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KNOX TECHNICAL CENTER ï ADULT EDUCATION 
308 Martinsburg Road / Mount Vernon, Ohio  43050 

ADMINISTRATION, INSTRUCTIONAL PERSON NEL, AND SUPPORT SERVICES*  
 

 

X Administration  
 
 Kathy Greenich     Superintendent 
 Jeff Lavin     High School Director 
 Jane Marlow, BSBA, MAED      Adult Education Director 
 Tracy Elliott     Treasurer 
 

X Instructional Personnel  
 

Automotive Technician    
Lou Ann Shultz     Coordinator 
Michael Creighton    Theory, Lab 
 
Cosmetology 
Kim Williams     Coordinator 
Tammie Miller     Theory, Lab, Clinical 
 
CNC Manufacturing Technologies 
Lou Ann Shultz     Coordinator 
Wes Rains     Theory, Lab 
Tom Russell     Theory, Lab 
 
HVACR 
Lou Ann Shultz     Coordinator 
Keith Homstad     Theory, Lab 
Mark Lowe     Theory, Lab 
 
IT-Computer Systems & Networking 
Kim Williams     Coordinator 
Mark Furman     Theory, Lab 
 
Massage Therapy 
Diane Shew     Coordinator 
Anne Green, LMT    Theory, Lab, Clinical 
Meghan Brindley    Theory, Lab, Clinical 
 
Medical Assistant/Medical Insurance Billing/Phlebotomy 
Lou Ann Shultz, BSBA, CMA Coordinator/Theory, Lab, Practicum  

(MA & Phlebotomy) 
Bridget Basye, CMA    Theory, Lab, Practicum 
Brooke Sheasby, CMA    Theory, Lab (MA & MIB) 
 
Practical Nursing 
Amy Main, MSN, RN Coordinator of Nursing & Medical Programs 
Laura Ackerman,  BSN, RN   Teaching Assistant 
Laura Allerding, BS, RN    Teaching Assistant 
Sheri Brenneman, RN    Teaching Assistant 
Angela Chadwick, MSN, RN   Theory, Lab, Clinical 
Burdetta Cunningham, MSN, BA-HCA, RN Assistant Coordinator, Theory, Lab, Clinical  
Jackie Cunningham, RN, BSN   Theory, Clinical 
Lourene Heichel, RN    Teaching Assistant 
Kathy Hepner, MSN, RN   Assistant Coordinator, Theory, Lab, Clinical 
Brittany Norcross, MSN, RN   Theory, Lab, Clinical 
Brenda Spearman, RN    Teaching Assistant 
Nancy Speece, RN    Teaching Assistant 
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Practical Nursing (continued) 
Tracy Storts, BSN, RN    Theory, Lab, Clinical 
Kitty Zody, RN     Clinical 
 
Public Safety (Fire and EMT) 
Mike Cronin     Coordinator 
Dr. Tracy Schermer    Theory, Lab, Clinical ï Medical Director 
Rob Homman     Theory, Lab, Clinical 
Dana Phillips     Assistant Coordinator 
Danny Spayde     Theory, Lab, Clinical 
Leo Swank     Theory, Lab, Clinical 
Trevor Williams     Theory, Lab, Clinical 
 
STNA (Nurse Aide Training Competency and Evaluation Program) 
Jackie Cunningham, BSN, RN   Coordinator, Primary Instructor 
Denise Campbell, RN    Substitute Primary Instructor 
Lenor Cochran, RN, BSN   Primary Instructor 
Beth Sheffer, RN    Primary Instructor 
 
Welding Certification 
Kim Williams     Coordinator 
Brandon Broseus    Theory, Lab 
Jephthah Goodwin    Theory, Lab 
Craig Reynolds     Theory, Lab 
 
Community Classes 
Shawn Kendall     Coordinator/Instructor 
 

X Support Services  
 

 Monica Hite     Administrative Coordinator 
 Cheryl Eis     Administrative Assistant 

Diana Faught     Receptionist 
Barbara Harris, MA    ASPIRE Coordinator 
Sheryl Mickley, MS    Financial Aid Coordinator 
Cheryl Odu     Secretary 
Diane Shew     Student Success Coordinator 
Kim Williams, BSBA, LPN   Development Coordinator 
Lori Gastin     Career Services Specialist 
 

 
*Note:  The information on the list is subject to change 
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KNOX TECHNICAL CENTER  
Career Development Programs  

308 Martinsburg Road / Mount Vernon, Ohio  43050  

Student  Handbook  

 
KNOX COUNTY CAREER CENTER VISION  STATEMENT 

 
Prepare students for success! 

 

KNOX COUNTY CAREER CENTER MISSION  STATEMENT 
 

KCCC exists to develop lifelong learners with the skills and values necessary to achieve success. 
 

KNOX TECHNICAL CENTE R MISSION  STATEMENT 
 

The mission of the Knox Technical Center (Adult Education at Knox County Career Center) is to 

provide cutting-edge programs that prepare adults with career and lifelong lear ning skills. 
 

PROGRAM PHILOSOPHY  
 

See individual program philosophy. 
 

ACCREDITATION  
 

The Knox Technical Center (Adult Education at Knox County Career Center) is accredited by the 

Commission of the Council on Occupational Education, 7840 Roswell Road, Building 300, Suite 325, 
Atlanta, GA 30350. The programs are approved by the Ohio Department of Higher Education.   

 

ADMISSION REQUIREMEN TS 
Prior to acceptance to the school, the prospective studentôs file must be complete with the following 

records: 
1. Application form with $50 non-refundable fee ($75 for Practical Nursing applicants, STNA 

and Phlebotomy $100). 
2. High school transcript or GED transcript (except STNA). 

3. BEST test (if English is a second language). 

4. Skills Assessment or TEAS test, and/or ACT scores. 
5. Interview with coordinator/administrator  of program. 

6. Program specific requirements ï see individual program. 
7. Failure to complete any of the admission requirements in the stated time limits will be 

grounds for denying admission. 

 

PROGRAM ACCEPTANCE CRITERIA  
Program acceptance is finalized upon the completion of the following items:  

1. All admission requirements met.  Note:  Skill Assessment and/or TEAS results must meet 

established entrance criteria.  Students not achieving the program standard may be 

referred to ABLE. 
2. Non-refundable deposit paid on or by the established date.  Class placement will only be 

guaranteed if timely payment is received. 
3.   Program specific criteria ï see individual program. 
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ADVANCED STANDING  PROCEDURE 

Each advanced standing applicant will be considered on an individual basis.  Records and other 

pertinent information regarding transfers or special admissions will be reviewed by the program 
coordinator/administrator  and the amount of credit granted will be determined.  For advanced 

placement in a class, the student must:  

 
1. Submit a letter of intent . 

2. Submit a certified copy of transcript from previous training program.  
3. Understand that training less than 600 hours may not qualify for financial aid and that 

arrangements for tuition will need to be made prior to starting class.  

4. Satisfy admission with advanced standing requirements as specified ï see individual program. 
 

TRANSFER BETWEEN PROGRAMS PROCEDURE 
 

Students have the ability to transfer coursework or transfer enrollment between programs within the 

institution. Transfer of coursework within K TC programs are made on an individual basis. Transfer 
coursework awarded means that the student has met the course objectives from both programs for 

that specific subject and has achieved the required academic standard.  Course equivalency is 

determined by the program coordinator/administrator  based on the review of the studentôs official 
transcript (and course syllabus as indicated).  

 
Transfer of enrollment is also made on an individual basis determined by program 

coordinators/administrator . A student who w ishes to transfer programs within KTC must complete the 
KTC Program Transfer Form, meet with each program coordinator/administrator  and the financial aid 

coordinator as indicated. Studentôs initial application fee is transferrable for 12 months, excluding the 

pre-entrance assessment fee. The student must meet the admission criteria of the new program of 
study. Students are responsible for the fees of the initial program of study. See Refund policy.  

 
The transfer of students from other institutions is consid ered on an individual basis by the program 

coordinator/administrator .  Eligibility and acceptance as a transfer student from another institution is 

determined through the advanced standing procedure.  Transfer coursework awarded means that the 
student has met the course objectives from both programs for that specific subject and has achieved 

the required academic standard.  Course equivalency is determined by the program coordinator based 
on the review of the studentôs official transcript (and course syllabus as indicated). Transfer 

coursework will be confirmed by program coordinator/administrator  only after receipt of official copy 
of transcript issued by the associated educational institution on the studentôs behalf. Disclaimer: 

Program specific criteria for transfer program coursework may apply (refer to individual program 

supplemental handbook as indicated).  Please refer to the advanced standing procedure. 

 
TRANSFER OF CREDITS 
 

Students have the ability to transfer coursework (credit) from previous institutions as a means of 

meeting some program course requirements. Transfer of coursework from another institution to KTC 

programs are made on an individual basis. Transfer coursework awarded means that the student has 
met the course objectives from both programs for that specific subject and has achieved the required 

academic standard.  Course equivalency is determined by the program coordinator/administrator  
based on the review of the studentôs official transcript (and course syllabus as indicated).  Transfer 

coursework will be confirmed by program coordinator only after receipt of official copy of transcript 
issued by the associated educational institution on the studentôs behalf. Disclaimer: Program specific 

criteria for transfer program coursework may apply (refer to individual program supplemental 

handbook as indicated). 
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PROGRAM OBJECTIVES 
 

The purpose of the career development programs at the Knox Technical Center is to graduate 

students with entry -level skills specific to their program of study as well as meet the requir ements for 
licensure/certification.  See individual program for specific program objectives. 

 
GRADING SCALE, PROMOTIONAL REQUIREM ENTS, AND GRADUATION  

 

¶ Grading  will be reported on a numerical scale which can be converted to a letter grade as 

follows: 

? Grade ñAò the student has mastered at minimum 93% of the work.  

? Grade ñBò the student has mastered 85% to 92% of the work.  

? Grade ñCò the student has mastered 75% to 84% of the work.  

? Below 75% is failing.  

 
¶ Promotional Requirements :  At the end of each term the student must possess the following 

levels to proceed in good standing: 

? Exhibit at minimum a grade average of 75% .  A student below 75% may be placed on a 
one-time academic probation (this standard is not applicable to all programs ï refer to 

program specific promotional requirements). 

? Meet all program objectives. 

? Meet all financial obligations of the term.  

? Perform satisfactorily in the clinical/externship experience (if applicable). 

? Abide by school and program policy and student code of conduct. 

? Attend 90% of scheduled hours.   A student below 90% may be placed on a one-time 

attendance probation. 
 

¶ A graduate  must have: 

? Achieved a minimum grade average of 75% in the program of study. 

? Met all program objectives. 

? Performed satisfactorily in all clinical/externship experiences (if applicable). 

? Attained a rating of 75% or higher on the externship employability evaluation completed 
by the externship site supervisor (if applicable).  

? Met all financial obligations to the school (no personal checks for completion fees or tutoring) . 

? At minimum attended 90% of total curriculum.  

Note:  Program specific criteria ï see individual program. 

 
GRADUATE EXPECTATIONS  

 

Graduates are expected to take their industry -specific certification/licensure exam within 6 months of 
program completion.  They are also expected to complete follow up surveys that are issued after 

program completion (graduate and/or employer surveys) .  To continue to meet the community 
employer needs, we ask graduates to notify the program coordinators /administrator  when they 

become employed and provide employer details.  We also ask that they keep their contact info rmation 

updated with the school.  
 

GENERAL INFORMATION  
 

      

X ACADEMIC HONESTY & PERSONAL INTEGRITY  
 

The Knox Technical Center regards personal integrity and academic honesty as fundamental to the 
educational process and the development of a professional.  Honesty in all academic matters is 

expected of students and actions contrary to such integrity will not be tolerated.  Any at tempt to 
cheat, misrepresent someone elseôs work as oneôs own, receive credit for work which is not oneôs 
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own, obtain an unfair advantage over others or aid another student to do the above will be considered 
a breach of integrity.  Examples of such activit ies include, but are not limited to:  

 
1) Cheating (intentionally using or attempting to use unauthorized material, assistance or study aids 

in any academic work). Examples include using a cheat sheet for a test, looking at another test 
paper during examination, altering or resubmitting work for a better grade without prior approval 

to do so. 

 
2) Plagiarism (representing another personôs ideas, words, expressions or data in writing or 

presentation without properly acknowledging the source).  Examples include submitting someone 
elseôs work as your own, using someone elseôs ideas as your own, failing to cite references, etc. 

 

3) Falsification and/or misrepresentation of any official documents, personal records, etc.  Examples 
include making up information, citing non -existing sources, altering original materials, etc.  

 
4) Facilitating academic dishonesty (knowingly assisting someone else to violate expectations of 

integrity).  Examples include working together on assignments when the option has not been 
made available and submitting as oneôs own effort, providing your work to another for his/her 

use, etc. (including test questions/answers)  

 
5) Computer crimes (damaging or modifying computer programs/records without permission). 

Examples include software piracy, constructing or introducing viruses into the system, copying 
programs and/or data belonging to others, etc.  

 

6) Misrepresentation of academic records (knowingly misrepresenting or tampering with any portion 
of past or present official records required for the program), such as forging a change of grade. 

 
Violations of this policy will be treated as a serious matter.  The instructor has primary responsibility 

over classroom integrity and in a suspected violation will present all documentation (including any 
rebuttal) to the pr ogramôs coordinator/administrator .  The program coordinator/administrator  reserves 

the right to determine the consequences of the violation following an administrative hearing.  If an 

infraction is suspected, the following guidelines and procedures will apply: 
 

1) Any instructor who suspects an infraction will inform the student of the suspicion and present the 
evidence and possible consequence.  The student will be allowed the opportunity to respond in 

that conference. 

