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ANNUAL NOTIFICATION TO STUDENTS — FAMILY EDUCATION RIGHT AND PRIVACY ACT

The Family Educational Rights and Privacy Act (FERPA) afford eligible students certain rights with respect to their
education records. (An “eligible student” under FERPA is a student who is 18 years of age or older or who attends a
postsecondary institution). These rights include:

e The right to inspect and review the student’s education records within 45 days after the day MCCTC Adult
Career Center receives a request for access. A student should submit to the Adult Career Center office a
written request that identifies the record(s) that student wishes to inspect. The school official will make
arrangements for access and notify the student of the time and place where the records may be inspected.

e The right to request the amendment of the student’s education records that the student believes are
inaccurate, misleading, or otherwise in violation of the student’s privacy rights under FERPA.

e Astudent who wishes to ask the school to amend a record should write the Adult Career Center Director
clearly identifying the part of the record the student wants changed and specify why it should be changed.

e [f the school decides not to amend the record as requested, the school will notify the student in writing of the
decision and the student’s rights to a hearing regarding the request for amendment. Additional information
regarding the hearing procedures will be provided to the student when notified of the right to a hearing.

e The right to provide written consent before the school discloses personally identifiable information (PII) from
the student’s education records, except to the extent that FERPA authorizes disclosure without consent.

e The school discloses education records without a student’s prior written consent under the FERPA exception
for disclosure to school officials with legitimate educational interests. A school official is a person employed
by MCCTC Adult Career Center as an administrative, Directory, academic, research, or support staff position;
a person serving on the board of trustees; or law enforcement unit personnel and health staff. A school
official has a legitimate educational interest if the official needs to review the education record in order to
fulfill his or her professional responsibilities for MCCTC Adult Career Center.

e The right to file a complaint with the U.S. Department of Education concerning alleged failures by MCCTC
Adult Career Center to comply with the requirements of FERPA. The name and address of the Office that
administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202

Disclosure without Consent

FERPA permits the disclosure of Personally Identifiable Information from students’ education records, without consent
of the student if the disclosure meets certain conditions found in 99.31 of the FERPA regulations. Except for
disclosures to school officials, disclosures related to some judicial orders or lawfully issued subpoenas, disclosures of
directory information, and disclosures of the student, 99.32 of FERPA regulations requires the institution to record the
disclosure. Eligible students have a right to inspect and review the record of the disclosures. A postsecondary
institution may disclose PIl from the education records without obtaining prior written consent of the student -

e To other school officials, including teachers, within MCCTC Adult Career Center whom the school has

determined to have legitimate educational interests;

e To officials of another school where the student seeks or intends to enroll, or where the student is already

enrolled in the disclosure is for purposes related to the student’s enrollment or transfer;

e To authorized representatives of the U.S. Comptroller General, the U.S. Attorney General, the U.S. Secretary

of Education, or State and local educational authorities;

e In connection with financial aid for which the student has applied or which the student has received, if the
information is necessary to determine eligibility for the aid, determine the amount of the aid, determine the
conditions of the aid, or enforce the terms and conditions of the aid;

To accrediting organizations to carry out their accrediting functions;

To parents of an eligible student if the student is a dependent for IRS tax purposes;

To parents if a health or safety emergency involves their son or daughter;

To appropriate officials in connection with a health or safety emergency;

To comply with judicial order or lawfully issued subpoena;

Information the school has designated as “directory information.” MCCTC directory information includes:

name, program of study, attendance dates, honors/awards, and photo. To “opt out” of directory information,

the student must complete the appropriate section of the “Adult Student Consent to Release Records” form

or notify the ACC in writing within seven (7) days of program start date;

e To parents of a student regarding the student’s violation of any Federal, State, or local law, or of any rule or
policy of the school, governing the use or possession of alcohol or a controlled substance if the school

determines the student committed a disciplinary violation and the student is under the age of 21.
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ADDENDUM B: FACILITY EQUIPMENT AND GENERAL COURSE DESCRIPTIONS 1

Eric Hoffer said, “In times of change learners inherit the earth; while the learned
find themselves beautifully equipped to deal with a world that no longer exists.”

