alternative school with 100% attendance.


(2)
Complete a vocational orientation within two (2) weeks after expressing an interest in enrolling in a major at Wes Watkins Technology Center.




(a)
Complete an interest assessment.




(b)
Shadow a major at Wes Watkins Technology Center.



(c) 
Be interviewed by the Wes Watkins Technology Center Counselor and Instructor.




(d)
Enrollment is subject to space availability.


D.
Other Requirements – Recommendation must be made by partner school administration.


E.
Transportation – Transportation to and from Wes Watkins Technology Center will be the responsibility of the individual and must be within the guidelines of the policies of Wes Watkins Technology Center.

Student Organizations
As part of your training program, several trade related student organizations exist at Wes Watkins Technology Center.  The purpose of these organizations is to develop leadership, pride in craftsmanship, and social skills.  Meetings are held during the school day and are considered part of your course.

The student organizations are Business Professional of America (BPA), Health Occupations Students of America (HOSA) and Skills USA (SUSA)

As the year progresses, you will be informed of the various organizations, meetings and activities.

Only First (1st) place winner in competitive events will attend national competition and have expenses paid by the district.  Under no circumstances will second (2nd), third (3rd) or other place winner will be allowed to attend.
BPA

The mission of Business Professionals of America is to contribute to the preparation of a world class workforce through the advancement of leadership, academic, citizenship, and technological skills.

Faculty Advisor: Diana Bowen
SkillsUSA

Preparing for leadership in the world of work.

Faculty Advisors: Billy Moore, Wade Boyd and Wes Clark

HOSA

A national student organization endorsed by the U.S. Department of Education and the Health Science Technology Education Division of ACTE. HOSA's two-fold mission is to promote career opportunities in the health care industry and to enhance the delivery of quality health care to all people. HOSA's goal is to encourage all health occupations instructors and students to join and be actively involved in the HSTE-HOSA Partnership.

Faculty Advisors: Health Occupations Instructors

Student of the Month/Student of the Year
Student of the Month is an activity in recognition of our students accomplishments.  Students are nominated by the major instructor through use of the nomination form.  Interviews are conducted by a three (3) member panel.  Scores are based on appearance, self-confidence, expression, personality, application, attendance, grades, and extra curricular activities. Each Student of the Month participant receives a certificate of participation.

Winners of the Student of the Month can participate in Student of the Year competition if student meets academic and attendance standards.  An essay is required and interviews are conducted by a three (3) member panel comprised of business men and women outside Wes Watkins Technology Center.

Student of the Month and Student of the Year winners receive various prizes.  These programs are worthwhile learning experiences and a way to provide the recognition of achievement that our students deserve.

Gold Star Ambassadors 
The Superintendent’s Leadership Team are students who have been recommended to be representatives for Wes Watkins Technology Center.  They serve as tour guides and represent Wes Watkins Technology Center at various public events.

As a GSA, students attend leadership training classes and assist with meetings, the job fair, 8th grade and sophomore tours, Student of the Month assemblies and many other events throughout the year. In March they attend Leadership Day at the Capitol with other leadership groups throughout the state and are able to sit in on House and Senate sessions as well as meet with their legislators. The GSA's are also responsible for planning and presenting the Veteran's Day assembly each year. 

Advisors: Robin Hinkley, Tylisa Bray, Jodie Dunn, and Allen Smith.

National Technical Honor Society

The purpose of this organization is to promote the ideals of honesty, service, leadership, career development and skilled workmanship among the students of Wes Watkins Technology Center.  Students are nominated for membership by their instructor during the period set forth by the sponsor.  To be eligible for membership, a student must maintain no less than a 95% average in their major and high school students must maintain a 3.5 grade point average at their home school.  Adult students must be attending full-time.  Students may not have more than four (4) absences during the semester being evaluated.  Students must start within two (2) weeks of date each semester starts.

Advisors: Crystal Orr, Lynn Brooksher, Andrea Kreis, Karla Smith, and Cheryl Strech .

Perfect Attendance
To be eligible for perfect attendance, student must start career major within first 2 weeks of school and have perfect attendance through May 10, 2012.  The only excused absences which will be part of the criteria are school activities for high schools students and WWTC school activities for adult students.  

Job Placement
Job placement and counseling services are available to you for help in finding employment. Upon completion of your major and within the following year, as the instructor becomes aware of job openings related to your training area, you will be contacted and informed of any job openings, job fairs and other information that might assist you in job opportunities.  A job placement bulletin board is kept in the student commons area and updated regularly.  Refer to wwtech.org for links to current employment opportunities.
Breaks/Daily Schedule
A student break area is provided for your convenience.  There is one 10 minute break period during each three-hour class session. Food and drink may be consumed in your classroom, at the discretion of your instructor.  

This is a privilege which may be removed.
During your break you should not visit other instructional areas or go to the parking lot.  Safety is a major concern on our campus.  Free access to the parking lot may cause personal damage to automobiles, and/or bodily harm resulting in assault, battery, consumption of alcohol, drugs, etc.

A typical daily schedule is listed below.*

Morning Hours:     8:00 a.m. to 11:00 a.m.

Afternoon Hours:    12:05 p.m. to 3:05 p.m.

Breaks:
       10 Minutes



 
         10 Minutes


*Practical Nursing have modified schedule.  Refer to class handbooks.

MISUSE OF BREAKS MAY RESULT IN LOSS OF PRIVILEGES.