 
2) Within one class day, the instructor wil l recommend a consequence for the infraction to the 

faculty.  The final decision is made by the coordinator/administrator .  Penalties could range from 
warning, to probation, to suspension or expulsion.  

 

3) Upon receipt of the final decision, the student may file a written grievance.  See Grievance Policy.  
If in appeal the student is found to be not guilty of the alleged offense, all records will be 

expunged. 
 

X ALCOHOL AND DRUGS  
 

Possession, use, transfer, sale, or being under the influence of alcohol or illegal chemical substances 
by students on school property, during related school experience, or in uniform is prohibited.  Any 

student found to be in violation of this policy will  be immediately dismissed.  All students are subject 
to a random alcohol/drug screen (see Alcohol/Drug (Substance) Screening) on a monthly basis at the 

studentôs expense.  Failure to comply with the request within the timeframe allotted may result in 
automatic dismissal from the program.  If an adult learner is suspected of being ñunder the influence,ò 

the student will, at the discretion of the instructor involved, be removed from the classroom activity 

and referred to the Adult Education Director for immed iate review. A drug/alcohol screening may be 
required to return to class. Screening will be done immediately at the studentôs expense. Refusal may 

lead to dismissal from the program with no refund.  
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The school has a ñDrug Freeò zone that extends 1000 feet beyond the school boundaries as well as to 
any school activity and transportation. This means that any activity, including buying and/or selling, 

distribution, possession, or use of drugs, alcohol, fake drugs, steroids, inhalants, or look -alike drugs is 
prohibited. This prohibition also applies to any type of drug -related paraphernalia. This includes non-

alcoholic beers and wines, steroids and the like. If caught, the student could be suspended or expelled 
and law enforcement officials may be contacted. Many drug abuse offenses are also felonies. 

 

Prescription  and/or Over - the -Counter  Drug Use During Program Activities : Students are 
accountable for assuring that their actions and their behaviors meet all applicable standards for safe 

and competent practice at all times.  This requires constant awareness of the demands of the job and 
a continual process of evaluation and assessment in order to make sure that the he/she is fit to 

practice and competent to safely perform those functions that fall within the defin ed scope of student 

practice for within they have accepted responsibility.  Adult learners who practice while not fit to do so 
may be subject to disciplinary action by the school including dismissal.  A valid prescription is not an 

acceptable excuse for impairment during school-related activities. 
 

Students who are required to use prescription drugs authorized by a licensed prescriber or are taking 
over-the-counter medications (states that it might or could cause impairment) -  are responsible for 

being aware of any affect such drug may have on their performance of their duties and to report the 

use of such substances to their instructor or program coordinator/administrator .  If a prescription 
medication states that it might or could cause any form of impair ment, a prescriberôs letter clarifying 

the impact of these possible side effects is required to be on file.  The prescriberôs letter must also 
state:  the name of the substance, the quantity and amount to be taken, the period of authorized use, 

along with the statement ñthe medicine will not negatively impact the studentôs ability to function in 

his/her student role (class/clinical and/or laboratory settings)ò. 
 

If at any point supervisory personnel evaluate that a student demonstrates behaviors that are 
consistent with impairment the student will be immediately removed from the school -related activity 

and will be subject to drug screening processes.   
 

Failure to disclose prescription drug or over-the-counter drug use which is discovered as part of a 

random or ñfor causeò drug screen is cause for disciplinary action.  Impairment during program-
related activities due to prescribed medications is grounds for dismissal from the program of study.  

 
Alcohol/Drug (Substance) Screening  

All medical adult learners are required to have a drug screen upon acceptance to the program by an 

agency designated by the school (and is included in the fees).   
 

¶ Random substance screens will be conducted monthly (medical programs). Random means 

that the agency (designated by the school) determines who is to be tested, not the school. 
The substance screen must be performed at the schoolôs designated agency within 24 hours, 

and will be at the studentôs expense and payable at the time of the screening  to the 

agency doing the screening. 
 

All students  are subject to a substance screen at the discretion of the school employees.  A positive 
screen may result in dismissal from the program.  Positive substance screening will be handled at the 

Coordinatorôs/Administratorôs and Adult Directorôs discretion.  Students who refuse a substance screen 
will be dismissed from the program.  

 

Alcohol/Drug Awareness  
All KCCC/KTC students and employees are expected to abide by the terms of the schoolôs policies.  A 

student and/or employee found to be in possession or illegally using drugs and/or alcohol may be 
subject to appropriate sanctions.  Such sanctions may include: 

¶ referral for prosecution, 

¶ termination of employment, and/or  

¶ reprimand, probation, suspension or expulsion. 

A disciplinary sanction may include the completion of an appropriate rehabilitation program. Students 

and employees are guaranteed due process. 
 



Career Development Student Handbook  Page 12 

 

 

X APPOINTMENTS /CONFERENCES 
Faculty will be available for student conferences/appointments on an as needed basis.  All 
student/faculty appointments/conferences must be scheduled before or after the regular school hours 

(not during school time).   
 

Appointments with the p rogram coordinator/administrator  may be scheduled by contacting the front 

office.  Appointments may be scheduled before or after the regular school hours and during class 
breaks as long as the appointment time does not take away from scheduled class time. 

 

X ARTIC ULATION  
 

Hours of credit may be granted toward s additional degrees at higher learning institutions.  The Knox 

Technical Center is part of the University System of Ohio.  Contact program coordinator/administrator  
for details specific to your program.   

 

X ASSESSMENT SERVICES 
 

Career assessments are available to individuals who want to learn more about the types of 

occupations that match their interests, skills and values.  Scheduled appointments through Knox 
Technical Center Career Services. 

 

X ATTENDANCE PROCEDURE 
Note:  Program specific criteria ï see individual program. 

 

A. Absences  
1. Students are expected to attend ALL assigned experiences.  Attendance record is 

maintained by the instructor and front office .   
 

2. Attendance will be reviewed at the end of each term.  If a studentôs attendance falls 

below 90%, the student will be placed on attendance probation.  The student is 
responsible for keeping record of their tardiness/late arrivals and absences.  See 

Probation policy. 
 

3.         Four (4) or more consecutive days missed due to illness and/or injury requires a 
primary healthcare providerôs (PHCP) written excuse for the absences.  Pre-arranged 

sick leave must be approved in writing by the instructor and 

coordinator/administrator . (See Medical Leave policy) 
 

4. The student who is absent is responsible for the material presented.  The student 
MUST contact the program office on the first day of return to school to turn in any 

assignment(s) that were due on t he missed day(s) and/or to take any tests that were 

administered on the day(s) of absence.  Failure to do so will result in a 10% reduction 
of test/homework grade per day not completed.  All work must be completed and 

turned in.  An incomplete will be issu ed on the quarter grade card until the work is 
done.  An incomplete status will be maintained for up to 2 weeks, and then the 

student may be dismissed from the program.  Students are responsible for 

obtaining all missed assignments and/or quizzes/tests upo n return to 
school.  

 
5.      Any absences may count against overall attendance.  Our programs are hourly 

programs and if you fall below 90% attendance you may jeopardize meeting 
graduation/licensure/certification requirements.  Absence from classroom activities, 

clinical practice and check-offs, competency exercises requiring check-off and 

externships all require make-up.  Any work that cannot be made up during usual class 
time that requires the supervision of an instructor must be scheduled for make -up in 

the time frame deemed necessary by the instructor/coordinator  and requires payment 
of make-up fees at the rate of $40 per hour or as specified by the individual program.  

All fees are payable in full prior to the make -up date.  For instance, prior to 
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externships, all competencies, clinicals, and classroom work must be completed.  If an 
instructor/tutor is needed for make -up work the student must schedule an 

appointment with the instructor.  Note:  Tutoring fees may apply and are payable 
prior to the tu toring session.  See individual programs for specific tutoring fees. 

 
6. Students having difficulty meeting clinical and course objectives due to absences or 

incomplete work may, in order to meet graduation requirements, be advised to 

schedule tutoring wit h the instructor or other designated person at the studentsô 
expense. 

 
7. Documentation relating to absences ï documentation related to absences serves only 

to support mitigating circumstances related to the absence and does not serve to 

negate an absence.  Documentation of mitigating circumstances may serve as a 
foundation for waiving discipline related to attendance patterns.  However, students, 

despite documentation provided, cannot be given time toward attendance if they 
were not actually in attendance.  

 
 

B. Reporting Absences  

 
1. Any student unable to attend class, lab, clinical, or any other scheduled program 

event must call the Knox Technical Center office prior to class.  Failure to do so may 
result in probationary status.   

  

2. Students unable to be present for community service/clinical/ practicum experience 
must also notify the agency (and/or instructor)  two hours before or as soon as they 

open (so they are not waiting for you), the school program office prior to the 
scheduled time, and the coordinating instructor prior to the scheduled time.   

 
3. A student that consecutively misses more than three (3) days of scheduled class, lab, 

clinical, or any other scheduled program event and does not notify the school per 

policy, on the fourth (4 th) absence will be administratively withdrawn from the 
program of study unless there is proof of mitigating circumstances.  The review of 

absences will be based on student attendance records. 
 

C. Tardiness  

 
Tardiness is inexcusable.  If the student will be late to class, (includes lunches and breaks) 

the instructor and the front  office should be notified prior to the scheduled class.  Upon arrival 
at school, the student must report to the front  office to receive an admittance slip to class.  

Time missed for instances of tardiness and/or instances of leaving early will be deducted from 

the studentôs attendance.  Four (4) instances of tardiness and/or leaving early in a term will 
initiate the discipline process unless there is proof of mitigating circumstances.  

 

X AWARDS  
 

At graduation program-specific awards may be presented - see individual program. 

 

X BEREAVEMENT LEAVE 

In the event that a student experiences a death of an immediate family member or relative as d efined 

below, the student will be excused from class for funeral leave, subsequent bereavement, and/or 
travel considerations.  The student will provide appropriate documentation and arrange to complete 

missed classroom work (including labs, clinicals, and practicums) according to the process outlined 
below.  Approved time missed will not affect the student ôs attendance if all policies are adhered to and 

all work and/or hours are completed as assigned. 
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Upon notification of the absence and  proper documentation, the student will be excused from any 
class-related activity and provided an opportunity to complete missed exams, quizzes, and other 

required work (including labs, clinicals, and practicums).  Ultimately, the student is responsible for all 
material covered in class/lab and must work with each individual instructor as soon as they return to 

complete any required work and/or lab/clinical/practicum . 

Immediate Family and Relatives:   
Students shall be eligible for up to three (3) consecutive days (not including weekends or holidays) of 
excused absence in the event of a death of a spouse, domestic partner, parent, child, grand parents, 

grandchild or sibling (includes in-law and/or step-relative of the immediate family noted above) . 

Process:  

If a student w ill be absent because of a death, the student is responsible for notifying Program 
Coordinator/Administrator  prior to their absence.  The Program Coordinator/Administrator  will 

communicate with the individual's instructors about the absence and the reason for the absence.  To 
be eligible for the make up of time missed and assignments/required work missed , documentation 

regarding the death and relationship  must be presented to the Program Coordinator/Administrator  

prior to the leave.  The Program Coordinator/Administrator  may ask for additional documentation if 
necessary. 

 

X BOARD OF EDUCATION POLICIES  
 

The Knox County Career Center Board of Education has adopted policies that prohibit 

nondiscrimination on the basis of sex in the education programs and activities operated by the school; 
prohibit bullying, intimidation and all types of harassment (including sexual harassment) on the part of 

staff and students at the Knox County Career Center and Knox Technical Center. Concerns in these 
area should be reported to the Director  (Jeff Lavin ï 740-397-5820) who has been designated as the 

Title IX, Title VI, and Section 504 Compliance Coordinator. For a complete list of board policies, please 

contact the Directorôs office or visit our website: www.knoxcc.org.  The Incident Report can be 
requested from the Adult Education office or located online at:  

http://www.knoxtechnicalcenter.com/uploads/6/0/2/8/60282273/accident -incident-report-for-student-
claimant-draft.pdf   

 

X CHANGE OF NAME OR CONTACT INFORMATION  
 
Students must notify the front  office immediately, in writing, of any changes in contact information.  

 

X CHILD CARE  
 

Students are not permitted to bring children to class.  It is a studentôs responsibility to make 

appropriate arrangements for the care of children w hile attending class.  A list (non-endorsed by 
KCCC/KTC) of area daycares is available in the Administration Office. 

 
 

X COMPLIANCE OFFICER  

The Board of Education of the Knox County Career Center District hereby designates and makes it 
known to all parties t hat the Director of the Career Center will be its Compliance Officer to coordinate 

its efforts to comply with and carry out its responsibilities under Civil Rights.  The Career Center 

Director, Jeff Lavin, and his office is located at:  

 

Title IX  

Jeff Lavin, Director 
306 Martinsburg Road 

Mt. Vernon, OH  43050 

http://www.knoxcc.org/
http://www.knoxtechnicalcenter.com/uploads/6/0/2/8/60282273/accident-incident-report-for-student-claimant-draft.pdf
http://www.knoxtechnicalcenter.com/uploads/6/0/2/8/60282273/accident-incident-report-for-student-claimant-draft.pdf
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740-397-5820 
TitleIXCoordinator@knoxcc.org 

 

 
 

X CONFIDENTIALITY  
 
Each student, employee, and client has a legal right to privacy and we are responsible for protecting 

that right.  Respecting privacy involves not only our one -to-one interactions with an individual, but 

also our interactions with others about that individual.  Confidentiality refers  to our responsibility to 
keep individualôs information private .  A breach in confidentiality may result in dismissal from the 

program. 
 