In an ever changing society, we need to be learners, perpetually growing our sKills
for an adapting world.
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WELCOME

The members of the faculty, staff and administration welcome you to the Ohio Technical Center, MCCTC Adult Career
Center. As you pursue your occupational and academic study through the Adult Career Center (ACC), we will do
everything possible to help you achieve your career goals. We hope you will take advantage of the many educational
opportunities available to you, and that your career and technical experience will be successful.

We have high expectations for you. This catalog is intended to serve as your guide throughout your new and exciting
journey. We expect you will commit to your studies and strictly adhere to the attendance requirements and the
procedures outlined in this catalog as you meet new challenges and make new friends. We recommend that you read
and become familiar with the information presented in the following pages. Please keep this catalog for your future
reference.

MISSION STATEMENT

As a premier educational center, the mission of MCCTC is to create lifelong learners through dynamic, relevant
curriculum that encompasses advanced technology, rigorous academics, college credit options, industry credentials
and strategic partnerships.

ADULT CAREER CENTER PHILOSOPHY
The purpose of the Adult Career Center Mahoning County Career and Technical Center (MCCTC) is to meet the needs
of local workers and the interests of the community through:

e Technical Career Training

e Professional Development

e Special Interest Classes

e Customized Business Training Opportunities

The Mahoning County Career and Technical Center is proud to partner with a wide range of area business, educators
and organizations to provide the most current information to our adult students. All equipment and accommodations
belong to the MCCTC School District and are equally shared among all students regardless of age.

COMPLIANCE WITH FEDERAL LEGISLATION

The Board of Education, Mahoning County CTC is an equal opportunity employer and does not discriminate on the
basis of race, color, national origin, religion, sex, disability, or age in its employment policies, personnel practices or
educational programs and provides equal access to the Boys Scouts and other designated youth groups. The
following person has been designated to handle inquiries regarding the non-discrimination policies: Mara Banfield,
MCCTC, 7300 N. Palmyra Road, Canfield, OH 44406-9710; Phone: 330-729-4000.

ACCREDITATIONS, PROGRAM APPROVALS AND STUDENT COMPLAINT PROCEDURE

MCCTC Adult Career Center is accredited by the Accrediting Commission of Career Schools and Colleges (ACCSC). The
Accrediting Commission of Career Schools and Colleges is a recognized accrediting agency by the U.S. Department of
Education. Schools accredited by the Accrediting Commission of Career Schools and Colleges must have a procedure
and operational plan for handling student complaints. If a student does not feel that the school has adequately
addressed a complaint or concern, the student may consider contacting the Accrediting Commission. All complaints
reviewed by the Commission must be in written form and should grant permission for the Commission to forward a
copy of the complaint to the school for a response. This can be accomplished by filing the ACCSC Complaint Form. The
complainant(s) will be kept informed as to the status of the complaint as well as the final resolution by the
Commission. Please direct all inquiries to: Accrediting Commission of Career Schools & Colleges, 2101 Wilson
Boulevard, Suite 302, Arlington, VA 22201, Phone: (703) 247-4212. A copy of the ACCSC Complaint Form is available
at the school or a copy of the ACCSC Complaint Form is available at the school and may be obtained by contacting
complaints@accsc.org or at https://www.accsc.org/StudentCorner/Complaints.aspx

The school is designated as an Ohio Technical Center by the State of Ohio and is a member of the Ohio Department of
Higher Education.


mailto:complaints@accsc.org
https://www.accsc.org/StudentCorner/Complaints.aspx
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Programmatic Accreditation

Firefighter - Pursuant to Section 4765.55 of the Ohio Revised Code and having fulfilled the requirements set forth
Mahoning County Career and Technical Center was issued a Fire Charter to conduct fire service training in the State
of Ohio at and below the following certification levels: Volunteer Firefighter, Firefighter I, Firefighter Il, Fire Safety
Inspector and Public Safety Inspector. The current Fire Charter expires June 30, 2025. Students who meet
completion requirements may take the appropriate Fire Level exam.

EMT - Pursuant to Section 4765.17 of the Ohio Revised Code Mahoning County Career and Technical Center is
accredited to conduct Emergency Medical Services Education Programs in the State of Ohio by the Ohio Department
of Public Safety EMS for the following programs: EMR and EMT. The current Certificate of Accreditation expires on
June 30, 2027. Students who meet completion requirements may take the National Registry exam.

