
1 

JACKSON AREA CAREER CENTER 
2015/2016 STAFF HANDBOOK 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

Disclaimer 
It is the policy of the Jackson County Intermediate School District not to discriminate on the basis of race, 
color, religion, national origin or ancestry, age, sex, marital status, height, weight or disability in its 
educational programs, activities or employment as required by federal laws (Title VI of the Civil Rights Act 
of 1964, Section 504 of the Rehabilitation Act of 1973, or Title IX of the Educational Amendment of 1972) 
and state law (Michigan Persons with Disabilities Civil Rights Act and Elliott-Larsen Civil Rights Act).  In 
addition, arrangements can be made to ensure that the lack of English speaking skills is not a barrier to 
admission or participation.  Board policies related to discrimination may be reviewed on our website:   
www.jcisd.org or www.neola.com/jacksonisd-mi/.  Designated coordinators are the Human Resources 
Director, Kratz Education Center; the Principal of the Jackson Area Career Center; and the Principal of 
the Torrant Center and Kit Young Centers.  Contact Information: JCISD Title IX Coordinator, 6700 
Browns Lake Road, Jackson, MI  49201; Phone 517- 768-5200; Fax 517-768-5296; TDD – Hearing 
Impaired 800-356-3232. 

For further information, you may also contact:  Office for Civil Rights, U.S. Department of Education, 600 
Superior Avenue East, Suite 750, Cleveland, OH 44114-2611;  Phone 216-522-4970; Fax  216-522-2573; 
TDD - 877-521-2172.  E-mail: OCR.Cleveland@ed.gov.  

http://www.jcisd.org/
http://www.neola.com/jacksonisd-mi/
mailto:OCR.Cleveland@ed.gov
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 ***FOREWORD*** 
 
The purpose of this handbook is to outline the following policies and operational 
procedures at the Jackson Area Career Center. 
 
1. Organization 
2. Building 
3. Staff 
4. Instructional 
5. Student 
6. Board policies  
8. Crisis/Emergency 
9. Signature Forms 
 
The success of the Jackson Area Career Center depends on the cooperation of every 
staff member in all positions within the system.  A school is judged by many factors:  
students achievement, the staff, the administration, the district, the appearance of the 
building and grounds and the Board of Education, 
  
It is a well-known fact that the contribution of any one employee is often the only contact 
some people may have with the school.  Thus, the entire school may be judged by the 
impression made by one individual.  Knowledge of the organizational and operational 
pattern of the school is, therefore, very important for all members of the staff.  It is 
hoped this handbook will provide the knowledge and understanding needed. 
 
This handbook is a guideline for policies and procedures of the Jackson Area Career 
Center.  It does not contain Jackson County Intermediate School District School Board 
Policies, many of which also directly affect the operation of the Career Center.  It is the 
responsibility of all employees to be knowledgeable of JCISD Board Policies.  These 
policies are available in the Main Office or on line at www.jcisd.org.  Then select “Board 
of Education” under the “About Us” tab. 
 
Please keep in mind the staff handbook will be updated every school year.  Your 
comments and suggestions will be welcomed.  Please contact an administrator when 
you feel changes, deletions or additions are desirable. 
 

http://www.jcisd.org/


6 

 ***JACKSON AREA CAREER CENTER PHILOSOPHY*** 
 
We believe learning is a lifelong process and that all people can learn.  It is our goal, at 
the Jackson Area Career Center, to provide all people with access to quality education 
including continued personal, technical and academic skill development which is 
reflective of the current and anticipated opportunities for both employment and for 
further education. 
 
We also believe people profit from instruction when they are goal-directed and active 
participants in their own development.  Acknowledging that people come to us at 
different levels and awareness and with varying needs, we will concentrate on learner-
centered education.  This education will be directed toward learners identifying their 
own needs and establishing a plan of action that is competency and outcome based.  
This plan will be consistent with the students' abilities, career and/or educational 
objectives and be developed regardless of gender, race, socieo-economic status and 
physical or mental abilities. 
 
At the Jackson Area Career Center, we will strive to work in partnership with parents, 
local school districts, and local human service organizations, post-secondary degree 
granting institutions and business and industry.  These partnerships will be designed to 
mutually serve the needs of students and the business community. 
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 Jackson Area Career Center Mission Statement  

 
We provide students a safe environment to explore careers and develop skills for 
employment and lifelong learning in a diverse global society. 
 

Jackson Area Career Center Vision Statement 
 

The vision of the Jackson Area Career Center is to direct students toward future 
employment. 
 
 

Jackson Area Career Center Building/Administration Objectives 
 

1. Outstanding Programs/Staff Ownership 
 

a. Stay current with industry technology and standards (professional 
development) 

 
2. Student Achievement 
 

a. Teacher evaluations aligned with student growth 
b. Increase number of completers/concentrators in CTE programs 
c. Improve core performance indicators 
d. Increase number of work based learning experiences increased in each 

program 
 
3. Building Relationships 
 

a. Increase advisory committee participation 
b. Continue work on goals from climate survey  
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 ***JACKSON AREA CAREER CENTER OBJECTIVES*** 
 
For Students 
 
 To provide resources for "World of Work" information to help students explore the 

relationship between education and work, and also prescribe desirable pre-
career and technical experiences. 

 To assist students in selecting a career and technical program at the Jackson 
Area Career Center based on their interests and abilities. 

 To encourage and assist in completion of high school. 
 To provide education in the necessary occupational skills, knowledge and 

attitudes to obtain and maintain satisfactory employment. 
 To provide for individual student needs. 
 To encourage further growth and development in their chosen occupational 

fields. 
 To reinforce and improve basic academic and social skills taught in local high 

schools. 
 
 
For Local Schools 
 
 To encourage and provide assistance to local schools in developing exploratory 

and pre-career and technical awareness K-12. 
 To provide information on programs offered at the Jackson Area Career Center 

and assist in student enrollment. 
 To serve as an extension of the local high school by providing an occupational 

curriculum which requires the specialized facilities and instruction for which 
districts lack the resources and/or student body to provide a broad range of 
career based training programs. 

 
 
For The Community 
 
 To provide a source of employees for business and industry job entry skills, 

knowledge and initiative. 
 To develop individuals who will become contributing members to the economic 

well-being of the community and thereby good citizens. 
 To provide facilities for other agencies to meet the need for retaining and/or 

upgrading of skills through adult enrichment, pre-apprentice and apprentice 
instruction and job related academic instruction. 

 To assist in the stimulation of economic growth of existing firms and attracting of 
new businesses and industries. 
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JACC PROGRAM OFFERING 
 

Agriscience 
Army JROTC 
Auto Body 
Automotive Technology 
Computer Information Technology 
Construction 
Cosmetology 
Culinary Arts 
Dental Occupations 
Engineering/PLTW 
Firefighting/EMS 
Healthcare Technician 
Law Enforcement 
Precision Machining/CAM 
Sales & Marketing 
Teacher Education 
Transition to Work 
Visual Communications 
Welding 

 



10 

**SECRETARIAL HELP*** 

 
Jackson Area Career Center staff in need of secretarial assistance beyond what they 
can individually do within their office areas may seek assistance from the administrative 
office.  In order to insure fair and efficient service, all work requests, including 
photocopying, must be submitted at least three (3) working days in advance.  
Allowances may be made for emergency typing 
 
 

***TIME SCHEDULE FOR INSTRUCTIONAL STAFF, SUPPORT STAFF AND IAS 
 
6:30 am Center Opens 
7:45 am All Instructional/Support Staff/Instructional Assistants on Duty 
8:05 am Morning Session Begins 
10:50 am Morning Session Ends/Hallway Monitoring 
11:00 am Lunch Period Starts 
11:30 am Lunch Period Ends – All Staff Back in Assigned Labs 
11:40 am Afternoon Sessions Begins 
2:00 pm Afternoon Session Ends/Hallway Monitoring 
2:30 pm End of Day For Instructional Assistants 
3:00 pm End of Day For Instructional/Support Staff 
 
All Instructional staff, support staff and instructional assistants shall supervise 
hallways, commons area and bus area before and after class in the am and pm 
shift. 
  
The above time schedule is the Career Center operational schedule.  Staff leaving the 
Career Center or their classroom for professional development prior to the end of their 
scheduled student contact time shall enter data in AESOP.  Any staff leaving before the 
end of their contract day must have prior administrative approval.    Staff does not 
have to sign out at lunch if they leave the building. 
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***MEDIA RELEASES*** 

 
All media releases and public relation activities should be brought to the attention of the 
communications department (Kim Medlock) for review before actually being sent out or 
conducted.   
 

***COMMUNICATION SENT HOME*** 
 
All letters or forms that are sent home to parents/guardians need to be approved by 
administration. 
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***THE PROGRAM INSTRUCTOR*** 
 
INTRODUCTION 
 
The program instructor is the key person in the program.  His/Her day-by-day 
relationship with students, knowledge of subject matter, teaching ability, organizational 
skills and understanding of the basic philosophy of the educational system of the 
Jackson Area Career Center will help determine the ultimate success of the educational 
program.  The growth and complexity of school systems and of our industrial society 
have increased and changed with emphasis on educational values and have brought 
about a demand for a teacher who is better trained than ever before.  The Career 
Center instructor must have extensive occupational experiences in addition to the 
standard academic preparation required of all teachers, and must be willing to play an 
educational role that extends well beyond the confines of the classroom. 
 
THE ROLE OF THE PROGRAM INSTRUCTOR 
 
It is theorized that professional growth is both an individual and a collective matter.  For 
this reason the Program Instructor is sometimes thought of as having three roles rather 
than one.  In each of these roles the Program Instructor takes part in professional 
activities.  A sample of some of these activities are outlined below: 
 

1. The Program Instructor Duties and Responsibilities 
 

a. the instruction of students 
b. be role model of class expectations for students 
c. preparation of instructional materials 
d. lesson planning 
e. conference with students 
f. communicate with parents; conference with parents proactively 
g. maintenance of individual student records 
h. maintenance and development of laboratory and classroom facilities 
i. assisting and sharing with staff members professional experiences for the 

improvement of instruction 
j. loyalty to school system and practice ethical standards 
k. communicate suggestions and criticisms through proper channels 
l. support of school improvement goals including building and program  

implementation 
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2. The Role of All Staff 
 

a. participation in faculty meetings 
b. participation in committee meetings 
c. participation in cluster meetings 
d. participation in School Improvement, Program Annual Review (PAR) and  

Building Annual Review (BAR) 
e. sponsorship of, and participation in, activities such as 
 

i. parent meetings 
ii. open house 
iii. publications 
iv. public relations 
v. advisory committee meetings 
vi. contacts with employers 
vii. student placement 
viii. special events 
ix. clubs 

 
3. The Role as a Member of the Teaching Profession 

 
a. participation in professional organizations 
b. participation in workshops and seminars 
c. maintenance of technical skills  
d. participation in professional conferences 

 
PERSONAL QUALIFICATIONS 
 
The Program Instructor should possess those personal qualifications which will permit 
him/her to work effectively and harmoniously with students, parents and associates. 
 

1. Keep groomed in a professional acceptable manner. 
2. Possess the health and energy necessary to meet the responsibilities of his/her 

position. 
3. Display poise and maturity in his/her relations with students, parents and 

associates. 
4. Use effective English in oral and written communication. 
5. Maintain a pleasant working relationship with all of his/her associates in a 

professional capacity. 
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INSTRUCTIONAL RESPONSIBILITIES 
 

1. Planning and Preparing Effective Curriculum Delivery Including: 
 

a. Alignment of curriculum with the standards  
b. Using effective teaching strategies 
c. Using differentiated instruction techniques 
d. Using technology and current resources. 

