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STATEMENT OF EDUCATIONAL PHILOSOPHY

JO DAVIESS CARROLL AREA VOCATIONAL CENTER

BOARD OF CONTROL BELIEVES
1. That every child is a unique human being.

2. That the primary responsibility for the education of children resides with the parents.

3. That the schools are an extension of the family and a reflection of our society and as such they should be dedicated to meeting the needs of the family and society.

4. That every child should be provided the necessary educational opportunities to grow in knowledge and wisdom to the extent that he or she can.

5. That the schools should provide for the educational needs of its students to contribute positively to the maintenance of a free and democratic society.

Consistent with the above beliefs, the Jo Daviess Carroll Area Vocational Center Board of Control will provide as excellent an educational environment as the resources of the Board will allow.

ADMISSIONS

Students interested in applying for admission to the Area Vocational Center should contact their home school guidance counselor.  To be considered, a student must:  be enrolled in a public school at least part time; be a junior or senior during the school year for which he/she wishes to apply or have received special authorization from their local district.

ASBESTOS MANAGEMENT PLAN

The Jo Daviess Carroll Area Vocational Center contains minor levels of non-friable asbestos in some of its floor tile.  Non-friable means that in its present state, does not impose any danger to you and a managements plan to contain the asbestos has been developed to insure that it will not become hazardous.  A copy of the management plan is on file at the administrative office of the AVC.

ASSEMBLIES

Area Vocational Center students will be excused from class in order to attend home school assemblies or other functions upon advance approval of the home school principal or superintendent.  Students must give one-day advance notice to instructors and are responsible for work missed.

ATTENDANCE

Students must attend school regularly in order to make good academic progress.  A student’s attendance becomes part of the permanent record and can be checked by employers.  All absences from the A.V.C. will be reported to the home school.  Those students that receive an excused absence will have THREE STUDENT ATTENDANCE DAYS to complete make-up assignments.  NO MAKE-UP ASSIGNMENTS WILL BE ALLOWED TO STUDENTS WITH UNEXCUSED ABSENCES.

The responsibility of contacting the instructor and completing the make-up work assigned rests with the student.

STUDENTS WHO ARE ATTENDING FIELD TRIPS AT THEIR HOME SCHOOL AND WILL NOT BE IN ATTENDANCE AT THE CENTER MUST PROVIDE PROOF OF THEIR ABSENCE FROM THE HOME SCHOOL.

ATTITUDE AND BEHAVIOR

Admission to the A.V.C. is on a voluntary basis.  Therefore, it is expected that the students attending will demonstrate a positive attitude and constructive behavior.  Attitude and behavior can reflect on a student’s grade and may result in suspension from the A.V.C.

BULLYING/HARASSMENT

All students have the right to an educational atmosphere that is free from verbal and/or physical abuse.  Bullying is defined as physical or verbal mistreatment of a person where an imbalance of physical or psychological power is created with the bully being stronger (or perceived to be stronger) than the victim and which causes a disruption to the learning environment.  Aggressive behavior or bullying is any behavior that may subject a student to insults, taunts, or challenges whether verbal or physical in nature (either isolated or repeated behavior), which are likely to intimidate and/or provoke a violent or disorderly response from the student being treated in this matter.  This also includes the encouragement or prodding of other students to engage in these types of aggressive behaviors.  Either physical or verbal mistreatment of another student that causes one to have physical or psychological power to intimidate another.  This also includes encouraging other student to engage in this behavior.

These behaviors are, but are not limited to:

Physical:  hitting, kicking, grabbing, spitting

Verbal:  name calling, racist remarks, put-downs, extortion

Indirect:  spreading rumors, wearing or possessing items depicting or implying hatred or prejudice, exclusion from peer group, taking and hiding or destroying another’s papers or other possessions

Written:  threats via use of internet, interactive, and digital technologies (such as computers, PDA’s, cell phone, etc.,) threatening e-mail, notes, and/or graffiti

Coercion:  forcing other students into acts against their wishes

The Board of Control has determined that aggressive behavior among students, including bullying places an educational environment at an increased risk for violence.  The Board of Control has also determined that students who are at risk for engaging in aggressive behavior often exhibit early warning signs.  All students exhibiting these tendencies are to be referred to the Director.  The Director will then contact the home school district specialist who is trained IN EVALUATING AND ADDRESSING SERIOUS BEHAVIORAL ISSUES.  If the student is determined to be at risk for engaging in aggressive behavior, the student’s parents will be notified, and a plan for intervention will be implemented by the home school district.  Accordingly, it is the policy of the Board of Control to identify students who are at risk for aggressive behavior, including (but not limited to) bullying, in full compliance with section 27-23.7 of the School Code (105ILCS 5/27-23.7).

CLASS TIMES

Students, due to their home school schedules arrive and leave the Center at different times, the Center does not use a bell system to start and end classes.

Students will be notified of their dismissal times by their instructors.

APPROXIMATE DISMISSAL TIMES:  

	BLOCK I 
	11:00 A.M.

	BLOCK II  
	2:45 P.M.


CLASSROOM RULES

Student behavior – Students are expected to show good manners and conduct themselves in an orderly manner and not disrupt the educational process. 

Forms that must be signed are to be on the instructor’s desk at the start of class.

Remain in your classroom until your classroom clock reaches your assigned dismissal time or  your instructor dismisses you.

Address and refer to all staff members as Miss, Mrs., Ms. or Mr.  

Do not draw attention to you and away from the class by making noises, talking to others, or any other disrespectful acts.

Follow required safety procedures.  All students at the beginning of the school year will receive instruction in proper safety for their instructional area.

COST OF PROGRAM

The student’s home school be responsible for tuition costs for attending the Area Vocational center Programs.  Students may be responsible for other costs such as special projects, supplies and trips, etc.

DISCIPLINE

The Director and instructional staff members are responsible for maintaining student discipline and enforcing any discipline policies or procedures adopted by the Board of Control.  In serious disciplinary matters, the Director shall inform the member schools of the problem and observe the due process rights of the students.  By the adoption of the Organizational Agreement, the Board of Education of member school districts grant the Director authority to suspend from attendance in any Area Vocational Center Program a student guilty of gross misconduct, as defined by the student handbook, for a period not to exceed 10 school days.  

The Board of Control has the authority to expel from the Area Vocational Center, for a period not exceed one school year, any student guilty of gross misconduct.

Whenever a student is refused the right to attend an Area Vocational Center program due to gross misconduct, the responsibility of providing for that student’s education during the time for which he/she cannot attend an AVC program is transferred to the member school.

DISCIPLINARY MEASURES

When breeches of school disciplinary rules and regulations occur, it is the responsibility of involved teachers and administrators to work with the student, his/her parents and other support personnel to help the student correct their behavior.  All disciplinary actions shall be directed toward protecting the welfare of AVC students and staff as well as helping the student develops self-discipline.  When determining the response for a specific breech of discipline, school personnel will consider the nature of the act, the student’s previous history, his/her age and maturation, any mitigating circumstances, and the affect of his/her actions on the welfare of the AVC students and staff.  Disciplinary responses may include but are not limited to the following:

1. Conference with the Director.

This will ordinarily take the form of a reprimand.  Through a discussion and clarification of school rules there should be an assurance that similar violation should not occur.  It may also result in an individual plan of discipline being established for particular students.  A discipline referral form will be sent to parents and home school.

2. Conference with student, teacher, and Director.

This would most likely occur when a student has been referred for class misconduct.  In certain cases, this course of action may be the best way to resolve a classroom problem.  Discipline referral forms will be sent to parents and home school.

3. Parent conference.

In the event of a serious violation or repeated misconduct, the Director may request the parent to come to the Center.  The student will be required to be present at the conference. 

4. Probation.

Students are assigned a specific time of probation in which any disciplinary infraction will result in the maximum punishment for that infraction.  A repeated infraction during the probationary period will cause an automatic suspension of at least five school days.

5. Class removal for disruptive behavior.

Behavior, which interferes with the normal function of the educational process, will be cause for class removal for disruptive behavior.  Students removed from class must report to the Director.  Students may not return to class without approval from the Director.  The third referral for disruptive behavior will result in the permanent removal from the class for the rest of the semester and the loose credit for the class.  A disciplinary referral form will be sent to the parents and home school.