Copies of the school’s accreditation approval may be viewed in the Adult Career Center office upon written request.

STATE COMPLAINT PROCEDURE

A student with concerns related to administrative action or classroom situations should first work to resolve those
concerns by contacting the relevant parties involved in the conflict. Students may contact their instructor or
administrative staff for more information on the formal student complaint procedures (See Student Complaint
Procedure pg. 41).

If the student’s complaint is not resolved satisfactorily, or the complaint cannot be resolved through the institution’s
established complaint process, the student should contact the Ohio Department of Higher Education within two years
of the completion of the institution’s complaint process. A complaint form can be submitted online at
https://highered.ohio.gov/students/current-college-students/student-complaints

Ohio Department of Higher Education
25 South Front Street

Columbus, OH 43215

Phone: 614-466-600

Fax: 614-466-5866
hotline@highered.ohio.gov

According to the Ohio Department of Higher Education, submitted materials are reviewed by the Chancellor’s staff,
and, if needed, additional information is collected from the student submitting the complaint. A copy of the complaint
will be sent to the institution against which the complaint was made for response. After reviewing all materials, the
Chancellor’s staff determines what additional steps, if any, will be taken. All parties are informed in writing of the
review’s outcome. Most state complaint procedures are complete within 4-6 weeks.

COMPLAINTS NOT UNDER THE CHANCELLOR’S JURISDICTION

e Complaints filed more than two years after the incident
e Grade disputes

e Student conduct violations

e  Criminal misconduct*

e Violations of federal law*

*Complaints concerning criminal misconduct should be filed with local law enforcement.
*Complaints relating to violations of federal law should be filed directly with the federal agency having jurisdiction

over the matter.

Credit: Ohio Department of Higher Education https://www.ohiohighered.org/students/complaints
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INDUSTRY CREDENTIAL PROGRAMS
e Automotive Technology AC C S C
Medical Office Specialist
Medical Assistant Acerediting Commission of Caresr Scheols and Collages
Welding

Emergency Medical Technician (EMT) (not Pell eligible)
Firefighter Il (not Pell eligible)

ADDITIONAL INDUSTRY CREDENTIAL PROGRAMS
o  Firefighter | (not Pell eligible; Firefighter | does not fall under the scope of ACCSC institutional accreditation.)
e Fire Inspector

INDUSTRY CERTIFICATIONS
Students successfully completing requirements within the following Industry Credential Programs may sit for the
credentialing exams listed below. All industry certifications are State and/or National Certifications.

VOCATIONAL PROGRAM CERTIFICATION TEST*

Automotive TEChNOIOEY ....eeeeeericeieeeee e ASE (Automotive Service Excellence), A5 Hydraulic
Brakes, G1 Maintenance and Light Repair, A1 Engine
Repair, OSHA 10 General Industry Automotive Safety
and Health

Medical Office Specialist.....ccuevveviriieeeiiiiiirrrceee e Certified Medical Office Assistant, Certified Medical
Coding and Billing, AHA BLS Provider (CPR/AED), AHA
Heartsaver First Aid

Medical ASSISTANT ......ovviieeie e Registered Medical Assistant and Certified
Phlebotomy Technician, AHA BLS Provider (CPR/AED),
AHA Heartsaver First Aid

LA L] o 1= SR AWS D1.1 Structural Code 3G and 4G, AWS D1.1
Structural Code 6G Pipe SMAW, AWS D1.1 Structural
Code 6G Pipe GTAW, AWS D1.2 Structural Aluminum
Code or ASME Section IX Boiler and Pressure Vessel
Code 6G Pipe, OSHA 10 General Industry Safety and

Health

Emergency Medical Technician (EMT) ..coeeveeiieiiiiieeeneiieenees National Registry for Emergency Medical Technician
(EMT)