 
2. Instruction (Demonstrated) 

 
a. Clear and accurate communication 
b. Quality interaction with students 
c. Differentiated instruction 

 
3. Classroom Environment 

 
a. Creating an environment of respect and rapport 
b. Establishing a culture of learning 
c. Managing classroom procedures 
d. Managing student behaviors 

 
4. Professionalism 

 
a. Maintain accurate and timely records 
b. Communicate effectively with families 
c. Establish effective professional relationships 
d. Grow and develop professionally 

 
5. Student Growth 

 
a. Use data to review students’ level of mastery 
b. Review assessment results to identify areas of improvement within each 

CIP segment 
 

6. Substitute Lesson Plans  
 

a. Three days of substitute plans on file in the main office. 
b. Due:  second Friday of September in current school year 
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INSTRUCTIONAL ASSISTANT DUTIES AND RESPONSIBILITIES 
 

1. Planning and Preparation 
 

a. Demonstrate knowledge of content area 
b. Assist teacher with planning and organizing activities 
c. Seek use of technology and current resources to assist teacher 
d. Contribute to student supervision and safe environment 

 
2. General Classroom Assistance 

 
a. Communicate clearly and accurately 
b. Assist instructor in a variety of teaching strategies 
c. Demonstrate quality interaction with students 
d. Adjust teaching/assistance to accommodate student differences 

 
3. Support the Classroom Environment 

 
a. Assist in creating an environment of respect and rapport 
b. Support the culture of learning 
c. Assist in the management of class procedures 
d. Assist students with understanding and adhering to rules and regulations 

 
4. Professionalism 

 
a. Conduct self as a positive role model for students 
b. Ability to work independently 
c. Show integrity, professionalism and confidentiality 
d. Participate in professional development learning opportunities 

 
5. May assist in non-instructional duties such as recording grades or scoring daily 

work and instructor developed tests using instructor provide keys and/or 
standards.  
 

6. May assist in the repair of equipment and machinery. 
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SUPERVISION OF INSTRUCTIONAL ASSISTANTS 
 
Non-certified personnel engaged in complementing, supplementing or reinforcing 
instruction, which is counted as part of the instructional day under the Child Attendance 
Code, shall be under the meaningful direction and supervision of a certified classroom 
teacher (R 340.2(2)). 
 
Non-certified personnel may not be given full responsibility for instruction.  They may 
provide complementing, supplementing or reinforcing instruction to individuals or small 
groups of students without the teacher physically being present so long as the teachers 
know the whereabouts of the aide and students at all times, the non-certified personnel 
are not given full responsibility for instruction and the activities of the non-certified 
person are under the meaningful direction and supervision of the teacher. 
 
"Meaningful Direction" means the teacher is responsible for: 
 

1. planning and coordinating all lessons. 
 

2. presenting the initial lesson. 
 

3. identifying the type of complementing, supplementing or reinforcing Instruction to 
be provided. 

 
4. specifying the type of methods, materials and techniques to be used by non-

certified staff. 
 
"Supervision" means the certified teacher periodically: 
 

1. assesses the performance of non-certified personnel providing instructional 
support. 

 
2. reviews the work plan. 

 
3. periodically evaluates student progress. 

 
 
Staff Meetings - Instructional assistants are required to attend staff meetings until the 
end of their contract day.  Attendance beyond their normally scheduled work day is 
voluntary and not eligible for compensation. 
 
Evaluation - Formal evaluation procedures will be initiated and completed by the 
designated JACC administrator. 
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Substituting - Instructional assistants may act as a substitute only with the approval of 
administration.  (See Administrative Manual Substitute Procedure). 
 
Instructional Assistant pay for substituting is based on contract stipulations. 
 
The cost of annual authorization to enable an instructional assistant to substitute as the 
instructor is the responsibility of the individual, not the school district. 
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***BUILDING AND EQUIPMENT USE*** 

 
In as much as taxpayers of the Jackson County Intermediate School District have taxed 
themselves for facilities to train their students in a variety of occupations, it is 
appropriate to consider certain aspects of building and equipment usage in order to 
assure maximum use by all. 
 

1. First priority shall be given to educating students in the regularly scheduled on-
going secondary level programs. 

2. Second priority shall be given to curriculum development and revision activities 
directed at secondary level programs. 

3. Third priority shall be given to use of the building and equipment to conduct adult 
education programs commensurate with the overall occupational goals of the 
Center. 

 
There shall be no personal projects by any staff member or outside citizen except 
as it may be part of his or her enrolled training program.  Anyone using the building for 
curriculum development or student special projects (projects to be entered into 
recognized student competitive events) shall have prior approval from the program 
administrator.  All students working in the building on special projects will be 
supervised by their program instructor at all times.  At no time or under any 
circumstances can the JACC Building or equipment be used for personal profit. 
 
Staff will not store their own personal equipment/items on Jackson Area Career Center 
property (including courtyard area). 
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Procedure for Building Use When Closed 
 
Staff seeking use of the building for after hours should contact the Main Office to get 
scheduled onto the Master Calendar one week in advance stating reasons for use, who 
is the responsible person in charge, who and how many will attend and what area and 
equipment will be used.   
 

1. Let the main office staff know you are coming in and notify which days.  
2. Sign out a set of keys from the Main Office  
3. Make sure you have alarm code in your possession.  (See maintenance 

supervisor) 
4. Enter the building through the door by Main Office.  Leave the door locked upon 

your entrance. 
5. Turn off the alarm using code from the maintenance supervisor.  (You have 45 

seconds from the time you open outside door). 
6. Sign the sheet located on front counter in main office. 
7. When leaving, sign out on the sheet in the main office.  Check the list to see if 

anyone else is still in the building (check sign in sheet) 
8. Reset alarm, if no one else is in the building.  If someone else is in the building, 

do not reset the alarm.  The last person leaving the building should reset the 
alarm. 

9. Turn the key(s) signed out back into the main office the next business day. 
 

If any problems with the alarm call Randy at home – 529-4114 or cell phone – 262-
5270. 
 
 

***REQUESTS TO BUILDING MAINTENANCE DEPARTMENT*** 
 
All requests to building maintenance should be made to the program administrator.  Fill 
out a work request form (one task per form), available in the main office.   
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***SECURITY*** 
 
Security of Equipment 
 
Each shop or laboratory shall have an up-to-date inventory and system for easily 
checking tools and equipment.  Systems may vary from lab to lab, but all shall 
incorporate devices such as color codes and tool boards for quickly checking tools, a 
monitorial organization designed to make students responsible for maintaining tools and 
equipment, and a check by the program instructor at the close of each instructional 
period. 
 
The loss of any items other than very minor tools shall be reported immediately to the 
program administrator and steps take to recover or replace all missing items.  
Unwarranted carelessness or dishonesty in connection with missing equipment shall be 
dealt with immediately upon discovery of those responsible for damaged or missing 
items. 
 

1. Whole classes shall not be assessed for loss or broken tools. 
2. Attempts shall be made to locate the lost or stolen items and/or the person 

responsible for taking the item. 
3. Proof shall be obtained before accusing an individual of theft or assessing an 

individual. 
4. A student caught stealing may be made to repay or return the item.  The case 

shall be referred to the building administrator and a record of the case made.  
See the student handbook for discipline procedures.  

 
Students failing to return borrowed texts, media materials or equipment shall be 
required to make restitution.  Cards shall be used to record all loaned equipment and 
textbooks and indicate a reasonable penalty.  No equipment used regularly in the 
program may be loaned to anyone other than for the purpose of student make-up work.  
Instructional materials are loaned at discretion of program instructor. 
 
Every program instructor shall take extreme caution in securing equipment and 
supplies in areas of the building under their control. 
 
All desks, file cabinets, storage cabinets and closets are the direct responsibility of the 
program instructor who is assigned to that area.   
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Rooms are to be kept locked when not in use.  
 
Staff and students are encouraged not to bring personal belongings to the Center.  The 
Jackson County Intermediate School District Board will not be responsible for 
lost, stolen or broken personal property that is not necessary for that person's 
needs while in the Center. 
 
Building Security 
 
It is the responsibility of the Jackson Area Career Center staff to assist with complete 
building security. 
 
Security Guidelines 
 

1. Lock all labs and shops when you leave (during breaks, lunch hours, after class, 
evening, etc.) 

2. Close and lock all windows upon leaving. 
3. If students are working in your lab or shop, do not leave the area.  If during break 

an instructor leaves the lab or shop, students should vacate that area too. 
4. Lock all cabinets, lockers, equipment cages, drawers, etc., that contain materials 

and/or tools. 
5. If you use any outside door for entry into the building, see that the door is locked 

upon leaving. 
6. Report any and all acts of vandalism and/or theft immediately to administration. 
7. If using fenced courtyard area after school hours, see that the gate is locked 

upon leaving and notify night supervisor and/or custodians so security alarm 
systems can be activated. 
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Trespassing-Loitering 
 
All visitors are to sign in at the Main Office.  Any person who is not a regularly enrolled 
student, parent or guardian, thereof, a school official, teacher, public or school 
employee shall not enter or trespass upon or loiter in the Jackson Area Career Center 
building or property for any reasons.  Written permission from the building administrator 
or other person designated by the building administrator to be in or upon or remain in or 
upon any such school building or school property during the school day is required. 
 
No person shall willfully or maliciously make or assist in making noise, disturbance or 
improper diversions by which the peace, quietude or good order of the school is 
disturbed. 
 
Any person, whether lawfully or unlawfully in or upon the school building or school 
property who is found to be creating a disturbance in or upon any such school building 
or property shall leave immediately when so directed by the building administrator or 
any other person designated by the building administrator. 
 
No person shall use violence, threats of violence or any other form of coercion, extort or 
attempt to extort any money or thing of value from any students in the Career Center or 
its property or during any time when such student is going to or returning from any 
regularly scheduled session or activity of such school. 
 
Keys and Name Badges 
 
Keys and name badges will be assigned to each staff member for the doors to their 
office and/or program area. Name badges are required to be worn at all times while on 
ISD property/campus.   Additional keys will be assigned for desks, storage cabinets, file 
cabinets, etc.   
 
If staff members keys and/or name badge are lost, staff members will be financial 
responsible for the replacement of the name badge ($5.00) and keys ($50.00-1st time 
lost; $100 – 2nd time lost; Meeting/Discipline TBD -  3rd time lost. 
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***TOUR PROCEDURE*** 
 
Tours of the Jackson Area Career Center will be conducted during the hours of 7:30 am 
- 2:45 pm, Monday through Friday.  All tours must be approved by Career Center 
administration prior to a tour.  Discretion will be used by Career Center administration in 
scheduling tours trying to eliminate possible disorder from too many tours being 
scheduled during any one week.  Tours need to be scheduled through Assistant 
Principal, Ron Kinch,  or one of our counselors  and approved by an administrator a 
minimum of five days prior to the requested tour.  Extreme exceptions of small groups 
or individuals may occur with administrative approval.  Once a tour has been scheduled, 
information will be forwarded to a designee responsible for tours who will make the 
necessary arrangements to finalize the tour date including final confirmation and tour 
guide arrangements. 
 
Safety glasses will be worn during tours and all rules pertaining to safety will be 
observed by tour groups.  Efforts should be made to keep distractions at a minimum 
while touring labs in operation. 
 

1. Tours of any students should be scheduled as part of an organized school 
function. 

 
2. Tour groups should be identified, divided and a supervisory person assigned for 

each group prior to their arrival at the Career Center. 
 
Presently the Career Center hosts tours for 8th and 10th grade students from all local 
schools on an annual basis.  The organization of these tours are developed by 
designated JACC staff. 
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***ATTENDANCE, SUBBING AND PUNCTUALITY - STAFF*** 
 
The following procedure will be used during the school year by Career Center staff 
regarding absences.   Please note the procedure is the same for ALL STAFF.   This 
procedure must be followed if absent, tardy, leaving early or leaving and returning 
anytime within your scheduled work time. 
 

1. Call AESOP 1-800-942-376, click the following link:  
(http://www.aesoponline.com)  or go the JCISD website at www.jcisd.org, sign in, 
the go to “For Staff”, “HR Website Links”, “AESOP Website” and then click on the 
link. 

