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STUDENT HANDBOOK

First Name:




Middle Int.:

Last Name: 






DOB:





 Age: 


Student ID#:





	Street#
	City
	State
	Zip



	Cell #
	Email Address
	Emergency Contact
	Contact #



	Last School Attended
	Grade
	Do you have an IEP/504 Plan
	Have you been suspended/expelled
	Do you live with a parent (s)



	Please Answer  Yes/No to the following questions

	Are you pregnant or do you have children?


	

	Are you or have you ever eligible to receive free and/or reduced lunch prices?


	

	Are you or have you ever been an Offender or in Foster care?


	

	Have you or anyone in your home received Food Stamps within the last 6 months?


	

	Please list all persons in your household who are related to you by blood and/or marriage


	Name
	Relation to You
	Place of Employment

	
	
	

	
	
	

	
	
	

	
	
	

	

	Are you employed?


	Name of Employer
	Wage
	Hours per week

	Please List

	What is your Short Term (6 mos.- 1 yr.) employment goal:
	

	What is your Long Term (2yrs. - 4 yrs.) employment goal:
	

	Please List any allergies or health concerns


	Do you need to take medication during the school day?



	      CONTACT INFORMATION



ALC OFFICE MANAGER:

     828-454-6590



EXT.104
ALC FAX:



     828-454-6592

ALC STAFF
SCIENCE
HEALTH/PE

                    Mr. ETHRIDGE                 methridge@haywood.k12.nc.us
SR. ADVISOR/EXT. 103
MATH / ELECTIVES
       Ms. MEDFORD                    tmedford@haywood.k12.nc.us
JR. ADVISOR/EXT.101
ENGLISH/ ELECTIVES
       Ms. STEVENSON               jstevenson@haywood.k12.nc.us
FR.  ADVISOR/EXT. 106
HISTORY/ELECTIVES

SOPH. ADVISOR/EXT. 102
IEP/504
VOC ELECTIVES

OSHA 

                    Mr. DELASANDRO       edelasandro@haywood.k12.nc.us
EC ADVISOR/EXT. 103

ALC. DIRECTOR
                    Mr.  LEDFORD                    kledford@haywood.k12.nc.us 

EXT. 105

PROG. DIRECTOR 
        Ms. WILLIAMSON         cwilliamson@haywood.k12.nc.us 
EXT. 106

OFFICE MANAGER
EXT. 104

GRAD COACH
EXT. 
STUDENT SUCCESS INSTRUCTOR

	 STATEMENT OF COMPLIANCE and ENROLLMENT



It is the intent of the Alternative Learning Center to offer quality instructional programs to all students in an environment which is safe and contusive to learning.  Time and effort has been put in to the scheduling and operation the program which will insure instruction is available in the least restrictive environment possible in order to accommodate the needs of all students/families.  However, the term least restrictive does not imply nor does it relate to an environment which is submissive to conduct or behavior which interrupts the learning process and/or infringes on the rights of others.  All parties who attend the Alternative Learning Center will conduct themselves in a mature manner and in accordance to the Student Code of Conduct.  

Enrollment can only be achieved through a referral from the principal of the student’s assigned district school.  Steps to ALC enrollment include:

· Exit interview with school staff (presently assigned school)
· Secure ALC referral
· Contact ALC for enrollment interview
· Complete Pre-Enrollment activities (New Student Orientation)
Student enrollment becomes active on the first day of each school grading period. Before enrollment is official, all students must complete a New Student Orientation (Pre-enrollment activities). It is our policy is that you must begin participation/attendance IMMEDIATELY; under a pre-enrollment plan which will consist of assessments and mandatory Lab sessions; to determine diploma tract, certify the students’ ability to use technology, and finalize an instruction plan which leads to student graduation or return to regular school. Failure to comply will result in termination of your referral and application for enrollment and the forfeiture of your driver’s license/permit if applicable.
	ALC OPERATING SCHEDULE




The Alternative Learning Center operates all twelve (12) months of the calendar year and will follow the official calendar which is posted.  All school-sponsored events as well as breaks in regular schedule, holidays, and workdays, will be per this calendar.  Instruction is offered on a flex basis, allowing for students to attend according to which time(s) best fit their other personal situation such as work or family obligations. Instruction may also include various e-learning opportunities.  All students shall be given an instructional schedule which is developed by the student’s advisor and approved by ALC administration.
PRE-ENROLLMENT SCHEDULE
MONDAY-TUESDAY-THURSDAY

MONDAY





 10:30 am – 12:30 pm
TUESDAY/THURSDAY



   1:55 pm –   3:20 pm

INSTRUCTION SCHEDULE

TUESDAY–WEDNESDAY- THURSDAY
PERIOD 1

    8:30 am- 10:00 am

BREAK 
  10:00 am- 10:10 am

PERIOD 2
      
  10:10 am- 11:40 pm

LUNCH
  11:40 am- 12:15 pm 

PERIOD 3
              12:15 pm- 1:45 pm

BREAK 
    1:45 pm – 1:55 pm 
LAB SCHEDULE


           TUESDAY - THURSDAY


PERIOD 4
              1:55 pm- 3:20 pm

EXTENDED DAY SCHEDULE

FRIDAY






PERIOD 5

10:30 am – 2:30 pm
INCLEMENT WEATHER/DELAY SCHEDULE
If Haywood County Schools calls a No Day /Annual Leave/ or Optional Work day is ALC will be closed

If Haywood County Schools calls for a Delay schedule, the ALC will open at 10:00 am and from there follow regular schedule.

