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Equal Education and Employment Opportunities M/F/D

Admission to Secondary Programs

Secondary Students


705 KAR 3:141. http://www.lrc.state.ky.us/kar/705/003/141.htm 
Priority shall be given to students who are 15 years of age or older during the school year in which they enroll in a career and technical education program.  Younger students shall not be denied the use of the facilities of area technology centers for career education experiences designed to produce occupational awareness, orientation, exploration, and limited work exposure.  It is recommended that additional supervision be requested when programs are utilized for career education experiences.

High school counselors/designated school officials in cooperation with the area technology center principal shall enroll secondary students who will attend career and technical education classes based on Individual Career/Graduation Plans, interests, and available space.  Area technology center teachers or a designee shall serve as a member of the Admissions and Release Committee (ARC) for students who are enrolled with an Individual Education Plan (IEP).

Postsecondary Students

Postsecondary students may be enrolled in secondary programs in area technology centers when openings are available.  At the time of enrollment, postsecondary students shall be advised of options to transfer courses completed at the ATC to a technical college.  

Postsecondary programs located in area technology centers are operated by the Kentucky Community and Technical College System (KCTCS) http://www.kctcs.edu/.
Return to Table of Contents
Alternative School Students
780 KAR 2:060
According to Title 780 of the Kentucky Administrative Regulations, any student who is suspended or expelled from a participating local high school is also suspended from the Kentucky Tech School in which he/she is enrolled.  If a student is expelled from the school system and placed in an alternative school setting, he/she will only be allowed back in a Kentucky Tech School with special permission from the Executive Director’s Office.    
The Kentucky Tech System is like any other school system in the state and has the right to deny admission to a student who has been expelled from another school to ensure a safe environment that is conducive to learning for all students.
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Articulation/Dual Credit

Articulation is the process of linking secondary schools and postsecondary institutions for the purpose of assisting students in making a smooth transition from one level to another without experiencing delays, duplication of courses and/or loss of credit. Program area consultants may be contacted for a list of articulation agreements currently in place.  Some area centers have negotiated individual agreements with postsecondary institutions.  

The Statewide Articulation Agreement between the Education and Workforce Development Cabinet and the Kentucky Community and Technical College system allows career and technical education students to simultaneously enroll in high school and community and technical colleges for dual credit.  Kentucky Tech students may transfer college credit earned through dual enrollment to any of the 28 community and technical colleges in the state.  There are no tuition charges for high school students to enroll for dual credit.  
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Attendance Policy

Each area technology center shall establish an attendance policy in coordination with the local high school(s).  An absence may be excused for personal illness or illness of a family member, death of a family member, accident or other personal emergency in accordance with the sending school’s policy.  Work missed because of an absence shall be made up within the time designated by the teacher.  It is the student’s responsibility to contact the teacher on the day he or she returns to class to arrange to make up work.  The teacher may require make up of examinations, clinical time or other instructional activities.
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Computer Use Policy
Computers are provided for students as a learning tool.  Certain rules are must be followed.  (See Form:  Student Enrollment - Computer Use Policy)
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Copyright Release

Effective July 1, 2002, a student who enrolls in a career and technical education course shall be required to sign a copyright release which gives the Education and Workforce Development Cabinet, Office of Career and Technical Education, permission to use the copyrighted materials created by the student during the time he/she is enrolled in the course.  This may include written work(s), image(s), and/or art objects created in the course for educational and promotional purposes.  This form shall be completed at the time of enrollment and made a part of the permanent record.  Parents shall sign the copyright release if the student is a minor.  (See Form, Copyright Release Form for Student Work)
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Counseling Services

Continuous efforts shall be made to make students and staff aware of the programs and services available which provide information and professional services on matters related to abuse of alcohol, drug abuse, harassment, safety, policies and procedures, etc.  Students are encouraged to contact the school guidance counselor at their home high school for information and appropriate referral.   

For faculty and staff, the Kentucky Employee Assistance Program http://personnel.ky.gov/emprel/keap/ provides counseling services and information on available resources. 
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Discipline
780 KAR 2:060
Teachers and the school principal shall be responsible for the supervision and discipline of students while they are in attendance at the area technology center.  Students are responsible for complying with the policies and procedures of the area technology center.