6. In-School suspension.

A student will be assigned to an isolated, supervised exclusion from class for a designated number of days.  While assigned to in-school suspension a student will be expected to complete assignments.  Tests must be made up at a time determined by the teacher.  There is not loss of credit for class time missed as long as assignments are completed.  A student will be assigned to an in-school suspension only once during the school year.  Additional suspension infractions will result in an out-of-school suspension.  Parents and home school will receive a letter explaining disciplinary action.

7. Suspension from school.

Disciplinary action may be taken by the Director to separate a student from the Center for a period of ten days or less.  Students who are suspended are not permitted to be on campus, to use Center transportation, or to participate in or attend Center sponsored activities.  Students suspended from the Center are not permitted to turn in assignments due during the suspension.  Assignments made during the suspension, but due after the suspension is over will be accepted.  Parents and home school will receive a letter explaining disciplinary action.  There will be no due date extension.

8. Expulsion from the Center.

Expulsion is the disciplinary action separating a student from Center attendance up to the remained of the school year.  Expulsion for the possession of a weapon may be up to 2 years or as determined by the Board of Control.  Students expelled are not permitted to be on campus, to use Center transportation, or to attend Center sponsored activities.  Students expelled from the Center are not permitted to make up work missed.

9. In cases where there is a threat of violence to staff members or fellow students or a serious violation of law the services of local law enforcement may be sought to remove a student from the building immediately.

JO DAVIESS CARROLL AREA VOCATIONAL CENTER SUSPENSION AND EXPULSION POLICY

1. Students committing acts of gross disobedience or misconduct may be suspended or expelled from school.  Any student receiving an out-of-school suspension or expulsion will be denied the right to make up work missed as a result of such suspension or expulsion.

2. Authority to suspend a student is delegated to the Director.

3. An in-school suspension is defined to mean an exclusion of the student from his/her regular class schedule and attendance for a period of time.

In an effort to continue a student’s educational growth, maintain a disciplined atmosphere within the school, and allow a time for the student, the staff, and parents to reevaluate the student’s current school program and make possible adjustments, an in-school suspension policy may be utilized.

While assigned to an in-school suspension, the student will be:

1. Assigned to a supervised situation.

2. Expected to complete assignments for credit for all courses in which the student is enrolled.

3. Assigned a length of time in suspension to be decided by the Director dependant upon the nature of the offense(s).

4. Expected to make up any tests missed at a time determined by the instructor.

5. An out-of-school suspension is defined to mean an exclusion of a student from the Center for a period of time not to exceed ten days by summary action of the Director.  The  Illinois School Code allows suspension in excess of 10 days from riding the school bus.

6. The Board of Control defines expulsion to mean exclusion of a student from the Center or from riding the bus for a period of time, up to the remainder of the school year or for possession of a weapon, up to two years; Expulsion may be preceded by suspension.

DEFINITION OF GROSS DISOBEDIENCE OR MISCONDUCT

Gross disobedience or misconduct may be grounds for suspension or expulsion.  Such conduct may occur on Center grounds, on a Center bus or at a Center function.  Such conduct may also occur outside the school, provided there is a direct relationship between the conduct and the school educational function.  Gross disobedience or misconduct shall include any conduct, behavior or activity, which causes or may reasonable lead Center authority to forecast substantial disruption or material interference with school activities or the right of others.  It shall be further defined to include, but is not limited to the following types of conduct, behavior or activity or any other activity or behavior which may be prescribed by the Centers Board from time to time.

1. Insubordination to any school personnel, which includes failure to follow directions or product student identification, passes, etc.

2. Possession of, use of, or distribution of any dangerous substance or weapon.

3. Intimidating or attempting to intimidate Center personnel.

4. Fighting with or assaulting Center personnel.

5. Verbal abuse or use of profanity or obscenity to Center personnel.

6. Intentional damage to, or destruction of Center property or property of Center personnel.

7. Endangering the physical or psychological well-being of the Center population by acts including, but not limited to:

a. Improper release of Center fire alarm or tampering with a fire extinguisher.

b. Starting a fire in or on Center property, or attempting to do so.

c. Setting off explosive devices in or on Center property or attempting to do so.

8. Repeated incidents of misbehavior including repeated refusal to comply with Center rules.

9. Other acts which directly or indirectly jeopardize the health, safety, and welfare of Center personnel.

10. Other behavior or conduct which is of such gross nature as to constitute a violation of the spirit or intent of these rules, though not explicitly stated above, which in itself is so gross as to constitute on its face gross disobedience or misconduct.

11. Bulling and/or harassment of fellow students.

It should be noted that the procedures for suspension and expulsion that follow do not technically or legally apply to in-school suspension.  While the procedures do not apply, it must be noted that every effort needs to be made by the Center and parents to provide adequate communication in dealing with in-school suspension, behavior causing the suspension and plans for changing the behavior.

PROCEDURE FOR SUSPENSION

1. PRE-SUSPENSION PROCEDURE

a. The Director shall confer with the student who is under consideration for suspension.  The student shall be adequately advised of the reasons for the proposed suspension, and be given an opportunity to relate his or her version of the incident.

b. If the student denies his/her guilty, he/she shall be advised as to the evidence upon which the suspension may be predicated.

c. The student shall be given an opportunity to respond to the evidence.

d. If the conference does not cause the charges to be dropped, the suspension procedure set forth below shall be followed.

e. The person conferring with the student shall make anecdotal record of the conference.

f. When, in the opinion of the Director, the student poses an immediate threat to school personnel or property or an ongoing threat of disruption of the educational process, the student may be summarily removed from the AVC without following the pre-suspension procedure.  In this event written or oral notification must be given within 48 hours, requesting the student attend a pre-suspension conference within that time if at all possible.

2. NOTIFICATION

a. Immediately following the pre-suspension conference, if it results in a decision to suspend, the parents or guardian of the student and the student shall be advised of the decision to suspend by certified mail, return receipt requested.

1. The notice shall state the reason for the suspension and the duration of the suspension.

2. The notice shall inform the parents/guardian of the student that they may request a review of such suspension and that their failure to request such review within five days after receipt of the notice shall constitute a waiver of the right to such review.

3. The request for review may be oral or in writing directed to the Director’s office.  In the event of an oral notification it shall be confirmed in writing by a letter to the parents/guardians.

b. A copy of the written notice of suspension shall be provided to the building Principal of the student’s home district.

3. SUSPENSION REVIEW

a. If a request for review of the suspension is made by the students and parents/guardians, written notification of the time and place of such review shall be given at least one week prior to the review.  The letter shall also set forth the review hearing procedure.

b. A hearing officer, by a Center Board Committee or by the Center Board, shall conduct the review hearing.  If a hearing officer or committee of the Board conducts the review hearing, a written summary of the evidence heard shall be submitted to the full Board of Control.

4. SCHOOL BOARD REVIEW OF CONTESTED SUSPENSION

a. The Center Board in closed session shall conduct the review of a contested suspension.

b. The Center Board shall take such action, as it deems appropriate including affirming or over-ruling the suspension.

c. The decision of the Center Board shall be final and shall be made in open session except that the name of the student need not be announced.

d. The Board shall determine that the suspension was not justified, the student’s records shall be expunged of all notations regarding the suspension and the student’s absence shall be marked “excused”.  The student shall be afforded every opportunity to make up all lost educational opportunities but not limited to, test make-ups.

e. Written notification of the Board decision on the suspension review shall be mailed to the parents/guardians, and home district building Principal after the Center Board Meeting.

EXPULSION PROCEDURE

1. If a student is to be recommended for expulsion, the Director shall send a letter by certified mail, return receipt requested, to the parents/guardians of the student notifying them of the proposed expulsion.  If the expulsion is preceded by a removal from school, the pre-suspension procedure must be followed.  

2. The Director may elect, after a suspension is initiated, to move to expel, in which event the suspension review shall be combined with the expulsion hearing.

3. The notification of expulsion letter shall include:

a. The reasons for the proposed expulsion.

b. The time and place of the expulsion hearing.

c. The hearing procedure.

4. A hearing officer, by a center Board committee, a hearing committee or by the entire Center Board, may conduct expulsion hearings.  If a hearing officer or committee of the Board conducts the hearing, a written summary of evidence shall be submitted to the Center Board.