STUDENT RECORDS AND PLACEMENT
Your student records include competency profiles, grades, attendance, work experience, attitude, personal appearance, character, and safety consciousness.  These records assist us in answering inquiries from prospective employers.  Transcripts, certificates and other scholastic records will be maintained permanently or as required by governing agencies.
ON-THE-JOB EXPERIENCE (OJE) /

ON-THE-JOB TRAINING (OJT)

Definition
OJE – An opportunity for a student to gain experience in their chosen career above the hours in the curriculum plan listed as capstone, workforce staging or clinical activity. On-the-job experience will help the student to see a more in depth view of the requirements of the job. Prior approval for OJE must be made by the Director of Instruction.  OJE will vary in length according to the needs of the student.  Final length will be determined by the instructor.

OJE shall be limited to one (1) semester, no more than four (4) days a week with one (1) full day, as specified by student’s enrollment, required in the student’s major.  

OJT - An opportunity for a student to work and receive compensation from a place of employment within their chosen career plan.  On the job training will help the student to see firsthand the requirements for the job.  Prior approval for OJT must be made by the Director of Instruction.  OJT will vary in length according to the needs of the student.  Final length will be determined by the instructor.

OJT shall be limited to one (1) semester, no more than four (4) days a week with one (1) full day, as specified by student’s enrollment, required in the student’s major.  

Guidelines and contract are available from your instructor at the appropriate time in your curriculum plan.
MENINGOCOCCAL VACCINES
1.
What is meningococcal disease?


Meningococcal disease is a serious bacterial illness.  It is a leading cause of bacterial meningitis in children 2-18 years old in the U.S.  Meningitis is an infection of the fluid surrounding the brain and spinal cord.  Meningococcal disease also causes blood infections.

About 1,000–2,600 people get meningococcal disease each year in the U.S.  Even when they are treated with antibiotics, 10-15% of these people die.  Of those who survive, another 11-19% loses their arms or legs, become deaf, have problems with their nervous systems, become mentally retarded, or suffer seizures or strokes.

Anyone can get meningococcal disease.  But it is most common in infants less than one year of age and people with certain medical conditions, such as lack of a spleen.  College freshmen who live in dormitories and teenagers 15-19 have an increased risk of getting meningococcal disease.

Meningococcal infections can be treated with drugs such as penicillin.  Still, about 1 out of every ten people who get the disease dies from it, and many others are affected for life. This is why preventing the disease through use of meningococcal vaccine is important for people at highest risk.

2.
Meningococcal Vaccine - There are two kinds of meningococcal vaccine in the U.S.:


A.
Meningococcal conjugate vaccine (MCV4) was licensed in 2005.  It is the preferred vaccine for people 2-55 years of age.


B.
Meningococcal polysaccharide vaccine (MPSV4) has been available since the 1970s.  It may be used if MCV4 is not available, and is the only meningococcal vaccine licensed for people older that 55.

Both vaccines can prevent 4 types of meningococcal disease, including 2 of the 3 types most common in the U.S. and a type that causes epidemics in Africa.  Meningococcal vaccines cannot prevent all types of the disease.  But they do protect many people who might become sick if they didn’t get the vaccine.  Both vaccines work well, and protect about 90% of people who get them.  MCV4 is expected to give better, longer-lasting protection.  MCV4 should also be better at preventing the disease from spreading from person to person.

3.
Who should get meningococcal vaccine and when?


A dose of MCV4 is recommended for children and adolescents 11-18 years of age.  This dose is normally given during the routing preadolescent immunization visit (at 11-12 years).  But those who did not get the vaccine during this visit should get it at the earliest opportunity.  Meningococcal vaccine is also recommended for other people at increased risk for meningococcal disease:


A.
College freshmen living in dormitories.


B.
Microbiologists who are routinely exposed to meningococcal bacteria.


C.
U.S. military recruits.


D.
Anyone traveling to, or living in, a part of the world where meningococcal disease is common, such as parts of Africa.


E.
Anyone who has a damaged spleen, or whose spleen has been removed.


F.
Anyone who has terminal complement component deficiency (an immune system disorder).


G.
People who might have been exposed to meningitis during an outbreak.

MCV4 is the preferred vaccine for people 2-55 years of age in these risk groups.  MPSV4 can be used if MCV4 is not available and for adults over 55.

4.
How many doses?


People 2 years of age and older should get 1 dose.  Sometimes a second dose is recommended for people who remain at high risk.  Ask your provider.


MPSV4 may be recommended for children 3 months to 2 years of age under special circumstances.  These children should get 2 doses, 3 months apart.

5.
Some people should not get meningococcal vaccine or should wait.


Anyone who has ever had a severe (life-threatening) allergic reaction to a previous dose of either meningococcal vaccine should not get another dose.


Anyone who has a severe (life threatening) allergy to any vaccine component should not get the vaccine.  Tell your provider if you have any severe allergies.

 
Anyone who is moderately or severely ill at the time the shot is scheduled should probably wait until they recover.  Ask your provider.  Please with a mild illness can usually get the vaccine.


Anyone who has ever had Guillain-Barre´ Syndrome should talk with their provider before getting MCV4.


Meningococcal vaccines may be given to pregnant women.  However, MCV4 is a new vaccine and has not been studied in pregnant women as much as MPSV4 has.  It should be used only if clearly needed.


Meningococcal vaccines may be given at the same time as other vaccines.

6.
What are the risks from meningococcal vaccines?


A vaccine, like any medicine, could possibly cause serious problems, such as severe allergic reactions.  The risk of meningococcal vaccine causing serious harm, or death, is extremely small.


Mild Problems – As many as half the people who get meningococcal vaccines have mild side effects, such as redness or pain where the shot was given.  If these problems occur, they usually last for 1 or 2 days.  They are more common after MCV4 than after MPSV4.  A small percentage of people who receive the vaccine develop a fever.


Severe Problems – Serious allergic reactions, within a few minutes to a few hours of the shot, are very rate.  A serious nervous system disorder called Guillain-Barre´ Syndrome (or GBS) has been reported among some people who received MCV4.  This happens so rarely that it is currently not possible to tell if the vaccine might be a factor.  Even if it is, the risk is very small.