The following  shall be cause for disciplinary action:


(
Willful disobedience or defiance of the authority of teachers and 


administrators


(
Assault, battery, or abuse of other students or school personnel


(
Threat of force or violence


(
Use or possession of illicit drugs or alcohol


(
Stealing, destroying or defacing school or personal property


(
Possessing or using dangerous weapons or instruments

(
Other incorrigible bad conduct on school property or at school-   sponsored activities

Secondary students who are subject to disciplinary action shall be referred by the principal of an area technology center to the principal of the parent high school in which the student is enrolled.  The area technology center principal shall have the authority to immediately suspend secondary students for a maximum of three (3) days, without action by the parent school, to protect persons or property, or to avoid disruption of the ongoing technical programs.  The area technology center principal shall submit in writing to the principal of the parent high school the reason(s) for disciplinary action and recommend any further action.  The principal of the parent high school shall respond to the principal of the area technology center as to the action to be taken.  (780 KAR 2:060)

Any secondary student who is suspended or expelled from a participating local high school shall be suspended or expelled for the Kentucky TECH School in which the student is enrolled.
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Bullying/Hazing
The Kentucky Center for School Safety (http://www.kysafeschools.org/cyberbullying.html) addresses Cyber Bullying:
Cyber bullying involves the use of information and technology such as e-mail, instant messaging, the publishing of defamatory personal web sites, and online personal polling web sites that are used to support conscious, willful, deliberate, repeated, and hostile behavior by one or more people with the intent to harm others.  On-line harassment or threatening is Cyber bullying 
In order to effectively participate in the democratic process as adults, students must learn to respect the rights of others and to interact with them in a civil manner.  Therefore, students are required to speak and behave in a civil manner toward students, staff, and visitors to the schools.

ACTIONS NOT TOLERATED

· The use of lewd, profane or vulgar language is prohibited.  
· In addition, students shall not engage in behaviors such as hazing, bullying, menacing, taunting, intimidating, verbal or physical abuse of others, or other threatening behavior.  
· This policy extends to any/all student language or behavior including, but not limited to, the use of electronic or online methods (Cyber Bullying).  
· Such behavior is disruptive of the educational process and interferes with the ability of other students to take advantage of the educational opportunities offered.  

These provisions shall not be interpreted to prohibit civil exchange of opinions or debate protected under the state or federal constitutions where the opinion expressed does not otherwise materially or substantially disrupt the education process or intrude upon the rights of others.

Students who violate this policy shall be subject to appropriate disciplinary action.   
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Driving and Parking Regulations

Secondary Students

Driving to the area technology center by high school students is strictly prohibited since buses transport high school students to and from their respective schools, except under extenuating circumstances.  
Students desiring to have a vehicle worked on in one of the technical programs shall complete a Driving Permission Form and obtain the required signatures prior to driving.  Students shall not be permitted to transport other students when bringing a vehicle to the area technology center to be worked on.  The permission form shall be displayed on the dash the entire time the vehicle is on school grounds.  Students shall  be made aware that unauthorized vehicles may be searched for a good cause.  (See Form, Driving Permit)
On occasion, students will need to drive to participate in field trips, competitions, etc. which requires them to leave before school begins and return after school closes.   Students participating in these activities shall complete the Driving Permission Form and obtain the required signatures prior to driving.

Postsecondary Students

Postsecondary students attending area technology centers who drive personal vehicles shall obtain a parking permit from the office.  The permit shall be visible to school personnel at all times.  Postsecondary students who fail to comply with all established driving and parking regulations shall jeopardize their privilege to drive.  See Form, Driving Permit 
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Enrollment Quotas for Local School Districts
(705 KAR 3:141)

If more than one local school district enrolls students in an area technology center, the enrollment quota for eligible secondary school students, including students from home schools and private schools shall be determined on a pro rata basis.  Quotas shall be determined by the area technology center principal in cooperation with the school’s steering committee.  Quota calculations shall be kept on file in the area technology center office for a minimum of two years.

Quotas shall be determined using the following:

(
The ratio of students enrolled in grades 9 –12 in a given school to the total number of students participating in the school districts served; 

(
The total enrollment capacity of the area technology center during the regular school day; and,

(
The total number of workstations in each career and technical education program in the area technology center during the regular school day.