	STUDENT PARTICIPATION/PROGRESS



STUDENT PARTICIPATION

Participation requirements will vary from student to student depending on a variety of issues.  However, all students are required to participate regularly.  
PARTICIPATION/DIPLOMA TRACT
Students may request the primary Diploma Tract which bests fits their individual circumstances. Regardless of choice, the Diploma Tract must be approved by the ALC staff and will be monitored for meeting requirements and adequate progress.  If, in the opinion of the ALC staff, requirements and/or adequate progress are not being met, the Diploma Tract will be altered to meet the goals and objectives of the program; the student then is bound to comply. Regular participation is seen as 15 hours of activity per calendar week  (60 hours per month) and may be met in any combination of attending on-site classes, off-site (e-learning) and/or work-based training which has been approved by ALC staff. All students are encouraged to take full advantage of all methods of instruction when available.
Tract 1:  On-Site Instruction- regular attendance at the ALC is required
Tract 2: E-Learning- off-site coursework is permitted; ALC attendance is scheduled.
ADEQUATE PROGRESS
Adequate progress is measured daily by lessons attempted/completed; two lessons per instructional period and weekly by work produced and time on task.  
FAILURE TO MEET ADEQUATE PROGRESS WILL RESULT IN:

1st Occurrence – Verbal Notification – Assigned to Lab sessions 

2nd Occurrence – Written Notification – Assigned to Lab and/or Extended Day sessions

3rd Occurrence – Written Notification to Student and Parent/Guardian 

                Parent/Guardian Meeting for attendance contract

4th Occurrence – Program Suspension/Forfeit of Drivers’ License/Permit 
GRADING SCALE
Grades are awarded on the traditional basis of A – B – C- D-P (pass): 


A
100 – 93


C
  84 – 78




B
  92 - 85


D
  78 -70 (Instructor Discretion)


P
(Credit Recovery only)

DEMONSTRATED CREDIT BY MASTERY
All students should put forth their best effort in all coursework.  All credits will be awarded as follows:

Grade




Minimum Contact Hours

        A



                            None
        B





         45
        C                                                                      90
        P                                                                  None
* A grade of “D” can be awarded for a credit at the discretion of the teacher and documentation that the student has completed 135 seat hours in the course

 COURSE COMPLETION
All new courses attempted will be offered during Periods 1, 2, and 3 and are expected to be completed within the published 30 school day grading period. Failure to complete a course will result in assignment to Lab sessions and/or Extended Day sessions until coursework has been completed.   All credit recovery courses, Health and Physical Education, and Electives are offered during Periods 4 and 5 only and are expected to be completed within the published 30 school day grading period.
All courses, with the exception of Credit Recovery, are subject to the completion of assigned coursework (40%), a minimum of one enrichment activity demonstrating application of learned/mastered concepts (30%), and a written end of course test/or final exam ( 30%).
REQUIRED COURSES FOR NC HIGH SCHOOL DIPLOMA
	SUBJECT
	NC  HIGH SCHOOL DIPLOMA

	ENGLISH      4 CREDITS

	English I,II,II,IV

	*MATH          4 CREDITS
	Foundation of Algebra I

Algebra I
Foundation of Geometry

Geometry
	Algebra I

Algebra II

Geometry
Advanced Math

	SCIENCE       3 CREDITS


	Physical Science

Biology

Earth Science

	SOCIAL STUDIES
                 4 CREDITS
	Civics/Economics

World History

US History I AND II

	HEALTH/ PHYSICAL EDUCATION
               1 CREDIT
	Health/PE

	CAREER TECH
                3 CREDITS

	OSHA

And

2 Additional in Sequence

	OTHER  ELECTIVES


	4 CREDITS



	TOTAL


	23 CREDITS


	USE OF EQUIPMENT/MATERIALS



TEXTBOOKS/INSTRUCTIONAL MATERIAL/EQUIPMENT

No student shall be permitted to use ALC property without the permission of ALC Staff or remove any ALC property from the designated area of use.  All Textbooks, Instructional Materials and Instructional Equipment are the sole property of the ALC and shall not at any time be allowed to leave the building without notice. Should it become necessary for a student to remove any item from the ALC, he/she must complete the appropriate documentation and accept responsibility as such.  All ALC property shall be maintained in an orderly fashion.  Willful misuse of ALC property shall not be tolerated and may result in student suspension and/or liability for damages. 
	USE OF SOCIAL MEDIA



Use of social media (cell phones/texting) is NOT PERMITTED in any classroom.  It is permitted at designated times and in designated areas.  Students must surrender their cell phones prior to the beginning of a class session if directed by the instructor.  They will be placed in a container with the instructor and returned to the student after the class session.  No Exceptions.  In an emergency, a student may request the use of a cell phone at the discretion of the instructor.  If permission is given, the student must report to the counselor/office area for use. 