7.
What if there is a moderate or severe reaction?


What should I look for? – Any unusual condition, such as a high fever, weakness, or behavior changes.  Signs of a serious allergic reaction can include difficulty breathing, hoarseness or wheezing, hives, paleness, weakness, a fast heart beat or dizziness.


What should I do? – Call a doctor, or get the person to a doctor right away.  Tell your doctor what happened, the date and time it happened, and when the vaccination was given.  Ask your doctor, nurse, or health department to report the reactions by filing a Vaccine Adverse Event Reporting System (VAERS) form. Or you can file this report through the VAERS web site at www.vaers.hhs.gov, or by calling 1-800-822-7967.  VAERS does not provide medical advice.

8.
The National Vaccine Injury Compensation Program


A federal program exists to help pay for the care of anyone who has had a rare serious reaction to a vaccine.  For information about the National Vaccine Injury Compensation Program, call 1-800-338-2382 or visit their website at www.hrsa.gov/vaccinecompensation. 

9.
How can I learn more?


A.
Ask your doctor or nurse.  They can give you the vaccine package insert or suggest other sources of information.


B.
Call your local or state health department.


C.
Contact the Centers of Disease Control and Prevention (CDC):



1.
Call 1-800-232-4636 (1-800-CDC-INFO)



2.
Visit CDC’s National Immunization Program website at www.cdc.gov.vaccines 



3.
Visit CDC’s meningococcal disease website at www.cdc.gov/ncidod/dbmd/diseaseinfo/meningococcal_g.htm 



4.
Visit CDC’s Traveler’s Health website at www.cdc.gov/travel 

Information obtained through the Department of Health and Human Services – Centers for Disease Control and Prevention

COURSE MATERIAL 
Most of the materials needed in your training major are furnished for high school students. Adult students will receive an itemized list of fees in their career major handbook. However, students must furnish materials for personal projects.  You may not charge equipment and materials to the school or leave school in order to pick up supplies.  Most of these supplies are available through our bookstore.
COOPERATIVE ALLIANCE AGREEMENTS
Wes Watkins Technology Center has Cooperative Alliance Agreements with OSU INSTITUTE OF TECHNOLOGY and SEMINOLE STATE COLLEGE.  This enables adult and high school students to receive credit through the participating colleges.  A Cooperative Agreement is approved for Coffeyville Community College.
Participating high school students who enroll for college credit through the Cooperative Alliance Agreements with OSU Institute of Technology and Seminole State College will be charged an $8 per hour fee by the cooperative institution.  Adult student’s cooperative institution fee is included in career major supply fee.
For enrollment, high school students must:

1.
Have ACT score of at least 19 or ACT Plan score of at least 15 or a high school GPA of at least 2.5.

2.
Submit a signed Parent/Guardian Statement of Understanding.

3.
Complete the same projects and examinations as adult students participating in the Cooperative Alliance Agreement program.
For more information see the counselor.

EARLY RELEASE
When a student needs to leave the campus for an appointment or emergency, he/she must check out through Student Services.  A written note or a telephone call from the parent or guardian will be required before a high school student is permitted to leave.  This will be documented on student’s attendance summary.
ATTENDANCE 
Authorized participation of home school activities shall not affect the high school students' perfect attendance.  
The success of business is greatly affected by the dependability and productivity of its employees. Therefore, each student is expected to attend school regularly and to be punctual, in order to derive maximum benefit from the instructional major.  Regular attendance will reinforce the development of desired work attitudes, such as punctuality, responsibility, and self-discipline. Students are encouraged to take care of personal business and routine health care needs on their own time.  Several days are allocated throughout the school year for holidays and breaks.  (Please refer to the school calendar for time-off from school.)

In order to prepare Wes Watkins Technology Center class completers for employment, it is necessary to maintain an accurate attendance record for each student.  The following procedures will be enforced in order to implement the attendance policy:

1.
Students will receive 7.5 days per semester:

2.
Tardies 

A.M. – 8:01 – 9:00 = 1 tardy

 

9:01 – 10:00 = 2 tardies



10:01 – 11:00 = 3 tardies = 1 absence


P.M. – 12:06 – 1:05 = 1 tardy



1:06 – 2:05 = 2 tardies



2:06 – 3:05 = 3 tardies = 1 absence


Students that are tardy must obtain an "admit to class" slip from Student Services.

3.
A student missing more than the excused days described above may result in the student failing and/or being dropped from class.

4.
When a student accumulates five (5) days of absence during the semester, the student will be placed on attendance probation.

5.
Probation is a formal warning that the student is in danger of receiving a failing grade.
6.
A student will be notified of probationary status in a conference between the instructor and the student, and a conference form will be completed and signed by the student.

7.
A STUDENT WHO MISSES FIVE (5) CONSECUTIVE DAYS WITHOUT NOTIFYING THE SCHOOL MAY BE SUBJECT TO DISMISSAL.
8.
Extenuating circumstances beyond those days allowed will be reviewed by the Student Services staff.  Student Services staff decision is final.
9.
Absences EXEMPT for high school / adult students:

A.
Homebound – documented by partner school;

B.
Court Appearance – documented by statement from a court official;

C.
Authorized school sponsored activities. 
Authorized Wes Watkins Technology Center sponsored activities or authorized partner school activities shall not affect the high school student’s perfect attendance.

D.
Military leave – documented by statement from the commanding officer
A complete record of attendance for all students shall be kept on file by Wes Watkins Technology Center as required by federal and state regulations.

ASSIGNMENTS
Writing

In keeping with Wes Watkins Technology Center and Technology Centers That Work mission and goals all student-produced literacy assignments will be expected to reflect clear content and organized structure. Grade could be affected if work does not exhibit acceptable writing skills.