Firefighter LeVEl | ... e State Certified Firefighter Level |

Fire Fighter Level Il ... State Certified Firefighter Level I

For educational programs at Mahoning County Career & Technical Center that are designed to meet educational
requirements for a specific professional license or certification that is required for employment in an occupation, or is
advertised as meeting such requirements, successful completion of those programs would be sufficient to meet
licensure requirements in the State of Ohio. Such programs include:

e EMT

e Firefighter Level |

e  Firefighter Level I
Individual states may have additional requirements in order to seek certification/licensure in their respective state.
We advise that you contact the individual state office that oversees certification/licensure for that occupation to
inquire about all certification/licensure requirements
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HISTORY AND FACILITY

Mahoning County Career and Technical Center is centrally located and easily accessible from Route 224 in Canfield,
Ohio. Since 1972, the Adult Career Center has been committed to education through innovative career programs that
equip students for lifelong learning by transforming their passions, education, and skills to prepare them as a
professional in their chosen career field. The Center is a multi-purpose facility that addresses current training needs
of industry, creates new opportunities for employment of individuals, and promotes education as the crucial link
between the needs of community employers and area adults.

Resources at the Mahoning County Career and Technical Center include, but are not limited to:

Computer Centers Aspire Classes General Meeting Facilities
Learning Resource Center Lecture Hall Joyce Brooks Conference Center
Assessment Center

The success of an Adult Career Center program is enhanced by the strength of the career & technical education
hands-on training. The maximum number of students in typical classroom or lab settings of instruction is between
12-20 students.

Individuals who attend Adult Industry Credential Programs obtain comprehensive training that is current and
responsive to the community’s needs, guided by advisory boards comprised of professional leaders from business,
labor and industry. Curriculum is reviewed and updated on a regular basis to reflect the changing needs of business
and industry.

Career advising is available to those students who are unemployed, underemployed, or making a career change. Pre-
and post-tests are administered to measure basic skill achievement.

Assistance in the application process is available. Financial aid is available for students who qualify. Funding
sources include Federal Pell Grants and/or Direct Loans, Opportunities for Ohioans with Disabilities (OOD) funds,
Workforce Investment Opportunities Act (WIOA) funds and Veteran Gl Bill ® Benefits. (See Appendix A, Financial Aid
Procedures for more information).

Learning Resource Center activities enable students to gain a higher level of skill in reading, locating information and
math. The Financial Aid and Student Services Coordinator, Program Coordinators, and instructors provide
employability and life skills training as well as assistance to students in the job search process.

Upon successful completion of an Industry Credential Program, students receive a Career Passport which may include
a letter from the Adult Career Center Administrator, a certificate of completion stating hours attended, a transcript of
grades, a resume, and credentials earned. Some programs may include additional portfolio items based on
curriculum design.

A list of equipment utilized by students may be found in Addendum B, page B-1 of this Catalog.

SCHOOL POLICIES AND PROCEDURES STATEMENT

MCCTC Adult Career Center reserves the right to change or add to any of the school policies, rules or procedures
whenever deemed necessary. All changes will be posted prior to their enforcement. This Student Consumer Catalog,
in its entirety, can be accessed on line at https://mahoningctc.com/adult-career-center/about/. In addition to the
policies and procedures printed in this catalog, the Adult Career Center adopts the policies and procedures set forth
by the MCCTC District, including the School Emergency Procedures and Safety-Security Reference Plans.
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SCHOOL CALENDAR/ HOLIDAY BREAKS
*Scheduled breaks may vary by program

September 2, 2024......oo i Labor Day

November 27 — 28, 2023......coiivceerriieereeeee e Thanksgiving Break (May Vary: Please See Schedule;
Thanksgiving Day observed for all programs)

December 23, 2023 - January 1, 2025................ Winter Break (May Vary: Please See Schedule; Christmas
Day & New Year’s Day Observed for all programs)

January 20, 2025......eeeeecreee e Martin Luther King, Jr. Day

February 17, 2025 e e e President’s Day

ApPril 21, 2025 ... Spring Break (May Vary: Please See Schedule)

May 26, 2025.....ccceeeeeerieeeereeeeceee e e Memorial Day

JUIY 4, 2025 ... et Independence Day

AUTOMOTIVE TECHNOLOGY

Total Class Hours: 700

Dates: 08/05/24 - 06/25/25 Days/Times: M, T, W, Th 6:00 p.m. - 10:00 p.m.