 
2. Call Career Center Main Office (517) 768-5226 if calling AESOP after 7:00 am or 

if you have any message you need to leave.  If calling after 7:00 am you must 
call both the Career Center Main Office at 517-768-5226 and AESOP at 1-
800-942-3767 or www.jcisd.org.  

 
3. If arriving late, leaving early or leaving and returning anytime within your 

scheduled work time, you must sign in and out on the sheet located in the Main 
Office and call AESOP at 1-800-942-3767 or www.jcisd.org. 

 
4. All tardies need to be called into AESOP upon your arrival to JACC, in addition to 

signing in at the Main Office.  You must contact the Career Center Main Office at 
768-5226 and inform them of your tardiness.  

 
5. Instructors MAY ASSIGN the instructional assistant as the sub for their absence.  

 
The procedure above should be followed for any reason of absence, tardy, leaving early 
and leaving and returning within scheduled work time (i.e., professional development, 
school business, doctor appointments, comp time, illness, personal business, vacation, 
etc.).   The only exception to this is if you are An instructional staff, support staff or IA 
and will be leaving after your student contact time for school business (picking up 
supplies, running school errands, etc.)   Under this situation, you only need to sign out 
in the Main Office after receiving administrative approval. 

http://www.aesoponline.com/
http://www.jcisd.org/
http://www.jcisd.org/
http://www.jcisd.org/
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***BUSINESS PROCEDURES*** 
 
Purchase of Goods and Services - Jackson Area Career Center 
 

1. In an effort to maintain a balanced budget, it was necessary to make changes in 
the process of how we purchase goods and services.  This process will require 
you to plan far enough in advance so that the curriculum delivery will not be 
hampered.  

 
a. There may be some minimal exceptions made to that program that offer 

services. It is intended that all programs will follow the procedures shown 
below.   
 

2. You are requested to acquire the best dollar value by seeking competitive 
pricing.  Also, supporting the Jackson economy by purchasing locally is good 
business practice. 
 

a. Informal quotes are required for any single item or group of items between 
$1,000 - $4,999.   

b. Formal Quotes are required for items costing over $5,000 - $22,766 
(either individually priced or the total cost for the same item).  Formal 
quotes are signed by a sales rep, on company letterhead or email and 
available for a specified time frame.  

c. RFP (Competitive Bids) are required along with Board approval for items 
costing $22,766 and above.  Bids must be advertised, contain specific 
language/specs for the vendors. There is a specified deadline for bids to 
be received by and a bid opening date. 
 

3. Any emergency purchase orders must be approved by the program 
administrator.  An emergency usually constitutes immediate repair of a piece of 
equipment and/or a replacement component resulting from unanticipated 
damages. 

 
4.  Please put purchase orders in Melissa BeVier’s mailbox located in the 

front office.  
 
Sales of Goods and Services 
 

1. Programs with cash registers -- Culinary Arts, Cosmetology, Sales and Marketing 
and Agriscience Science -- are the only retail programs.  No retail programs are 
authorized to have a charge or billing system. 

 
2. Programs without cash registers are considered non-retail programs.  All billings 

and collections of funds will be done by the office.  Payment for goods and 
services shall be received prior to release of goods to the owner.  
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Instructional Work Projects 
 

1. Any staff having projects completed by other staff in their respective programs 
must have a work order filled out prior to the acceptance of the project.  This 
authorization is gained by a completed work order form that is on file in the office 
Each item or project shall be tagged with customer's name and work order 
number.  Any cost of the project will be charged back to the program requesting 
work (if it is a school-related project) or the appropriate individual (if a personal 
project).  Please note that no projects should be taken in that are not curriculum-
appropriate. 

 
2. Upon completion of the project, the work order shall be returned to the office with 

an itemized list of any parts and/or materials purchased and total cost for the 
project.   
 

3. The project must be paid in full prior to taking it out of the building. 
 
Billing and Payment Procedures 
 
It is of the utmost importance that all individuals, whether they be from the JCISD staff 
or the community at large, be properly billed for all items and materials received for their 
personal benefit. 
 
This includes items purchased from the Career Center laboratories (such as the 
Changing Scenes Restaurant, Agriscience and Cosmetology).   Voided work order 
forms should be turned in also. 
 
In programs where cash registers are located, cash or credit cards will be received as 
payment and will be transferred on a daily basis to the Career Center office. 
 
In all programs without cash registers, the following will apply: 
 

1. Send completed billing to the Career Center office.  See detailed information later 
in this section regarding Automotive Technology repair and payment procedure. 

 
2. Customer bills will be stamped paid and used as a receipt authorizing the 

instructor to release the merchandise or equipment. 
 

3. Payments will be made in the Career Center office during designated times. 
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Bills must be paid before merchandise and/or repaired items are removed from the 
Career Center premises.  No staff member has the authority to override this procedure 
or to release Career Center supplies, materials or installed parts without proper billing 
and payment.   
 
1. Absolutely no person is to receive goods or services without payment.  Credit will 

not be extended to anyone under any circumstances.  No staff member has the 
authority to override this procedure.  In an emergency situation (i.e., when a 
deviation from this policy might be necessary) it will be mandatory for approval to 
be obtained from the Principal of the Career Center.    Principal will assume the 
full responsibility and liability for such action should there be such a deviation. 
 

2. An internal audit of programs involving the sale of goods and services may take 
place every six weeks during the school year.  Such audits will be conducted by 
the Intermediate School District Business Office. 

 
3. Detailed receipts or copies of detailed invoices must accompany all 

business transactions.   
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Automotive Technology and Auto Body Service and Payment Procedure 

 
The purpose of this procedure is to ensure that all vehicle repair work is approved in 
advance and is paid for before the vehicle is returned to the customer.  For these 
reasons, the procedure listed below will be followed: 
 

1. Every vehicle brought to the lab for repairs will have a work order filled out before 
any work is performed.  The work order will have the following: 

 
a. Customer information (name, address, etc.) 
b. Vehicle information (year, make model, etc.) 
c. Work to be performed or concern being addressed 
d. Customer signature (authorizes repairs) 
e. Date work order was filled out 

 
2. Since we are an educational institution, we are not in competition with private 

industry; therefore, we only work on staff and student cars.  
 
3. Work orders will be kept in the Automotive Technology Service Lab/Auto Body 

Lab (as applicable)  and will be filled out as completely as possible and signed by 
the customer. 
 

4. Work orders will be reviewed by the Automotive Technology/ Auto Body staff (as 
applicable) and given a response regarding availability date for the automotive 
work to be accomplished. 
 

5. Customers under the age of 18 must have parent/guardian approval for specific 
repairs and estimated costs before any service is performed. 

 
6. Customers will be contacted if any problems or further repairs are encountered 

during vehicle servicing.  No additional work will be performed without prior 
authorization from the customer. 

 
7. Customer vehicles will not be released until all repairs are completed and 

inspected by the instructor or assistant. 
 

8. Upon completion of the service, the completed work order and keys will be 
delivered to Melissa BeVier for payment and pick up.  No vehicles/keys will be 
released to the customer until full payment is made.    
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Deposit of Cash for Programs Operating Cash Registers 

 
1. Cash registers will be closed and money counted on a daily basis and turned into 

the office for deposit. 
 

2. All money will be counted at least twice with the instructor or instructional 
assistant signing as the manager. 

 
3. All cash deposits must be accompanied by a Daily Cash Report form. 

 
4. Only money from the cash register is to be included with the Daily Cash Report.  

No other monies are to be intermingled with these funds. 
 

5. If the amount of money does not equal the Daily Deposit Report total a note will 
be made back to the instructor indicating the discrepancy from the Business 
Office. 

 
6. Instructors may contact the Business office if they have questions about the 

discrepancies. 
 
 
Procedure for Receiving Money from Students 
 

1. Receipts must be written for all cash received regardless of the reason.  A copy 
of the receipt will be given to the person you received the money from. 

 
2. The money must be turned into the office on a daily basis.  No money should be 

kept in the classroom overnight.   
 

3. A copy of the receipt must accompany the money or the number of the receipt 
must be indicated. 
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Purchase of Supplies and Services through the REMC 
 
Because the REMC can usually acquire products and perform services at the lowest 
possible prices, the Career Center will utilize the REMC whenever possible.  Staff 
members should always check with the REMC price and provide rationale if using 
another vendor. See the designated Career Center secretary for additional information 
about the extent of goods and services available from the REMC. 
 
Ordering and Receiving Supplies 
 
Program instructors have been allocated an operational budget for supplies for their 
programs.  This budget is to include books (text/reference), video supplies, other 
instructional materials, classroom supplies and student training supplies. 
 
The program instructor has the responsibility for operating their program within this 
budgetary figure.   
 
When supplies are needed, the program instructor is to fill out a purchase order and 
submit to appropriate secretary.  Once information has been received and put into 
computer, approval/denial from Principal will occur.   Questions on any purchases may 
result in a purchase denial requesting further information.  
 
Upon delivery, you need to check your order and return the packing slip to the 
appropriate secretary. 
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Donation Procedure 
 
All donations require Board of Education approval.  Therefore, if you become aware of 
any potential donations, please: 
 

1. Provide your building administrator with background information on the donations 
as well as an explanation of how it fits into your curriculum. 

 
2. After receiving administrative approval, complete a donated items form. 

 
3. When proper paperwork is complete, arrangements may be made for the 

donated item(s) to be delivered to the Career Center. 
 
Budget Procedures 
 
The fiscal year for the Intermediate School District is July 1 to June 30.  All purchases 
for any given year must be processed by June 1 of that year. 
 
Instructors need to plan to submit their instructional budgets to their building 
administrator.  A specific date will be announced. 
 
Capital outlay requests also need to be submitted to your building administrator.   These 
purchases should be carefully discussed with your building administrator prior to 
submission.  Criteria for capital outlay requests include: 
 

1. Adequate equipment necessitates additional purchases for the program. 
 

2. Business and industry standards dictate update or new equipment. 
 

3. Worn or obsolete equipment needs to be replaced. 
 
All capital outlay requests will be considered within the context of the total needs of the 
Career Center and the availability of capital outlay funds. 
 
Transfer or Disposal of Fixed Assets 
 
Moving of furniture or equipment from one location to another or disposal of such item 
requires the prior completion of the form "Transfer/Disposal” This form requires the 
signature of the administrator assigned to the program prior to the move/disposal.   
 
Purchasing 
  
For specific purchasing procedures, please refer to board policy. 
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Financial Responsibility 
 
In many of the occupational areas, customer services will be supplied as part of the 
student's training.  Some of these areas will be:  Cosmetology, Automotive Collision 
Technology and Automobile/RV Technology.  
 
Charges for parts, supplies, etc. involving Auto Body and Automotive Technology: 
 

1. Customer cost will be at retail cost plus 10%. 
2. Parts may be supplied by the customer. 

 
Charges in Cosmetology are based on other nearby training facilities costs. 
 
Standard costs shall be established in all areas and shall be publicly displayed so all 
potential customers are aware of the cost in advance.  Service agreements shall be 
signed in advance by all customers so they are aware of the standard charges, that 
students under supervision are performing the work as part of their training and that the 
school will not be held liable or responsible for work performed or damage done to the 
person or vehicle. 
 
With the varied instruction and activities we will be involved in, it will be necessary to 
obtain supplies and parts in some areas.  To obtain these, a requisition shall be filled 
out and purchase orders obtained.  NO purchase shall be made without a purchase 
order number.  The Intermediate District will NOT be responsible for any purchases 
made without a purchase order. 
 
All requisitions for teaching materials and supplies shall be approved by the program 
administrator. 
 
Items purchased and received must have a packing slip with the purchase order 
number on it before any merchandise will be paid for.  Complimentary or no charge 
shipments should be marked accordingly on the packing slips. 
 

Documentation is necessary for all transactions!! 
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***RECORDS*** 
 
Class Records 
 
All program instructors must keep up-to-date records showing student's name, home 
high school, absences, tardies, work or tests completed and date student left or 
dropped program.   
 
Program instructors must take attendance by 9:00 am and 12:00 pm. 
 