Plagiarism

Work presented by student must be his/her own work and wording should reflect a student’s individual work. Students who present work that is not theirs will receive a 0 (zero) grade for their assignment.

Cheating

All students are expected to do their individual work on tests and written assignments given by their teacher. Using other means, such as, notes on tests, copying others work will be given a 0 (zero) for their assignment. Violation of this policy could result in failure of entire course or suspension.

GRADING

1.
Instructor will assess the letter grade earned by student for the given semester.

2.
A student who exceeds 7.5 days per semester and is passing his/her career major will receive a “no grade” (NG). The student may be withdrawn from school for the balance of the current semester. Students who violate the attendance policy will not be allowed to enroll for the following regular semester, including summer school, if the violation occurs during the spring semester.
3.
A student who exceeds 7.5 days per semester and is failing his/her career major will receive an “F.” The student may be suspended from school for the balance of the semester and the following regular semester, including summer school if the violation occurs during the spring semester.
GRADING SCALE

A:     90-100     B:     80-89     C:     70-79     D:     60-69     F:     Below 60     NG:     No Grade
PARTNER SCHOOL ACTIVITIES
Confirmation from your partner school administrator is required.  Authorized participation of partner school activities shall not affect the high school student’s perfect attendance.

WES WATKINS TECHNOLOGY CENTER FIELD TRIPS AND ACTIVITIES

High school and adult students are required to ride vehicles provided by Wes Watkins Technology Center.


BUSES – High School Students
School bus transportation to and from the high school is furnished for in-district high school students.  Students riding the bus should be on time, courteous, and thoughtful of drivers.  School bus infractions may result in student’s inability to ride WWTC school bus.
STUDENT DRIVERS
Students are expected to obey all traffic regulations.  Disobeying traffic regulations may jeopardize your driving privileges.

SUSPENSION OF HIGH SCHOOL STUDENTS

Emergency Suspension
It is policy that an administrator may suspend a student on an emergency basis, without a hearing, if he/she has reasonable cause to believe that:

1.
The physical safety of the student or of others is endangered;

2.
The school is in the midst of a violent upheaval;

3.
The student is causing substantial interference with the operation of the school.

An emergency suspension terminates when it is reasonably determined that the student's presence in the school will not result in a situation warranting emergency suspension under the Student Behavior Code.  This suspension should not exceed five (5) school days.

Short Term Suspension
It is policy that a student may be suspended on a short-term basis by the administration for violating one or more parts of the Student Behavior Code.  Short-term suspension is defined as exclusion from classroom instruction, not to exceed ten (10) school days.
Long Term Suspension
It is policy that an administrator may initiate long term suspension, which shall be defined as exclusion from regular instruction for any period exceeding ten (10) school days, when a student violates one or more parts of the Student Behavior Code.

Appeal of Suspension
At the conclusion of an informal hearing, if short term suspension or long term suspension is imposed, the student will be informed of his/her right to request an appeal hearing before a committee or the Board of Education, through the Superintendent.  This committee shall consist of at least two (2) members of the administrative staff.  This appeal hearing will be within one (1) week of the date such request is made.  The request for an appeal hearing must be made in writing within two (2) weeks of the date the informal hearing was conducted.  The request for an appeal hearing with the Board of Education shall be at the next regularly scheduled meeting.

Procedures
Procedure 7.17 will be followed when administering suspension of students.

Legal Reference:
O.S. 70-24-101

Procedural Reference:
7.17

Adult Student Behavior
Purpose

The Wes Watkins Technology Center [“WWTC”] serves adult and secondary students.  A discipline code is provided for secondary students to inform secondary students of the standards of conduct required of such students, and of the consequences that attach to misconduct.  Oklahoma law prescribes procedures applicable to the out-of-school suspension of secondary students that are not applicable to adult students.  Accordingly, WWTC has established this policy which is applicable to adult students and which explains the standards of conduct and civility expected of adult students and also explains the actions that may be taken when an adult student violates those standards.  Under this Policy, educational opportunities available to adult students may be terminated in instances (1) where an adult student’s conduct violates the approved standards [set out in Section IV below, entitled “Adult Student Behavior Code”] or (2) when a student, for any reason, cannot fulfill requirements essential to successful course or program completion.  

NOTHING IN THIS POLICY IS TO BE CONSIDERED A CONTRACT BETWEEN WWTC AND ANY ADULT STUDENT NOR IS ANY PROVISION DEEMED TO REQUIRE ANY TYPE OF DUE PROCESS OR OTHER PROCEDURES PRIOR TO DISMISSAL/REMOVAL OF ANY STUDENT FROM ANY PROGRAM OR COURSE.  FAILURE OF WWTC TO IMPLEMENT OR ABIDE BY THIS POLICY CREATES NO RIGHTS IN ANY ADULT STUDENT.  THIS POLICY IS SIMPLY TO SERVE AS A GUIDELINE FOR USE BY WWTC ADMINISTRATORS.

Procedures
1. 
Immediate Removal / Dismissal of a Student
Whenever an alleged violation of the Adult Student Behavior Code is reported to an administrator, he/she will ascertain whether the immediate removal/dismissal of the student is required.  If removal/dismissal is found necessary, the administrator will document the justification in a report and immediately forward it to the Superintendent, and also immediately contact the student.

2.
Evidentiary Hearing
Upon notice of an alleged violation, the relevant administrator will conduct a hearing with the adult student and review the evidence relevant to the violation.  All information deemed relevant by the administrator will be received at the hearing.  The administrator may have any person that he/she deems necessary at the hearing.  If removal/dismissal of the student is necessary before a hearing can be conducted, the hearing must be held as soon as possible, but not later than three (3) business days of the removal/dismissal.  