MEDICAL ASSISTANT

Total Class Hours: 945
Dates: 09/03/24 - 06/12/25 Days/Times: M, T, W, Th

8:30 a.m. - 3:30 p.m.

MEDICAL OFFICE SPECIALIST

Total Class Hours: 740
Dates: 09/03/24 - 06/12/25 Days/Times: M, T, W, Th

8:30 a.m. - 3:30 p.m. (will vary)

WELDING

Total Class Hours: 760

Dates: 09/03/24 - 06/19/25 Days/Times: M, T, W, Th 5:00 p.m. - 10:00 p.m.

EMERGENCY MEDICAL TECHNICIAN (EMT)
Total Class Hours: 172

Dates: 09/04/24-12/16/24 Days/Times: M, W 6:00 p.m. - 10:00 p.m.
Sa 9:00 a.m. - 5:00 p.m.

Dates: 01/27/25-05/10/25 Days/Times: M, W 6:00 p.m. - 10:00 p.m.
Sa 9:00 a.m. - 5:00 p.m.

FIREFIGHTER |

Total Class Hours: 184
Dates: 08/21/24-11/23/24

Dates: 01/22/25 - 04/26/25

FIREFIGHTER 1l

Total Class Hours: 84
Dates: 09/05/24-11/05/24

Dates: 03/06/25-05/06/25

SCHOOL CLOSING

Days/Times: M, W

Sa
Days/Times: M, W
Sa

Days/Times: T, Th
Su

Days/Times: T, Th
Su

6:00 p.m. - 10:00 p.m.
8:00 a.m. - 5:00 p.m.
6:00 p.m. - 10:00 p.m.
8:00 a.m. - 5:00 p.m.

6:00 p.m. - 10:00 p.m.
8:00 a.m. - 5:00 p.m.

6:00 p.m. - 10:00 p.m.
8:00 a.m. - 5:00 p.m.

Occasionally school will be closed due to weather conditions or other emergency situations. If it becomes necessary
to cancel adult classes, refer to your local television and radio stations for announcements. Instructors may
use a phone call list to inform students of class adjustments. Check with your instructor. The Adult Career Center
office will not call individual students with closing information. Notification will be sent via email and a campus
messaging platform regarding school closing, cancellations and emergencies.
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Additionally, day school closing often does not necessitate closing the building for evening classes. Listen to your
radio/television for Adult Career Center updates. If inclement weather makeup days/hours are necessary, the lead
instructor will notify the students of the makeup schedule in a timely manner.

PROGRAM CHANGES/CANCELLATIONS
The Adult Career Center reserves the right to cancel, discontinue, postpone, or combine classes. In the event of a
canceled course, students will be notified by mail or phone.

SCHEDULED MAKEUP DAYS
Each program will have designated makeup days scheduled on their calendar in each payment period. The

designated makeup days are put in place to make up class seat time in the event of a temporary school or program
closure at any point during the payment period. Students are expected to be available for class on these dates.
Students will be notified if the makeup day is deemed necessary prior to the scheduled date.

PARKING

Students are permitted to park anytime in the North lot (by the greenhouses, fourth driveway off of N.
Palmyra Road from Route 224) or after 3p in the South lot (first driveway off of N. Palmyra Road closest
to Route 224) and enter through Door 1. There is no parking in the fire lanes leading to each shop area at any
time. Fire lanes are for emergency vehicles only. Parking is not permitted in the grass. Parking is available in lots and
at the front of the school for persons with disabilities in designated areas for those students displaying appropriate
identification in their vehicle. The school assumes no responsibilities for loss, or damage to student’s personal
property, for any damage to any car, for loss by theft of any vehicle, or for any of its contents in or adjacent to school
property.

VISITORS

The Adult Career Center welcomes visitors to its facility. Visitors must obtain authorization from administrative staff
prior to their visit in order to enter the building. All visitors must enter the building using the school’s main entrance,
Door 1, and must present a valid State ID at the Main Office. The school will keep a daily log of visitors, as to name,
date, time in/out, and reason for visits. All school personnel have the right to exclude uninvited or unauthorized
persons from the school premises. Students are not permitted to bring visitors or children to attend class or to wait on
school property for the student. For reasons of safety, no visitor may confer with an Adult Career Center student in
school without permission from the Adult Career Center office.