5. The penalty imposed by the Board may be expulsion for a period of time up to the end of the current school year or if for possession of a weapon, up to two years.

PROCEDURE FOR SUSPENSION AND EXPULSION HEARINGS

1. The hearing shall be held in the closed session.

2. The student and parent may attend the hearing and be represented by a representative of their choice.  The Board of Control has the option to proceed with the hearing if there has been no response from the parents following proper notification.

3. Presentation of Evidence.

a. The Center officials shall present their evidence first.  Such evidence may be in oral or written form.  The officials need not present their witnesses for confrontation if the Center officials determine that such witnesses would be subject to physical or mental harassment.  In such cases a summary of the witness testimony must be presented to the student at the hearing.

b. The student may present evidence to refute the charges either orally or in writing.  He/she shall be afforded an opportunity for cross-examination of the witnesses and an examination of any written evidence presented.

c. Pertinent and relevant evidence shall be received without regard to the rules of evidence in such a manner as is appropriate to the circumstances.

d. The hearing may be recorded stenographically or by tape.  If either party causes a recordation to be made, the other party shall be offered an opportunity to purchase a copy of the transcript or the tape.

e. The parties may make a short opening statement as to their position on the issues at the commencement of the hearing.

f. There may be short closing arguments by the parties at the conclusion of the hearing.

g. A motion to exclude witnesses may be made by either party.

4. The Department of Mental Health shall be invited to send a representative to the hearing to consult with the Board, when there is evidence that mental illness may be the cause for the suspension or expulsion.

INFRACTIONS AND CONSEQUENCES

ALCOHOL AND DRUGS – The possession, use, distribution of or arriving under the influence of alcoholic beverages on campus, on buses, or at school-sponsored activities is prohibited.  The illicit use, possession without a medical prescription, or distribution of drugs on campus, on buses or at Center sponsored activities is prohibited.  Look-a-like drugs will be treated as drugs.  Being under the influence of drugs or smelling of marijuana on campus, on buses or at center-sponsored activities is prohibited.

ARRIVING UNDER THE INFLUENCE – First offense – suspension from school 3 days and referred to police.  Second offense – 10 days and treated as possession, distribution, etc.  On the first offense, if the student voluntarily, at not cost to the AVC participates in a recognized substance abuse evaluation program, and upon the written statement of such from the agency to the director, the student may be allowed to make up work missed during the suspension.

The possession, distribution, use of alcoholic beverages, illicit drugs, possession without a medical prescription, or look-a-like drugs – suspended from school 10 days and may be referred to the Board for an expulsion hearing and to the police.

Students may be readmitted to the Center prior to the end of the 10 days suspension if:

1. They submit to a blood screening, at not cost to the AVC within six hours of the suspension; and

2. Upon the school’s receipt of a negative toxicology report from a licensed laboratory/licensed treatment program to the Director, the student has been enrolled in and has initiated treatment, at no cost to the Center.  This postponement may be extended throughout the period of treatment at the discretion of the Director.  The treatment program shall provide weekly written reports of the student’s progress to the Director.  During a postponement the student may be allowed to return to school following the suspension on a probationary basis. 

ANONYMITY – The act of refusing to properly identify one’s self upon request.  First offense - 1 day in-school suspension, second offense – suspended 1 day.

ARSON – The willful and malicious burning or attempt to burn any building or property of the AVC.  Suspended from school 10 days, referred to the Board for expulsion hearing and to the police.

ASSEMBLY DISRUPTION – Unacceptable conduct that may embarrass the participants or distracts from the performance such as inappropriate comments, whistling, rowdiness, or uncalled for clapping.  First Offense – 1 day in-school suspension, second offense – suspended 1 day and banned from attendance at assemblies for remainder of the semester.

ASSAULT ON CENTER PERSONNEL – The act involving hostile bodily contact by a student on a center employee on campus, on buses, or at center-sponsored activities, including center sponsored activities at other locations where the center is a participant.  Suspended from school 10 days, referred to the Board for expulsion hearing, and to the police.

Teachers, administrators, and other school staff are encouraged to help identify students who might be at risk for engaging in aggressive behavior towards students, staff or other members of the school community.  They will then direct their concerns to the Director who will refer all students to their home school district specialist who is trained in evaluating and addressing serious behavioral issues.  If the student is determined to be a risk for engaging in aggressive behavior, the student’s parents will be notified, and a plan for intervention will be implemented.

BUS MISCONDUCT – Students who ride on a bus are subject to all Center and bus rules while riding a bus, and that any reported behavior which is inappropriate or dangerous, will result in a student being assigned the following:

First Offense

Suspended out of school 1 day


Second Offense
Suspended out of school 3 days


Third Offense

Suspended out of school 5 days

CELL PHONE/COMMUNICATION DEVICES – The use of cell phones/communication devices on campus, buses, or at Center sponsored activities shall not be permitted if it impedes the educational process.  First offense – verbal warning and phone taken away; second offense – phone taken away and student must see Director for return of phone; third offense – phone taken away, a parent must come and get the phone from the office.

CHEATING – The use of unauthorized material or assistance on test or assignments.  No credit will be given for this work.  First offense – “0” on assignment, test or quiz and 1 day in-school suspension, second offense – removal from class and assigned an “F” grade for the semester.  Plagiarism is considered cheating and therefore subject to the same discipline procedures.

CONTINUED CLASS DISRUPTION – To be repeatedly involved in behavior, which disrupts the educational process in the classroom.  First offense – removed from class 1 day, second offense – removed from class 3 days, third offense – removed from class and assigned an “F” grade for the semester.

DISRESPECT – To insult, call derogatory names, questions the authority of, dishonor, or in other manner abuse verbally or in writing any member of the center staff during the school year on or at center sponsored activities.  First offense – suspended form the Center up to 3 days, second offense – suspended from the Center up to 10 days, third offense – suspended from the Center 10 days and referred to the Board of expulsion hearing.

DRIVING VIOLATIONS – The improper operation of a motor vehicle on Center property.  The AVC is NOT responsible for student vehicles.  This includes theft, loss, breakage, or similar occurrences.  If it is necessary for a student to drive to the AVC for field trips, car maintenance in Auto Shop, etc., the student must have on file in the AVC office his/her “Vehicle Use Permit”.  This form MUST BE FILED in the AVC office 2 DAYS IN ADVANCE of the date of driving to the AVC.  The student must come alone in the vehicle and follow the bus to and from the Center.  If a student drives to the AVC without permission, the student will return by bus, the parents and home school will be notified, and the student’s parents must return to the AVC to pick up the vehicle.  Negligent driving will result in a suspension of the student’s driving privileges.  Driving violations include, but are not limited to the following:

1. Over 10 M.P.H. in the parking lot.

2. Spinning tires on the pavement.

3. Parking in the wrong zone.

4. Blocking, in any fashion, the driveway portion of the lot.

5. Parking on the grass.

6. Driving on unpaved portions of the site.

7. Disobeying the driving laws of the State of Illinois.

VIOLATIONS WILL RESULT IN – loss of driving privileges for a time to be determined by the Director, and a 3 day out-of-school suspension; second offense – suspension of driving privileges for the rest of the semester, and a 5 day out-of-school suspension.  These consequences also govern all students riding in the vehicle without permission.

ELECTRONIC DEVICES – IPODS, CD PLAYERS, ETC – Use of electronic devises will be at the discretion of the classroom instructor.  Use of such devices shall not impede the educational process.

EXCESSIVE DISCIPLINARY INFRACTIONS – To repeatedly violate the Center’s disciplinary policies.  Infractions are accumulated for the entire school year.  Fifth disciplinary infraction – suspended from the Center three days, seventh disciplinary infraction – suspended from the Center five days, tenth disciplinary infraction – suspended from the Center ten days and referred to the Board for expulsion hearing.

EXTORTION – Forcing other students to give you things of value or money, unless both parties enter into the agreement freely and without presence of either an implied or expressed threat.  Return of property, refund of money and first offense – suspended from school up to three days, second offense – suspended from school up to ten days and referral to Board for an expulsion hearing.