X CONSUMER REPORTING  
 

The Knox Technical Center, in compliance with Title IV Disclosures Consumer Reporting regulations 
has available the required documentation in the adult education offices on Martinsburg Road and 

Yauger Road.  Should you need additional information, please contact the Financial Aid Coordinator. 
 

X COUNSELING SERVICE  
 

The Knox Technical Center has employees available to provide various services including (1) career 
advising/exploration, (2) assistance to any student who may be having academic and/or personal 

problems, (3) instructor support regarding studentsô needs, and (4) other related services.  Contact 
the Career Services Coordinator. 

 

X CRIMINAL HISTORY RECORD CHECK  
 
Senate Bill 160 became effective as law in 1997.  Health care providers are required to investigate the 

background of employees.  Compliance with the law is necessary so that the programs can assure 
clinical sites that KTC students are not at risk to patie nts, staff , and/or visitors.  

 

A criminal history record check (BCI and FBI) is required for all students upon acceptance into the 
medical programs.  The cost of the record check is to be paid by the student.  A student who has a 

criminal history record or a criminal record may not be permitted to enroll in a program of study if the 
record may not afford them the ability to participate in all program -related activities. 

 

Any student who has a concern about the law should make an appointment and discuss this with the 
program coordinator and/or the licensure/certification agency.  

 

X DAMAGES AND LOSSES 
 

Students using equipment belonging to the school are responsible for its proper care.  When damage 

or loss of equipment is due to the studentôs carelessness or neglect, the student must assume the cost 
of repair or replacement.  Graduation may be deferred for that student until payment has been 

arranged. 
 

X DISCIPLINE  
 

Students who violate any policy of the Knox Technical Center may be subject to disciplinary measures.  
Disciplinary measures consist of the following courses of action: 

1. A verbal warning 
2. A written warning  

3. Program Probation and/or 

4. Program Dismissal 
 

A student is subject to immediate program probation or program dismissal without prior verbal or 
written war ning if the severity of incident leading to discipline warrants.  If the student demonstrates 
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behaviors that are dishonest, illegal, unsafe or unethical within the framework of the 
profession/industry, the student may be immediately dismissed from the  program of study.   

 
A student can have no more than one probationary act in any of the following:  Academic, clinical, 

attendance or (conduct) professionalism.  Two probations will result in an immediate dismissal 
from the program.  

 

A student on program probation will be given an opportunity to meet with instructional 
personnel/program coordinator/administrator  to discuss conditions of the probation and address any 

concerns the student may have regarding the probation.  The student may be dismissed from the 
program if improvement is not noticed in the problem area.    

 

It is the responsibility of the instruction al personnel to maintain an environment that is conducive to 
learning.  Therefore, the employees are expected to consistently and equitably implement policy and 

as appropriate, institute disciplinary processes in accordance with policy.   
 

Violations will be treated as a serious matter.  The instructional personnel has primary responsibility 
over classroom integrity and in a suspected violation will present all documentation (including any 

rebuttal) to the supervisor.  The program supervisor  reserves the right to determine the consequences 

of the violation. If an infraction is suspected, the following guidelines and procedures will apply:  
 

1) Any instructional personnel who suspects an infraction will inform the student of the suspicion and 
present the evidence and possible consequence.  The student will be allowed the opportunity to 

respond in that conference. 

 
2) Within one class day, the teaching personnel will recommend a consequence for the infraction to 

the program supervisor.  The final decision is made by the program supervisor.  Consequences 
may include grade penalty and/or formal discipline including verbal warning, written warning, 

probation and/or dismissal. 
 

3) Upon receipt of the final decision, the student has two business days to file a written appeal 

according to the Student Grievance policy.   
 

X DISMISSAL PROCEDURE  
 

A student will be dismissed from the program for any of the following reasons: 
¶ for having achieved two consecutive terms with attendance and/or academic (as applicable to 

program) probationary status 

¶ committing a probationary act within a probationary period  

¶ performing consistently documented unsafe/unprofessional performance in the clinical area as 

evidenced by behavior that might prove harmful to the pati ent, to self, and/or  classmates 
¶ repeated policy violations and/or misconduct 

 

A student may be dismissed from the program for any of the following reasons:  
¶ for failure to meet the objectives of the program  

¶ for any absence not reported according to policy  

¶ absenteeism in excess of 10% for a grading period  

¶ persistent tardiness and/or leave earlies 

¶ violation of established school/program policies 

¶ conviction of a felony  

¶ conduct deemed inappropriate to school policy and/or coordinator/faculty/staff observation 

(Note:  for dismissal due to conduct student eligibility for re -enrollment will be determined on 

a case-by-case basis.) 

 
The coordinator/administrator  will inform the Adult Director of recommendation for student dismissal.  

The student will be informed of dismissal in conference with the coordinator.  Upon notification of 
dismissal the student must complete a dismissal form.  The student is responsible for any outstanding 

fees at the time of dismissal.  
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X DRESS CODE 
 

Appearance and grooming are strong expressions of inner attitudes and will strongly influence 
employersô decisions to hire.  The following clothing will not  be considered proper school attire and 

therefore cannot be worn:  

   
¶ Shorts, short skirts, pajamas, bike pants, tank shirt s, halters and bare midriffs, dresses with 

halter top or tank -type top, tops with thin straps, brief, low cut or revealing clothing.  

¶ Clothing advertising alcoholic beverages or tobacco products. 

¶ Tattered clothing, clothing displaying any sayings and/or des igns that are regarded as 

inappropriate by the school administration.  
¶ Tights and leggings must be worn with an appropriate upper garment that extends beyond 

mid-thigh.  

¶ Lab uniforms must have shirts tucked in and pants must fit appropriately. Only students 

enrolled in a particular lab may wear that labôs uniform. 
¶ Shoes are to be worn in the building.  

¶ Rubber, plastic or cloth flip-flops are not permitted. Dress sandals may be worn if they have 

some type of heel or wedge and look professional. 

¶ Shoes must be tied for safety purposes. 

¶ Hats cannot be worn in the building except in the lab where they are a part of the approved 

program attire.   

¶ Sunglasses are prohibited. 

¶ Clothing with hate language, and/or negative or offensive messages will not be permitted.  

¶ Pants/jeans must be worn with the waistband around the waist and may not drag on the 

floor. Capris and cropped pants are permissible if the outfit projects a professional 
appearance.  

¶ Any heavy chain on a studentôs person used to secure a wallet or worn as a belt, or worn as a 

necklace or decoration is prohibited. 
¶ Student appearance and/or apparel which is disruptive to the educational process, indecent, 

sexually suggestive, profane, or which advocates the use of illegal substances or violence, will 

not be permitted.  
 

Required attire may vary according to career development program; however, the individual program 

coordinators/administrator  will determine the appropriateness of student dress and appearance.  The 
general dress code will protect the rights of all students, regardless of age, gender, race, color, 

national origin, creed, religious belief, or disability.  
 

If applicable to the program of study, students will be required to purchase and wear the regulation 

uniform selected for the school.  The unifo rm may be worn to and from school.  However, if the 
student has commitments before or after class (appointments, shopping, etc.), the uniform must be 

changed before leaving the building.  Students are expected to be prepared for class in professional 
dress.  If a student comes to class not in professional dress, the student will be excused from class 

(tardy) to remedy the situation.  The student may also be sent home and therefore counted absent.   
Note:  Program specific criteria ï see individual program. 

 

X E-MAIL   
 
Students are responsible for establishing and notifying faculty and the main office of their current 

email address.  Many program-related and financial aid/student account communications occur via 
email.  Students are responsible for checking their email accounts daily during the 

academic year .  No provisions will be made for students who were not informed due to lack of 

accountability in checking email communications regularly. 
 

 
 

 

X EMERGENCY MEDICAL FORMS  
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All students must complete a Knox Technical Center Student Emergency Medical form.  The completed 

form is kept in a secure location and used for emergency purposes only.  It is the studentôs 
responsibility to notify the Adult Education office of any changes in medical or emergency contact 

information. 
 

X EQUAL OPPORTUNITY   

The Knox County Career Center/Knox Technical Center do not discriminate on the basis of race, color, 
national origin, sex, gender, disability or age in its programs and activities and provides equal access 

to the Boy Scouts and other designated youth groups.  The following person(s) have been designated 

to handle inquiries regarding the non -discrimination policies: 

Section 504  

Elaine Robinson, Principal 
306 Martinsburg Road 

Mt. Vernon, OH  43050 
740-397-5820 

Title IX  

Jeff Lavin, Director 
306 Martinsburg Road 

Mt. Vernon, OH  43050 
740-397-5820 

TitleIXCoordinator@knoxcc.org 

 

X FIRE/DISASTER DRILL / LOCK DOWN  PROCEDURES  
 

FIRE DRILL:  

1. All fire drills should be conducted in accordance with the fire plans posted in each 
designated area of the building.  

2. Each room and lab should have a fire drill plan posted. 
3. Fire drills should be conducted as per the fire drill instructions.  

4. If weather is of such a condition that it is not possible to hold a drill during a particular 
month, then this dri ll should be made up within another month.  

5. The district Safety Committee will inform the staff as to the procedures to follow during 

the fire drills held at the KCCC.  
 

DISASTER DRILL:  
1. All disaster drills shall be conducted in accordance with the disaster plans posted in all 

labs and classrooms. 

2. Each lab and each classroom should have a disaster drill plan posted. 
3. Disaster drills should be conducted as per the fire drill instructions.  

4. The district Safety Committee will inform the staff as to the procedures to follow during 
disaster drills held at the KCCC.   

 
LOCK DOWN:  

1. The district Safety Committee will inform the staff as to the procedures to follow during 

disaster drills held at the KCCC. 
 

X FINANCIAL ASSISTANCE  
 

Financial assistance is available from various local, state and federal sources.  While the Career Center 
will assist students in any possible manner, the ultimate responsibility for pursuing funding sources, 

making application, and meeting obligations is that of the student.  Students seeking assistance 
should directly contact Sheryl Mickley in the Adult Education Department.  KTC reserves the right to 

deny student loans to any individual at any time.   See ñStudent Loanò and ñPayment of Tuition and 
Feesò sections for more details.  

 

Students attempting a restart into a program or entering a second program at KTC need to refer to 
the schools Satisfactory Academic Progress policy (please see Financial Aid Coordinator). 

 

X FOOD AND BEVERAGES 
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Food and non-alcoholic beverages are permitted only in designated areas at break time only.  When 
eating in computer lab, keyboards need to be cleaned.  No visitors are permitted in classroom during 

lunch without prior approval.   No food or beverages in clinical lab.  A break room is provided for 
students. 

 

X GRIEVANCE PROCEDURE 
 

A. DEFINITION  

 

1. A grievant shall mean an employee/student alleging that some violation, 
misinterpretation or misapplication of the employee/student handbook policy has 

actually occurred.   
 

2.  The grievant shall receive fair and prompt treatment without fear of reprisal.  
 

3. Except as hereinafter provided, a ñdayò or ñdaysò shall mean a day that the Adult 

Education Office is open for business.  Failure to comply with the time limits by the  
grievant shall result in a waiver of the rights granted under this policy.  Failure of the 

administration to comply with the time limits shall advance the grievance to the next 
level of this procedure.  

 

4. Election of remedies--Upon the filing of a compl aint by the grievant or on the 
grievant's behalf in any court of competent jurisdiction demanding relief upon a 

matter which is the subject of a pending grievance, such filing shall be deemed a 
waiver of the rights granted herein and the grievance shall be  deemed dismissed.  

 
5. Forms for processing grievances are available in the handbook and in the main Adult 

Education office. The written grievance shall be submitted on the KTC grievance form.  

 
B. PROCEDURE  

 
1. Level OneðInstructional Personnel/Supervisor 

 

Any grievant shall first discuss the grievance within two (2) days of the occurrence  
with the immediate instructor/supervisor before a written grievance shall be filed. If 

the informal discussion does not resolve the grievance to the satisfaction of the 
grievant, such grievant shall have the right to lodge a written grievance with the 

Immediate Instructional Personnel/Supervisor within two (2) days of the informal 

discussion. A copy of such grievance shall be filed with the Adult Education Director.  
 

2. Level TwoðCoordinator/Administrator  
 

If Level One does not resolve the grievance to the satisfaction of the grievant, such 
grievant shall have the right to lodge a written grievance with the 

Coordinator/Administrator .  If such grievance is not lodged within two (2) days 

following the discussion at Level One, the grievance shall no longer exist. The written 
grievance shall be on a form contained in the handbook. A copy of such grievance 

shall be filed with the Adult Education Director. The grievant shall have a right to 
request a hearing before the Coordinator/Administrator . The 

Coordinator/Administrator shall schedule the hearing within two (2) days after receipt 

of said grievance. The grievant shall be advised, in writing, of the time, place, and 
date of the hearing.   

 
The Coordinator/Administrator  shall take action on the written grievance within two 

(2) days following a grievance hearing. The action taken and the reasons for the 
action shall be reduced to writing and copies sent to the grievant, and Adult 

Education Director. 
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? Level Two ï Part 2ðMedical Programsô Supervisor  
(MT and STNA employees/students only) 

 
If the action taken by the Coordinator does not resolve the grievance to the 

satisfaction of the grievant such grievant may appeal, in writing, to the 
Medical Programsô Supervisor. Failure to file such an appeal within two (2) 

days from the receipt of the written notice of the Coordinatorôs action on said 

grievance shall be deemed a waiver of the right to appeal.  The grievant shall 
have the right to request a hearing be fore the Medical Programsô Supervisor.  