Attendance and progress printouts are semi-private and personal.  It is advisable for 
students, individually, to see these printouts to check their progress and the accuracy of 
such reports.  Discrepancies should be corrected. 
 
Remember - Program instructors' class grades and attendance are considered to be 
the official record by the State Department for student's enrollment - keep them up-to-
date. 
 

ATTENDANCE CODES 
 

CODE REASON 
A Absence 
K Blocked Absence 
C JACC Activity 
J Co-op/Work Experience 
D Dropped From Enrollment 
V Excused Absence For Visitation Day 
X Excused Late/Leave Early 
H Homebound Status 
I In-School Suspension 
T Late To Class 
N Not In Session 
O Out of School Suspension  
S Sending School Activity 
W Withdraw From Class 
E Excused Absences 
AP Absent: Parent Called In 
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Grades and Evaluations 
 
Students will receive one grade each six (6) week marking period.  The grade will 
include performance (academic and lab combined) and employability.  Grades will be 
able to be viewed by parents and local schools on a DAILY basis.  An important part of 
the evaluation process is maintaining the competency on each student.  Grade 
information, including employability, must be printed in a course syllabus, which 
students receiving at the beginning of their course as well as in the program summary.  
 
Grades need to be updated in Power School at minimum one time per week (by 
9:00 am Monday morning of each week).   
 
Instructors should encourage students to call in if they are going to be absent just as 
they would do on a job.   
 
Anecdotal Records 
 
Throughout the year you will be asked for information about students.  This information 
is vital for such things as student-parent interviews, discipline reports to schools, job 
placement, evaluation of performance and various other needs.  Anecdotal records of 
dates and incidences need to put into internal notes in Power School.  This will serve as 
documented proof of any statement you may make about a student.  Thus, when talking 
about a student, you can be very specific and exact.  This is far more effective than 
talking in broad general terms. 
 
Make a short record of all incidents, both favorable and unfavorable.  If, after a short 
period of time you find that some of these notes no longer apply, they should be 
destroyed.  Others that show a definite pattern may become a meaningful part of the 
permanent record.  School records of the student shall be on file at the Jackson Area 
Career Center student personnel services office to be used as a tool to better assist the 
student, not to exclude a student.  Records are confidential information and shall be 
used discriminately. 
 
Student Progress Report 
 
Throughout the school year there are times when it is essential an instructor have 
communication with parents/guardians in regard to their student's progress (or lack of) 
at the Career Center.  It is required instructors call or meet with parents to discuss 
these matters.  A Student Progress Report should be initiated whenever, in your 
opinion, a student's progress, is exemplary, deteriorated or never been at the level you 
feel is necessary to be successful in your training area.  It is extremely important that 
you do not wait until the student is failing or in serious problems before you are 
in communication with parents or counselors.  (i.e., a week or two before grading 
time is not adequate).   
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***STAFF MEETINGS*** 
 
Regular staff meetings will be held the first Tuesday of every month.   This is a required 
meeting under our contract. Refer to the organization section regarding instructional 
assistant attendance requirement.  All staff need to follow up with the principal if 
they are unable to be present. 
 

***STAFF RECORDS*** 
 
Official Jackson Area Career Center staff records are kept in the Jackson County 
Intermediate School District Human Resources Office.  These files are available for 
examination by staff upon personal request.  All staff records and materials contained 
therein are considered confidential. 
 

***STAFF PROFESSIONAL IMPROVEMENT*** 
 
Membership in professional organizations is encouraged and dues will be reimbursed 
up to a maximum of $150.00 per person per year.  The organizations must be in the 
professional's field and be approved by the program administrator.  Membership in 
CCEA, MEA, NEA and JCEA are not reimbursable. 
 

***STAFF PROFESSIONAL DEVELOPMENT HOURS*** 
 
The State of Michigan has identified two categories of professional development:  
Classroom Management and Instructional Delivery.  Activities considered professional 
development are listed on a page at the end of this handbook in appendix section.  Staff 
is required to enter all their professional development activities into AESOP.    Human 
Resources Department will print the state required end-of-year professional 
development reports from AESOP and attach this report to a form requiring your 
signature where applicable   While you can review your personal AESOP information at 
any time, it is very important that you review the PD review information given to you 
each month and return to the Main Office Secretary for any corrections needed.    
NOTE:  professional development hours/time being used for State Continuing Education 
Clock Hours (SCECHs), will need to follow those established guidelines.  Links for this 
information are located on the ISD web site.  If applicable, internal options that may be 
available will be explained, including required paperwork.    
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***TELEPHONE USE*** 

 
Every room in the Jackson Area Career Center is equipped with an in-house phone.  
This phone shall be used for all inter-room phone calls -- long distance calls through the 
switchboard will be monitored as to destination and from where the phone call was 
made. 
 
Telephones are not to be used for personal use.  Under no circumstances can phones 
be used for the conducting of a business for profit.  Telephone usage is to be kept to a 
minimum during student contact hours. 
 
Students should not be allowed to use the phones unless the call is curriculum related. 
 
 

CELL PHONES 
 
Jackson Area Career Center staff members may be provided a cell phone to conduct 
business in specified circumstances.  Staff members who are provided a phone are not 
permitted to use the phone while they are driving. 
 
 

***TRAVEL PROCEDURE*** 
 
Whenever any staff member is going to travel, they must fill out a Travel/Conference 
approval form on line. If the staff member is going to stay overnight, he/she must follow 
the Over Night Travel Procedure. 
 
The conference form must be approved by the building administrator prior to the date 
of travel.  The form must be filled out regardless of whether the employee is declaring 
expenditures or not. 
 
When submitting your monthly Travel Expense Voucher, please attach a copy of the 
Travel/Conference Form showing prior approval.  Under no circumstances will 
employee expenses be reimbursed after 45 days of incurring the expense. 
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***OVERNIGHT TRAVEL PROCEDURE*** 

 
1. Complete the Travel/Conference approval form on line as well as the Over Night 

Travel Expenses form.  The Over Night Travel Expense form must be approved 
by the building principal prior to the date of travel or before any purchase orders 
can be submitted. 

 
2. Purchase orders associated with the overnight travel are submitted to the 

Business Office.  All of the purchase orders should include a comment that states 
“Over Night Travel Expense Form on File”. 

 
3. When the overnight travel is completed the “actual cost” portion of the form 

needs to be completed with all receipts attached. 
 

4. The Overnight Travel Expense form is then forwarded to the Director of Finance 
with receipts attached.  This form should be attached to the individual’s Travel 
Expense Voucher if there is any addition reimbursement required. 

 
 

***CONFERENCES/WORKSHOPS/IN-SERVICES, ETC.*** 
 

1. A maximum of $300 per instructor including cost of travel.   Instructors may be 
permitted to attend more than one activity with prior administrative approval. 
Approval will be based on the educational benefit to staff, students and 
curriculum of the Jackson Area Career Center.  

 
2. Conferences, workshops, out-of-district meetings shall be within 250 mile radius 

of the Jackson Area Career Center.  Activities that exceed the 250 mile limitation 
require the superintendent’s  approval. 
 

3. Appropriate forms shall be completed and submitted for approval and approved 
prior to the conference, workshop, in-service training sessions and out-of-district 
meetings. 
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***EXPENSE REIMBURSEMENT*** 
 
District personnel and officials who incur expenses in carrying out their authorized 
duties shall be reimbursed by the District to the extent approved or provided in duly 
negotiated agreements upon submission of a properly filled out voucher and such 
supporting receipts as required by the Director of Finance.  Such expenses may be 
approved and incurred in line with budgetary allocations for the specific type of 
expense.  When official travel by personally owned vehicle has been authorized, 
mileage payment shall be made at the rate currently approved by the Board of 
Education.  Please note the mileage reimbursed submitted should be the actual miles 
you traveled to the conference minus the actual miles you normally travel to work. 
  

1. Prior administrative approval is required for any purchases. 
2. Employees must submit the detailed receipts (including meals) showing item by 

item what was purchased, not just the credit card signature slip.  This is an IRS 
regulation and technically we should not reimburse anything unless the detail 
receipt is provided. 

3. Other than meals, no sales tax will be reimbursed.  See Melissa for a copy of our 
tax exempt # and form. 

4. Actual receipts must be submitted, not confirmations; receipts will include the 
actual dollar amount spent.  We have seen several instances of confirmations 
being submitted instead of actual receipts, in particular for airfare and hotel 
expenses. 

5. Meal reimbursement limits are $10 for breakfast, $15 for lunch, and $25 for 
dinner, including tip.  Employees are not allowed to combine all these and claim 
$50 for a dinner reimbursement.    We will not reimburse tips greater than 20%. 

6. Snacks are not reimbursable. 
7. Student meals will not be reimbursed. 
8. No reimbursement for meals on field trips. 
9. Please make sure that the amount submitted for reimbursement on your expense 

report matches the amount on the receipt. 
10. Expenses submitted that are not reimbursable will be deducted from the total. 
11. All expense reports should be submitted within 45 days of the expenses being 

incurred.   
 
 

***TOBACCO USE*** 
 
The use of tobacco is prohibited on or in all District property at all times.  
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***SEXUAL HARASSMENT*** 

 
The United States Department of Education recently issued final guidelines under Title 
IX advising schools that they must take “immediate and appropriate” action once the 
school district has notice of sexual harassment by employees to respond to allegations 
of a sexually hostile environment in the work place.  Title IX prohibits discrimination on 
the basis of sex in education programs and activities receiving federal financial 
assistance.  Sexual harassment of students is a form of discrimination prohibited by 
Title IX.  Complaints for violations of Title IX are reviewed by the Office of Civil Rights in 
the United States Department of Education.   Under the guidelines, a school district is 
deemed on notice of a student being sexually harassed if an agent or responsible 
employee of the school receives notice.  Notice can be received in many different ways.  
Students can make a grievance or complaint to a teacher.  A student, parent or other 
person could contact a principal, bus driver, office staff, or other appropriate personnel.  
A school could receive notice from the local community or local media.  Additionally, 
constructive notice exists if the school “should have” known about the sexual 
harassment through the exercise of reasonable care and diligent inquiry.  For example, 
if the school district knows of some incidents of sexual harassment but does not 
investigate them thoroughly, then the school district would be on notice of any additional 
incidents of sexual harassment that could have been discovered had the school district 
performed a diligent inquiry.  Further, pervasive sexual harassment allegations may be 
sufficient to conclude that the school district should have known of a hostile 
environment (i.e., wide spread, openly practiced, or well known to students and staff). 
 
The guidelines provide that schools must take “reasonable, timely, age-appropriate and 
effective correction action” to comply with Title IX, and must also take steps to prevent a 
reoccurrence of sexual harassment.  The guidelines make the type, frequency and 
duration of conduct relevant factors in determining whether sexual harassment exists.  
“The more severe the conduct, the less the need to show a repetitive e series of 
incidents; this is particularly true if the harassment is physical.”  The guidelines also 
recognize that sexual harassment does not extend to legitimate nonsexual touching or 
other non sexual conduct.  Examples given are a high school coach hugging a student 
making a goal, a kindergarten teacher’s consoling hug for a student with a skinned 
knee, and one student’s demonstration of a sports maneuver requiring contact with 
another student.  However, the guidelines not that nonsexual conduct can rise to the 
level of sexual harassment (i.e., repeated hugging of students by a teacher under 
inappropriate circumstances). 
 
School districts should carefully review the guidelines and follow them to insure that 
students can learn in a safe, non-discriminatory environment.  Further, districts must 
have a stated policy prohibiting sexual harassment and a procedure to investigate 
claims of sexual harassment.  A title IX coordinator must be identified to conduct such 
investigations.   Each staff person will annually review this information and then sign off 
on a sheet indicating they have met this requirement.  
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 ***ADVISORY COMMITTEES*** 
 
Career/Technical education, more than any other type of education, needs close 
cooperation with the community.  It educates workers for specific jobs and productive 
lives.  It needs the periodic help and criticism of the real work day world to be sure that 
its training courses are up-to-date and that preparation for entrance into industry of 
commerce is useful.  Advisory committees can perform many useful functions in the 
areas of public relations; upgrading of programs and equipment, placement of students; 
evaluation setting of standards; selection and purchasing of equipment and other 
advisory capacities. 
 