FIGHTING – The act involving hostile bodily contact on campus, on buses or at Center sponsored activities including activities at other locations where the Center is a participant.  Due to the difficulty in determining who started a fight, both parties may be considered equally guilty.  Suspended from school 3 days; if a weapon is used – suspended from school 10 days, referred to Board of expulsion hearing and to the police.

FIREWORKS – The possession or use of any exploding, smoke, or stink device on Center property is prohibited.  Possession – suspended 1 day – suspended 10 days and possible referral to the Board for expulsion hearing and to the police.

FORGERY – To falsely write the name of another person on a Center form or note or to falsify records, dates, address, times, or other data.  First offense suspended up to 3 days, second offense – suspended 10 days.

GAMBLING – Gambling for money or other valuables on Center property is prohibited.  First offense – up to 3 day suspension, second offense – suspended 10 days.

HORSEPLAY – Undo pushing, shoving, hitting, etc., in jest that may cause an accident or a fight to result.  First offense – 1 day in-school suspension, second offense 1 day out-of-school suspension, third offense – 3 day out-of-school suspension.

INAPPROPRIATE DRESS – Clothing that is distracting indecent, or has obscene or improper insignia on it should not be worn at the Center.  Inappropriate dress may include but is not limited to:

1. A student will not wear halters, tube or midriff-revealing tops or net shirts

2. Clothing that has slogans of questionable nature or vulgar connotations are improper

3. Clothing that advertises drugs, alcohol, or tobacco is inappropriate at school

4. Short shorts may not be worn

5. “Sagging” pants are not allowed

6. Pants with holes, pajamas, slippers are not allowed

7. Clothes must cover undergarments at all times

INSUBORDINATION – The willful failure to respond to or carry out a reasonable request made by Center personnel.  First offense – 3-day suspension, second offense – suspended 5 days, third offense – suspended 10 days.

LAST DAY OFFENSES – Students violating the discipline code on the last day(s) of school will serve the appropriate suspension at the Center after the school year is over.  If not served then, the punishment will be carried over to the fall.

LITTERING – To litter willfully on school property or on private property to and from the Center including on the bus.  Clean up litter.  Will be assigned appropriate cleaning duties by the Director.

MOCKING INSTRUCTOR – Body language or verbal behavior of a demeaning nature that imitates actions by an instructor.  First offense – suspension 1 day and an apology to instructor; second offense – suspension 5 days.

MULTIPLE OFFENSES – A student may be guilty of several offenses during one incident.  Each offense carries a separate punishment and will be added together.

OBSCENITY – The use of profane language in verbal or written form or in drawing including obscene gestures or possession of obscene pictures.  First offense – 1-day in-school suspension, second offense – suspended 1 day, third offense – suspended 3 days.

OTHER DISCIPLINARY INFRACTION – Discipline for any student actions that jeopardize the safety or welfare of other students, Center property, or Center personnel, or that disrupt and/or interferes with an environment conducive to education (not otherwise enumerated in this policy) will be left to the discretion of the Director.

PERSONAL HYGIENE – Continued conditions of unhealthy personal hygiene on campus.  Referral to an appropriate agency.

PUBLIC DISPLAY OF AFFECTION – Any bodily contact other than holding hands is not appropriate at school.  First offense – verbal warning; second offense – 1 day in-school suspension.

SMOKING AND USE OF TOBACCO – Smoking and the use of tobacco by students is not permitted on AVC grounds, bus, in private cars, on AVC premises, or in the building.  Students are not to carry tobacco, matches, lighters, or any other related paraphernalia at any time when they are on AVC grounds or at activities.  Students who violate this policy shall have all tobacco or smoking related materials taken away and shall be subject to the following disciplinary action:


First Offense 

3-Day Suspension


Second Offense
5-Day Suspension

Third Offense

10-Day Suspension and appearance before the Board of Control for an expulsion hearing.

SNOW THROWING – THROWING SNOWBALLS IS PROHIBITED – Student is responsible for any damages, first offense – 1 day in school suspension, second offense – 1-day suspension.

TAMPERING WITH FIRE SAFETY EQUIPMENT – To set off a fire alarm; to set off a fire extinguisher or otherwise to tamper with fire safety equipment is prohibited.  Suspended from school ten days, referred to the Board for a possible expulsion hearing, and to the police.

THEFT – Act of taking or acquiring the property of others without their consent.  Accepting stolen property will be considered as theft.  Property returned or paid for if value is under $1.50 – first offense 1-day in-school suspension, second offense – suspended 2 days, third offense – suspended 3 days.  If value is over $1.50, possible police referral, first offense – suspended from school 1 day, second offense – suspended from school 5 days, third offense – suspended from school 10 days with a recommendation to the Board of expulsion.

THREATS AND HARASSMENT TOWARD SCHOOL PERSONNEL – The act of making verbal or written threats towards school personnel, their families, or property made on campus, on school transportation, or at a Center sponsored activities, including Center sponsored activities at other locations where the Center is a participant.  Such actions will lead to a referral to the police, suspended from school 10 days and a referral to the Board for an expulsion hearing.

TRUANCY – The act of unauthorized absence from classes for any period of time.  All students must sign out in the classroom and office after permission has been granted to leave.


1st Offense

1 day in–school suspension


2nd Offense

2 day out-of-school suspension


3rd Offense

3 day out-of-school suspension

Five unexcused absences in a semester you will receive 1-day out-of-school suspension.

UNAUTHORIZED PEITITIONS – To circulate or distribute petitions that contain libelous statements or comments that are not within the bounds of reasonable conduct.  Treated as disrespect.

UNAUTHORIZED POSSESSION OF SCHOOL FORMS – Having in one’s locker or on one’s person forms for passes, admit slips, etc., first offense – suspended 1 day, second offense – suspended 3 days, third offense – suspended 10 days.

VANDALISM – The willful destruction of property belonging to others.  This also includes tampering with fire safety equipment, writing on desks, walls, tearing up seats.  Accidental damages will not result in suspension, if reported to the office immediately.  Students will be charged for damages.  Vandalism may be referred to the police.  First offense – suspended from school up to 5 days, second offense – suspended from school 10 days.

WEAPONS – The possession or use of any weapon, explosive or look-alike on school property, at any school sponsored activity or event which bears a reasonable relationship to school may be expelled for a period of not less than one year, except that the expulsion period may be modified by the Board on a case by case basis.  The term “weapon” means possession, use, control, or transfer of any object which may be used to cause bodily harm, including, but not limited to the following:  knives, guns, firearms, rifles, shotguns, brass knuckles, bully clubs, or “look-alikes”.  Such items including but not limited to baseball bats, pipes, bottles, locks, sticks, pencils, and pens may be considered weapons if used or attempted to be used to cause bodily harm.  105ILCS 5/10-22.6.

DRILLS

School FIRE regulations require that periodic fire drills be held.  When the fire drill alarm is activated, students are to leave the building in an orderly and speedy manner, using pre-assigned fire exit route.

No one can keep a TORNADO from striking.  We can however minimize its effects by intelligent planning.  On sounding of the tornado alarm students are asked to move in an orderly fashion toward the designated areas, which are considered safest in the building in the event a tornado should occur.  Students are to sit on the floor facing the wall.  Instructions are posted in each classroom.  Instructors will give instructions on drills.

DROPS AND ADDS

Students must confer with and receive the approval of the home school before being allowed to drop or change courses.  This action should be initiated within the first 5 days of the home school first semester.  Students making changes at the beginning of the second semester shall have 3 days at the beginning of the home school second semester to make a change.  

GRADES

Students will be graded on their performances at the Area Vocational center.  These grades will be sent to the home school and recorded on their report cards.  Grades will be issued by the AVC to coincide with each home school’s reporting schedules.

ALL GRADES WILL BE SENT TO YOUR HOME SCHOOL FOR DISTRIBUTION.  GRADE CARDS MUST BE PICKED UP AT YOUR HOME SCHOOL.

The grading system at the Jo Daviess Carroll Area Vocational center is as follows:


A
Superior


D
Below Average


B
Above Average

F
Failure


C
Average


I
Incomplete

An incomplete must be removed within two (2) weeks of the end of the grading period.  Justification must be presented for a request for an extension.  Jo Daviess Carroll Area Vocational Center course grades will be assigned at the end of each nine-week period and each participating school shall receive a grade tally for its students.  Grades earned by students participating in AVC programs will appear on the home school report cards and transcripts.  The AVC does not issue transcripts to employers or to post-secondary institutions.  Grading in the AVC competency based classes may vary from the traditional classes at the home school.