The Medical Programs Supervisor shall schedule a hearing within two (2) days 
of receipt of the appeal. The grievant shall be advised, in writing, of the time, 

place, and date of such hearing.  

 
The Medical Programsô Supervisor shall take action on the appeal of the 

grievance within two (2) days following a grievance hearing. The action taken 
and the reasons for the actions shall be reduced to writing and copies sent to 

the grievant and Adult Education Director.  
 

3. Level ThreeðDirector  

 
If the action taken by the Coordinator /Administrator  or the Medical Programs 

Supervisor (MT and STNA employees/students only) does not resolve the grievance to 
the satisfaction of the grievant such grievant may appeal, in writing, to t he Director. 

Failure to file such an appeal within two (2) days from the receipt of the written 

notice of the Coordinatorôs/Administratorôs or Medical Programs Supervisorôs action on 
said grievance shall be deemed a waiver of the right to appeal.  The grie vant shall 

have the right to request a hearing before the Director.  The Director shall schedule a 
hearing within two (2) days of receipt of the appeal. The grievant shall be advised, in 

writing, of the time, place, and date of such hearing.  
 

The Adult Education Director shall take action on the appeal of the grievance within 

two (2) days following a grievance hearing. The action taken and the reasons for the 
actions shall be reduced to writing and copies sent to the grievant and Adult 

Education Director. 
 

4. Level FourðSuperintendent 

 
If the action taken by the Adult Education Director does not resolve the grievance to 

the satisfaction of the grievant such grievant may appeal, in writing, to the 
Superintendent. Failure to file such an appeal within two (2)  days from the receipt of 

the written notice of the Adult Education Directorôs action on said grievance shall be 

deemed a waiver of the right to appeal.  The grievant shall have the right to request a 
hearing before the Superintendent.  The Superintendent shall schedule a hearing 

within two (2) days of receipt of the appeal. The grievant shall be advised, in writing, 
of the time, place, and date of such hearing.  

 
The Superintendent shall take action on the appeal of the grievance within two (2) 

days following a grievance hearing. The action taken and the reasons for the actions 

shall be reduced to writing and copies sent to the grievant, Superintendent, and Adult 
Education Director. 

 
Note:  If the process above does not result in resolution of the issue, t he KCCC Board 

policy goes into effect.  Students may also contact the Council on Occupational 

Education ï 7840 Rowell Rd, Building 300, Suite 325, Atlanta, GA 30350 (Phone: 
800.917.2081 or 770.396.3898, Web:  www.council.org ) 

 
 

X GUIDANCE SERVICES  
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All members of the faculty participate in counseling and guidance concerning the particular subject 

they teach.  Students are to ask the individual instructor about matters relating to the instructorôs 
particular class.   The coordinator will refer the student to Guidance/Counseling Services.  (See 

Appointments/Conferences) 
 

Students receiving state or federal monies also have access to their funding agency for guidance and 

counseling. 
 

X GUIDELINES FOR ADDRESSING HIV AND HBV INFECTION  

The following is directed to the reduction of the possibility of exposure to Human Immunodeficiency 
Virus (HIV) and Hepatitis B Virus (HBV) of student nurses, faculty, staff and patients of the School of 

Nursing. It is based on the 1992 position statement of the American Association of Colleges of Nursing 
and the 1991 Recommendations for preventing transmission of human immunodeficiency virus and 

hepatitis B virus to patients during exposure -prone invasive procedures and the 1998 MMWR 
Management of Health Care Worker exposures to HIV and recommendations for post exposure 

prophylaxis from the Center for Disease Control, U.S. Department of Health. 

Hepatitis B Virus V accination  

¶ Students admitted to the clinical nursing major must present documentation of a completed 

series of HBV vaccination as per the Occupational Safety and Health Administration 1991 
safety standards for health care workers exposure to blood-borne pathogens. 

¶ Students who are immune or medically at risk from the vaccine must present a statement 

from a physician stating the reason for exemption  from this requirement.   

¶ Documentation of immunization or the physician's statement exempting immunization will 

become a part of the student's permanent file in the School of Nursing.  

Human Immunodeficiency Virus and HBV Guidelines   

General Policy G uidelin es 

The policy will be reviewed annually to ensure that it reflects sound and current thinking on the 
transmission of HIV and HBV. 

¶ The policy generally applies to students, faculty and staff of the Knox Technical Center. 

¶ Inquiry into HIV status will not be a part of the student, faculty or staff application process.  

¶ The School of Nursing will inform students of potential infectious hazards inherent in the 

nursing education program or other medical programs, including those that might pose 
additional risks to the personal health of HIV-positive persons. 

¶ Qualified persons will not be denied admission to the programs in nursing or other medical 

programs or employment as faculty or student on the basis of HIV status unless this disease 
is a handicap that poses a "direct threat" to others as defined by the Americans with 

Disabilities Act of 1990.     

Guidelines For T esting  

¶ Students, faculty, or staff who believe they may be at risk for or have been exposed to HIV 

infection, HBeAg, or HBsAg have an obligation to know their status. Testing will be voluntary; 
confidentiality will be maintained.  

¶ Pre-and post-testing counseling will be available at the office of the Coordinator and will be 

confidential. The cost of testing will be the responsibility of the individual involved.  
¶ Testing records will be kept by the provider administering the test separate from academic or 

employment files, and will be available only with the individual's written consent.  

Education and M anagement  
¶ Students will receive written and verbal information and instructions on universal precautions 

for blood and body infections prior to exposure to patients. Faculty have the responsibility to 

http://www.aacn.nche.edu/
http://www.ada.gov/pubs/ada.htm
http://www.ada.gov/pubs/ada.htm
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provide the most recent recommendations for universal p recautions and post exposure 
prophylaxis published by the Centers for Disease Control and Prevention. 

¶ Students will receive appropriate information regarding personal health habits, HIV and HBV 

prevention, and risk behaviors prior to clinical experience. 
¶ These instructions will be continually reinforced and clinical supervision will be managed to 

ensure compliance in all clinical learning experiences. Faculty will serve as competent role-

models in the care of HIV and HBV infected patients. 
¶ All faculty and students are professionally and ethically obligated to provide patient care with 

compassion and respect for human dignity. No faculty member or student may ethically refuse 

to care for a patient solely because the patient  is at risk of contracting, or has, an infectious 

disease such as HBV, HIV or AIDS. Faculty and students will understand and follow rules of 
confidentiality.  

HIV/HBV Positive Students, Faculty and S taff  

¶ Students who are HIV positive or who have AIDS do not pose a health risk to other students 

in an academic or residential setting, but in a clinical setting, the CDC guidelines and universal 
precautions should be followed. 

¶ Clinical settings that pose additional risk to the personal health of HIV positive stud ents and 

faculty will be identified, and such persons will be advised of these risks and urged to consult 
their health care provider to assess the significance of the risks to their own health.  

¶ Students, faculty, and staff who know they are infected should  inform the Program 

Coordinator who will provide information and referral on health care and counseling, and will 

assess the need for necessary modification/accommodations in clinical education or job 
functions. 

¶ Any modification of clinical activity of HIV  or HBV infected students or faculty will consider the 

clinical activity, the technical expertise of the infected person, the risks posed by HIV or HBV 
carriers, functional disabilities, and the transmissibility of simultaneously carried infectious 

agents. 

HIV Post -Exposure Report and P rocedures  

¶ Immediate antiseptic procedures should be followed after possible exposure. 

¶ A student has an ethical duty to report to the faculty member in charge any accident that 

exposes him/herself or a patient to a risk of tra nsmission of a blood-borne disease. 

Particularly because post-exposure prophylaxis is most likely to be effective if implemented as 

soon after exposure as possible. 
¶ If an accidental exposure occurs, faculty, students, and staff will follow the CDC guidelin es for 

occupational exposure. 

¶ Notification of patients who have had exposure-prone procedures performed by students or 

faculty who are HIV positive or have AIDS will be based on policy established by the agency 
or institution providing the setting for clin ical experiences. 

¶ The CDC recommends that this be considered on a case-by-case basis with consideration of 

specific risks, confidentiality, and available resources. 

Definition of a Significant Occupational E xposure  

A significant occupational exposure is defined as: 

¶ A needle stick or cut caused by a needle or sharp that was actually or potentially 

contaminated with blood or body fluids.  
¶ A mucous membrane (i.e., splash to the eye or mouth) exposure to blood or body fluids.  

¶ A cutaneous exposure involving large amounts of blood or prolonged contact with blood  - 

especially when the exposed skin was chapped, abraded, or afflicted with dermatitis.  

¶ If a significant occupational exposure occurs to a known HIV-positive patient, the instructor or 

supervisor should be notified immediately so that post -exposure prophylaxis can be 

http://www.cdc.gov/
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considered. Post-exposure prophylaxis should be initiated as soon as possible following CDC 
recommendation. 

Policy adapted from:  http://nursing.missouri.edu/academics/clinical -practica/policy-and-guidelines-

for-addressing-HIV-and-HBV.php obtained 6/15/2012  

 
 

 
 

X HALL TRAFFIC  
 

When first reporting to school, students should enter the building at designated doors.  Traffic in the 
hallways should be orderly.  Traffic congestion should be avoided.  If rooms are locked, please notify 

the front office.  Consideration in the amount of noise should be monitored as programs break at 
various times.  Students are only to be in designated rooms.  Permission is required from the program 

coordinator or front office to use a room that is not scheduled.  
 

X HEALTH INSURANCE  
 

KTC does not offer any type of health insurance.  KTC does not provide health care where you can be 
seen by a physician or nurse and receive medication or diagnosis of illness. 

 

X LEAVE OF ABSENCE 
 

A ñleave of absenceò will be granted for serious reasons only and requests must be submitted in 

writing.  A ñleaveò will be granted after coordinator and faculty review. A student must have 

completed at least one term segment, achieved satisfactory clinical performance, maintained a 75% 
minimum grade in all content areas, and have a minimum of 90% attendance.  Students may request 

re-admission in the succeeding class to begin with the first day of the term of departure.  An approved 
ñleaveò does not automatically imply re-entry into the program.  T hat decision will ultimately hinge 

upon adequate available space in the program, and a clean financial record toward the program, as 

well as the student being able to demonstrate they will be able to successfully complete the program 
at the re -entry date.  Students who return will be charged a re -entry fee of $100 paid by the day of 

re-entry.  Note:  Program specific criteria ï see individual program. 
 

X LOST AND FOUND ITEMS  

 
The Lost and Found Department will be maintained at the front office.  Please turn in all lost and/or 
found articles to the office.  Unclaimed articles will be removed from the Lost and Found Department 

and disposed of after 30 days. 

 

X MAILBOXES   
 

Employee mailboxes are located in the Administration Office.  Student mailboxes are located in 
convenient-secured locations based on the individual program. 

 

X MEDICAL LEAVE AND MAKE -UP WORK  
 
Students being treated for medical conditions which include hospitalization must obtain a doctorôs 

statement indicating whether they are physically able to continue in the program without restriction of 
required classroom and clinic activities.  Students will have earned credit for all successfully completed 

work up to the point of departure, but upon return must take it upon themselves to schedule make -up 

work within one week for each instructor.  A $40-per-hour fee may apply and will be payable prior to 
the make up time.  Time missed will be reflected in the student attendance record.  ( Refer to program 

specific policy.) 
 

X MITIGATING CIRCUMSTANCES  
 

http://nursing.missouri.edu/academics/clinical-practica/policy-and-guidelines-for-addressing-HIV-and-HBV.php%20obtained%206/15/2012
http://nursing.missouri.edu/academics/clinical-practica/policy-and-guidelines-for-addressing-HIV-and-HBV.php%20obtained%206/15/2012
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In reference to the rules and regulations outlined in this handbook, the school reserves the right to 
handle individual situations on a case-by-case basis. 

 

X ON-LINE (HYBRID) EDUCATION  
 
Learning Resources ï all learning resources available to students attending the career development 

programs at KTC, despite the mode of deliver for instruction, have access to the learning resources of 
the organization.  Students enrolled in on-line instruction through ed2go have access to resources 

specific to the organization and should refer to the organizations orientation materials and student 
handbook for specification relating to resource access. 

 
Student Complaints ï Please refer to the ed2go student handbook for the student complaint policy or 

refer to KTCôs student complaint process below. 

 
Student Identify and Privacy ï Student confidentiality is maintained within the standards set forth by 

the Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) despite 
the mode of delivery of the program of study.  

 

X PARKING AND TRANSPORTATION  
 

The speed limit on school grounds is 10 miles per hour.  All safe and courteous driving procedures 

must be observed. (Students are responsible for own transportation to and from observations and 

externships assignments.)   
 

The school maintains the legal control of the student parking lot and grounds.  Therefore, the 
administration shall reserve the right to, upon reasonable cause, inspect and search any 

motor vehicle.  Prohibited materials may be confiscated and  disciplinary action taken.  

 
The student parking lot is not monitored during the school day, and the Knox County Career Center 

Board and administration will not assume responsibility for damage to, or loss related to, a privately 
owned vehicle. 