Committees will meet a minimum of twice a year - once in the fall and once in the 
spring.  Other meetings may be scheduled if deemed necessary by the program 
instructor and administration. 
 
The program instructor's role with the committee is as follows: 
 
 Scheduling of meetings through the program administrator. 
 Preparing meeting agenda with the program administrator. 
 Notifying members of the time and place of meetings. 
 Arranging for meeting room(s). 
 Reading and keeping minutes. 
 Providing statistical or descriptive information about the program. 
 Preparing reports of progress. 

 
Program instructors shall keep in contact with the various committee members during 
the year and use them as resource people for such things as JACC sponsored trips, 
speakers, work experience options, helping at open house and as a means of keeping 
the activities of the class before the public. 
 
Committee members seeking information and/or records regarding your specific 
program should be referred to the program administrator who will take the responsibility 
of reviewing the request and providing materials asked for. 
 
  
 
 ***DISPLAY CASES*** 
 
There are a variety of show cases and display windows throughout the Career Center.  
If a class would like to utilize any of these areas, please coordinate these activities 
through the Main Office secretary. 
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 JACC SPONSORED TRIPS 
DEFINITIONS 
 
JACC Sponsored Trip – For Jackson Area Career Center purposes, a JACC Sponsored 
trip can be defined as any planned journey by one or more students away from the 
JACC campus, which is under the supervision of a professional staff member and an 
integral part of a course of study.  The school-sponsored must be educationally based 
and connected to the curriculum.  JACC sponsored trips should be reviewed periodically 
to assess whether the JACC sponsored trip is effective and continues to offer a 
substantive benefit to participants. 
 
Day JACC Sponsored Trips – Any trip that is within a single day (not overnight).   
 
Overnight/Extended JACC Sponsored Trips – Any trip requiring overnight lodging. 
 
PLANNING GUIDELINES 
 

1. Permission for JACC sponsored trips shall be secured from the building principal 
or designee at least three weeks in advance.  Requests for JACC sponsored 
trips should be submitted on “Bus Request/Field Trip Form”, which is located in 
the Main Office.  Detailed information should be listed, including date of JACC 
sponsored trip, departure time, return time, DETAILED ITINERARY (for 
overnight trips) and staff/chaperones.  It is the expectation of administration that 
all students will participate in field trips.  If there is a deviation to this expectation, 
please see an administrator.  Exceptions to this would include competition 
activities.   
 

2. When an all-day JACC sponsored trip is planned, advise all students they must 
obtain assignments from their other classes at the local school so they do not 
drop behind in their other classes. Students participating in an all-day field trip 
should be marked in Power School with the appropriate attendance code (C) 
prior to leaving on the trip 

 
3. After JACC sponsored trip permission is received, parents/guardians should 

receive a copy of the ITINERARY (detailed itinerary required for overnight 
trips) as well as any other pertinent information regarding the JACC sponsored 
trip.  If the JACC sponsored trip is during the day the teacher must send 
home a memo with planned itinerary and reason for trip at least 5 days 
prior to the trip.  The memo may be delivered by the student.  The teacher 
will also send a copy of the memo to the front office when requesting a 
bus. 
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4. Students/parents are to be informed that they will be held responsible for any 

damage done to buses, hotels, rental property, etc, by the student during a JACC 
sponsored trip or school-sponsored trip.  Appropriate payment for damaged will 
be required. 

  
5. A parent signature for JACC sponsored trips that may be planned during the 

regular class period will be obtained at the start of the school year.  JACC 
sponsored trips resulting in an absence from a local school district or that 
extends past the regular school day will require an additional permission slip.  
Students failing to return signed parent consent forms, including local school 
permission where appropriate, will not be permitted to participate in the activity. 

 
6. Take time to brief your students on what is expected of them during a JACC 

sponsored trip including specific itinerary, purpose of trip and expected behavior.  
Students are expected to leave and return with the group of students on the 
identified mode of transportation, unless released to the parent/guardian.  These 
arrangements must be done in advance of trip unless there is an emergency. 

 
7. It is recommended to use approximately one adult for every 10-15 students going 

on a JACC sponsored trip.  (This may vary slightly due to specific student 
organization guidelines such as BPA, DECA, etc.) 

 
8. The Board of Education will be notified of out-of-county JACC sponsored trips 

through board briefs. 
 
TEACHER/SUPERVISOR RESPONSIBILITIES 
 

1. Student safety and supervision are of the utmost concern.  Under no 
circumstances should students be left unsupervised during non-
competition time.   This means that the students should not go to malls, movies, 
amusement parks, restaurants, etc., without supervision.  A teacher/supervisor 
assigned to specific students is responsible for those students at all times.  The 
planned itinerary will indicate who is responsible. 

 
2. Administration is aware that there are times during competition and other 

scheduled youth group activities when several students are required to be at 2 or 
3 different buildings at the same time for their competitions.  The 
teacher/students should know where each other are and time/place they will 
meet when the competition is completed.  The student is expected to meet back 
with the teacher when competition is completed.  The teacher will make sure the 
student has transportation and adequate supervision. 

 
3. Take attendance and turn into appropriate administrator before leaving on JACC 

sponsored trip, if during the school day. 
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4. No changes can be made in a PLANNED ITINERARY while the trip is in 

progress, unless deemed absolutely necessary or where the health, safety or 
welfare of students is at risk. 

 
5. Teachers should take telephone numbers to contact administration as well as 

each student’s medical information form, including contact numbers, and the 
medical protocol form.  Parents/guardian will be notified if the student requires 
medical attention or displays inappropriate behavior.  Any problems regarding 
JACC sponsored trips should be brought to the attention of the 
Principal/Designee upon return (or immediately if the situation warrants). 

 
6. At no time will any staff person on a school sponsored activity, enter any adult 

establishment or be part of activities that are generally recognized as adult 
activities.  Staff is expected to follow all board policies, including the Alcohol Use 
Policy. 

 
7. All teachers must accompany the students on the bus and during the JACC 

sponsored trips.  There may be some exceptions to this when students are 
competing, waiting, transported to and from different locations and sites.  Under 
these circumstances, parents should be made aware.  Any other 
exceptions to this need to have prior administrative approval. 

 
8. For safety purposes, teachers and students should avoid crossing the street.  If 

crossing the street cannot be avoided, teachers and students must use the 
pedestrian crossing zone. 

 
9. Upon return from the trip, at least one staff person will remain until all students 

have been picked up.  It is vital that students are supplied with adequate 
transportation to and from the school.  Please make sure that parents are 
informed that it is their responsibility to see that their student is transported home 
from school.  If upon return to the facility, students do not have adequate 
transportation; make every attempt to contact parent or guardians.  If you are 
unsuccessful, please contact the appropriate administrator, at home, if 
necessary.  It is not advisable for staff to transport students.  If you are unable to 
contact an administrator, please call a public transportation carrier to arrange 
transportation for the student.  This is at the expense of the parent/guardian as 
stated on the Parent Consent Form.  (City Cab has agreed to pick up students 
and send us a bill if the student cannot pay and the parent is not home to pay.  
They will then bill us and we will bill the parent.  The cab driver will ask the 
teacher or administrator to sign a charge slip when they pick the student up.  City 
Cab can be reached at 841-9630.  A teacher cannot drive a student in their 
personal vehicle without receiving prior parent permission and completing 
JCISD driver verification form. 
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10. The teacher/student has the option to have an additional chaperone/volunteer 

paralleling gender of the student(s) participating in an overnight JACC sponsored 
trip.  For example, if a male teacher has a female student going to National 
Competition for overnight, he or the student may ask to have a female chaperone 
(or a parent).   
 

11. Chaperones/volunteer who are not employees of the JCISD and are participating 
in overnight activities will be required to have fingerprinting criminal history record 
check.  The district will pay for this after receiving a written request from 
administration. 

 
 
 ***STUDENT CELEBRATION WITHIN THE CAREER CENTER PROGRAMS*** 
 
Student celebration at the Career Center should be kept within a limited amount.  Any 
student celebration must be prearranged and have prior approval from your program 
administrator. 
 
Any celebration held at the Career Center upon administrative approval, must follow the 
rules listed below: 
 

1. Any beverages brought in must be in sealed containers.    No thermos jugs or 
picnic coolers are to be brought into the building by students. 

2. Food, beverages, etc., will be kept away from tools and equipment within the lab. 
3. Culinary Arts will not prepare snack items for the party. 
4. Program instructors accept the responsibility for control of the party, the action of 

the students and the clean-up of the lab area following the party. 
5. Any videos shown should be rated “G” or no greater than “PG” 

 
Any deviations from the above rules of parties need to have prior administrative 
approval.    
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 ***STUDENTS LEAVING CLASS*** 
 
Instructors shall control students leaving their area.  So more control throughout 
the building is maintained, there should be no more than two students out of class at 
one time.  Do not send two students on errands out of class when one is sufficient to do 
the job.  The length of time students are out of the class should also be controlled and 
kept to a minimum.  Consecutive daily excuses from class should be avoided.  
Students in hallway during class time must have a hall pass.    
 
 ***STUDENTS REQUEST TO LEAVE THE BUILDING*** 
 
If a student plans on leaving early, he/she should report to the main office and make 
arrangements prior to the start of class.    If a student has to leave class because of 
illness or unforeseen circumstances, the student can go to the main office to sign out.   
 
 ***AUDIO-VISUAL PROCEDURE*** 
 
JACC Administrative Procedure 
 
Due to the many innovations in technology, it is felt that a practice and procedural 
standard for Jackson Area Career Center regarding audio-visual aids is necessary to 
clarify any concerns that instructors might have. 
 
 
1  Audio-visual aids are expected to be utilized to enhance the subject taught, i.e., if 

films are going to be shown during a scheduled celebration day, they are expected 
to be job title and job task related in accordance with your curriculum. 

 
2  If videos or DVDs are chosen to be viewed by students during a scheduled 

celebration day that film selection, if approved, should be rated "G" or no greater 
than a "PG" rating. 

 
It should be noted that "R" rated films and films with violence and/or nudity shall 
not be shown under any circumstances. 
 
If there is a question as to whether a film should be shown or not shown, the best rule of 
thumb is to not show the film or video. 
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***TEXTBOOKS FOR CAREER CENTER PROGRAMS*** 
 
Purchase of any textbooks for any Career Center program will need JCISD Board 
approval before the text can be purchased. 
 
Textbook adoption requests normally should be submitted prior to July 1 for the 
following school year. 
 
A form will be completed by the program instructor and forwarded to the principal. 
 

 
***TRANSPORTATION OF STUDENTS*** 

 
 
Administrative Regulations 
School employees should use the following as guidelines for transportation 
arrangement for students: 
 

1. TRANSPORTATION TO AND FROM SCHOOL 
a. Transport by bus in all situations, if possible. 
b. In an emergency or unusual situation when a bus is unavailable, a school 

employee may transport if no other choice is available.  Example:  removal 
of a student from a bus. 

c. School employees shall request that a student be designated by the parent 
to transport, except in case of an emergency. 

 
2. TRANSPORTATION TO SCHOOL EVENTS (JACC SPONSORED TRIPS) 

a. Transportation by bus in most situations even if only a few students are 
involved. 

b. If possible, transport in a bus for a one- or two- student JACC sponsored 
trip.   
 
 
 
 

*NOTE:  Jackson County Social Services, Child Protection Services may stand in place 
of parents. 
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***CHECKLIST FOR PUPIL TRANSPORTATION SITUATIONS*** 
 
The following is information received from a memo dated February 6, 1996 from the 
Human Resources Office at the JCISD. 
 
School Rents Van or Staff Van 
 

1. If the van passenger capacity is 11 or more passengers, the van must meet 
Federal Motor Vehicle Safety Standards for school buses. 