The ACC holds periodic open houses for the public. Civic groups, organizations, clubs and business groups are
encouraged to visit the school. Special arrangements may be made by calling the Adult Career Center office.

TOBACCO/SMOKING, VAPING-FREE CAMPUS

No use of tobacco products, including cigarettes, smokeless tobacco, and electronic cigarettes, is permitted within
the facilities or on the property of Mahoning County Career and Technical Center at any time. “Property” means the
school’s facilities “curb to curb,” including buildings, grounds, adjacent sidewalks, parking lots/driveways, school
owned vehicles, and individual owned vehicles parked on MCCTC property. Individuals found violating this policy are
subject to fines by the Canfield Police Department.

HEALTH POLICY

Each student must accept responsibility for his/her own health. High levels of physical, mental, and emotional health
are important factors which correlate directly to student academic achievement. All appointments with private
physicians or at a clinic must be scheduled so as to avoid conflict with classes and clinical experience.

Since students are not employees of the Mahoning County Career and Technical Center, they are not entitled to
Workers Compensation benefits. The student will be financially responsible for any medical treatment received while
a student. Based on this, it is strongly recommended that students carry adequate medical insurance.

It is required that any illness or injury occurring while in attendance at MCCTC or an externship site be reported
immediately to a member of the MCCTC Adult Career Center faculty.
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VOTER REGISTRATION

Students are encouraged to register to vote and to keep their address up-to-date with the board of elections. This can
be done on-line at https://www.sos.state.oh.us/elections/voters/or through the link on our website at
https://mahoningctc.com/adult-career-center/financial-aid-information/. Prospective students receive a paper copy
of the Voter Registration and Information Update Form at an Information Session/Open House/ or Orientation Event.
Students may pick up an additional paper Voter Registration and Information Update Form in the Adult Career Center
office. Completed form should be mailed to: Secretary of State, P.0O. Box 2828, Columbus, OH 43216-2828.

RESPONSIBILITY OF PERSONAL PROPERTY

MCCTC assumes no responsibility or liability for theft, damage, or loss of money, valuables, or other personal property
of any student or guest caused by fire, water, other causality, neglect or the actions of a third party that occur on
school property or at school related events.

CONTENT DISCLAIMER
Although every effort is made to ensure the accuracy of the information contained in this Catalog, MCCTC is not be
responsible for any errors or omissions and reserves the right to make changes without notice.

End of Section |
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LEARNING RESOURCE SYSTEM

MCCTC Adult Career Center is committed to assisting students in the pursuit of their academic and career goals. As
such, we strive to provide effective programs and support services to enhance the student learning experience. The
Learning Resource System consists of the Learning Resource Center, resources for preparing for post-secondary
academic classes, technology access, study tools, project research tools, career readiness & employment research
tools, accessibility services, and referral of outside support services.

LEARNING RESOURCE CENTER

The Learning Resource Center, provides a classroom setting that allows students to receive individual tutoring and
assistance in relation to classroom assignments such as writing, math and reading skills. For completion of
classwork, the Center is also available to students for open study time, research, computer access or group work.

Access to the Learning Resource Center is available before, during and after class hours. Research materials are
available in the Center as well as in individual program classrooms. The Center is equipped with computers with
Microsoft Office programs and internet capability for research projects. Students may utilize the Center’s computers
for access to online learning resources including but not limited to the Mahoning County Public Library, Learning
Express Library, WIN Learning, and Khan Academy.

ASPIRE classes will be available prior to the start of Career Training Programs to assist students needing additional
help in reading, math, or language before entering a training program. If reinforcement is needed, students will be
admitted into a program only after successfully completing prerequisite requirements.