 

X PAYMENT OF TUITION AND FEES  
 
Students not receiving financial aid, students whose financial aid will not cover the full amount , and/or 

financial aid has not been completed must have a payment plan in place by the second week of class.  
Should a plan not be in place by the designated time, the student will  not be eligible to attend class 

until plan is established.  The time missed must be made up at the studentôs expense and all program 

attendance policies apply.  Payment plan arrangements must be made with the Knox Technical Center 
Administrative Coordinator (ext 1104) located in the Administration Office.  Once a payment plan has 

been established the student is responsible for making the scheduled payment in order to maintain 
student status in their program.   

 
If a student withdraws or is dismissed during  a term, there may be a balance due or a refund for 

overpayment ï see Refund Policy.   

 
Accounts with balances due will be given 30 days upon program separation to be paid in full.  Any 

account not paid in full after 30 days will be subject to collection t hrough the Ohio Attorney Generalôs 
Office.  The student is responsible upon separation from the program for verifying  their  

account.   The school will not be sending out reminder notices. 

 
Pell Grant and Student Loan check disbursement dates will be provided by the Financial Aid 

Coordinator.  The disbursement date is the date the monies are released to the school.  The school 
will then have 14 calendar days to disburse the monies.  Notification of check distribution dates will be 

provided by the Administrative Coordinator.  (For more information on financial aid se e the ñFinancial 

Aidò section.)  
 

X PLACEMENT SERVICES 
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The Knox Technical Center has employees available to provide job placement assistance to completers 

of full time career development progr ams.  Assistance may include help with resumes, cover letters, 
job-seeking skills, interviewing skills and job leads.  To be eligible for job placement leads, graduates 

are expected to keep their contact information updated with the Adult Education office.   Note:  KTC 
does not guarantee employment after program completion.  

 

Students/graduates are expected to participate in surveys administered following program completion 
administered for the purpose of collecting information relating to the employment status of the 

student and average wage.  Information collected is used for reporting purposes only and is not 
reported in relationship to a specific individual.  

 

X PREGNANCY 
 
Between the times the coordinator is notified of the pregnancy and a doctorôs slip is received, the 

school cannot be held responsible for any complications. 
 

A pregnant student must obtain a doctorôs statement indicating her due date and whether or not she 

is physically able to continue in the program, as well as any limitations which might  affect her 
participation in the program with special attention to possible exposure to radiation.  This information 

is to be reported to the program coordinator as soon as pregnancy is confirmed by a physician.  
 

When a studentôs time of delivery occurs within the school year, she will have earned credit for all 
successfully completed courses.  If she elects to return to the program after delivery, a schedule of 

make-up work must be completed as scheduled.  This will be in addition to remaining current with  the 

curriculum.  The coordinator must be kept informed in a timely manner of the studentôs progress and 
intent to return.  

 

X PRIVACY POLICY  

 
Family Educational Rights and Privacy Act (FERPA) of 1974 was designated to protect the privacy of 

educational records, to establish the right of students to inspect and review their educational records, 
and to provide guidelines for the correction of inac curate or misleading data through informal and 

formal hearings.  Public Law 93-380 of the Family Education Rights and privacy Act of 1974 permits 
release of certain information by  KTC under the title of ñdirectoryò information.  For detailed KCCC 

Bylaws & Policies pertaining to Student Records, see Section 8330 ï Student Records located on the 

website at www.knoxcc.org  
 

X PROBATION STATUS PROCEDURE 
 
¶ Students will be placed on probation if they : 

? Achieve a grade average below ñCò or 75% in a term (or as determined by individual 

program). 

? Display unsatisfactory performance in the clinical/externship/practicum area (or as 
determined by individual program). 

? Achieve less than 90% attendance in a term (or as determined by individual program) . 

? Violate a school/program policy. 

? A student may be placed on probation immediately with any safety violation in the clinical 

area or externship area. 
 

Probation serves as adequate reason to be dropped from the program, while two consecutive 
probations results in immediate dismissal.  Probation will be discussed with the student at the time of 

any action and written  notification will be  provided by the coordinator(s).   The record of the 

probationary student will be reviewed by the involved teaching personnel and/or employee, the 
student and the program coordinator/supervisor periodically during the probationary period. The 

probationary outcome might be con tinued probation, removal from probation or dismissal from the 
program based on the terms of the probationary period and the studentôs conduct. 
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¶ Students may be unable to receive Title IV funding  if on probation.  
 

Note:  Program specific criteria ï see individual program. 

 

X PROGRAM CALENDAR ï See Individual Program Section  
 

 

X PROGRAM FEES  
 
The fees listed in marketing materials have been established based on several factors including the 

cost of instruction.  A person is not considered to be officially en rolled until all pre-program fees are 

paid in full prior to program start and all other program fees are paid and/or arrangement has been 
made for financial aid through the financial aid officer and/or payment plan through the administrative 

coordinator ï all established prior to the second week of class.  Fees are subject to change.  Program 
Specific Fees - See Individual Program Section.   

 

X PUBLIC RECORD POLICY  
 
Access to information concerning the conduct of the peoplesô business is a right of every person in this 

state. Records of the Knox County Career Center School District which are not exempt from disclosure 
under the law are available for inspection and copying in accordance with the Ohio Public Records Act. 

Requests for records may be made during regular business hours to: 

 
Knox County Career Center 

Tracy Elliott, Treasurer 
306 Martinsburg Road 

Mount Vernon, OH 43050 

740.397.5820 
Telliott@knoxcc.org 

 
You may obtain a copy of the Knox County Career Centerôs Public Records Policy at the above address 

or online at www.knoxcc.org. 
 

X READMISSION  
 

The student must have completed at least one term, achieved satisfactory clinical performance, 
maintained a minimum of 75% in all theory content, all fees and tuition must be current and paid to 

date and exodus from the educational program in good standing.  Student may apply to re-enter the 
program in the succeeding class to begin with the first day of the quarter of departure.  

 

Re-entry must be initiated by the individual via written intent and personal interview with the 
coordinator before readmittance to the program.  Student will take all examinations of last course(s) 

successfully completed.  This will serve as a review and not as criteria for readmission. A re-entry fee 
of $500.00 is nonrefundable.  The faculty will review the request, make a decision and state the 

conditions of re-entry, which will be binding on the request ing individual.  All tuition and fees will be 

payable in accordance with those in effect at the date of readmission.  Tuition will be prorated on the 
basic tuition of the amount of time left in the program, e.g., if tuition is $3050.00 ï have ½ of 

program to complete, and the tuition will be $1525.00.  
 

See individual program policy for specific readmission guidelines. 

 

X REASONABLE ACCOMMODATION  
 

Knox Technical Center is committed to providing an equal opportunity for all students, regardless of 
race, color, creed, disability, religion, gender, ancestry, age, national origin, or social or economic 

background, to learn through the curriculum offered.  The Board will make reasonable accommodation 

to the student with known, professionally identified physical or m ental limitations of an otherwise 
qualified individual with a disability who is an applicant, unless the accommodation would impose an 

http://www.knoxcc.org/
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undue hardship on the operation of the Districtôs program and/or activities.  For detailed KCCC Bylaws 
& Policies pertaining to Reasonable Accommodation, see Section 2260.01-Section 504 ï ADA 

Prohibition Against Discrimination Based on Disability located on the website at www.knoxcc.org.  
 

X REASONABLE SUSPICION  
 

Note: See handbook policy regarding ALCOHOL AND DRUGS and ALCOHOL/DRUG (SUBSTANCE) 
SCREENING (Listed below) 

 
1. If a n instructional personnel/coordinator /administrator has reasonable suspicion a student is 

under the influence, they may be sent to be drug screened.  
a. Contact Mid Ohio Corporate Care (MOCC) to set up an appointment within 2 hours of 

the reasonable suspicion. Advise MOCC of any specifics such as the need for direct 

observation during screening. Send the completed form from KCH (entitled 
Authorization to Treat/Examine/Screen) with student. The student is responsible for 

the cost of this screening (generally $39).  
b. If MOCC is closed (after 4:30 pm), the student can go to the Emergency Room at 

Knox Community Hospital for the same purpose. The ER does not need notification 

beforehand. The completed form is what the student shows the ER Receptionist. 
2. The student should call their emergency contact to take them to be  tested. No employee 

should take a student in their own personal vehicle.  
3. The student may return to class until the results are received by the school as long as they 

are not disruptive in class. While in class and waiting for results, a student can be sen t again 
to be screened, if warranted.  

4. MOCC will contact the appropriate person on their contact list which they have on file.  

5. Results are kept in student file. If the results are positive, the student may be dismissed from 
the program.  

 

X REFUND POLICY  (see WITHDRAW  PROCEDURE AND REFUND P OLICY )  

 

X RESOURCES - Library, Cabinet/Lockers, Copier  
 

LIBRARY BOOKS  
1. Individual programs maintain a reference library available for students and employees.  

2. The KCCC main library is located in Building #1.  The hours are 8 a.m. to 3:30 p.m.  

3. Students/Employees are encouraged to make suggestions for additions to the library 
collection.  Since you are the subject specialists, the librarian relies heavily on your expertise 

for the inclusion of new materials.  
 

Electronic resources are available through: 
¶ www.infohio.org  

Select ï Ohio Media Resources Ą Electronic Resources Ą Infohioôs core collection of 

electronic resources Ą EBSCO Host (or other resources as listed at the site) 

 

¶ Gale Virtual Reference Library ï link on KCCC website under library 

 

CABINETS/LOCKERS  
 

All cabinets/lockers are the property of the school and used by the student.  The school reserves the 

right to search any or all cabinets for the protection of the student body. 
 

Students are responsible to keep cabinets clean and in good order at all times.  The school assumes 
no responsibility for the loss of articles from cabinets/lockers or through negligence.   The school 

reserves the right to search lockers for the protection of the s tudent body.  
 

http://www.infohio.org/
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COPIER 
The ability to make school-related copies is a service available in the front office (limited quantities 

unless approved by Program Coordinator).  Please ask the receptionist for assistance. Rules regarding 
copyright infringement are e nforced.  

 

X RESPONSIBILITY AND CONDUCT  

 
Students shall be responsible for the following:  

1. Maintaining prescribed standards of academic performance as outlined in the Student Handbook. 
2. Behaving in a manner which guarantees the rights of all individuals in the  school. 

3. Maintaining confidentiality as it pertains to patients, employees, classmates, institutions and 
medical practitioners. 

4. Adhering to local, state, and federal laws. 

5. Conducting themselves in a courteous, professional, and ethical manner which promotes an 
environment conducive to learning while on school property or at a school -related event.   

6. Students will face the prospect of immediate dismissal for theft; breach of academic integrity; 
inappropriate sexual activity (including sexual harassment); use and/or possession of illegal drugs; 

use of tobacco products on school property; failure to meet guideli nes of attendance; failure to 

maintain modesty of students/patrons/faculty/clients.  

 
An instructor can remove a student  from cl ass/ clinical /practicum  at anytime if the 
student is  violating a policy or procedure, being disruptive or is unprepared for the 

assignment.  

 
Students while at the Knox Technical Center are subject to the Knox Technical Center Student Code of 

Conduct, and students must become familiar with the code.  
 

ANY STUDENT CAUSING DISRUPTION TO THE EDUCATIONAL PROCESS AT  

THE KNOX TECHNICAL  CENTER MAY BE DISMISSED . 
 

Student  Rights and  Responsibilities  
 

In our society students have the right to educational opportunities regardless of gender, sex, race, 
creed, pregnancy, marriage or parenthood; individual conscience in religious or patriotic observance; 

privacy for and accessibility (at age 18) to their records; due process.  Any school, if it is to operate 

efficiently and in the best interest of th e student, must have reasonable rules and regulations to guide 
the conduct of the students.  In particular, the Knox County Career Center provides both traditional 

high school/adult education  curriculum, as well as career-technical labs for various professions and 
trades. As such, there is present on the premises chemicals, flammable materials, electric and 

electronic equipment, power tools, power machinery and equipment, and other potentially dangerous 

materials and equipment. Therefore, the career center must be completely free of anything that might 
cause impairment of any kind, or act as a distraction of any kind, to any student, such that it could 

pose a danger to that student, any other student, or any member of the staff. At the Knox County 
Career Cen ter a  student  may be suspended or expelled for violation of the behavior code 

listed below; however, this is not intended to be an all - inclusive list.  During a suspension 

or expulsion, student s are not allowed on school property or at school ïsponsored events.   
Further information is available through Board of Education at www.knoxcc.org. 

 
Behavior Codes -  Knox Technical  Center  

 
The Knox Technical Center Code of Conduct is in effect while students are under the authority of 

school personnel or involved in any school activity.  This includes but is not limited to school buses 

and property under the control of school authorities, and while at competitions, extracurricular events, 
field trips, or oth er school activities or programs.  In addition, and in compliance with the Ohio 

Revised Code, this Code of Conduct is in effect when: 
1. Misconduct by an student occurs off school district property but is connected to activities or 

incidents that have occurred on school district property; and  
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2. Misconduct by an student, regardless of where it occurs, is directed at a district official or 
employee or the property of a district official or employee.  