3.
Decision
Once the evidentiary hearing has been held, the administrator will summarize his/her findings in a written report, which will include the decision as to the adult student’s innocence or guilt and recommended discipline, if applicable.  This decision will be announced orally at the conclusion of the hearing with a written report to follow, or within three (3) business days of the conclusion of the hearing, by issuance of the written report.  The imposition of discipline will commence following announcement of the decision or issuance of the written report, whichever occurs first.

Should the punishment be one of short or long-term removal or dismissal, the administrator will notify the Superintendent of the action.

4.
Appeal
The student has the right to appeal the administrator’s decision to the Superintendent.  An appeal is commenced by letter to the Superintendent delivered within seventy-two (72) hours of the decision rendered by the administrator.  The administrator, upon receipt of notice of the appeal, will forward the report of the hearing to the Superintendent for decision.  The Superintendent shall receive and review any and all information he deems necessary and appropriate to his review of the removal/dismissal decision.  The Superintendent has the authority to sustain, overrule, or modify the administrator’s decision.  The decision of the Superintendent shall be final and nonappealable.  Such decision shall be communicated in writing to all parties, within three business days following the decision.  

Readmission
A removed/dismissed student is eligible to be readmitted to a WWTC course or program upon proper application for readmission.  However, the administration may consider the student’s prior disciplinary and incident record in determining whether to grant a student’s request for readmission.

Adult Student Behavior Code
The following behaviors at WWTC, while in WWTC vehicles or going to or from or attending WWTC events may result in removal/dismissal of an adult student from any or all WWTC programs:

1. Cheating;

2. Commission of an act of violence; 

3. Conduct that threatens, endangers or jeopardizes the safety of others;

4. Disruption of the educational process or operation of the school, whether such disruption initially occurred on or off school property;

5. Fighting;

6. Forgery;

7. Harassment, intimidation, and bullying;

8. Immorality;

9. Inappropriate behavior or gestures;

10. Use of vulgar or obscene language;

11. Physical or verbal abuse of any person;

12. Plagiarism;

13. Possession, threat or use of a dangerous weapon, including firearms, and related instrumentalities (i.e., bullets, shells, gun powder, pellets, etc.);

14. Possession, use, distribution, sale, conspiracy to sell or possess or being in the chain of sale or distribution, or being under the influence of alcoholic beverages, low-point beer (as defined by Oklahoma law, i.e., 3.2 beer) and/or controlled substances;

15. Possession or distribution of a controlled dangerous substance, as defined in the Uniform Controlled Dangerous Substances Act;

16. Possession of illegal and/or drug-related paraphernalia;

17. Sexual or other harassment of individuals including, but not limited to, students, school employees, volunteers;

18. Theft;

19. Threatening behavior (whether involving written, verbal or physical actions);

20. Using racial, religious, ethnic, sexual, gender or disability-related epithets;

21. Use of the school’s technology resources (i.e., computers, electronic mail, internet, and similar resources) in a manner prohibited by policies and regulations, or in any manner not authorized by school officials or in violation of law;

22. Vandalism;

23. Violation of any administrative or Board of Education policies, rules or regulations or any classroom rules of any WWTC instructor;

24. Willful damage to school property;

25. Willful disobedience of a directive of any school official;

26. Any reason that is determined to be in the best interests of WWTC or any of its courses or programs.

27. Conduct occurring outside of the normal school day or off school property that has a direct and immediate negative effect on the discipline or educational process or effectiveness of the school, will also result in disciplinary action.

ENROLLMENT PROCEDURE
Adult Student
The following have to be completed before student is admitted into Wes Watkins Technology Center:

1.
Student Services staff  will assist you in making an appointment to take the COMPASS Placement Exam, Career Ability Placement Survey (CAPS), and Interest Inventory (if applicable) and provide you with information about the assessments.  
2.
COMPASS scores and CAPS survey results will be reviewed on the day of testing.  An individual plan of study will be developed based on student assessment data.
Note: If you need accommodations regarding a documented disability and require special education needs, you should speak with a Student Service representative and request a Special Needs Information Packet.
High School Student

Please see high school counselor for enrollment procedures.

TRANSFER OF CREDIT (PRIOR CREDIT)
Students accepted into a Wes Watkins Technology Center major who have attended other technical training facilities or post-secondary education facilities may have prior credit that can be accepted.  Transcripts of prior credit will be reviewed for transfer of credit and prior credit will be given when applicable.  A review of prior credit is initiated by the student by informing either the instructor, Director of Guidance or Director of Instruction.  Application is made and credit is reviewed by the instructor and the Director of Instruction for approval. Students enrolling at Wes Watkins Technology Center who have previous educational experiences will be asked to provide a transcript indicating both courses taken and grades received at previous institutions. Students with previous military service will also be asked to provide AARTS, SMART, CGI, AND CCAR transcripts.

If prior, or advanced standing credit, is granted to a student the credit would be documented in the student’s file, and the student will not be charged tuition or fees (if applicable) for the advanced standing hours. The student’s transcript will show the letters “AS” which will indicate they received advance standing. The student may also see a reduction in Title IV aid they will be eligible.

Note: A student that receives prior credits (advanced standing) will have fewer hours than students enrolled for the complete major. Therefore advanced standing students can be assessed at different times and will complete their major sooner than someone enrolled for the complete major. Please check with your instructor to see when you will complete your major once you find your application for advance standing has been granted. 

REQUIREMENTS FOR CONTINUING ENROLLMENT
A student is expected to make progress toward satisfactory completion of their major in order to be eligible to continue. A student who fails to attend class regularly or otherwise demonstrates a lack of appropriate concern for satisfactory progress and conduct will be dropped from the school. 

Progress is defined as making a C or above in your career major.

For post-secondary students receiving federal financial aid, please see the Satisfactory Academic Progression policy on how these requirements may affect your financial aid.