TITLE IX GRIEVANCE PROCEDURE

This procedure is drawn up for the purpose of complying with rule 86.5 (a): 86.8 (b) of 45 CRF Part 86 in 40 Federal Regulation 24128-45 (1975) of Education Amendments of 1972, Title IX.  Nondiscrimination on the Basis of Sex, and Illinois Law P.H. 70-597 (1975).

Basically these laws prohibit discrimination on the basis of sex with respect to:

1. Administrative Policies and Practices

2. Employment, Promotion, Transfer, etc.

3. Salaries and Benefits

Of concern to students, these laws require:

1. Equal opportunities for instruction

2. Equal opportunities for participation in “Extra Curricular Activities”

3. Equal opportunities for awards, honors and scholarships

4. Tests and materials free of sexual bias

The Director is responsible for coordinating efforts to comply with the Title IX regulations and for investing any Title IX complaints.

The Title IX Hearing Officer is:  Laurie Wurster

Whose appointments shall be effective upon approval of this Student Handbook by the Jo Daviess Carroll Area Vocational Center Board of Control and shall serve until replaced by said Board.

The Procedure for Filing a Grievance is:

1. State your complaint to the Director, he/she will assist you in filing a written statement of complain.

2. The Director will, within five days of receipt of complaint, investigate the relevant facts or make the relevant facts available to the complainant.

3. If the coordinator of compliance (the Director) agrees that a violation of Title IX or P.A. 70-597 exists, he/she shall state in writing to the complainant the remedial action to be taken and a reasonable timetable for its accomplishment.

4. If there is a lack of agreement as to whether a violation exists, or the remedy proposed, or the reasonableness of the timetable for its accomplishment, then the complainant should notify the Title IX Hearing Officer.  The Title IX Hearing Officer for the Jo Daviess Carroll Area Vocational Center is: 

Ms. Laurie Wurster

815-947-3176

5. Upon written or oral notification by the complainant that a disagreement exists, the Hearing Officer shall hold a public hearing on the matter as soon as reasonably possible with all parties to the complaint present.  Within five days of the hearing, the Hearing Officer shall render an opinion in writing to the parties and the Chairperson of the Jo Daviess Carroll Area Vocational Center Board of Control.  Unless one of the parties to the complaint appeals within ten calendar days from the date of the Hearing Officer’s opinion is mailed, the Hearing Officers’ decision in the matter shall stand.

6. Any appeal of the Hearing Officers’ decision must be made in writing and filed with the Regional Superintendent of Schools who will immediately notify the chairperson.  The Chairperson shall cause the question of whether or not to grant a hearing to be put on the agenda for the next meeting of the Board.  In the event the Board grants a hearing and renders a decision, then that decision is binding on the Area Vocational Center’s Administration.  Until such time, the Administration shall be governed by the Hearing Officers’ decision.

Nothing in the above procedure shall present the complaint from filing he/her complaint with the Illinois Office of Education or the Department of Health, Education and Welfare.

This grievance procedure is promulgated as of October 21, 1991, and thereafter annually at the beginning of the school year.

ILLNESS OR INJURIES

If a student should suffer an injury, no matter how small, or becomes ill, he/she shall immediately report it to his/her instructor.  It will then be referred to the office, and if serious, a doctor or EMT’s.  The home school and parents will be notified.

An accident report form will be filled out as soon as possible following an accident where injury occurs, and filed in the office.  If you are not able to fill out this report, request that your instructor do it for you.

LOCKS AND LOCKERS

The instructor will assign students in some classes a locker.  All lockers and other storage compartments and/or areas provided to students by the AVC are the property of the Center and subject to the governance and control of the Center.  The AVC reserves the right to search lockers when there is a “reasonable suspicion” of violation for the safety and/or welfare of the Center or the student body.  This statement should be considered “Prior Notice” of locker search procedures.  Locks are to be rented from the Office for $5.00 per lock.  The locks are to return to the Office at the end of the school year in good condition and a $2.00 refund will be given.

LOST AND FOUND

The Lost and Found is located in the main office.

MEDICATIONS

RULES AND REGULATIONS REGARDING ADMINISTERING MEDICATION TO STUDENTS

School personnel will not administer any type of medication unless the parent has supplied the necessary labeled medication accompanied with a completed SCHOOL MEDICATION AUTHORIZATION FORM (Appendix A).  All medication, including any nonprescription medications such as aspirin, must be stored in the office.

There is no school nurse on duty so school personnel will not carry out procedures beyond the simple pouring out of liquid medicine or dispensing pills as per the written instructions.  If more complicated procedures are required, the parents/guardians will be responsible for those procedures.

Parents/guardians will be allowed to administer medication or carry out other required health procedures for their child at school if such procedures can be done without disturbing or distracting other personnel and students.

If the parents/guardians have someone else come to the school to administer medication or carry out other health procedures for their child, the school must be provided with a not authorizing the designated person to carry out the activity.

School staff members will have the responsibility and authority to take possession of any medication from students, for safety and security.

OPEN HOUSE

During the year an OPEN HOUSE is set up for parents, teachers, or any interested persons to stop in and see the different program areas.  The instructors are available to explain the respective programs.

OUTSTANDING STUDENTS

Teachers may select one student from each block for each nine weeks.  The OUTSTANDING STUDENTS of the nine weeks will have their names sent to the home schools, a news release will be placed in the paper and a letter sent to parent/guardian.

INTEGRATED PEST MANAGEMENT PROCEDURES

These standards provide the Center’s Integrated Pest Management Plan as per the state’s Structural Pest Control Act – as amended by SB 529.  The plan’s purpose is to control structural and landscape pest problems with the least possible hazard to people, property, and the environment.  Pesticides and other chemical treatment will be carefully evaluated before use and will then be used only after non-toxic methods have been exhausted.  Orkin Pest Management is at the Center on the 3rd Tuesday of each month after 3:00 p.m.
The Integrated Pest Management Plan includes:

1. Inspection and pest identification

2. Monitoring of pest populations and record keeping

3. Injury level assessment to determine when treatment is needed

4. Treatment selection and application with pest prevention methods and non-toxic controls being the primary selections

5. Evaluation of results

GENERAL

1. Facility maintenance section is responsible for carrying out the IPM program.

2. IPM Coordinator shall be the Director.  The role shall include monitoring, inspection, record keeping, obtaining, and consultant assistance when needed, providing treatment and evaluation, and giving required notification.

3. IPM Consultant  (Shall be:) a.  Certified by Illinois Department of Health in Pest Control b.  Posse’s knowledge of alternatives for control of primary pest’s c.  Serve on as needed basis.

4. Pesticide Acquisition.  If pesticides appear necessary, then the coordinator shall be contacted.  The coordinator shall seek methods for controlling the pests within the scope of the IPM program.

PLAN IMPLEMENTATION

1. Inspection and Pest Identification.  Inspection is a process of visiting a site and recording pest presence, identification of pest species, damage caused by pests and conditions that will lead to or encourage pest presence.  The identification of present beneficial insects, such as pest predators and parasites, shall also be recorded.

2. Monitoring and Record Keeping.  Monitoring means regular sampling of pests.  Monitoring may involve visual observations or trapping.  Monitoring will occur twice a year where food is allowed on a regular basis.  Records will be kept whenever there is a complaint or sighting of pests.

3. Injury Level Assessment.  Assessment of the injury level involves determine what is a tolerable or intolerable level of the pest population.  The pest population becomes intolerable when it results in intolerable aesthetic, medical or economic damage.

TREATMENT STRATEGIES


Prevention

1. In any area where food is kept (kitchen, classrooms, teachers’ lounges) food shall be stored in pest proof containers such as glass, metal or tightly sealed thick plastics.

2. Cracks, holes and other openings shall be caulked, sealed, or screened to prevent pests from entering structure.

3. If a site is having a pest problem strict rules shall be made and enforced designating eating locations and clean up procedures.  Those rooms where food is permitted shall be cleaned frequently, spills shall be mopped or swept up immediately, organic garbage shall be sorted and picked up more frequently than other garbage, and dirty dishes shall be cleaned promptly.