 
In any of the aforementioned locations or situations, an student shall not:  

a. Cause or attempt to cause damage to school property or steal or attempt to steal school 
property or be in unauthorized possession of school property. 

b. Cause or attempt to cause damage to private property or steal or attempt to steal private 

property or be in unauthorized possession of private property.  
c. Cause or attempt to cause physical injury to another person or harass, haze, or threaten 

another person or encourage others to participate in such misconduct.  
d. Possess, handle, conceal or transmit, or store any weapon or instrument capable of harming 

another person including but not limited to any firearm, knife, explosive, or other dangerous 

object, or be involved in any manner with the foregoing items, or assist anyone who has any 
involvement. This also includes any object that is presented as a real weapon or reacted to as 

a real weapon. 
e. Possess, handle, transmit or conceal any fireworks, explosive, smoke bomb, stink bomb, or 

devices that can be detonated, or be involved in any manner with the fore going items, or 
assist anyone who has any involvement. 

f. Possess, use, transmit, conceal, have an odor of, or show symptoms of using any narcotic or 

hallucinogenic drug, amphetamine, barbiturate, marijuana, drug paraphernalia, or harmful 
substance, alcoholic beverage, alcohol related products, inhalant, or intoxicant of any kind, 

prescription medication, generic or synthetic drugs or products which simulate any drug or 
drug reaction, or be involved in any manner with any of the foregoing items, or assist anyo ne 

who has any involvement. Counterfeit or look -alike versions of the aforementioned are also 

prohibited.  This also applies to any substances or liquids represented to be one of the 
aforementioned items.   Students who need to take medications during the school day or at 

school-related activities must register the medication (prescription or non -prescription) with 
the Superintendent or designee on the appropriate form signed by the parent or guardian  (if 

applicable). Students may NOT have these medications in their possession at school or school 
functions. The medication must be taken in the Superintendentôs or designeeôs presence. 

g. Own, attempt to own, possess, attempt to possess, control, attempt to control, maintain, 

attempt to main tain, sell, attempt to sell, buy, attempt to buy, traffic or conceal, directly or 
indirectly, through any other person any of the following: narcotic, hallucinogenic or illegal 

drug, amphetamine, barbiturate, marijuana, drug paraphernalia, or harmful  substance, 
alcoholic beverage, alcohol related products, inhalant, or intoxicant of any kind, prescription 

medication, generic or synthetic drugs or products which simulate any drug or drug reaction,  

or be involved in any manner with any of the foregoing items , or assist anyone who has any 
involvement. Counterfeit or look -alike versions of the aforementioned are also prohibited.  

This also applies to any substances or liquids represented to be one of the aforementioned 
items.  An exception may be made if an student has been prescribed medication by a duly 

licensed physician and registers that medication with the Superintendent or designee for 

appropriate administration in that personôs presence. 
h. Use or copy the work of another person or source and present it as his/her own without 

proper attribution, cheat in any way or falsify any document.  
i. Defy the valid authority of teachers, supervisors, administrators, or other school personnel, or 

be disrespectful of teachers, supervisors, administrators, other school personnel, visitors, 
guests, customers, or fail to comply with the directions of teachers, supervisors, 

administrators, or other school personnel. 

j.  Possess or use tobacco, or tobacco-related products, including, but not limited to, tobacco in 
any form, cigarette s, cigars, smokeless tobacco, rolling paper, matches, lighters, or any other 

such item. 
k. Be truant or absent from school or any class without good cause.  

l. Engage in any activity or manner of conduct, either passive or active that would be  unsafe, 
disrupt or interfere with the operation of the school or any part of the school process, 
including curricular, extracurricular, or co -curricular activities. 

m. Use profanity, abusive or vulgar language, or obscene gestures not conducive to the school 
environment, or possess or transmit (personally or electronically) pornographic or any other 

offensive material. 
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n. Cause, attempt to cause, or have any involvement with any false alarm or threat that might 
cause panic or disruption to the school. 

o. Promote, participate in, identify with, or be involved in any manner with gang and/or hate 
group related activities.  

p. Violate the student dress code. 
q. Violate the student computer usage agreement. 

r. Violate driving or parking rules.  

s. Violate electronic equipment rule. 
t. Repeatedly violate school rules. 

 
ANTI -DISCRIMINATION ANTI -HARASSMENT 

I.  Policy Statement  

 The District is committed to maintaining a healthy and safe educational and working environment 
that is free from all forms of discrimination, harassment, and retaliation. This commitment applies 

to all District operations, programs, and activities. All st udents, administrators, teachers, staff, and 
all other school personnel share responsibility for avoiding, discouraging, and reporting any form 

of unlawful discrimination, harassment, and/or retaliation.  
 The Board will vigorously enforce its prohibition against discrimination, harassment, and/or 

retaliation based on race, color, national origin, sex (including sexual orientation and transgender 

identity), disability, age (except as authorized by law), religion, ancestry, genetic information or 
any other class protected by law (collectively, "Protected Classes"). Any violation of this policy is 

strictly prohibited and will not be tolerated.  
 For purposes of this Policy, "District Community" means students, administrators, and professional 

and classified staff, as well as Board members, agents, volunteers, contractors, or other persons 

subject to the control and supervision of the Board. For purposes of this Policy, "third parties" 
include, but are not limited to, guests and/or visitors on District property ( e.g., visiting speakers, 

participants on opposing athletic teams, parents), vendors doing business with, or seeking to do 
business with, the Board, and other individuals who come in contact with members of the District 

Community at school-related events/activities (whether on or off District property).  
 This Policy is designed to comply with applicable state and federal laws. The District reserves the 

right to modify or deviate from this Policy when, in the sole judgment of the District, 

circumstances warrant, in order to protect the rights of the involved parties, or to comply with the 
law. 

II.  Definitions  
¶ Discrimination:  Conduct that is based on a personôs protected class that:  

o Adversely affects a term or condition of a personôs employment, education, or 

participation in a District activity; or  

o Is used as a basis for or a motivating factor in decisions affecting the personôs 
employment, education or participation in a District a ctivity.  

¶ Harassment:  Conduct that is based on a personôs Protected Class that has the purpose or 

effect of unreasonably interfering with a personôs employment or educational experience or 
creates an intimidating, hostile, offensive working, or educational environment.  

¶ Sex-Based Harassment : Pursuant to Title IX of the Education Amendments of 1972, 

conduct that is based on a personôs sex/gender (including sexual violence, dating violence and 

sexual misconduct), sexual orientation, gender non-conformity, or gender identity that has the 
purpose or effect of unreasonably interfering with a personôs employment or educational 

experience or creates an intimidating, hostile, offensive working, or educational environment.  
o Examples of conduct that may violate this Policy include, but are by no means limited to:  

Á Submission to unwelcome sexual advances or request for sexual favors is made, 
either explicitly or implicitly, a term or condition of a personôs employment or 

educational development. 

Á Denying a person access to an educational program based on the personôs 
sex/gender, including sexual orientation or gender identity.  

Á Denying salary increases and/or promotions on the basis of the personôs sex/gender, 
including sexual orientation, or gender identity.  

Á Instigating or perpetuating an environment that is unwelcome or hostile based on a 

personôs sex, sexual orientation, or gender identity. 
Á Subjecting a person to offensive and unwelcome conduct based on the personôs sex, 

sexual orientation, or gender identity.  
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Á Offensive and unwanted conduct can include offensive jokes, offensive pictures and 
digital images, slurs, epithets, threats, intimidation,  stalking, and unwanted sexual 

conduct or contact (including rape, sexual assault, sexual battery, or non -consensual 
touching).  

Á Basing decisions about employment or educational opportunities on a personôs 
acceptance or rejection of a sexual advance, sexual imposition or request for sexual 

favors. 

Á Unwelcome verbal expressions of a sexual nature, including graphic sexual 
commentaries about a personôs body, dress, appearance or sexual activities. 

Á Sexually suggestive objects, pictures, recordings, literature placed in the work or 
educational environment. 

Á Inappropriate touching or boundary invasions.  

Á Harassing conduct may take many forms, including verbal acts and name-calling, as 
well as non-verbal behavior, such as graphic and written statements, or cond uct that 

is physically threatening, harmful, or humiliating.  
o The more severe the conduct the less need there is to show a repetitive series of 

incidents to demonstrate a hostile environment. In fact, a single severe incident may be 
sufficient to create a h ostile environment. 

 

¶ Retaliation: Retaliation against any person(s) who reports an alleged violation of this policy, 

brings a disciplinary complaint, pursues legal action, or participates in an investigation or is a 
witness in any investigation or proceeding is strictly prohibited and will not be tolerated.  

¶ Bullying: Bullying is defined as any unwanted and repeated written, verbal, or physical 

behavior, including any threatening, insulting, or dehumanizing gesture, by an adult or 
student, that is severe or  pervasive enough to create an intimidating, hostile, or offensive 

educational or work environment; cause discomfort or humiliation; or unreasonably interfere 

with the individualôs school or work performance or participation; and may involve: 
¶ Teasing; 

¶ Threats; 

¶ Hazing; 

¶ Intimidation;  

¶ Stalking; 

¶ Cyberstalking; 

¶ Cyberbullying; 

¶ Physical violence; 

¶ Theft;  

¶ Public humiliation; and/or  

¶ Destruction of property.  

Bullying may violate this Policy when the bullying is based on one (1) or more Protected 

Classes. 
The prohibition against harassment, discrimination, and/or retaliation is publicized in student 

handbooks and in the publications that set the standard of conduct for schools and students in the 
District.  In addition, information regarding the policy is incor porated into employee handbooks 

and training materials.  

III.  Reporting and Complaint Procedures  
¶ Complaints  

Any District Community member who believes he/she has been subjected to a violation of this 

Policy is encouraged to report the incident to the Grievance Officer.  Reports may be made by 
the individual or by others on their behalf. If such a report is made to any other District 

employee, other than the Grievance Officer, such person is required to report the information 
to the Grievance Officer within 24 hours of receiving the information about the alleged 

incident. 

There are no time limits for initiating complaints of violations of this Policy.  Individuals 
should, however, make every effort to file a complaint as soon as possible after the conduc t 

occurs while the facts are known and potential witnesses are available. 
¶ Confidentiality  

The District will preserve confidentiality to the extent possible and allowed by law. Upon the 

Grievance Officerôs receipt of a complaint, the reporter may request confidentiality.  The 

District takes such requests seriously; however, such requests may severely limit the Districtôs 
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ability to investigate and take reasonable action in response to the report.  In such cases, the 
Grievance Officer will evaluate the request for confidentiality in the context of the Districtôs 

commitment to providing a reasonably safe and non-discriminatory environment.  
VI.  Grievance Officer  

The Board designe(es) who serve as the Grievance Officer and Title IX Coordinator for the District 
will be listed on the official school website and in student handbooks.   

If any of the named officials are the charged or charging party, the Board designates an alternate 

investigator and retains final decision-making authority.  
V. The Procedure  

This procedure is adopted by the District to ensure a prompt and equitable resolution of 
discrimination, harassment, and retaliation Complaints based on a Protected Class. 

¶ Intake Meeting with the Complainant . Upon receipt of notice of any violation, the 

Grievance Officer will first schedule an individual intake meeting with the complainant in order 

to provide to the complainant a general understanding of this process and to identif y support 
or immediate interventions available to the complainant. The intake meeting may also involve 

a discussion of any interim measures.  (See Section VIII) 
¶ Formal or Informal Resolution.  At the initial intake meeting with the complainant, the 

Grievance Officer will gather basic information about the alleged incident and seek to 

determine how the complainant wishes to proceed, (e.g., whether the complainant wishes to 
pursue Formal Resolution or Informal Resolution). If the complainant wishes to proceed with 

either Formal or Informal Resolution, the Grievance Officer will determine the name of the 

accused, the nature of the complaint, and will schedule an individual intake meeting with the 
accused in order to provide to the accused with a general understanding of this process.  If 

the complainant wishes to proceed with Formal Resolution, the Grievance Officer will promptly 
begin a Formal investigation. 

¶ Informal Resolution Process . While there are no set time limits within which an informal 

complaint must be resolved, the Grievance Officer or designee will exercise his/her authority 

to attempt to resolve all informal complaints within fifteen (15) business days of receiving the 
informal complaint.  

o Parties who are dissatisfied with the results of the informa l resolution process may 
proceed to file a formal complaint. Parties may request that the informal process be 

terminated at any time to move to the formal complaint process.  
o The Grievance Officer reserves the right to insist a complaint be referred to the formal 

investigation process. All complaints involving violence will be referred to the 

Formal Resolution Process.  
o The informal resolution process is strictly voluntary and is not a prerequisite to filing a 

formal complaint.  
¶ Formal Resolution Process.  After receipt of a formal complaint, the Grievance Officer will 

begin a formal investigation.  

o The investigation normally will include:  

Á Interviewing the complainant;  
Á Interviewing the respondent;  

Á Interviewing any other witnesses; and  
Á Consideration of any documents or other information presented by both parties.  

o Throughout the investigation process, the parties will have equal opportunity to present 
relevant witnesses and other evidence.  

o Complaints alleging sexual violence, domestic violence, dating violence or stalking against 

a student in the adult education program will be referred to the discipline process in the 
handbook covering such offenses.   

o At the conclusion of the investigation , the Grievance Officer or the designee shall prepare 
and deliver a written report to the Superintendent that summarizes the evidence gathered 

during the investigation and provides recommendations based on the evidence and the 

definitions provided in this Policy. The Grievance Officerôs recommendations must be 
based upon the totality of the circumstances, including the ages and maturity levels of 

those involved.  
o In determining if violation of this Policy occurred, a preponderance of evidence standard 

will be used. 

o The Superintendent must either issue a final decision regarding whether the complaint 
has been substantiated or request further investigation. A copy of the Superintendentôs 
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final written decision will be delivered to both the Complainant and the Respondent. If the 
Superintendent requests additional investigation, the Superintendent must specify the 

need, and such additional investigation must be completed promptly. At the conclusion of 
the additional investigation, the Superintendent shall issue a final written decision as 

described above. 
o The decision of the Superintendent shall be final. 

o The Board reserves the right to investigate and resolve a complaint alleging a violation of 

this Policy regardless of whether the individual alleging the violati on pursues the 
complaint. The Board also reserves the right to have the formal complaint investigation 

conducted by an external person in accordance with this policy or in such other manner 
as deemed appropriate by the Board or its designee. 