CRIMINAL BACKGROUND CHECK AND SEX OFFENDER REGISTERY

(for Health Occupation Education Students)

Wes Watkins Technology Center seeks to provide eligible students with clinical opportunities consistent with their occupational choices. These clinical opportunities may be an elective of the student or may be a requirement essential to successful class completion. In either case the clinical site will require a criminal record background check of the student prior to the student’s commencement of the clinical experience. The purpose of background checks is to ensure the safety and security of patients and the public and to ensure that, upon class completion, the student will meet the requirements for professional certification and/or licensure required by the profession. In accordance with this requirement, the technology center has established the following student requirements:

1.
To be considered for placement in a clinical site requiring a criminal record background check, the student must comply with the request for a background check and must also present a satisfactory check. Any reference to a background check in this policy includes a Sex Offender Registry check.

2.
The background check must be conducted by the Oklahoma State Bureau of Investigation (OSBI) if the student has resided in Oklahoma for at least the last year; and/or by an authorized agency in another state if the student has resided in Oklahoma less than one year. The cost of and arrangements for the background check or checks are the responsibility of the student.
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3.
International students are subject to the same criminal history information review as required in paragraph 2 above. It may be necessary for the student to contact his/her embassy or utilize a commercial investigative service in order to comply with this requirement. International students are responsible for obtaining required background checks at the student’s expense.

4.
Faculty members are required, upon initial hiring, to have criminal background checks that comply with this policy and must obtain a new check following any breaks in employment, if other than the normal summer break or authorized leaves.

5.
If more than three (3) months has passed from the date of the student’s background check and the clinical rotation, a new background check must be obtained. Similarly, if the student leaves the major and is later readmitted, another background check must be completed.

6.
Students may obtain the Criminal History Information (CHI) Request from the OSBI or from the Program Department’s secretary.  The student is responsible for insuring that he/she obtains a records check that includes a Sex Offender Registry (SOR) check. In order to obtain a SOR check, the student must check the space on the CHI Request for this registry check.

7.
An original copy of the OSBI check must be submitted to the school on the form supplied by the OSBI. No photocopies, faxed copies, or forms completed by employment service providers will be accepted.

8.
Students should understand that by enrollment in the major they agree to obtain a criminal background check in accordance with this policy and also understand that information obtained based on their background checks as well as a copy of background records may be furnished to the clinical site(s).

9.
The Technology Center reserves the right to request additional information from its students concerning offenses committed in other states, expunged offenses, municipal offenses and pending offenses.

10.
A copy of the OSBI report or reports, copies of court records and related correspondence shall be included in the student’s permanent record.

THE TECHNOLOGY CENTER’S PROCEDURE FOR 

REVIEWING CRIMINAL RECORD CHECKS

The Technology Center shall ensure that all background checks are examined for the purpose of: (1) ensuring the student’s compliance with the District’s policy concerning criminal records background checks; (2) ensuring the safety and security of patients and the public; and (3) ascertaining the student’s eligibility to continue in the health related major and participate in 
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clinical rotations. 
The Technology Center personnel assigned to review background checks shall examine the report(s) to determine:

1.
Whether the report discloses any criminal history on file with the OSBI or any other agency.

2.
Whether in the sex offenders section of the report shows that there is no sex offender record or registration.

3.
The examiner shall specifically inspect the criminal history to determine felony charges and/or registration as a sex offender and not other charges or convictions.

4.
If the review of the report indicates a felony charge or registration on the Sex Offenders Registration list, the Technology Center shall request the student obtain certified copies of court records related to the charge. If the student declines to obtain the records, the Technology Center shall obtain those records from the courthouse in the county in which the charges were filed. The purpose of obtaining the records will be to determine whether a charge filed as a felony was reduced to a misdemeanor and to determine the judgment and sentence rendered by the court.

5.
If the student has a history of felony charge or charges or registration as a sex offender, the examiner will review the case with the appropriate administrative official and with its clinical facility or facilities to determine whether the student will be able to commence or complete the clinical rotation. The clinical facility and the Technology Center will decide whether there is evidence that placement of the student in clinical rotations could jeopardize the safety of others.

6.
Based on the information obtained, the evaluation of the criminal history on the safety and security of others, and the student’s ability to complete the clinical requirements of the major, the Technology center will notify the student of the effect of the record and any related information on the student’s continuation in the major or any restrictions placed on the student.

7.
In the event a decision is made that the student, for reason arising out of the criminal records check, cannot fulfill the course objectives, the student will be advised of the determination, the basis for the determination, and opportunities for alternative majors (if any). If the effect of the criminal records check is to disqualify the student from the major the student may appeal the decision using the procedures provided for adult students suspended, dismissed, or removed from school.

Approved 08-12-04
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WITHDRAWAL POLICY

Adult students who wish to terminate their enrollment before the end of the school year will need to officially withdraw from their career major. These forms may be obtained through Student Services. Students are encouraged to speak with their advisor/instructor about their intentions of withdrawing and how their current coursework may be affected. 
Secondary student withdrawals will be coordinated with the partner school principal and/or counselor.
Students who do not complete a withdrawal form are considered an unofficial withdrawal. WWTC will use the students last day of academically related attendance as their withdrawal date. Students receiving financial aid may owe the school or the Department of Education money.

LEAVE OF ABSENCES – Adult Student
If a student needs to be away from school for a period of time they may request one (1) leave of absence (LOA) during the length of their career major.
The following rules will apply to all leaves: 
1.
Only one leave of absence in per career major will be approved. 
2.
The leave of absence cannot exceed 5 days. 

3.
Students taking an approved leave retain in-school status. 

4.
Financial aid disbursement period will be extended the number of days equal to the number of days of the leave of absence. 

5.
If the leave of absence is medically related, the student must provide the medical release to the counselor/administrator prior to returning. Readmittance will not be allowed without a release. 