4. Flyers, posters and available IPM materials shall educate students, parents and staff.  The Health and Safety Committee of what they can do to help the program shall inform them of the IPM program.

Nontoxic Controls

1. Habitat Modification (see prevention)

2. Physical controls shall include manual picking, weeding, barriers, traps, glue boards and mechanical action to destroy pests.

3. Toxic Controls.  While the goal of IPM is to reduce pesticide use, pesticide application may become necessary when all other methods fail.  In such situations, the most effective chemicals shall be chosen.  Toxic controls shall be evaluated based on their safety, efficiency, and pests’ resistance level, speed of action, repellency and cost.

DEFINITIONS OF INTEGRATED PEST MANAGEMENT CONTROL PLAN

EVALUATION 

Evaluation determines the outcome of treatment actions and strategies.  It shall consist of a review of the recorded data gathered from each of the sites being monitored, assessment as to the effectiveness of the pest control strategy applied at the site and determination as to whether the same strategy shall be maintained or whether a new strategy shall be initiated.  

INSPECTION AND PEST IDENTIFICATION 

A process of visiting a site and recording pest presence, pest species, damage caused by pests, and conditions that will lead to or encourage pest

INJURY LEVEL ASSESSMENT 

Injury level refers to the aesthetic, medical or economic damage caused by pests.  When the injury level is intolerable, the pest population is considered intolerable.  Whether the injury level is intolerable is assessed in light of the noticeable damage or presence of the pests and reasonable human acceptance of the pests’ presence.

MONITORING AND RECORD KEEPING 

Regularly, repeated, looking at or “checking” on a pest problem and recording numbers of pests present at intervals.  Monitoring may involve visual observations, or trapping; in either case, this method must be used continuously and regularly.

PEST 

Any organism, which adversely interferes with aesthetic, health or economic goals of human.

PESTICIDE 

Any substance or mixture of substance which is used to kill, repel, suppress, or mitigate any pest.

PEST MANAGEMENT 

The reduction, suppression or mitigation of a pest problem through rational efforts such as outlined in the Integrated Pest Management Procedure.

TREATMENT SELECITON AND APPLICATION 

Treatment selection refers to the selection of strategies that should be carried out in order to manage the specific pest situation.  The strategies available include education, structural or furniture modification, habitat management, alteration of maintenance activities, physical controls, biological controls and chemical controls, (as a last resort).  Each of these is described in more detail below.

a. Education – Education means informing all persons (custodians, teaching staff, students) occupying spaces where pest problems exist or could occur of the conditions, which cause pest problems to persist or worsen (i.e. food crumbs, dirty dishes, etc.)

b. Structural modification – This means replacing structural conditions that attract pests with conditions that discourage pests.  Examples include the use of garbage that is least accessible to rats and installing self-closing screen doors.

c. Habitat modification – This strategy focuses on climinating the life supports of the pests such as food, water, hiding and breeding grounds.  Examples include caulking cracks, screening vents, repairing water leaks and drains, and removing debris piles from walls around buildings.

d. Physical controls – These include pest management techniques that require repeated application and maintenance such as barriers, traps, fly swatters and vacuuming.

e. Biological controls – These include parasites and predators that kill pests.  Some are available commercially.

f. Chemical controls – Used only as last resort, chemical controls include attractants, repellents, growth hormones, sterilants and poisons.  When chemical controls appear to be necessary, only the least risk chemicals should be used.

AUXILIARY REFERENCES FOR INTEGRATED PEST MANAGEMENT PLAN

1. Integrated Management of Structural Pests in Schools, Illinois Department of Public Health

2. Orkin

PHONE CALLS

Students will not be taken from class to answer phone calls except in emergency cases from parents/guardians.  All calls will be carefully screened and in most cases a message will be taken and delivered to the student.

STUDENTS RIGHTS AND RESPONSIBILITIES

Each person has rights.  These rights are applicable to the students of the Jo Daviess Carroll Area Vocational Center.  However, your teachers and administrators have a responsibility to exercise reasonable authority in placing restrictions upon these rights in order to promote the education, safety and well being of all.

Each student has a responsibility to observe the constitutional rights of other individuals, whether these others are students, parents, teachers, school officials, or other participants in the educational process.

Each student has a responsibility to refrain from libel, slanderous remarks, and obscenity in oral and written expression.  Students engaged in school media programs should state explicitly on all media produced that the opinions expressed are not necessarily those of the institution or of the student body as a whole.

Each student has the responsibility to be informed of, and adhere to, reasonable rules and regulations established by the Board of Control and implemented by school administrators and teachers for the welfare and safety of students.

Each student must assume the responsibility for recognition of individual and cultural differences, and knowledge as to how to use those differences for the improvement of society.  Each student has a responsibility to self for the development of employment skills relevant to economic independence throughout his/her life span.

Each student has a responsibility for maintaining the best possible level of vocational achievement.  Each student shall be responsible for the books and equipment he/she uses and shall pay for any damage or loss that is the result of their negligence.

Each student has the responsibility to preserve school property, exercise care while using school facilities, and help maintain and improve the school environment consistent with laws governing such property.

SEXUAL HARASSMENT

The Board of Control has determined that an educational environment wherein sexual harassment of students is permitted fosters disrespect for fellow students, faculty and staff, interferes with a student’s performance and creates an intimidating, hostile educational environment.  Accordingly, it is the policy of this Board of Control that sexual harassment of students of the Center shall not be permitted.

Sexual harassment is defined as:

1.
Any unwelcome sexual advances or requests for sexual favors or any conduct of a sexual nature when:

2.
Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s education

3.
Submission to or rejection of such conduct by an individual is used as the basis for educational decisions affecting such individual

4.
Such conduct has the purpose or effect of substantially interfering with an individual’s educational performance or creating an intimidating, hostile or offensive educational environment.

Students who are the victims of sexual harassment are encouraged to notify the Center personnel. Such report is requested to be made in writing detailing the specifics of the charge and should be submitted within 180 days after the incident.  The identity of the parties and the events complained of shall remain confidential to the extent feasible.  The Director shall report his finding and any recommendation for action to the Board of Control.  Acts of sexual harassment depending upon the circumstances of the case may be considered cause for expulsion or such other disciplinary action as is warranted.

When there is sufficient evidence of violation of this Policy the Board of Control or its designee shall take appropriate disciplinary action which action may include warning, suspension, expulsion and/or such other disciplinary action as may be warranted.  Students shall be informed annually of the sexual harassment policy.

STUDENT FEES

Fees will vary depending on a student’s vocational program.  Students financially unable to meet those costs should see the Area Vocational Center Director, teacher, or their home school Principal.  An attempt will be made to provide an opportunity for students to buy items needed for completion of projects in specific vocational programs.

STUDENT PROTESTS

It is recognized that from time to time students would like to bring about changes in school policy for the better.  The procedure outlines here will provide orderly steps to accomplish needed changes.

Students who feel strongly about an idea should present the idea for consideration to the Director.  Should the idea be accepted, the Director will then give written notice of the acceptance or veto of the idea back to the student.  If an idea receives a veto from the Director, the students may present to the Board of Control their idea, for the board’s consideration.  The decision of the Board will be final.

STUDENT RECORDS - ACCESS

The parents/guardian of a child under eighteen or a designee of such parents/guardian shall be entitled to inspect and copy information in the student’s school records.  A student shall have the right to inspect and copy his or her student permanent and temporary records.  When the student reaches eighteen years of age, or graduates from high school, or marries or enters military service all rights and privileges accorded to a parent under the Illinois School Student records Act shall become exclusively those of the student.  The Center shall notify students and the parents/guardian of such rights upon the initial enrollment or transfer of a student to the Center.  In cases of divorce or separation, both parents shall be permitted to inspect and copy the student’s records unless a court order indicates otherwise.  The Center may charge the actual cost, provided that the cost not exceeds $.35 per page, for copying information in the student’s records.  However, no individual shall be precluded from copying information because of financial hardship.

At the option of the parents/guardian, a designee of the parents/guardian, an eligible student, or the Center a qualified professional may be present to assist in the interpretation of the student’s records.