 
2. If the van passenger capacity is 10 or less passengers, the van must meet 

Federal Motor Vehicle Safety Standards for that vehicle. 
 

3. Any staff person driving a van must have a CDL. 
 

 
4. The van should be equipped with a first aid kit which is firmly mounted with a 

quick release bracket in an accessible location in the driver’s compartment and 
which should contain, at a minimum, all of the following: 

 
a. Bandage compress (sterile gauze pads), 4 inch – 2 packages 
b. Bandage compress (sterile gauze pads, 2 inch – 2 packages 
c. Adhesive compress, 1-inch – 2 packages 
d. Triangular bandage with 2 safety pins, 40-inch – 1 package 
e. Roll gauze – 1 package 
f. Elastic bandage, 3 inch  – 1 package 
g. Antiseptics and burn ointments shall not be included, except as required 

by the state transportation department, 
 

5. The van should be equipped with 
 

a. Bidirectional emergency reflective triangles meeting state standards which 
are properly cased and securely mounted 

b. Red-burning fuses meeting state standards which are capable of burning 
not less than 15 minutes and which are properly cased and securely 
mounted in the driver’s compartment 

c. Safety glass wherever glass is used in doors, windows and windshields 
 

6. Staff person driving the van needs follow the private vehicle guidelines listed on 
the next page.  
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Commercial Vehicle 
 
Pupil transportation vehicle does not include a vehicle operated by a municipally owned 
transportation system or by a carrier certified by the state transportation department.  A 
commercial carrier would have to comply with standards applicable to the business.  
The Pupil Transportation Act does not apply to them.  The following is suggested: 
 

1. Request a copy of the carrier’s valid state certification by the state transportation 
department. 

 
Private Vehicle (other than a van) 
 

1. Written permission of the student’s parent must include the student’s name and 
who the driver will be. 

 
2. A copy of the driver’s valid driver’s license and proof of insurance is required. 

 
3. A Driver Verification Form must be signed and on file in the main office. 

 
4. The driver should not be compensated. 

 
5. If the driver is compensated then the following applies: 

 
a. The vehicle must meet Federal Motor Vehicle Safety Standards for that 

vehicle 
 

b. If the vehicle is a van, the same as for the school renting a van would 
apply.  The staff person driving is required to have a CDL (bus license) to 
drive a van 

 
c. The vehicle should be equipped with a first aid kit which is firmly mounted 

with a quick release bracket in an accessible location in the driver’s 
compartment and which should contain, at a minimum, all of the following: 

 
i. Bandage compress (sterile gauze pads), 4 inch – 2 packages 
ii. Bandage compress (sterile gauze pads, 2 inch – 2 packages 
iii. Adhesive compress, 1-inch – 2 packages 
iv. Triangular bandage with 2 safety pins, 40-inch – 1 package 
v. Roll gauze – 1 package 
vi. Elastic bandage, 3 inch  – 1 package 
vii. Antiseptics and burn ointments shall not be included, except as 

required by the state transportation department, 
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6. The vehicle should be equipped with 
 

a. Bidirectional emergency reflective triangles meeting state standards which 
are properly cased and securely mounted 

b. Red-burning fuses meeting state standards which are capable of burning 
not less than 15 minutes and which are properly cased and securely 
mounted in the driver’s compartment 

c. Safety glass wherever glass is used in doors, windows and windshields 
 
 
 

***PROCEDURE FOR JACC ACTIVITIES REQUIRING BUS DRIVERS*** 
 
There are occasions that a bus driver is needed to drive to JACC sponsored trips, 
student competitions, student conferences, etc.   The following steps will occur if a 
driver is needed. 
 

1. All required paperwork requesting driver/trip will be turned into the Main Office 
and once the trip is approved, Main Office secretary will make bus arrangements. 
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***ATTENDANCE POLICY*** 

 
Classes at JACC are “applied knowledge”.  Therefore, it is vital that students are here to 
participate in class.  Grades will reflect employability, academic and lab performance.  
 
JACC is on shortened grading cycles.  Any student who exceeds 3 unexcused 
absences in a grading cycle will be subject to the reduction of their employability grade.  
(minimum of 10% of the overall grade). 
 

• Trimester equals two grading cycles 
• Semester equals three grading cycles 
• Tardies will be handled internally by the teacher 

 
Absences will not accrue for missed class time due to the following reasons (with proper 
documentation): 

 
• Death in family (up to 3 days) 
• Subpoena to court (during scheduled class time) 
• Home school activity 

 
Students with extenuating circumstances should see an administrator in the Main 
Office.  Medical documentation will only be accepted for extenuating 
circumstances. 
 
IMPORTANT:  Students that exceed the attendance policy and are failing at the end of 
the trimester/semester may not be recommended to return to JACC the following 
trimester/semester. 
 
Students that missed 6 or more days and earned a D+ or below during the first marking 
period will be required to attend an employability class during the second marking 
period.  This class will be held during the students’ break day and is required for 
continued enrollment at the Career Center.  A contract outlining the expectations of the 
class will be signed on the first day of the employability class.  Failure to attend the 
required class will result in dismissal from the Career Center.   
  
Refer to individual class syllabus for detailed grading information. 
 
All attendance information is available to parents and students on line through 
our Power School web site (ps.jcisd.org).  Password and log on information will be 
sent to parents/guardians soon after the start of school.  If you have any questions, 
please call 936-2820. 
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TARDIES 
Tardies will be addressed by the individual instructor. 
 
STUDENTS LEAVING EARLY 
 
Students should be in assigned labs for the entire class period (local school dismissal 
times vary).  They should report to the main office if they plan on leaving prior to 
dismissal time.  Students will need a permission note from a parent/guardian or a phone 
call can be made to parent/guardian/emergency contact.  If they are in class for less 
than half the shift, he/she will receive a full absence instead of 1/3 of an absence.  
Students must be in class for 2/3 of their scheduled time in order to be counted 
presented.  Students who habitually leave early will be referred to counselor and/or 
administration.  This will result in a conference with parent.   
 
Attendance Clarification 
Use of the words excused and unexcused for absence is discontinued.  We will address 
absences as counting towards the allowable absences or not counting. 
 
The following absences are excluded from the allowable 3 absences for each grading 
cycle: 

• By law (impetigo, pink eye, head lice) 
• Death in immediate family up to 3 days (parent, grandparent, aunt, uncle, 

brother, sister, son, daughter, cousin).   Documentation is required.   
• Other situations will be dealt with on an individual basis with input from parent, 

student, local school staff and JACC staff 
• Any scheduled court appearance with documentation prior to court date 

 
The following absences will be considered for blocking: 

• Hospitalization 
• Extended illness with doctor statement to stay home 
• Chronic condition/recurring illness (such as migraines, depression, asthma, 

juvenile diabetes, mono, etc.)  will be handled by the attendance administrator. 
 
Homebound absences will be excluded from the allowable 3 absences.  A student must 
be placed in a homebound status through their sending school.  Other absences for 
extended illness, hospitalization, birth, etc., may be blocked by the attendance 
administrator.   
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***ADDING NEW STUDENTS TO CLASSES*** 
 
Counselors will be able to add new students to classes whenever there are openings in 
that class and after appropriate screening of students.  Counselors may do this until the 
4th Wednesday of each semester or upon instructor approval.  After these designated 
times the Board agrees not to exceed these guidelines by more than two (2) students 
per shift for any program manager and then only if the student:  (a) is a transfer (spin-
off) student from within the Jackson Area Career Center, or (b) is a student who 
transferred into a Jackson County School District from a District outside Jackson County 
and who was enrolled in a state approved career and technical program in the District 
from which he/she came.  Students participating in cooperative job placements are not 
counted in the calculations of a maximum size class. 
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***DISCIPLINE*** 
 
Philosophy  
 
The Jackson Area Career Center Philosophy of discipline is to discipline rather than 
punish, to be fair, caring and understanding of the individual, yet at the same time, 
protect the well-being and personal property of other members of the school community. 
 
Goals of Discipline 
 
The three major goals of the discipline process are to: 
 

1. To maintain a climate within the school in which all members of the community 
have a sense of safety. 

 
2. To utilize discipline processes which help the student learn and maintain 

behavior which lead to personal self-actualization and fulfillment. 
 

3. To assist students to value behaviors which lead to increased self-esteem. 
 
Discipline Procedures  
 
Refer to the Jackson Area Career Center Code of Conduct Handbook. 
 
Suspension Procedures 
 
When the behavior of a student is not conducive to the well being of themselves, others 
or others' property, it is incumbent upon any staff member to deal with the situation 
immediately, either by dealing with it themselves or making administration aware of the 
problem. 
 
*The student does not necessarily need to be brought to the office.  If you can identify 
the student by name or class, the administrator can then confront the student. 
 
*Do not tell the student that he/she is kicked out, suspended or will receive any type of 
discipline.  This will be done by administration along with your input. 
 
*It is very easy to say or do things inappropriate to the situation when emotions are 
high.  STAY CALM! 
 
Effective September, 1999 professional staff have the authority to suspend students 
from their class for a time period of one day.  (Public Acts 102, 103 and 104 of 1999).  
Staff needs to follow the procedures as outlined in the JACC Suspension Form Notice.   
If an instructor suspends a student without administrative input, the instructor must 
notify the parent and administrator regarding the SNAP suspension. 
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PROCEDURE FOR WORKING WITH STUDENTS WITH  

ACADEMIC/BEHAVIOR PROBLEMS 
 

1. Identify and discuss the problem with the student.  Clearly state your 
expectations and consequences.  If student is a special education student, make 
sure you have read the student’s IEP and know what accommodations are 
needed. 

 
2. If the problem continues, contact the parent/guardian letting them know your 

concerns and asking for any assistance they may be able to give you. 
 

3. Get a counselor involved in working with you and the student.  Counselors can 
contact local schools to see if they have any suggestions of how to make the 
student successful.  If student is a special education student, involve the center 
for student success. 

 
4. If the problem still continues, administration should be involved and discipline 

procedures outlined in the Student Handbook will need to be followed.  
 
 

***LIST OF ALTERNATIVES TO DISCIPLINE ISSUES*** 
For Teachers and Support Staff 

 
1. Consider methods of teaching students appropriate and expected behavior.  
2. Involve students in the development of positively stated rules which relate to clear 

educational purposes. 
3. Provide clear instruction on rules of student conduct, submit to principal/supervisor, 

post a list of these rules in a conspicuous area and implement methods of teaching 
students positive expectations and appropriate behavior. 

4. Provide a list of rules to parents/guardians upon request.  Communicate on a 
regular basis with parents/guardians of students who tend to be disruptive. 

5. Provide positive recognition when students act in accordance with rules, and 
implement appropriate consequences when student behavior is disruptive. 

6. Avoid disrupting the setting, if possible, when implementing consequences for 
student misconduct and select private moments to advise a student about his/her 
punishment. 

7. Enforce rules in respectful manner with consideration for students' rights and 
responsibilities. 

8. Use rewards frequently and positively reinforce students who behave well without 
rewarding students excessively so they expect a reward for every act of good 
behavior. 

9. Help students see cause and effect relationships between inappropriate behavior 
and the need to respect the rights of others in order to avoid negative 
consequences. 
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 ***LIST OF ALTERNATIVES TO DISCIPLINE ISSUES*** 

 For Principals/Supervisors 
 
1. Instruct teachers and other staff on the use of discipline which involves teaching 

appropriate behavior rather than simply by imposing punishment or penalties. 
 
2. Review Public Act 521 and the district's alternatives to the use of corporal 

punishment with teachers and staff. 
 
3. Emphasize the need to create a positive learning climate that is safe, clean, 

orderly and neither rigid nor oppressive, in order to prevent discipline problems 
from happening; model a caring, supportive and positive attitude in approaching 
solutions to discipline problems with staff members. 

 
4. Develop strategies to prevent obvious behavior problems from occurring and 

systematically and routinely handle student behavior problems that do occur. 
 