TUTORING POLICY

Tutoring services are available to all current and potential students at the MCCTC Adult Career Center. These services
are available Monday- Friday, on-site, and must be scheduled with a Student Success Coach in advance. Walk-ins will
not be accepted unless a designated drop-in time has been established by the institution.

e Tutoring Services must be scheduled at least 24 hours in advance. Appointment times may vary and are
dependent upon the schedule of our tutors.

e Tutoring sessions may be scheduled for no more than 2 hours per session.

e  Our Student Success Coach commits to responding to all email communication within 48 hours of receipt.
This individual will not be responsible for communicating with students during the weekend or during holiday
breaks.

e [f the student is not present within 15 minutes after their tutoring session was scheduled to begin, the
tutoring session will become a “No-Call-No Show” and will need to be rescheduled for a later date, following
the 24 hour scheduling rule.

e Qut of respect for our staff members’ time, students may not push their appointment times to later in the
day.

In the event that a student is unable to attend their scheduled appointment:

e Students must contact the Student Success Coach directly by email, OR call the Adult Career Center
Business Office (330)729-4100 to officially cancel their appointment.

e Cancelations should be made at least 12 hours in advance, except in the case of an emergency.

e Failure to show for a designated appointment time, will result in “strike” to your record.

o After two (2) “strikes,” a student will no longer be permitted to utilize tutoring services.

CAREER READINESS

All Career Training Programs include a Career Readiness course to help students understand the soft skills and
employability skills identified by our business and industry partners as skills needed for successful, long-term
employment. Students are provided with career and academic advising and preparation for employment search
including resume building, cover letter writing, and interviewing practice.

Instructors are expected to hone student employability skills over the course of the program and serve as mentors for
students as they navigate through both their academic and professional careers.

Resources for career preparation are available to instructors and students through the Learning Resource Center.
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SUPPORT SERVICES

Referral of support services, based on the needs of the student, includes but is not limited to financial need,
counseling, and other needs. Students may consult with the Financial Aid and Student Services Coordinator or any
staff on the need for information and assistance from community resources. Continued guidance and communication
with staff is an integral part of developing career, educational and personal goals for the students.

Adult Career Center students in need of counseling services may be referred to local mental health agencies.

PLACEMENT ASSISTANCE SERVICES

Although student employment is the goal of the Adult Career Center for all its graduates, employment upon program
completion is not guaranteed. Placement Assistance Services are available to all students who complete a Career
Training Program at MCCTC and receive a Career Passport. Students are to maintain an active role in acquiring
employment in their related career field. Instruction is provided to assist job seekers in finding related employment.
The Career Readiness course provides students with skills in locating available jobs, preparing for interviews, and
producing resumes that clearly define the applicant's qualifications and objectives. Each student is responsible for
developing a resume for the placement file and Career Passport prior to completing his/her training program and for
providing a current address and telephone number before and after leaving school.

To continue assistance following graduation, the Adult Career Center must have current student information to
maintain contact.

When a student obtains employment, either during training or following completion, the student is requested to
provide the following information to the program instructor: employer name, address and phone number, immediate
Director, job title, hourly wage and hours per week, and start date.

Throughout the year, students who completed or withdrew during the previous 12-month period are contacted by
mail, phone or email to determine current employment status. Students will be asked to complete an information-
sharing form at the time of orientation so that post-program employment can be tracked through state employment
records.

Placement data for past graduates is available on our Adult Career Center website at https://mahoningctc.com/adult-
career-center/consumerinfo/, in the Adult Career Center office, and in this catalog following the descriptions of our
Industry Credential Programs.

AUXILIARY AIDS AND SERVICES FOR STUDENTS WITH DISABILITIES

In compliance with Section 504 of the Rehabilitation Act and Title Il of the Americans with Disabilities Act, MCCTC
does not discriminate against individuals in any protected class, including those individuals with an identified
disability. As such, MCCTC shall work to provide persons with disabilities equal opportunity for participation through
appropriate auxiliary aids and services.

U.S Department of Education, Office for Civil Rights Guidance:

As required under Section 504 and Title Il, post-secondary institutions must offer students with disabilities with
appropriate academic modifications, auxiliary aids and services to provide the individual with a disability an equal
opportunity to participate in the institution program (U.S DOE, 2020).

MCCTC is responsible for making appropriate non-personal auxiliary aids available for general classroom use, unless,
provision of the aid would cause undue burden to the institution. (U.S DOE, 2020).