Each participating high school in the local school district(s) shall receive a quota of secondary school students.  If quotas are not filled, the enrollment vacancies shall be reallocated to the other local school districts on the same basis as the original quotas.
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Field Trips

Teachers may arrange field trips with administrative approval to various businesses and industries whenever the trip is relevant to the training program or is a student organization activity.  A Field Trip Permission Form shall be completed and signed by each student participating in the field trip.  (See Forms, Field Trip Permission Form - Short Trips and Field Trip Permission Form - Student Organizations) Expenses incurred for such trips shall be the responsibility of the student organization and/or parties involved who plan the trips. Students shall not be permitted to drive a personal vehicle to a fieldtrip site.
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Student Grades:

Assigning Student Grades  
Student grades shall be based on an established criterion that is fairly and consistently administered.  Sufficient tests, quizzes, lab work, and homework assignments shall be given to adequately assess student performance in the course.  A record of all student performance shall be documented and maintained by the teacher.  
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Grade Reports

Grades shall be submitted to the sending high schools to be recorded on the grade reports at the end of each grading period.  Grades shall be reported on a 6 weeks or 9 weeks schedule depending on the sending high school schedule.  
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Grading Scale

The grading scale used by the area technology center shall be the grading scale established by the sending high school.  It shall be the responsibility of the teacher to notify the student of the grading scale and course requirements at the beginning of the course.  
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High School Credit

The area technology center shall recommend that high school credit be given to secondary students completing career and technical education courses on the same basis as credit for courses taken at the sending high school.  Credit shall be granted based on the sending high school’s plan that has been approved by the Kentucky Department of Education.
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International Students

Under the provisions of the Immigration and Nationality Act, qualified foreign students can come to the United States to pursue an education at institutions approved by the Immigration and Naturalization Service (INS) for their attendance.  The Kentucky TECH System received institutional approval in 1993.  As a school system, our INS File Number is:  MEM214F0942.000.  Each individual school should have a 3-digit suffix that is to be added to the school system INS File Number. (Example:  MEM214F0942.001)

Each approved school has a designated official who is authorized to issue the 
Certificate of Eligibility for Non-Immigrant Student Status Form I-20M/N http://www.ice.gov/sevis/becoming_nonimmigrant_student_52007.htm  to prospective students seeking a M-1 visa status.  These designated school officials are charged with responsibility for assuring compliance with the INS regulations governing the student-school program.  These regulations can be found in the Student and School Regulations publication distributed by INS.  A M-1 Visa is essential prior to enrollment.  Extension of program time requires a new I-20; a transfer student needs an I-538 plus and I-20 ID copy.    A M-1 student may not work but may be involved in practical training (co-op, etc.) with an endorsed I-20 ID.

Following is a list of required forms:

(
Form I-20M/N (Certificate of Eligibility for Non-immigrant Student Status)
(
Form I-94 (Arrival Record and Departure Record) for spouse and children

(
Form I-539 (Application to Extend/Change Non-immigrant Status)
(
Form I-17A (Replacement for Previous Designated Official Form) It is important to always keep this up-to-date.

Information and access to Form I-17A: 
http://www.ice.gov/sevis/schools/site_visit.htm 

These forms can be ordered through the following address:




Immigration and Naturalization Service




Gene Snyder Federal Building




601 West Broadway




Louisville, KY  40202




Phone:  800-375-5283 between 8:00 a.m. – 6:00 p.m.




IRS Changes: 800-755-0777

The following specific information shall be kept on all non-immigrant students enrolled and at least one year after attendance, and must be available to or furnished to INS upon request:


(
The admission number from the student’s Form I-20 ID Copy


(
Country of citizenship


(
Address and telephone number in the United States


(
Status, i.e., full-time, part-time


(
Course load


(
Date of commencement of studies


(
Degree program and field of study


(
Expected date of completion


(
Non-immigrant classification


(
Termination date and reason, if known

(
The documents which show the scholastic ability and financial status on which the student’s admission to the school was based

(
Information specified by INS as necessary to identify the student, such as date and place of birth, and to determine the student’s immigrant status
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Records Inspection and Release

The Family Educational Rights and Privacy Act of 1974, Section 438 gives students enrolled in Kentucky TECH schools access to official records and data pertaining to themselves and the right to deny access to those records to others as stated in the Act.    The Act denies Federal funds to any school district that does not allow parents access to their children’s files.  Parents shall be allowed to inspect and review all materials that are incorporated into each student’s cumulative record.  Parents shall be granted a hearing to challenge the contents of the records if requested.  

Transfer of records to other institutions in which students intend to enroll require the school to:  (1) notify parents of transfer, and (2) inform parents that a copy of transferred record is available to them if desired.