A request for access to the records shall be made in writing and directed to the Director or his/her designee.  Access to the records shall be granted within fifteen days of the center’s receipt of such a request.

Access shall not be granted to the parents/guardian or the student to confidential letters and statement or recommendation concerning the admission to a post-secondary educational institution, applications for employment or the receipt of an honor or award which have been placed in the records prior to January 1, 1975, provided such letters and statements are not used for purposes other than those for which they were specifically intended.  Access shall not be granted to such letters and statement entered into the record at any time if the student has waived his right of access after being advised of his right to obtain the names of all persons making such confidential letters and statements.

The parents/guardian or student shall be entitled to challenge the accuracy and/or relevancy of any information in the records except grades and to request a hearing pursuant thereto.  The Director shall be responsible for establishing appropriate procedures in accordance with State Board of Education Regulations on student records. 23 III Adm. Codes 375.90.  The Center shall grant access to information included in student records under the following guidelines:

1. The Center or any employee of the Center shall not release, disclose or grant access to information found in any student records except under the conditions set forth in the Illinois School Student Records Act (ISSRA) and the Illinois State Board of Education (ISBE) Regulations.

2. The release of records to parents and students for inspection and copying shall be in accordance with Center policy and with the ISSRA and ISBE regulations.

3. The Center shall grant access to, or release information from, student records without parental/guardian consent or notification to employees or officials of the Center or the ISBE provided a current, demonstrable, educational or administrative need is shown.  Access in such cases shall be limited to the satisfaction of that need.  Any such employee or official shall not make copies of these records unless a specific need for such copies is shown.

4. The Center shall grant access to, or release information from, student records without parental/guardian consent or notification to any person for the purpose of research and statistical reporting or planning provided that no student or parent/guardian can be identified from the information released, the person to whom the information is released signs an affidavit agreeing to comply with all applicable statutes and rules pertaining to school student records, and the Board of Control approves of the research design and purpose.

5. The Center shall grant access to or release information from a student’s records pursuant to a valid court order.

6. The Center shall grant access to or release information from any student record to persons authorized or required to gain access to such records under Federal or State statute.  Such persons must provide satisfactory identification to the Director or designee and a copy of the statute granting such authority.

7. The Center shall grant access to or release information from student records to any person possessing a written, dated consent, signed by the parents/guardian or eligible student with particularity to whom the records may be released, the information or records to be released, and the reason for the release.  One copy of the consent form will be kept in the records and the Director shall mail one copy to the parents or eligible student.  Whenever the Center requests the consent to release certain records, the Director shall inform the parents/guardian or eligible student of their right to limit such consent to specific portions of information in the records.

8. The Center may release student records to the Director or his designee of other schools in which the student has enrolled or intends to enroll upon written request from such official.

9. Prior to the release of any records or information under items 5, 6, 7, 8 above, the Center shall provide prompt written notice to the parents/guardian or eligible student of this intended action.  This notification shall include a statement concerning the nature and substance of the records to be released and the right to inspect, copy and challenge the records as well as the right to submit written statements into the record prior to release.  If the release of records or information is pursuant to item 5, the notification shall include in addition to the foregoing a statement of the terms of the Court Order.  Unless a Court order provides otherwise, the parents/guardian or eligible student shall have 10 days to notify the center of their intent to copy, inspect and/or challenge the record prior to release.

10. The Center may release student records or information under certain emergency situations without parental consent if the knowledge of such information is necessary to protect the health or safety of the student or other persons.  The Director or his designee shall make this decision taking into consideration the nature of the emergency, the seriousness of the threat to the health or safety of the student or other person, the need for such records to meet the emergency, and whether the persons to whom such records are released are in a position to deal with the emergency.

11. The Center may release “directory information” regarding any student unless the parents/guardian or eligible student requests in writing that any or all of such information not be released.  Prior to the release of directory information, the Center must notify affected parents/guardian or eligible students in writing.  Such notification shall include the date of notification, the names of the parents/guardian and students, the directory information to be released and the scheduled date of release.

12. Records of all releases of information from student records (including all instances of access granted whether or not records were copied) shall be kept and maintained by the Director as part of such records.  This record shall be maintained for the life of the student records and shall be accessible only to the parents/guardian or eligible student and the Director.  The record of release shall include:

1. Information released or made accessible

2. The name and signature of the Director

3. The date of the release or grant of access

4. The name and position of the person obtaining the release or access

5. The purpose of the release or grant of access

6. A copy of any consent to such release

13. The Center shall provide a written statement of the confidentiality requirements of Illinois and federal status and regulations concerning student records to any person to whom such records are released or made accessible (except parents/guardian or students).

STUDENT RECORDS MAINTENANCE

In compliance with state and federal law, the Center shall maintain two sets of student records.  These shall be:

14. A permanent record, which shall include: basic identifying information, academic transcripts, attendance record, accident/health reports, and information pertaining to release of this record.

Additionally, the permanent record may include: honors/awards, activities

No other information shall be placed in the permanent record.  The permanent record shall be maintained for at least sixty years after the student has graduated, withdrawn, or transferred from the Center.

15. A temporary record which may include: family background, intelligence/aptitude scores, achievement test results, psychological reports, honors/awards, activities, disciplinary information, teacher anecdotal records, special education files, information pertaining to release of this record, other relevant information not required to be in the permanent record.

Information in this record shall reference authorship and date.  Temporary records shall be reviewed at least every four years, or upon a student’s change in attendance centers, which ever occurs first, to verify entries and correct inaccurate information.

The Center shall maintain the student’s temporary record during the period of usefulness to the center and the student, but in no case longer than five years after the student has transferred, graduated, or permanently withdrawn from the Center.  However, the Center may maintain indefinitely anonymous information for authorized research and planning.

The Director shall be responsible for the maintenance, retention or destruction of a student’s permanent or temporary records in accordance with the Center’s established procedure.  No student records shall be destroyed unless the written approval of the appropriate Local Records Commission is first obtained.  Prior to expunging and destroying students’ permanent and temporary records, the Center shall notify the students’ parents/guardian and the students of its impending action.  A thirty-day notice shall be given; this is the notice that as of July 30 of each year the records will be destroyed with the above stated policy 60-year records and 5-year records.  The parent’s guardian or student shall be given an opportunity, within the thirty-day period, to copy the record and information proposed to be destroyed or deleted.

In the case of the student with special needs who graduates or permanently withdraws from the Center, temporary records which may be of continued assistance to the student may, after five years be transferred to the parents/guardians or to the student, if the student has succeeded to the rights of the parents/guardians.  The content of the transferred records may relate to the diagnosis and remediation of the student’s handicapping condition.  The Center’s appropriate student personnel service worker may give an explanation of the usefulness of the records to the parents/guardians or student.

The Director shall be responsible for designating a records custodian who shall maintain student permanent records.  The Director or his designee shall be responsible for informing staff members of this policy.

TARDIES

A student who is tardy to class may face possible disciplinary action.  All tardies to class will be unexcused except a student who is more than fifteen (15) minutes late to class will be considered absent rather than tardy.  A student with five (5) tardies in a single grading period will be referred to the Director.

TRANSPORTATION

Bus transportation will be provided to and from the Area Vocational Center by the Home School District.

VIDEO

Video Designs Plus has been hired to produce a video of the Area Vocational Center.  We intend to use footage of video for advertising purposes.  This handbook will serve as a release of any liabilities from you to Video Designs Plus and the Area Vocational Center.  You are giving consent to and authorize the use and reproduction of any and all video footage.

VISITORS

Visitors are welcome.  Adults and students should arrange their visit with the Director and home school personnel in advance before they are allowed to visit the class.  Any visitor that is disruptive to the educational process will be asked to leave.  All visitors must register at the office upon entering the AVC.