The Informal a nd Formal procedures are not intended to interfere with the rights of complainants 

to pursue any federal or state administrative remedy. Nothing prevents a complainant from 
simultaneously filing a complaint with the Grievance Officer and the Department of Education, 

Office of Civil Rights and/or law enforcement.  The District must also investigate incidents of 
discrimination, harassment, and/or sexual violence for the purpose of determining whether there 

has been a violation of District Policy, even if law enforcement and/or the public childrenôs 
services are also investigating.  All District personnel must cooperate with investigations by the 

District and outside agencies. 

¶ Timeline. The District is committed to addressing all complaints in a prompt and equit able 

manner. Upon receipt of a complaint, the Grievance Officer will generally conduct its initial 
review and assessment within 1 to 3 days, the Formal investigation within 15 school days, and 

the Superintendentôs review within 10 school days of receipt of the recommendation from the 
Grievance Officer. These timelines may be extended based upon the complexity, severity and 

extent of the misconduct or for good cause. The timelines may also be affected by the fall, 

spring or summer break periods. 
VI.  Interes ts of the Accused  

It must be recognized that the accused person in an investigation has legal and other rights, and 
that complaints in which each of the parties are members of the District are the most ethically and 

legally complex. Throughout the investigation process the parties will have equal opportunities to 
present relevant witnesses and other evidence.  A presumption of culpability should not be made 

as the result of any allegations. To the extent permitted by law, both parties will be provided 

writt en notice of the outcome.  
VII. Retaliation  

Any retaliatory action or conduct taken by any person against a person who has sought relief 
under this Policy is strictly prohibited and will be regarded as a violation of this Policy. This 

prohibition of retaliation similarly extends to anyone who has testified, assisted, participated or 

cooperated in any manner in an investigation, proceeding or hearing related to a complaint under 
this Policy. 

VIII.  Disciplinary Sanctions  
¶ Students. Sanctions against a student who has violated this Policy include discipline, 

counseling, training, suspension, dismissal, expulsion after a Board hearing, educational 

intervention, and restrictions from participating in extracurricular activities, and varies 

depending on the severity of the violation and the accusedôs behavioral history.  
¶ Employees. Sanctions against a District employee who has violated this Policy include 

discipline up to and including termination, and varies depending on the severity of the 

violation and the specific nature of the accusedôs conduct. 
IX.  Resources and Support Services  

The District provides a number of support services, upon request, to students/employees who 
have been the subject of any alleged violation of this Policy. Students may request support 

services, such as changing academic schedules, taking into consideration oneôs work schedule, 

and transportation issues, from the Grievance Officer.  The decision whether and what support 
measures to provide is at the discretion of the Gri evance Officer.  No investigation need occur 

before this option is available. The Grievance Officer will exercise discretion and sensitivity about 
sharing the identity of the subject when arranging for support services. The subject of the alleged 

violation can request these services at any time, even if the student/employee initially declined 

the service. 
¶ Interim measures include, but are not limited to:  
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o Changing class assignments so that the parties do not share the same classes (available 
to employees and students);  

o Providing academic support services including tutoring; 
o Changing the work situation, if authorized under the CBA;  

o Adjusting transportation/parking options;  
o Prohibiting any contact between the parties;  

o Assisting the student/employee in contacting a support person such as a friend or parent 

if desired; and/or  
o Assisting in identifying counseling, advocacy and other support services. 

To access support services, contact the Grievance Officer. The Grievance Officer is available 
during regular business hours throughout the year to meet with students/employees who need 

information or guidance about violations of this Policy.  

¶ District Responsibilities  

The District will take steps to prevent the recurrence of discrimination, harassment and 
retaliation based on Protected Classes and will remedy the discriminatory effects on the 

complainant and others, where appropriate. In compliance with applicable law, allegations of 
criminal misconduct are reported to law enforcement and/or Child Protective Serv ices. 

¶ Prevention and Programing  

In support of this Policy, the Board promotes preventative educational measures to create 
greater awareness of unlawful discriminatory practices. The Superintendent or designee shall 

provide appropriate information to all members of the District community related to the 

implementation of this policy and shall provide training for District students and staff where 
appropriate. All training, as well as all information, provided regarding the Boardôs policy and 

harassment in general, will be age and content appropriate.   
Legal References:  See KCCC Board of Education Policies at www.knoxcc.org 
 

Publication of the Prohibition Against Harassment, Intimidation and Bullying  
 
Harassment, intimidation, or bullying behavior by any student /school personnel in the Knox County 
Career Center/Knox Technical Center  is strictly prohibited, and such conduct may result in 
disciplinary action, including suspension and/or expulsion from sch ool. òHarassment, intimidation, 
or bullyingó, in accordance with House Bill 276, means any intentional written, verbal, graphic or 
physical act including electronically transmitted acts ( i.e. , Internet, cell phone, personal digital 
assistant (PDA), or wireless hand-held device), either overt or covert, by a student  or group of 
students toward other students/school personnel with the intent to harass, intimidate, injure, 
threaten, ridicule, or humiliate. Such behaviors are prohibited on or immediately adjace nt to school 
grounds, at any school-sponsored activity, on school provided transportation, or at any official 
school bus stop, that a reasonable person under the circumstances should know will have the effect 
of:   Causing mental or physical harm to the other student /school personnel including  placing an 
individual in reasonable fear or physical harm and/or damaging of studentsõ personal property; and, 
is sufficiently severe, persistent, or pervasive that it creates an intimidating, threatening, or 
abusive educational environment  for the other student /school personnel.  
 

Compliance Officer  
 

The Board of Education of the Knox County Career Center District hereby designates and makes it 
known to all parties that the Dire ctor of the Career Center will be its Compliance Officer to 
coordinate its efforts to comply with and carry out its responsibilities under Civil Rights. The Career 
Center Director, Jeff Lavin , and his office are located at:  

Knox County Career Center 
306 Martinsburg Road 
Mount Vernon, Ohio 43050  
Phone (740) 397-5820 
TitleIXCoordinator@knoxcc.org 
 

The Knox County Career Center/Knox Technical Center  supports equal opportunity for all people 
regardless of age, gender, sex, race, color, national origin, creed, religious belief or handicapping 
condit ion.  

 

X RESTROOM FACILITIES  

http://www.knoxcc.org/
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Students are to use the designated restroom facilities.  All facility concerns should be reported to the 

front office.  
 

X SCHOOL CLOSURE OR DELAY 
 

When it is necessary to close the Knox Technical Center, the School Messenger system will be the 
primary notification.  We may also use the Mount Vernon Radio Station 1300 WMVO and/or SuperQ 

93.7 FM as well as local television channels 4, 6, and 10. Students are responsible for ensuring the 

front office has the most up -to-date contact information.  Any time the day school is closed, the Adult 
Education department is also closed and all classes are cancelled unless you are contacted otherwise.  

 

X SCHOOL TRANSCRIPT  
 

After graduation, the transcript for the program becomes a part of the graduateôs permanent record 

file.  The first transcript is issued without charge.  There is a $5 charge for each additional transcript.   
Requests must be made in person or in writing.  

 

X SCHOOL TRANSPORTATION  
 

The Knox Technical Center typically does not provide transportation for its adult education programs.  

Students are responsible for providing their own transportation for any field trips or work site 
experiences that may be part of the program.   If in the event school transportati on is provided the 

students will be responsible for following all district policies.   
 

X SMOKING, AND TOBACCO PRODUCTS  
 

The Board of Education has designated ALL Career Center property as ñtobacco free.ò  This includes 
all areas inside and outside the building property (such as restrooms, classrooms, sidewalks, parking 

areas, etc.)  A Non-Smoking Policy is in force at the Knox Technical Center.  Anyone observed 
smoking or using tobacco products on campus may be immediately withdrawn out of class and 

dismissed from the prem ises with no monetary refund. This policy is also in effect while on school-

related activities including observations and externships. Students who choose to smoke should take 
steps to eliminate the smell of smoke on clothing and body.  

 

X SOLICITING FUNDS AND GIFTS  
 

Solicitation of funds and gifts for outside special interest groups is prohibited.  Exchanging of gifts 

among students may be conducted with employee approval only. 
 

X STUDENT COMPLAINT PROCEDURE  
 
For a complaint, the following procedure will be observed: 

1. If student has a complaint, it should be discussed with the individual involved.   

2. If the complaint is still unresolved the student and the individual will then meet with the 
supervisor of the program or department to further di scuss the problem. 

3. If the complaint remains unresolved then the supervisor, the  student and the individual 
involved in the complaint will meet with the Adult Education Director.  

4. A student may also submit the complaint in writing via a comment boxes located  in the Adult 

Education building on the Main Campus or the extension campus building.  Comment boxes 
are routinely checked by the Adult Education Director who then follows up on the complaint.  

 
Refer also to the student grievance procedure 
 

X STUDENT HEALTH 
  

If student becomes ill during class or clinical experience, they are to report to the instructor.  The 

student will be referred to their primary healthcare provider (PHCP) or sent home as necessary.  It is 
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the responsibility of the student to arrange for  transportation without disrupting the education of 
others. 

 
Any incident occurring to an student while at the school, observations or externship /practicum site 

must be reported to the coordinator /administrator immediately.  The necessary forms (KCCC 
Accident/I ncident report, the student incident form, and clinical agency report) for reporting the 

incident will be filled out by the student noting the appropriate action taken, and signed by the 

instructor/coordinator /administrator .  Students are not covered by Workersô Compensation and are 
responsible for their own healthcare and expenses. 

 
Students must be able to meet all physical and mental requirements.  Following personal surgery or 

giving birth, a return to school/clinical slip from the primary health c are provider must be given to the 

coordinator/administrator  before returning to class.  
 

If there is evidence that satisfactory health is not maintained by the student, he/she will be asked to 
leave class or clinical to seek medical assistance.  The student will be admitted to class or clinical on 

return with a written statement from the PHCP.  There ar e certain conditions in which a student shall 
not be permitted to administer care to individuals.  

 

Skin infections (open draining wounds and paronychias of any kind, until drainage 
ceases). 
Respiratory tract infections (Group A Strep, any pneumonia, active pulmonary T.B., 
active Influenza, mumps), i.e., fever, chills, sore throat, productive cough, malaise, 
aching. 
Active skin eruptions (chicken pox, herpes zoster in exposed areas or disseminated 
type measles, rubella). 

Enteric infections (hepatitis, salmonellosis, shigellosis, ambiasis, giardiasis, vomiting or 
diarrhea or etiology of unknown, until etiology is determined or diarrhea abat es) 

 
There are certain conditions in which students shall be limited in their assignments to individuals.  

Students with primary or recurrent orofacial herpes simplex should not take care of 

immunosuppressed individuals, pregnant individuals, or newborns until the lesions are healed. 
Students with herpes simplex infections of the fingers or hand (herpetic whitlow) should not have 

direct contact with individuals until lesions are healed.  Students with respiratory infections should not 
be assigned to the direct care of high-risk individuals, i.e., neonates, young infants, individuals with 

chronic obstructive lung disease or immunosuppressed individuals.  Students with poison ivy may be 

allowed to render care, providing he/she first thoroughly scrubs body to r emove all plant oils.  Should 
the dermatitis of poison ivy become bacterially superinfected, the student shall then be screened as 

for students with skin lesions.  
 

Requirements for applicable clinical courses.   Each student is required to show proof of the  

following immunizations or laboratory evidence of immunity to each:  
¶ MMR (since 1975) 

¶ Diphtheria/Tetanus within last 10 years or T dap or Td (within past 10 years)  

¶ 2 step Mantoux with updated annual Mantoux, if applicable  

¶ Hepatitis B series and serology, if  applicable 

¶ Varicella 

¶ Proof of Childhood Polio vaccination if available 

¶ Annual flu vaccine 

 

Refer to the Plan for Assuring the Health and Safety of Employees, Students and Guests and the Plan 
for the Health and Safety of Students in Cases of Sickness, Accidents, or Emergency Health Care 

Needs on Campus in the appendix. 
 

X STUDENT LIABILITY INSURANCE  
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It is the policy of this school and our clinical agencies that each practical nursing/medical 
assistant/medical insurance billing/massage therapy student carry liability insurance.  First quarter 

fees include the fee for the liability insurance.  The policy has $1,000,000/$3,000,000 coverage.  
 

X STUDY TIME  
 

Study time during the student class day is at the instructional personnelôs discretion. 
 

X STUDENT ACCOUNT COST ADJUSTMENT 
 
Students with prior learning experience or requisite completion may request a cost adjustment to their 

student account.  The request must be completed using the Student Account Authorization 

Adjustment form.  The request must be co mpleted by the second (2nd) week of class and proper 
documentation must be attached.  Requests made after the second week of class will be reviewed on 

a case-by-case basis.  Note:  Approved cost adjustments will be forwarded to Financial Aid and 
Student Accounts. 

 

X STUDENT LOAN QUALIFICATIONS/GUIDELINES  
For complete guidelines see the Financial Aid Handbook in the main Adult Education office. 

 

Financial Aid Progress:  
According to Federal and State regulations, students receiving financial aid must maintain 

Satisfactory Academic Progress (SAP).  The financial aid office at KTC will monitor a studentôs 
academic progress as a condition of eligibility for financial aid.  KTC will review a studentôs 

academic progress in a program at the end of each payment period to determine if a student 

is eligible for a subsequent Title IV payment.  This evaluation takes place at the point when 
the studentô scheduled clock hours for the payment period have elapsed.   