5. Identify obstacles to successful behavior management throughout the school and, 

with the assistance of staff, determine causes and develop strategies to prevent 
obvious behavior problems from occurring. 

 
6. Identify strengths and weaknesses of teachers in the area of behavior 

management and provide constructive criticism and instruction. 
 
7. Arrange for the evaluation and placement of students with special needs.  

Students to consider are those who may, for example, need remedial assistance, 
counseling, accelerated programs, special education, drug abuse, severe truancy 
or alternative education programs. 

 
8. Conduct conferences with parents/guardians and involve other appropriate 

personnel before problems escalate. 
 
9. Consider the establishment of an in-school suspension program. 
 
10. Take appropriate action if suspension or expulsion of a student becomes 

necessary. 
 
11. Provide for understanding and applying of reasonable force. 
 
12. Provide crisis intervention procedures. 
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 ***PHYSICAL FORCE/RESTRAINT PROCEDURE*** 
 
On those occasions when the use of force is necessary, the following guidelines and 
procedures shall be observed: 
 
1. The physical force/restraint used shall never be administered maliciously or 

spitefully. 
 
2. The physical force/restraint used shall not be excessive or unreasonable in view of 

the age and size of the student. 
 
3. Whenever physical force/restraint is used on a student beyond the approved 

behavioral plan, the matter shall be reported immediately to the school 
principal/supervisor.  A written record shall be made within 24 hours of next work 
day, and kept on file.  The parent/guardian of the student shall be notified by the 
principal/supervisor or designee. 

 
4. A copy of the report shall be forwarded to the superintendent or designee within 24 

hours. 
 
5. If the incident involves a dangerous weapon in the possession of a pupil, the pupil's 

parent or legal guardian and the local law enforcement agency shall be notified 
immediately by the school principal/supervisor of designees, as required by Section 
1213 of the School Code. 
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In-School Suspension 
 
The purpose of ISS is not to punish, rather to discipline through their isolation from the 
regular class atmosphere, restricted periods of silence and strict observance of other 
rules.  The essence of discipline is finding effective alternatives that leaves the 
student's dignity intact; teaches them how they have interfered with another's 
rights, and motivates them to do better.  In-School-Suspension will occur whenever a 
student is involved in a negative behavioral situation that, in the opinion of an 
administrator, is not threatening to health, safety or property of themselves or another.  
These situations usually involve violation of student handbook rules and code of 
conduct. 
 
Procedures 
 

1. Students are recommended to an administrator for disciplinary actions and 
informed by instructor (or staff member) of the specific misbehavior or violation. 

 
2. A Suspension Notice form will be filled out by administration indicating 

misbehavior, number of in-school-suspension hours and other stipulations. 
 

3. In-School-Suspension class work should be provided to ISS Supervisor by 
individual instructors.  This can be the form of doing or re-doing modules (safety, 
rules and regulations, etc.), or other work the instructor feels important.  It should 
be a learning opportunity for students. 

 
4. Students may take restroom breaks.  The time will be designated by the 

supervisor of In-School-Suspension. 
 

5. Students should complete the classroom work plus a paper done on what 
happened and how to prevent this incident from re-occurring.   The paperwork 
should be turned into Assistant Principal, Ron Kinch. 

 
6. If assigned work is not completed or disruptive behavior occurs in the in-school-

suspension room, student may receive out-of-school suspension or have in-
school-suspension hours extended. 

 
7. If all assigned work is done effectively and there still is a period of time to serve, 

in-school-suspension students may be allowed to read selected magazines by 
administration. 
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Out-of-School Suspension 
 
Out of school suspension will be used when a student is, in the judgment of an 
administrator, engaging in verbal or physical harmful behavior to people or property. 
 
Procedures 
 
After deciding that a student should be excluded (out of school suspension) for a period 
of time the administrator will 
 

1. notify the parent by phone, followed up with written documentation 
2. notify the instructor of the class the student is in 
3. notify the student's JACC counselor 
4. notify the student's home school 

 
The letter will indicate that the student will only be given consideration for re-entry into 
JACC class after a parent conference.  This student may or may not be put on a 
behavioral contract at this time. 
 
 
Expulsion  (Board approval) 
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 ***DRUGS*** 
 
Drugs or students using drugs can be a problem if we neglect to watch for signs given 
by these students.  These signs will vary greatly due to the type of drugs a student is 
using.  Getting to know the student will help.  Watch for some of these signs:  bored, 
sleepy, nervous, high-strung, sudden changes in behavioral conduct to the good or bad, 
a change in attendance, discipline, academic and physical performances.  A drug 
abuser often becomes indifferent to his/her appearance and health habit. 
 
An administrator should be alerted as  soon as there is any hint of a student being 
involved with drugs. 
 
 
 ***USE/POSSESSION OF INTOXICATING SUBSTANCES*** 
 
The use or possession of drugs and intoxicating substances is strictly prohibited at 
Jackson Area Career Center and on all JCISD property.   
 
Under the Influence - Any individual exhibiting inappropriate behavior that may be drug 
induced will: 
 

1. Be isolated from other students and equipment. 
 

2. Parent/Guardian will be contacted by an administrator. 
 

3. Home school will be notified by an administrator. 
 
Possession 
 

1. An administrator will be notified. 
 

2. The student will be requested to voluntarily surrender the suspected substance to 
the instructor and/or administrator.  If not voluntarily surrendered, law 
enforcement authorities may be called. 

 
3. The student's parent/guardian will be notified.  The home high school principal 

may be notified by the concerned Career Center administration. 
 

4. If the suspected substance is surrendered, it will be analyzed and if found to be 
an illegal substance, a referral to substance abuse treatment program may be 
made for counseling interview prior to returning to class. 

 
5. In the first offense, substance and name of individual will be turned over to the 

police or a petition filed by school authorities if the individual is a juvenile. 
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6. No action (suspension or removal from class) will be undertaken that might 
prejudice the pupil's or state's right to a fair hearing. 

 
7. If the pupil is found innocent, no further action will be taken. 

 
8. If a pupil is removed from class he/she may be readmitted upon demonstration of 

enrollment in an acceptable rehabilitative program. 
 
 

***TOBACCO USE*** 
 
The use of tobacco is prohibited on or in all District property at all times.   
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 ***STUDENT GRIEVANCE PROCEDURE*** 
 
While it is recognized that student responsibilities are a vital part of the Career Center 
and the community it serves, it is also important to note that every student has personal 
as well as equal rights on issues pertaining to school related matters.  Included in these 
rights are: 
 

The elements of due process shall be guaranteed to students in all grievances 
and disciplinary proceedings.  If a student feels that he/she has been 
discriminated against, has been dealt with in an unfair fashion regarding 
disciplinary proceedings, has been discriminated against due to age, sex, race 
or any other infringement of their constitutional rights that student is to report to 
his/her Career Center counselor and state their grievance.  The counselor will 
assist the student in filling out a student grievance form which will summarize 
the grievance and explain the relief sought by the student. The counselor will 
take this grievance to the administrator of the student's program.  If the 
grievance is not resolved at this level, it will be taken to the Career Center 
principal and, if necessary, the superintendent of the Jackson County 
Intermediate School District, and ultimately, if necessary, the Jackson County 
Intermediate School Board for final resolution.  This is the ladder of due 
process available to all Career Center students to address any grievances.  
Normally a student grievance is one of the four types: 

 
1. Against an action taken by a school administrator or member of the faculty. 
2. Against a fellow student. 
3. Against school property. 
4. Against a district policy effecting high school students 

 
The basic objectives of a grievance are to give a student a speedy and direct answer to 
their complaint.  An additional goal is to provide an equitable hearing to each concerned 
party.  A student, before filing a grievance shall make ever reasonable effort to confer 
with the party or source of their grievance and attempt to come to a resolution of the 
problem.  If this does not satisfy the student, they then should report to their Career 
Center counselor.  A student grievance must be filed within three (3) school days of the 
incident.  Grievance forms submitted by students must be complete and signed by the 
student lodging the grievance.  In the ladder of due process the administrator will move 
as quickly as possible to ascertain the facts and arrive at a recommendation.  However, 
each administrator will have five (5) school days to answer the grievance.  Upon receipt 
of the administrator's answer, the grievant will have two (2) school days to decide 
whether or not to continue or end the grievance.  If the decision is made to continue 
then the student will follow the ladder as described above. 
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***SAFETY GUIDELINES**** 

 
Safety Glasses 
 
All staff members, students and visitors shall wear appropriate eye protection 
equipment in the industrial areas of the building while work is in progress as stated in 
state and federal safety regulations. 
 
Students and staff members in the industrial areas shall be given a pair of safety 
glasses in September.  They shall be required to return a usable pair of safety glasses 
to their program instructor in June or pay for the glasses if broken or lost. 
 
The program instructor shall collect glasses from any student leaving the course early or 
follow up on the students that have already left the course. 
 
Eye Safety Guidelines 
 
 

1. Each student will be issued eye protection devices and is responsible for the 
glasses during the year and for returning them at the conclusion of the second 
semester. 

 
2. Damage should be reported to the instructor so repairs can be made. 

 
3. Keep glasses clean. 

 
4. Glasses are to be worn at all times.  Failure to wear glasses will bring a warning 

from the instructor. 
 

5. A second infraction of failing to wear one's safety glasses could result in a one-
day suspension.  Your home school and parents/guardians may be notified. 

 
6. A third infraction of refusing to wear your safety glasses may result in removal 

from the Jackson Area Career Center and being returned to home school. 
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Hair Control 
 

1. In areas of the building where long hair may contribute to unsafe situations such 
as Precision Machining/CAM Technology, Construction, etc., or areas required 
by law such as Culinary Arts, Early Childhood Education, etc., the program 
instructor is responsible for requiring hair to be contained in an approved safety 
net.  The program instructors determine what is an unsafe length for hair in their 
area.   

 
Programs may require the wearing by the instructor and students of a hair safety 
retainer, such as an approved safety cap net or hair net.  
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***STUDENT CLUBS*** 
 
Skills USA  
SkillsUSA is a national organization for trade, industrial, technical and health 
occupations students.  SkillsUSA offers leadership, citizenship and character 
development programs and activities to compliment skill training available in the public 
schools, career and technical training centers and community colleges.  Its programs 
help students to better prepare themselves for the labor market.  SkillsUSA emphasizes 
respect for the dignity of work, high standards in trade ethics, workmanship, scholarship 
and safety.  It promotes understanding of the free enterprise system and encourages 
development of patriotism through the practice of democracy in the club.   Students are 
motivated to learn and excel through opportunities to acquire leadership and an 
understanding of the democratic process, to work together to improve school and 
community, and to receive individual recognition for both skill and leadership 
achievement.  In the early fall you will be contacted by memo receiving information on 
how students can join SkillsUSA.  One-half hour meetings are generally held during 
each shift. 
 
BPA (Business Professionals of America) 
The Jackson Area Career Center sponsors a local BPA which is open to all students in 
the Computerized Business Cluster.  Members of this club have the opportunity to 
compete at local, regional, state and national levels.  The competition test skills taught 
in the Computerized Business Cluster. 
 
FFA 
The FFA Organization was chartered by an act of Congress in 1950.  Its purpose is to 
develop agricultural leadership, cooperation and citizenship.  Membership is comprised 
of students in agriculture and horticulture programs nation-wide. 
 
DECA (Distributive Education Clubs of America) 
DECA is a student-centered organization whose program of leadership and personal 
development is designed specifically for students enrolled in marketing education.  Any 
student enrolled in Financial Services Marketing or Sales and Marketing Management is 
eligible for membership in DECA. 
 
HOSA (Health Occupations Students of America) 
HOSA is a student organization involving students from the Health Sciences Cluster.  
Opportunities are available to compete at local, regional, state and national levels. 
 
National Career and Technical Honor Society 
 
Guidelines and criteria have been established state-wide for participation in this 
program.   
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First Robotics 
 
This is a student organization involved students with an interest in the 
engineering/manufacturing area.  Students building a robot during a 6-week period. 
 