Release of any information contained in personal school records to any person other than those listed in subsection (b)(1) shall be done only upon written consent from the student’s parents, specifying what is to be released, and to whom.  A copy of records to be released shall be made available to parents and students if desired by parents.  Exceptions listed under (b) (1) are:

1. Other school officials, including teachers within the educational institution or local educational agency who have legitimate educational interests;
2. An official of other schools or school systems in which the student intends to enroll, upon condition that the student’s parents be notified of the transfer, receives a copy of the record if desired and have an opportunity for a hearing to challenge the contents of the record;
3. Authorized representative of (i) the Comptroller General of the United States, (ii) the Secretary, (iii) an administrative head of an education agency (as defined in Section 409 of this Act), (iv) state educational authorities, under the conditions set forth in paragraph (3) of this subsection and

4. In connection with a student’s application for or receipt of financial aid
Parents shall be notified in advance of furnishing information in compliance with a court order or subpoena.  Persons or agencies receiving information may transmit the information to the third party only upon written consent of the parents of the student.  After a student reaches the age of 18 or attending an institution of postsecondary education, the rights that were the parents accrue to the student.  The parent’s rights cease when the student takes over.  (See:  Student - Enrollment -Media Information Release Form)
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Records Retention 

Student record information shall be kept on file in the school office while the student is enrolled.  Upon graduation/withdrawal, the student record shall be moved to inactive files and maintained for a minimum of three (3) years.  If the student does not re-enroll within three years after graduation/withdrawal, the inactive record shall be archived and maintained permanently in fireproof storage.
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Senior Plan

A senior plan will allow and encourage high school seniors to attend an area technology center for up to five (5) hours per day during their senior year.  A plan shall be developed with input from participating high school(s) and be approved by the local board(s) of education and site-based council(s).

The following guidelines shall be followed:

(1) The student shall be a high school senior.

(2) The student shall have completed all course work required for high school graduation at his/her home high school, except Senior English.

(3) The student shall observe the technology center’s calendar.

(4) Prior to enrolling in this plan, the student shall meet the postsecondary entrance requirements (except high school graduation) for the program in which he/she is seeking enrollment.

(5) The student shall be required to follow the published attendance guidelines.

(6) The student shall be allowed to attend high school activities as approved by the high school principal and area technology center principal.

A student who is removed from this program for attendance and/or academic violations shall be returned to the sending high school.  The student may be eligible to reenroll in  the area technology center under the regular program if approved by the high school principal and the area technology center principal.
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SREB/High Schools That Work

High Schools That Work is the nation’s first large scale effort to engage state, district and school leaders and teachers in partnerships with students, parents and the community to improve the way high school students are prepared for work and further education.

The goals of High Schools That Work are to:

(
Raise mathematics, science, communication, problem-solving and technical achievement of more students to the national average and above.

(
Blend the essential content of traditional college-preparatory studies – mathematics, science and language arts – with quality career and technical studies by creating conditions that support school leaders, teachers and counselors in carrying out key practices.

(
Advance state and local policies and leadership initiatives necessary to sustain a continuous school improvement effort.

Currently, there are no funds available for High Schools That Work Participation by schools/school districts is strictly voluntary.
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Student Liability Insurance for Clinical Participation

State funds shall not be expended for the purchasing of student liability insurance.  However, schools that operate health sciences programs where clinical experience is a required element of the curriculum may purchase student liability insurance provided the student reimburses the school.  Students are responsible for the expense of liability insurance associated with their instructional program.
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Student Name Change

A postsecondary student whose name of record changes due to divorce, marriage, or other circumstances shall inform school officials immediately.  Name changes will not be officially recorded without proper documentation.  Acceptable documentation shall be the student’s Social Security Identification Card, divorce decree, marriage license, or other court documentation of change.
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Student Orientation

The orientation process shall be completed with students as soon after enrollment as possible.  The principal and/or teacher will provide each student with a copy of the Student Handbook and address each item contained in the handbook.  The student shall sign the student orientation form indicating he/she has received information on the topics listed on the form.  (See Form, Student - Enrollment - Orientation)  This form along with other forms completed during the orientation process shall be placed in the individual’s student record.  Students shall be required to complete additional forms during the enrollment/orientation process which may include the following:

(1) 
Student Enrollment - Agreement






(2) 
Student Enrollment - Application






(3) 
Student Enrollment - Copyright Release Form for Student Work
(4) 
Student Enrollment - Fieldtrip Permission – Short Trips