Satisfactory Academic Progress is measured at the end of each payment period based on the 
following 2 standards:  

1. Qualitative Standard:  Student must maintain a 75% average for each course at time of 

SAP 

2. Quantitive Standard (Measure):  Student must maintain a) Pace of Completion (student 

must complete a minimum of 90% of the possible clock hours in each payment period) 
and b) Maximum Time Frame (student must be on pace to complete their program within 

111% of the published length of the program as measured by clock hours and expressed 
in calendar time).   
a. Maximum Time Frame: 

Programs at KTC are scheduled in a cohort manner.  Program cohorts start and end 
within prescheduled dates.  Students are expected to progress in the program by 

successfully completing each course as it is offered in order to be eligible to proceed 

to the next course (example:  Clinical 1, Clinical 2, etc.).  Sequence requirements are 
specified in the student handbook, supplements and syllabi.  Should extenuating 

circumstances require additional time to complete coursework additional time to 
complete may be granted.  The maximum time frame calculation for KTC is calculated 

as follows:  40 weeks X 150% = 60 weeks maximum time frame  
 

Financial Aid Warning:  

1. A student who is still meeting SAP but has received a probation based on the program policy, will 
receive a financial aid warning (FAW) letter at the time of the program probation.   

2. FAW will notify the student that if they do not meet program and SAP requirements they will 
either a) be placed on a Financial Aid Probation at SAP monitoring time and continue to receive 

financial aid for one more payment period (1 st violation), b) lose financial aid eligibility (2 nd 

violation). 
3. The student has the right to appeal the decision based on:  The death of a relative, an injury or 

illness of the student, or other special circumstances and information the student must submit 
regarding why they student failed to make SAP.  The appeal must also include what has changed 

in the studentô situation that will allow the student to demonstrate SAP in the next evaluation. 



Career Development Student Handbook  Page 38 

 

 

4. Disposition:  Should the student meet SAP at the next monitoring period, the student will receive 
a letter that they have met SAP.  Should the student not meet SAP, the y will be placed on 

Financial Aid Probation and become ineligible for their payment period disbursement. 
 

Financial Aid Probation:  
1. A student who has not met SAP (Unsatisfactory) will receive a financial aid probation letter at the 

time of the SAP monitoring.   

2. FAC will notify the student that if they do not meet program and SAP requirements they will either 
a) will lose Title IV eligibility if they are not meeting SAP at the next monitoring period, and/or b) 

be ineligible to continue in the program, c) be p rescribed an academic plan and meet the 
requirements of the plan to maintain eligibility.  

 

School Equivalency Policies  
1. Grading Scale ïSee Student Handbook 

2. Withdrawals ï See Student Handbook  
3. Repeated Courses ï Repeated course work will count towards total hours completed  

4. Noncredit remedial courses ï KTC does not grant hour s (credit) for remedial courses 
5. Advanced Placement (transfer credits) ï See Student Handbook 

6. Probation ï See Student Handbook 

7. Dismissal ï See Student Handbook 
 

Appeal Process & Notificati on  
1. The student has the right to appeal the decision based on:  The death of a relative, an injury or 

illness of the student, or other special circumstances and information the student must submit 

regarding why they student failed to make SAP.  The appeal must also include what has changed 
in the studentô situation that will allow the student to demonstrate SAP in the next evaluation. 

Please use the Appeal for Financial Aid Probation form  from the student handbook ï 
Addendum section or stop at the front offi ce and request.  

2. Appeal must be given to Financial Aid Coordinator within 5 days of the probation letter.  Financial 
Aid Coordinator will reply with final decision on probation disposition in writing within 5 business 

days. 

3. Disposition for Approved Appeal:  An approved appeal places the student on Financial Aid 
Probation.  The probation period is one payment period only and students must meet SAP 

standards at the conclusion of the probation period.  Failure to meet the probation requirements 
will result in immediate cancellation of financial aid eligibility.  

4. Disposition for Denied Appeal:  A denied appeal will mean that the student is not eligible for 

financial aid benefits.  Once aid is terminated, the student must make arrangements to cover any 
remaining program costs within 5 business days of the denial notification.  

5. Eligibility Reinstatement:  If financial aid eligibility is lost a student may be eligible to regain 
eligibility after one full payment period.  The student will be required to bring their SAP  into 

compliance with both the qualitative (all  course grade averages must be at 75% or higher) and 

quantitative (90% attendance) SAP policy components. 
 

Return of Title IV Funds  - For each Title IV aid recipient who withdraws,  the school must calculate 
the amount of Title IV assistance the student has earned.  This amount is based upon the length of 

time the student was enrolled.  The school must return any portion of unearned Title IV funds for 
which the school is responsible.  Upon the return of unearned Title IV aid, the school must notify the 

student of there is a remaining account balance owed the school.  Students will have 30 days from the 

date of separation from school to pay any school account balances or their account will be turned over 
to the Ohio Attorney Generalôs Office for collections.  The student (or parent, in the case of a PLUS 

loan) must repay any unearned funds that the school did not return according to the normal terms of 
the loan. 

 

Return Amounts for Titl e IV Grant and Loan Programs  - If a student has completed more than 
60% of the payment period, he or she is considered to have earned 100% of the Title IV grant and 

loan aid received for the payment period.  In this case, no funds need to be returned to th e Title IV 
aid programs. 
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However, if a student withdraws before completing more than 60% of the payment period or period 
of enrollment, the amount of any Title IV loan and grant aid the student received for the payment 

period (or period of enrollment) mus t be recalculated to reflect the portion of the payment period that 
he or she completed prior to withdraw.  The unearned Title IV loan and grant aid for the percentage 

of the payment period not completed must be returned to the applicable Title IV aid prog rams. 
 

For programs measured in clock hours, the total number of clock hours the student completed is 

divided by the total number of clock hours in the payment period or period of enrollment.  
 

The school must use the number of clock hours the student actually completed to determine whether 
the student attended more than 60% of the payment period or period of enrollment.  The numerator 

may be the number of hours scheduled to be completed by the student as of the studentôs withdraw 

date, provided that the student attended at least 70% of the hours scheduled to be completed as of 
his or her withdraw date. 

 
Determining the Amount of Unearned Aid to be Returned  - The calculated percentage of the 

payment period or period of enrollment completed becomes the percent age of the Title IV aid that the 
student has earned.  The total Title IV aid disbursed to the student or that could have been disbursed 

to the student (i.e., disbursable aid), minus the amount of Title IV aid earned by the student yields 

the amount of Titl e IV loan and grant aid that is unearned and that must be returned.  
 

Note :  Financial assistance is available from various local, State and Federal sources.  While the 
Career Center will assist students in any possible manner, the ultimate responsibility f or pursuing 

funding sources, making application, and meeting obligations is that of the student.  Students seeking 

assistance should directly contact the Transitions Coordinator at the Knox Technical Center reserves 
the right to deny student loans to any individual at any time.  

 
The Higher Education Act of 1965 as amended (HEA) suspends aid eligibility for students who have 

been convicted under federal or state law of the sale or possession of drugs, if the offense occurred 
during a period of  enrollment for which the student was receiving federal student aid (grants, loans, 

and/or work -study). If you have a conviction(s) for these offenses, call the Federal Student Aid 

Information Center at 1 -800-4-FED-AID (1-800-433-3243) or go to the  FAFSA on the Website, click on 
"Before Beginning A FAFSA" in the left column, then click on "Student Aid Eligibility Worksheet" to find 

out how this law applies to you.   If you have lost federal student aid eli gibility due to a drug 
conviction, you can regain eligibility if you pass two unannounced drug tests conducted by a drug 

rehabilitation program that complies with criteria established by the U.S. Department of Education.  

X STUDENT RIGHT -TO-KNOW AND CAMPUS SE CURITY ACT  
 

In compliance with the Student Right -To-Know and Campus Security Act, the following documents are 
located in the Adult Education Office: 

Board Policy (on-line)     Campus Security Reports 
Student Handbooks     Other information, as requested 

 
 

X TECHNOLOGY USAGE 
 

Knox Technical Center provides electronic network with Internet access.  The access is provided solely 

for the purposes of education and education resources.  For complete details and privileges see the 
Technology and Computing Resources information and the Technology Usage Agreement Form. 

 

X TELEPHONE USAGE/ CALLS 
 

The view of the Knox Technical Center is to teach the students the professional use of available 

technology including personal cell phones.  Students may use cell phones during breaks and lunch 
periods.  Some classroom activities may require the use of the cell phone.  Otherwise, c ell phones 

are not  permitted to be used in the classroom/clinic area .  These devices must be kept out of 
sight and powered off while in the classroom/clinic area/outside event.  Unauthorized use of such 

devices disrupts the instructional program and distracts from the learning environment.  Unauthorized 

http://www.fafsa.ed.gov/


Career Development Student Handbook  Page 40 

 

 

use is grounds for disciplinary action up to and including program dismissal.  If the student is found to 
have a cell phone on their person or found to  have a cell phone on (rings/vibrates) during testing, a 0 

will be earned for that  quiz/test.  This policy is in place to also protect the privacy of clients, students, 
and instructors as well as maintain the integrity of the program content. Office phones are not 

available for student use (except in emergencies and/or permission from staff) . Students will not be 
called to the telephone except in an emergency.  The coordinator may be called at home in an 

emergency.  Employees are not to be called at home unless the student has been instructed 

differently.  Cell phones may be used at school in the entrance ways or outside of the building only 
during breaks and at lunch. As always, should someone need to contact you during class or clinical, 

they may call the school and you will be contacted as needed. Programs where students are in class 
when the front office is closed may adjust emergency contact procedures as necessary.   

 

X TRANSCRIPT REQUEST 

Students may request a transcript by contacting the Adult Education main office.  The requests must 
be in writing (electronic and/or paper) and include the studentôs full name (and name at time of 
enrollment), last fo ur digits of their social security number and the program that they attended. The 

student is responsible for providing the mailing informati on if KTC is to mail the transcript to another 

agency/institution.  The first transcript provided to a student is at no charge.  Additional transcripts 
will be supplied at an additional cost.  The school is not responsible for transcripts that are mailed o n 

the studentôs behalf.  

X UNIVERSAL PRECAUTIONS  
 

All students will practice universal precautions at all times so that it becomes part of their routine and 

they are protected whether an active infection is present or not.  See Blood Born e Pathogen 
documentation available at the adult education offices on Martinsburg Road and Yauger Road. 
 

X VACATIONS AND HOLIDAYS  
 

Vacations are scheduled periodically during the year (see program calendar).  Holiday time will follow 
the legal holidays as observed on the calendar. 

 

X VIDEO SURVEILLANCE AND ELECTRONIC MONITORING  
 

The interior and exterior of the buildings are under surveillance by video equipment.  A recording may 

be used as evidenced by the Administration or by law enforcement in any situation involving a 
violation of rules, regulations, policies or laws. For detailed KCCC Bylaws & Policies pertaining to Video 

Surveillance and electronic monitoring (see Board Policies at www.knoxcc.org) 

 

X VOTER REGISTRATION  
 

Voter registration forms are available in the Administration Office.  Any eligible student not registered 

to vote is encouraged to pick up a form, complete it and send it to the Secretary of State.  
 

  



Career Development Student Handbook  Page 41 

 

 

X WITHDRAW PROCEDURE  AND REFUND POLICY  
 
WITHDRAW PROCEDURE  

¶ A student may withdraw from the program voluntarily at any point .  It is highly recommended 

that the student have a personal interview with the coordinator(s) /administrator  and/or  adult 
education director upon withdraw.  We request that the student complete a withdraw form to 

ensure that the student is notified of any program obligations upon withdraw. Withdraw or 

dismissal from the program does not preclude readmission to the next class at the discretion of 
the program coordinator.   

 
¶ The student is responsible upon separation from the program for t heir account  

balance .  Accounts with balances due will be given 30 days from invoice date to be paid in full.  

Any account not paid in full within 30 days will be subject to collection through the Ohio Attorney 
Generalôs Office.   

 

REFUND POLICY  
¶ Refunds (if due) will be calculated as noted:  

 

? Tuition and fees collected in advance of class start date will be refunded in full if the 

institution cancels the class. 

? Tuition and fees:  Withdraw/Dismissal on or prior to the first class session, 100% tuition 

refund for that term les s $100 processing fee. 

? For programs of 600 hours or more  - withdraw during *first week of classes (90% tuition 

refund for that term).  

? For programs of 600 hours or more  - withdraw during *second week of classes (50% 
tuition refund for that term).  

? For programs of 600 hours or more ï withdraw during and/or after the third week of 
classes (No tuition refunds for that term)  

[ *understood to refer to five calendar days ï Monday through Friday ï no matter how 

many class sessions are held during that period of time]  

? Other Fees:  Withdraw or dismissal after the first day of class, fees will be a djusted 

accordingly. 

? NOTE:   
Students dismissed for non-academic reasons will receive no refund or return of fees  for the 
applicable terms.  Otherwise, the institution will provide the refund within 45 days of the planned 
class start date or 45 days from the studentôs last day of attendance, as indicated, without request 
from the student.  Students who have not visited the school facility prior to enrollment have the 
opportunity to withdraw without penalty within three days following either attendance at regularly -
scheduled orientation or following a tour of the facility/inspection of equipment.  
 

 
 

 

X APPENDIX ï INSTITUTIONAL PLANS , GRIEVANCE FORM, NOTIFICATIONS  
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6  Plan for Assuring the Health and Safety  

of Employees, Students and Guests  
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