 
 ***STUDENTS CARS/DRIVING*** 

 
In cases where local school districts provide bus transportation we strongly urge 
students to ride the school bus.  However, student driving and parking is permitted at 
the Career Center provided the following procedures are abided by: 
 
1. Permission of local district principal or designee. 
2. Must abide by all posted speed limits and parking lot rules. 
3. No loitering in parking lot area or in cars. 
4. No smoking in parking lot area or in cars or on any school property. 
 
 ***STUDENT ILLNESS*** 
 
If a student becomes ill during class, staff members should contact the appropriate 
counselor.  The Career Center counselor will make a determination as to whether or not 
that student should go home.  If a counselor is not available, contact the main.  If they 
determine the student should go home, the counselor/administrator will contact the 
parent and make arrangements for the student to be picked up.  If it is necessary for the 
student to depart, when they are picked up by the parent, the student must stop by the 
main office to sign out. 
 
 ***STAFF MEMORIAL STUDENT FUND*** 
 
The Paul L. Smith Memorial Student Fund has been established by the staff of the 
Jackson Area Career Center.  Money in this fund is for the purpose of helping meet 
some of the various emergency needs of Career Center students that arise during the 
school year.  The fund is administered through administration and a sub-committee of 
the Building Committee. 
 
 ***TELEPHONE USE*** 
 
Every room in the Jackson Area Career Center is equipped with an in-house phone.  
This phone shall be used for all inter-room phone calls -- all long distance calls through 
the switchboard will be monitored as to destination and from where the phone call was 
made.  Student should not use phones for other than curriculum related activities. 
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 ***TAKING A STUDENT INTO CUSTODY*** 
 
1. Students may not be released to law enforcement authorities voluntarily by school 

officials unless the student has been placed under arrest or unless the parent, 
guardian or representative and the student agree to the release.  Administrators 
shall make reasonable objections to law enforcement authorities who attempt to 
remove students from school without placing them under arrest or without the 
acquiescence of the parent, guardian or representative and the student.  When 
students are removed from school for any reason by law enforcement authorities, 
every reasonable effort will be made to contact the student's parents, guardian or 
representative immediately.  Such effort shall be documented.  Whenever a student 
is removed from school without an arrest being made, or without acquiescence of 
the parent, guardian or representative and the student, the administrator shall 
immediately contact a superior of the law enforcement officers involved and make 
objection to the removal of the student.  The superintendent's office shall be notified 
immediately of any removal of a student from school by law enforcement officers 
under any circumstances. 

 
2. The principal shall make reasonable efforts to persuade law enforcement officers 

not to make arrests or take students into custody on school premises.  Whenever 
the need arises to make arrests or take students into custody on school premises, 
the principal should make reasonable efforts to persuade the law enforcement 
officer to utilize a non-uniformed officer in making the arrest.  Where it is necessary 
to take a student into custody on school premises, and time permits, the law 
enforcement officer shall be requested to contact the school principal and relate the 
circumstances necessitating such action.  When possible, the principal shall have 
the student summoned to the principal's office where the student may be taken into 
custody. 

 
3. When a student has been taken into custody or arrested on school premises 

without prior notification to the principal, the school staff present shall encourage 
the law enforcement officers to notify the principal of the circumstances as quickly 
as possible.  In the event that the officers decline to notify the principal, the school 
staff members present shall immediately notify the principal. 

 
Disturbance of School Environment 
1. Law enforcement officers may be requested to assist in controlling disturbances of 

the school environment which the principal or other school administrator has found 
to be unmanageable by school personnel, and which has the potential of causing 
harm to students and other persons, or to property.  Such potential of possible 
harm includes members of the general public who exhibit undesirable or illegal 
conduct on school premises or at a school event held on school property and who 
have been requested to leave by an administrator, but have refused or failed to do 
so. 
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STUDENT GUIDELINES FOR CERTIFICATION FEE REIMBURSEMENT 

 
On 4/19/01 the Board of Education approved the reimbursement of fees students pay to 
take certification tests related to their JACC class.  Students must take the licensing or 
certification test the first time within six months of completion of the program 
requirements.    

 
PROCESS 

 
1. Student works with instructor to schedule test to be taken. 
2. Test is paid for 100% by the student. 
3. After taking the test, student fills out the reimbursement form and return to 

appropriate secretary with a copy of test results.  
 

PAYMENT INFORMATION 
 
Student will be reimbursed as follows: 
 

• 100% of fee reimbursed if student passes the test on first attempt 
• 50% of fee reimbursed if student fails the test on first attempt 
• 25% of original fee reimbursed if student passes the test on second attempt 
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 PROCEDURES FOR COOPERATIVE EDUCATION/CAPSTONE EXPERIENCE  
 

1. An initial on-site evaluation must be conducted by the work-based learning 
coordinator with all employers before a student is allowed to work at that 
establishment.  Coordinator must fill out the initial on-site form to be placed on 
file in the placement office. 

 
2. A typed and signed training agreement is a requirement for a cooperative 

education student and must be approved by the Instructor before a student is 
considered to be on a capstone experience.   The student must have completed 
at least 6 of the 12 program/curriculum segments.   A training agreement takes 
the place of a work permit.  Employment is not legal until a copy of the training 
agreement is on file with the employer.  A training agreement must be completed 
by the instructor for each student out on any work situation.  Approval by the 
instructor indicates the following: 

 
a. Training agreements will be written for a period not to exceed one school 

year.  If it is in the best interest of the student and employer - a new 
training agreement will be written for summer co-op placements and will 
be signed by the parent, employer, student and the instructor/coordinator.  
Regardless of how the student gets the job, he/she is not on co-op until 
the training agreement is approved and signed. 

b. The top copy (white) of the training agreement will be forwarded to the 
career prep consultant. 

c. The instructor, student/parent, employer and local school administrator will 
receive a copy of the training agreement.  The employer’s copy of the 
training agreement will have the student’s training plan attached to it.  
(Instructor/coordinator maintains the original copy of the training 
agreement and training plan). 

 
3. All co-op students will be placed in a workstation directly related to their career 

and technical training program. 
 

4. Work-based learning coordinator must personally visit employers a minimum of 
once every nine weeks.  Employer visit reports are updated monthly and filed 
with placement records. 

 
5. Instructors will schedule the student on the capstone experience into the Career 

Center for a minimum of one day a week and not more than 4 days a week. 
 

6. A written evaluation by the employer on each capstone experience student must 
be obtained every marking period by the work-based learning coordinator. 
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7. If a situation ever arises where a student is fired, the work-based learning 

coordinator who is monitoring that student must visit the employer immediately.  
The coordinator should try to find out the reason for dismissal from the student 
and the employer, and if the two stories conflict, a conference should be 
arranged with the student, employer and instructor.  Depending on the 
circumstances, a student may receive an “E” for the employability grade, a 
reprimand, may be withdrawn from co-op, or under unusual circumstances, the 
student may be placed on another job.  In all student firings and quitting, a 
Termination Notice should be obtained by the coordinator. 

 
8. Attendance will be kept on all co-op students. 

 
a. If the student is absent from their assigned workstation, the student is to 

be marked absent in the instructor’s attendance record for that day. 
Students must call their instructor and employer when absent. 

b. Students who are on a capstone experience are required to attend their 
Career Center class a minimum of one day per week.  If a student misses 
two designated days back to his/her classroom in a 9-week period, they 
will be placed on a contract or terminated from their job. 

c. Capstone students must bring their signed Time Sheet to their weekly-
designated class.  The work-based learning coordinator will maintain a file 
of these timesheets for the entire year. 

 
9. An employer must have, and provide proof of, Worker’s Disability Compensation 

and/or Liability insurance before a student is placed on co-op.  
  

10. If a capstone student is no longer working, a Termination Notice will be 
completed by the work-based learning coordinator. 
 

11. If a capstone student misses work for an extended period of time due to illness or 
other extenuating circumstances, the Instructor must report this to the 
administrator. 
 

 
 
*December / January reports will be combined. 
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***CRISIS MANUAL BOOK*** 
 

Each classroom has a Crisis Manual Book which includes emergency and crisis plans 
and  procedures.   It is imperative that each staff person has knowledge of the 
whereabouts and contents of this handbook.  
 
 
 
Following this page is a list of topics that need to be covered by job position.   Directions 
will be given to access this information in addition to PD time awarded that you must put 
into AESOP. 
 
 

BOARD POLICY INFORMATION 
 
This handbook refers to some specific policies regarding day-to-day operations; 
however, it is not all inclusive. It is the responsibility of all employees to be 
knowledgeable of JCISD Board Policies.  These policies are available on line at 
www.jcisd.org.  Once on the web site select “About Us” tab and the “Board of 
Education” from the drop down menu and then select Board Policies from the list of 
items on the left hand side of the screen.  
 

http://www.jcisd.org/
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2015/2016 SCHOOL YEAR SIGN OFF FORM 
 
My signature below indicates I have received directions for accessing JACC staff 
handbook on line and that I understand I am responsible for all policies and procedures 
outlined in the staff handbook.  
 
SIGNATURE                                                                      DATE                            
 

****************** 
See the attached sheet for required training. 
 
PD time for training topic should be entered into AESOP at the completion of all items.   
Note the total PD time for each topic listed below.   When all training is completed on 
GCN, print certificate, and when staff meeting topics are presented, sign this sheet and 
turn both items into Delinda.  If you are using completion of highlighted training (on 
sheet attached) from last year, please turn in this certificate also.  Put the entire PD time 
in as one entry in AESOP as instructional delivery PD (of items completed this year).   
Those items presented at a staff meeting only need to be completed through the GCN 
training if you are not in attendance at staff meeting training was presented.   
 
My signature below indicates I have completed all required beginning of the year raining 
modules. 
 
SIGNATURE                                                                      DATE                                      
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TOPIC 

 
 

PD TIME 

INSTRUCTORS/ 
CONSULTANTS/ 
COUNSELORS 

 
 

IAS 

 
 

MAINTENANCE 

 
 

CUSTODIAL 

 
 

SECRETARY 

 
 

ADMIN 
AED 15 minutes Staff Mtg Staff Mtg Staff Mtg Staff Mtg Staff Mtg Staff Mtg 
Bloodborne Pathogen 20 minutes Staff Mtg. Staff Mtg. Staff Mtg. Staff Mtg Staff Mtg Staff Mtg. 
Computer Use 15 minutes GCN GCN GCN GCN GCN GCN 
Copyright 1 25 minutes GCN N/A N/A N/A GCN GCN 
Diabetes 15 minutes Staff Mtg. Staff Mtg. N/A N/A N/A Staff Mtg 
Epi Pen 10 minutes Staff Mtg. Staff Mtg. Staff Mtg. Staff Mtg Staff Mtg. Staff Mtg. 
FERPA 20 minutes GCN GCN GCN GCN GCN GCN 
Fire Extinguisher 10 minutes Staff Mtg Staff Mtg Staff Mtg. Staff Mtg. Staff Mtg. Staff Mtg. 
FOIA-MI 15 minutes GCN N/A N/A N/A GCN GCN 
Forklift Safety 20 minutes N/A N/A GCN GCN N/A N/A 
Hazard Communication 30 minutes GCN GCN GCN GCN GCN GCN 
HIPPA 25 minutes N/A N/A N/A N/A N/A GCN 
Per. Protective Equip. 25 minutes N/A N/A GCN GCN N/A N/A 
Seizures 10 minutes Staff Mtg. Staff Mtg. Staff Mtg Staff Mtg. Staff Mtg. Staff Mtg. 
Sexual Harassment 20 minutes GCN 

NEW STAFF 
GCN 
NEW STAFF 

GCN 
NEW STAFF 

GCN 
NEW STAFF 

GCN 
NEW STAFF 

GCN 
NEW STAFF 

 
 
 
NOTE:   For returning staff – items “in bold” -  if you can print your GCN certificate from last year showing training 
completion, you do not need to complete this training this year.   
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