(5)            Student Enrollment - Computer Use Policy


(6)            Student Enrollment - Media Information Release 


(7) 
Student Enrollment - Medical Records and Insurance Verification
(8) 
Student Enrollment - Orientation







(9)            Student Enrollment - Release Form






(10) Student Sign In/Out Sheet

(11) Safety training specific to the respective program and school

(12) Other forms deemed necessary by the teacher or principal
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Student Release

· Students shall be dismissed early from school only if they are signed out by the custodial parent/guardian/designee identified on the Student Release Form. (See Form, Student - Enrollment - Release Form ) 

· Students shall have their custodial parent/guardian identify those individuals who have permission to sign the student out from the area technology center during the enrollment process.   

· Students shall sign out on the Student Sign In-Out Sheet when leaving and/or returning to the center. (See Form, School - Student Sign In/Out )  

· The individual(s) who have permission to sign the student out shall present photo identification at the time the student is picked up from the area technology center.  

· The home high school shall be notified when students are released from the area technology center.
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Transportation for Secondary Students

The Division of Pupil Transportation in the Kentucky Department of Education has authorized transportation for secondary area technology center students who are transported to off-campus sites that provide actual work experience for training programs.  This work experience must be a component of the curriculum of the technical program.  Examples of approvable off-campus transportation are transporting health science students to clinical sites, transporting carpentry or masonry students to off-campus building sites, etc.

Class trips designated as educational but not related to work experience shall  not be approved or reimbursed for payment by the Division of Pupil Transportation.  Expenses incurred for such trips shall be the responsibility of parties involved who plan the trips.  The destination of educational trips shall be investigated to the extent that programs, activities, and buildings are accessible to persons with a disability.

Districts may use district-owned vehicles when transporting nine (9) or fewer passengers, including the driver, for approved school activities.  Vehicles shall be clearly marked as transporting students.  (KRS 156.153 )  If a district imposes stricter guidelines for student transportation to school activities, the ATC should follow those guidelines.  

Principals and teachers shall comply with the travel regulations for bus use established by the local school district(s).  

Students participating in Work-Based Learning projects (cooperative education, mentoring, shadowing, etc.) shall provide their own transportation if not provided by a local school district. OCTE staff shall not use their personal vehicle or ATC vehicle to transport students.

(Above paragraph added 03-27-08)
Students traveling to Off-Campus Training Projects, Student Organizations events, and miscellaneous field trips shall be transported by local district school buses or in accordance with 702 KAR 5:130.

(Above paragraph added 03-27-08)
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Tuition and Fees

(780 KAR 2:140) 
Secondary Students

Tuition to enroll in area technology centers shall be free to all secondary students who attend public, private, and home schools in the state of Kentucky.  Students are expected to furnish their own paper, pencils and other instructional materials required for the program.  If required for the program, students shall furnish their own uniforms and protective clothing. 
Lab fees for secondary students who qualify for free or reduced price lunches shall be waived (702 KAR 3:220, Section 4).
(Lab Fee Statement added 10-12-06)
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Postsecondary Students

All full-time and part-time postsecondary students shall pay a nonrefundable application fee of $20 prior to enrollment in a diploma or certificate program.    Postsecondary students enrolled in secondary programs who are self-pay shall pay tuition at the rate of $155 per quarter or as indicated on the following chart.   The school may establish an activity or lab fee not to exceed twenty (20) dollars per term for postsecondary students.   
	Clock Hours per Week
	In-State Tuition


	Out-of-State Tuition

	
	Per Quarter
	Per Semester
	Per Quarter
	Per Semester

	24 and over
	$155
	$310
	$310
	$620

	18-23
	$130
	$260
	$260
	$520

	12-17
	$105
	$210
	$210
	$420

	7-11
	$80
	$160
	$160
	$320

	6 and under
	$55
	$110
	$110
	$220


For students receiving student financial aid,

KCTCS will register and collect the tuition/fees at the KCTCS rate.
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Withdrawals and Incompletes

A student who is withdrawn at the home high school shall be withdrawn at the area technology center.  Official withdrawal at the area technology center shall be made upon notification from the home high school of the withdrawal date.  Area technology centers shall follow the schedule at the home high school for allowing a student to make up work due to an incomplete grade.  It is the responsibility of the student to contact the teacher within the established timelines to complete coursework.  Failure to do so will result in the student being assigned a grade based upon coursework completed.
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