6.
Upon a student’s return, the student will be allowed to complete course work that was started prior to the leave. 

7.
Students failing to return from an approved leave of absence will be dropped from their major. 

Any leave of absence that does not meet all of the conditions outlined above for an approved leave of absence is considered a withdrawal for Title IV purposes and the student’s withdrawal dated will be the last date of academically related attendance.  In such cases, the student may be required to reimburse the Federal Pell Grant program.
COMPLETION REQUIREMENTS
In order to qualify for a certificate of completion from Wes Watkins Technology Center, a student must:
1.
Be within the limits of the Attendance Policy and
2.
Complete specific requirements of the career major with at least a ‘C’ average.
If an adult student completes a major before the allotted time (seat), the financial aid officer will have to complete a Return to Title IV for hours that the student were paid and did not attend. 
Example: A student is enrolled in a 600 clock hour major and completes those course hours in 500 clock hours (seat time). Return of Title IV calculation would be done for the 100 hours the student did not complete. Students should speak with the financial aid officer if they are unsure of how this will affect any money you would have to pay to Wes Watkins Technology Center and/or Department of Education.  

DEFINITION OF FULL-TIME STUDENT – Adult Student
A full-time adult student at Wes Watkins Technology Center attends six (6) hours per day (30 hours per week).  Adult students who attend three (3) hours per day (15 hours per week) are considered half-time students. (See Practical Nursing Supplement for definition of full-time student).
READMITTANCE POLICY – Adult Student
A student who needs to withdraw from a WWTC major should discuss this with the Director of Instruction and/or Director of Guidance as soon as possible (see withdrawal policy in the WWTC handbook). Upon leaving the major prior to completion the student must complete an exit interview. Students will be allowed to reapply as follows:

1. A student who withdraws from a WWTC major and is in compliance the WWTC attendance policy may apply for readmittance after 30 days.  Readmittance will be on a space available basis, require administrative approval, and a financial aid evaluation (if applicable).

2. A student who withdraws or is dismissed from a WWTC major due to academic, attendance, disciplinary, or financial issues may apply for readmittance in 90 days. Review of the student’s academic standing, past attendance record, and financial aid status will be taken into account by administration. Admission will be on a space available basis and require Administrative approval. 

3.
Maximum of one (1) time readmittance per school year per career major will be allowed. 

To reapply for admission the student must retake the COMPASS exam if scores are more than 12 months old (see the “Advanced Standing Policy and Procedures”). Re-admission is based on Administrative and Financial Aid Approval.

TRANSCRIPT
Students admitted to any career major of Wes Watkins Technology Center acknowledge and agree that before they may receive a transcript from the Technology Center for any course work they must pay all sums in full that are owed to Wes Watkins Technology Center.
FINANCIAL AID PROGRAMS
The following are the financial aid programs available, if a student qualifies:
Federal Pell Grant (Pell) program: This is a need-based program, and eligibility is pre determined by the Department of Education. The amount for the award year can be up to $5,550.

Oklahoma Tuition Aid Grant program (a state/federally funded program): The program is administrated by the Oklahoma State Regents for Higher Education. The OTAG program is funded with both state and federal government monies. 
Other forms of financial assistance available at Wes Watkins Technology Center are below:

	Oklahoma National Guard Tuition Waiver
	Williams Scholarship

	Vocational Rehabilitation
	Veterans Administration Vocational Rehabilitation

	Workforce Investment Act (WIA)
	Wes Watkins Area Vocational-Technical Center Foundation

	Bureau of Indian Affairs (BIA)
	Wetumka Alumni Association Scholarship

	Tribal Agencies
	Workers Compensation

	Oklahoma G.I. Bill (Senate Bill 530)
	Physician Manpower

	Montgomery G.I. Bill - Active Reserve
	ESA Scholarship

	Otha Grimes Scholarship
	Wes Watkins Technology Center Thirteenth Year Scholarship


*If a student owes tuition or fees the amount may be deducted from OTAG or scholarships 
ABILITY TO BENEFIT

To receive any type of Title IV funding, a student must be academically qualified for study at the post high school level.  A student with a high school diploma or its recognized equivalent (GED) is considered academically qualified for financial aid purposes.

GED classes are available on Wes Watkins Technology Center campus through OSU/Institute of Technology.  Hours are Monday and Wednesday from 8:30 a.m. – 3:30 p.m.  For more information, please contact Student Services at 405-452-5500.

A Title IV applicant who does not have a high school diploma or recognized equivalent can be determined to be academically qualified if he or she passes the COMPASS assessment with the following scores:
Mathematics     25

Writing Skills     32

Reading Comprehension     62
If a student does not meet these requirements, they will have to setup payment arrangements through the Financial Aid Office. Student will not be allowed to COMPASS test until one (1) month after the day of last test. If the student takes the COMPASS assessment more than 3 times in an academic year, they will not be allowed to test again until the next academic year.
CAREER MAJORS
(
CLINICAL CERTIFIED ASSISTANT