MCCTC is not responsible for providing personal services relating to individual academic activities. A student with a
disability in need of a personal attendant or individually prescribed device holds the responsibility of acquiring and
paying for those services (U.S DOE, 2020).

References:
U.S Department of Education. (2020, January 10). Auxiliary Aids and Services for Postsecondary Students with Disabilities. Retrieved
December 14, 2020, from https://www2.ed.gov/about/offices/list/ocr/docs/auxaids.html
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Requesting Auxiliary Aids and Services:

Any student or staff member wishing to request auxiliary aids or services must submit a request form to the Adult
Career Center Business Office along with documented proof of disability (See Request for Auxiliary Aids and Services
form for details). Requests will not be granted without sufficient documentation.

Upon receipt of your request, the Student Services Department will review all documentation. All accommodation
requests are reviewed to determine if their access will provide the student with a documented disability an equal
opportunity to participate in program activities. As such, specific auxiliary aids and service requests are not
guaranteed if they are deemed inappropriate for the circumstance in review.

Testing and credentialing agencies operate separately from MCCTC. If the use of auxiliary aids or services are
approved through MCCTC, students may still need to request for the use of these accommodations on a Certification
Exam through another agency.

End of Section Il
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ADMISSION REQUIREMENTS
All industry credential students must have completed secondary education (high school* or equivalent) prior to
admission. Class size is limited and students are enrolled on a first-come, first served basis. Completion of
necessary paperwork determines the date of enroliment. Students are required to attend a scheduled Informational
Session and Orientation and meet the following program prerequisites prior to beginning class:
e Achieve the required score in basic sKills tests covering math, and/or reading or attain provisional
requirements (see Industry Credential Program Details section of this catalog for required levels.);
e Complete any other program prerequisites as stated in the course outlines.

High School Evaluation Information and Foreign Diplomas

If the US DOE or the school questions the validity of the high schools’ credentials, the institution will first check the
“Unacceptable Proof of Graduation” list. If the high school is on that list it will be judged as unacceptable. If it is not
on that list but the institution still questions the validity of the high school credential we will ask for a transcript from
the high school showing classes completed and passed. If the Adult Career Center is still not satisfied as to the
validity of the credential, we may contact the states’ Department of Education in which the school is located to
ascertain if the high school is approved by the state.

If your diploma is from a foreign country you must:
1. Have the diploma translated into English
2. Once the diploma has been translated into English it must be reviewed by a credential evaluator to
determine if it is equivalent to a U.S. diploma.
3. Student must submit the credential evaluator’s determination information in its original format.

A list of evaluators who belong to The National Association of Credential Evaluation Services can be found on-line at
http://www.naces.org. This list is for your comparison. The Adult Career Center does not recommend one agency
above another. Evaluators do charge for this service and it can take several weeks, so be sure to start this process
early in your enrollment process.

If high school or High School Equivalency verification cannot be produced, mitigating circumstances will be
considered at the request of the student if the student can produce an alternate transcript or proof of degree from a
post-secondary institution to the Adult Career Center.

The final determination on the validity of high school credentials rests solely with MCCTC Adult Career Center.

ADMISSION PROCESS

1. Attend an Open House or meet with an Adult Career Center staff member to discuss your program(s) of interest,
tour the school and receive general financial aid information.

2. Apply to the program by submitting your Application Form and $40.00 Application Fee through the online
student portal https://mcctc.axstudent.com/

3. Schedule a time to take the TABE (Test of Adult Basic Education) entrance exam. All Career Training Program
students must meet required TABE scores for their desired program. Applications will not be reviewed for
acceptance into the program until required TABE scores have been achieved. Students may schedule a time to
take their exam by calling the ACC Office or online at https://mcctc.axstudent.com/

4. Submit the following documents to the school:

e An unexpired, valid government-issued photo identification (ID), such as, but not limited to, a driver’s
license, other state-issued ID, or passport;

e An official high school transcript, diploma or high school equivalency diploma/certificate. (For high school
credential validity see High School Evaluation Information and Foreign Diplomas section above.)

5. Receive notification you have been accepted into the desired program.

6. Establish a method of payment (self-pay, interest-free payment plan, Federal financial aid, VA benefits, agency
funding, etc.).

e If your desired program is over 600 hours, compl