YOUTH ORGANIZATIONS

All students are eligible and encouraged to join the Skills USA, Business Professionals of America (BPA), and Health Occupations Student Association (HOSA), and Student Leadership.  You will see many plaques and trophies won by our students in State and National Competition.  Ask your instructor for more information.
Jo Daviess Carroll

Area Vocational Center

 Technology Acceptable Use Policy
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CHILD INTERNET PROTECTION ACT (CIPA) POLICY

ADOPTED 5-7-07

The Board of Control of the Jo Daviess Carroll Area Vocational Center shall establish and enforce policies that support the Child Internet Protection Act (CIPA).  The purpose of these policies shall be to:

a. Restrict access by minors to inappropriate matter on the Internet.

b. Protect the safety and security of minors when using electronic mail, chat rooms, and other forms of direct electronic communications.

c. Prevent unauthorized access including “hacking” and other unlawful activities by minors online.

d. Prevent the unauthorized used, disclosure, and dissemination of personal information regarding minors.

e. Monitoring online activities of minors.

f. Restricting minor’s access to materials deemed harmful to minors.

This policy shall be implemented by:

a. Adopting an Acceptable Use Policy addressing the CIPA areas.

b. Providing training to staff regarding their responsibilities under CIPA.

Maintaining and implementing systems to monitor Internet use by minors.

INTRODUCTION

Internet access is available to students, teachers, and administrators of the Jo Daviess Carroll Area Vocational Technical Center.  We are happy to offer these services and believe it offers vast, diverse and unique resources to both students and teachers.  Our goal is to promote educational excellence for students of the Jo Daviess Carroll Area Vocational Technical Center by facilitating resources sharing, innovation and communication.

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

1. E-mail (Electronic mail) to people all over the world

2. WWW (World Wide Web) Graphical interface to other sites all over the world.  Through this platform, one may see and get resources from thousands of archives worldwide.

3. Discussion groups on a wide variety of topics ranging from ethnic cultures to the environment to music to politics.

It is expected that anyone having an account with the Jo Daviess Carroll Area Vocational Technical Center accept and abide by the following policies:

1. Users must respect the privacy of others.  Users shall not intentionally obtain copies of or modify files, passwords, or data that belong to anyone else.  No one should represent himself or herself as someone else by using another’s account.  No one should forward personal material without prior consent.  

2. Access to the Network/Internet is considered a privilege.  Anyone found using access in a way deemed inappropriate will be denied the privileges.

3. All users must respect the legal protection provided by copyright license to programs, books, articles, and data.

4. Users must respect the integrity of computing systems; for example, no one should develop programs that harass other users, or attempt to infiltrate a computer or computing system.

5. Neither advertising for profit nor campaigns for political office are allowed throughout the Network.

6. Games are not permitted on the Jo Daviess Carroll Area Vocational Center network.

7. Users must respect the rights of other individuals and not use language that is abusive, profane, or sexually offensive.

8. Electronic Mail is not guaranteed to be private.  Messages dealing with illegal activities may be reported to the appropriate authority.

9. The Jo Daviess Carroll Area Vocational Technical Center system administrator will have access to mail and may delete material at any time.

10. Be careful to protect your password.  Notify your instructor if you forget your password.  Any abuse of your account by someone else is your responsibility.  If you believe someone else may have your password, you should immediately report the problem to the instructor.

11. All must abide by existing Federal and State laws in force regarding electronic communication.  This includes accessing information without authorization, giving passwords out, or causing a system to malfunction.  These laws could carry penalties of up to 20 years in prison.

12. Users of the Jo Daviess Carroll Area Vocational Technical Center Internet access shall go through the appropriate training to become knowledgeable, before being allowed access.

13. The Jo Daviess Carroll Area Vocational Technical Center Acceptably Use Policy expressly prohibits, sending, viewing, downloading, and receiving the following material in any form (photographs, graphics, sound, video, or text):

a) Material related to illegal activity (including without limitation any material that violates copyright laws)

b) Obscene or pornographic material

c) Harassing material (including without limitation sexually and racially harassing material)

d) Threatening material

e) Material that contains references to an individual’s corporate entity, character or competence which are false, are defamatory, would invite contempt and ridicule, or would interfere with an existing potential business relationship

f) Material that invades another individual’s or corporate entity’s right to privacy (including without limitation surreptitiously reading another’s e-mail disseminating private information, and using famous name or face for advertising purposes)

14. Sending, downloading, or receiving works protected by a copyright (a property right in an original of authorship, such as software, written work product, graphic works) without the permission of the owner of the copyright is prohibited

15. Sending, downloading, viewing, or receiving the proprietary and confidential information of another person or entity with permission.

16. Sending, downloading, viewing, or receiving any other material deemed inappropriate by school staff or administration.

17. Downloading and installing web-based programs or programs without specific permission of the system administrator is prohibited.

18. Student use of web-based e-mail (i.e. HOTMAIL, YAHOO) will be at the discretion of the individual classroom instructor.


The administration and faculty of the Jo Daviess Carroll Area Vocational Center feel it is very important to establish good communication and understanding between parents, students, and the Center.  For this reason we issue a copy of the student handbook to all parents or guardians.  This handbook should be thoroughly read so that all parties are familiar with its contents.  

Please sign and/or initial below:


HANDBOOK

I have received a copy of the Jo Daviess Carroll Area Vocational Center Handbook.  By signing below, I have acknowledged the review of its contents and I am familiar with the rules and regulations it contains.  


PUBLICATIONS/MEDIA/WEBSITE

Opportunities sometimes arise for the Center to spotlight students in school publications, the Center video, or on the Center website.  In addition, the Center is sometimes contacted by the media to do feature stories about a specific student activity, award or educational topic.  When these opportunities occur, the publications, video, or website may include a student’s first and last name, photograph, classroom work, or information regarding the student’s participation in the program or activity being spotlighted.  



INTERNET

As the parent or guardian of this student, I have read the Jo Daviess Carroll Area Vocational Center Acceptable Use Policy for Network/Internet Access.  I understand that this access is designed for educational purposes and the Jo Daviess Carroll Area Vocational Center has taken steps to eliminate controversial materials.  I also understand that my son/daughter will be trained on correct use.  I hereby give permission to issue an account for my son/daughter.


 
Student Name _________________________________

                                         (Please Print)

_____________________________________________   
_______________           

          Student Signature                                                                  (Date)

_____________________________________________
_______________

           Parent/Guardian Signature                                                   (Date)

JO DAVIESS CARROLL AREA VOCATIONAL CENTER

STUDENT INFORMATION

First Name: _________________________ Middle: __________________ Last: ______________________

Address: ______________________________
 
City, State, Zip: _________________________

Home Phone: _________________________

 Home School: __________________________

Grade Level: ________________________________ 
Sex: __________________________________

Social Security #: _____________________________         Date of Birth: __________________________

AVC Program: ___________________________________
Block: __________ A B BOTH: ____________

Ethnic Group: ______________________________


Father: ____________________________________
Mother: _______________________________

Address: ___________________________________
Address: _______________________________

City, State, Zip: _____________________________
City, State, Zip: __________________________

Phone: ____________________________________
Phone: _________________________________

Email Address: ______________________________
Email Address: __________________________

Place of Work & #: __________________________
Place of Work & #: _______________________

MEDICAL AUTHORIZATION – 

If taking medication, please list: _____________________________________________________________

Physician Name & Number: ________________________________________________________________

Dosage: ____________ Time: __________ Side Effects: _______Duration of Administration:____________

The AVC may give my son/daughter Tylenol:  _____YES        _____ NO

Allergies: _______________________________________________________________________________

If help from the above physician is not available, or practical, you may seek help from the nearest licensed physician:    _____YES    

_____NO 

Person other than parent/guardian to notify in case of an emergency if you are unable to be reached:

Name:______________________________
Relationship:_______________
Phone:__________

JO DAVIESS CARROLL AREA VOCATIONAL CENTER

CLASS TIME FIELD TRIPS

PERMISSION FORM

This form is for students to take class time field trips.  THEY WILL NOT MISS OTHER CLASSES FROM THEIR HOME SCHOOL.

Transportation is provided by the Jo Daviess Carroll Area Vocational Center during class time.  THIS FORM DOES NOT REPLACE OTHER PERMISSION FORMS FOR ALL DAY FIELD TRIPS.

My (son/daughter) ___________________________________ has my permission to take class field trips throughout the school year during their class time at the AVC.


Parent/Guardian Signature





Date


Instructor Signature






Date

JO DAVIESS CARROLL


AREA VOCATIONAL CENTER


Permission Form





Place your initials here and attach a written statement if you DO NOT want your child to participate.





Place your initials here if you DO NOT want your child to have access to the Internet.
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