(
DENTAL ASSISTANT

(
FULL CHARGE BOOKKEEPER

(
HOME HEALTH CARE NURSING AIDE

(
LEAD CARPENTER

(
LICENSED PRACTICAL NURSE

(
LONG TERM CARE AIDE

(
MAINTENANCE / REPAIR CARPENTER

(
MEDICAL OFFICE SPECIALIST

(
MEDICATION ADMINISTRATION TECHNICIAN

(
MULTIMEDIA SPECIALIST

(
MULTI-SKILLED NURSE ASSISTANT

(
NURSING ASSISTANT

(
OFFICE INFORMATION SPECIALIST

(
PC SUPPORT & TRANSACTION TECHNOLOGIES

(
PHLEBOTOMIST

(
PHYSICAL THERAPY AIDE

(
PLUMBER

(
RESIDENTIAL EELCTRICIANS ASSISTANT

(
RESIDENTIAL HVAC TECHNICIAN

(
SERVICE CAREERS CUSTODIAL TECHNICIAN

(
SERVICE CAREERS BUILDING MAINTENANCE TECHNICIAN

(
SERVICE CAREERS GENERAL MAINTENANCE / REPAIR ASSISTANT

(
SURGICAL TECHNOLOGIST

(
VETERINARY ASSISTANT

(
WEBMASTER

2011-2012 SCHOOLCALENDAR

August 10, 2011
School Starts

September 5, 2011
Labor Day - School Closed

October 10, 2011
End of 1st Nine Weeks

October 20-21, 2011
Fall Break - School Closed

November 21-25, 2011
Thanksgiving Break-School Closed

December 16, 2011
End of First Semester

December 19-30, 2011
Winter Break - School Closed

January 16, 2012
*Snow Day - School Closed

February 20, 2012
*Snow Day - School Closed

March 6, 2012
End of 3rd Nine Weeks

March 19-23, 2012
Spring Break - School Closed

April 6, 2012
*Snow Day - School Closed

April 13, 2012
*Snow Day - School Closed

April 27, 2012
*Snow Day - School Closed

May 8, 2012
Completion Ceremony

May 10, 2012
Awards Ceremony

May 15, 2012
Completion Ceremony

May 18, 2012
Semester Ends / School Out

Note: Snow Days are subject to change dependent on the weather.
WES WATKINS TECHNOLOGY CENTER

AVAILABILITY OF INSURANCE

Name:  __________________________________________
Date:___________________



(Please Print)
Career Major: __________________________________________________________________

Due to the nature of the courses offered at Wes Watkins Technology Center, there is a possibility of students being injured while working with the various machinery and equipment used in our classes.  For this reason, we recommend that all students have insurance, either through the school (if offered) or through their own family insurance.  The Board of Education does NOT assume the responsibility for payment of hospital, doctor, or ambulance fees.

ACKNOWLEDGMENT
I have received, read and understand the Availability of Insurance.

                                Student Signature




     Date


________________________________________________
______________________


Parent / Guardian Signature
(High School Students Only)


     Date



WES WATKINS TECHNOLOGY CENTER
MENINGOCCAL VACCINES

I have received, read and understand the Meningococcal Vaccines information provided to me in the Student Handbook.

                                Student Signature




     Date


________________________________________________
______________________


Parent / Guardian Signature
(High School Students Only)


     Date



WES WATKINS TECHNOLOGY CENTER

PERMISSION OF HIGH SCHOOL STUDENT OVER 18 YEARS OF AGE

I, 

, give permission to my parent or guardian to 


(Please Print)
obtain, discuss or meet with school personnel on my grades, attendance, code of conduct or other pertinent information.

Student Signature



Date

Parent / Guardian Signature



Date
WES WATKINS TECHNOLOGY CENTER

STUDENT SAFETY PLEDGE FORM
Name:






Career Major







Please Print Legibly
It is understood that each student will be given proper instruction, both in the use of the equipment and in correct safety procedures concerning it, before being allowed to operate it.  The student must assume responsibility for following safe practices, and we therefore ask he/she subscribe to the following safety rules.


1.
I promise to follow all safety rules for the shop/lab.


2.
I promise never to use equipment without first having permission from the instructor.


3.
I will not ask permission to use a particular piece of equipment unless I have been instructed in its use, and have made 100% on the safety test for that piece of equipment.


4.
I will report any accident or injury to the teacher immediately.

______________________________________________
    ___________________________



       Student Signature





    Date   




High School Student - I hereby give my consent to allow my child to operate all equipment necessary in carrying out the requirements of the course in which he/she is enrolled.

______________________________________________
    ___________________________



    Parent/Guardian Signature




    Date   




*********************************************************************

PARENT'S PERMISSION FOR FIELD TRIP – High School Only

I, the undersigned, a parent or guardian of pupil (Student Name)__________________________

_______________________________________request that said pupil be permitted to engage in school-approved activities for school year 2011-12.

As a prerequisite consideration, I agree:

That only general supervision of the pupil in the activity can be given, that neither school district nor any of its employees are liable for any injury of the pupil from such activity, including use of school chartered bus, or private conveyance; and to hold the school district and all of its employees harmless for any claim for damages made by or grown out of the above activity, including all expense of defending same.

______________________________________________
    ___________________________



  Parent/Guardian Signature




    Date   




* Please return to Wes Watkins Technology Center with parent/guardian signature.  This form must be on file before a high school student is allowed on any school trip.
WES WATKINS TECHNOLOGY CENTER

STUDENT SIGNATURE PAGE
All students shall receive a copy of this handbook.
I have received and read the student handbook.  I agree to abide by the policies outlined in the Student Handbook.

STUDENT NAME ( Please Print Legibly)




STUDENT SIGNATURE




      DATE

   PARENT  / GUARDIAN SIGNATURE


  
      DATE
HIGH SCHOOL STUDENT ONLY
( WIRELESS COMMUNICATION DEVICES

Parent / Guardian – Please check above box if your high school student is allowed to have this device on Wes Watkins Technology Center campus.

*Must be returned within five (5) days with parent/student signature.

    PARENT / GUARDIAN NAME ( Please Print Legibly)



   PARENT  / GUARDIAN SIGNATURE


  
      DATE
WES WATKINS TECHNOLOGY CENTER

EMPLOYEE SIGNATURE PAGE
All employees shall receive a copy of this handbook.
I have received and read the student handbook.  I agree to abide by the policies outlined in the Student Handbook.


EMPLOYEE NAME ( Please Print Legibly)




EMPLOYEE SIGNATURE




      DATE
PAGE  
1