Students are not allowed to log on to or view any Facebook page while using ALC equipment or on the ALC campus.  No exceptions.

	STUDENT CONDUCT




All students will follow the Code of Conduct which is recognized by the Haywood County Board of Education. Any disciplinary action(s) imposed shall be based on the policies of the Board.  See Board Policies. It is the student’s responsibility to be familiar with such polices and their consequences and to understand that the ALC Building and Grounds are defined as any property which is owned by Haywood County Schools including the street in front, back, and in both directions of all student entrances.

      DO:

· BE ON TIME/FOLLOW SIGN-IN PROCEDURES
· DRESS APPROPRIATELY-AS IF FOR A WORKPLACE

· BE RESPECTFUL AND COURTEOUS TO STAFF AND STUDENTS

· FOLLOW DIRECTIONS IN CLAAS, BUILDING, AND PARKING LOT
· FOLLOW CLASS/LUNCH/BREAK SCHEDULES

· FOLLOW CLASSROOM AND CHECK-OUT RULES
     DO NOT:

· DISRUPT CLASS/LEAVE CLASSS WITHOUT INSTRUCTOR PERMISSION 

· CHEAT

· CURSE

· PHYSICALLY OR VERBALLY ABUSE ANY PERSON

· THREATEN, HIT, OR MISTREAT ANY PERSON
· STEAL, VANDALIZE, DEFACE OR DAMAGE PROPERTY OF ANY KIND

· USE, SELL, POSSESS, DISTRIBUTE OR BE UNDER THE INFLUENCE OF OR IN ASSOCIATION WITH NARTOCIS, DRUGS, OR ALCOHOL

· VIOLATE THE COMPUTER USAGE POLICY IN ANY WAY

The ALC Staff will not tolerate:
DISRESPECT OF ANY KIND TOWARDS ANY STAFF/STUDENT   
WEAPONS IN BUILDING OR ON GROUNDS


TOBACCO USE OF ANY KIND 
CELL PHONES OR OTHER PERSONAL MEDIA DURING CLASS SESSIONS

TECHNOLOGY POSTINGS THAT DISRUPT THE ALC LEARNING ENVIRONMENT
PUBLIC DISPLAY OF AFFECTION
LOTTERING IN THE /BUILDING/ GROUNDS OR IN NEIGHBORING AREAS

(INCLUDING STREETS/ YARDS AND PARKING AREAS)
	STUDENT AFFAIRS



ARRIVING AT SCHOOL

All students are to park at the rear of the school building within the marked parking spaces.  No student is allowed to park in any other area including the parking lot used by any of the other agencies. Students who ride public transit or private vehicle should be dropped off in front of the building and enter at the end-side entry door. Students should arrive at school prior to 8:30 am. The End Side entry doors will be open to students at that time. Should a student arrive on campus after the 8:30 am start of classes, the student must enter the building via the outside entry door of a classroom; depending on his/her room assignment or come to the end entry door at the administration end of the building to be let in. No hall traffic will be allowed during class sessions.  After arriving at the building, you must do directly to a room which you have been assigned a course, complete the sign-in procedure, and begin work. Unless otherwise approved, students must attend a minimum of the first two class periods. All students are allowed time for lunch; 11:40 am to 12:15 pm.  Students may have lunch in the student Lounge.  All classrooms will be closed during this time.  If a student leaves the building for lunch, he/she will not be permitted to return to the ALC until the start of the next school day.
LEAVING SCHOOL

Any student, once he/she has completed the sign-in procedure (counted as present), shall not be allowed to leave the campus before the end of the second class period without permission of the ALC Staff and/or parent/guardian; and at any time before the end of Period 3 if the class period has been started; otherwise the parent will be notified by the ALC staff that the student is in violation of the program policy and will face disciplinary action. A student is allowed to leave without check-out at any time after Period 3. A student is permitted to sign-out at any time during the school day if he/she follows the check-out procedure and after Period 3.  Students must leave the campus immediately. If the student requests to return to the building at some point during the school day, after a check-out has occurred, he/she will be allowed to do so if a return to school is approved at check-out. If the student does not return, his parent/guardian will be notified.
DISPENCING MEDICATION/FIRST AID

The ALC will follow the policy provided by the Haywood County Schools Board of Education SA -12 with regard to dispensing prescription/non-prescription drugs during the instructional day.  This policy may be found at www.haywood.k12.nc.us/Board of Education/Policies/Student Affairs (#SA-12).

Local (ALC) procedure:  MEDICATION

· Student/Parent /Guardian will complete required permission form and submit to the ALC Director

· All medications given are to arrive at school in an original container with label and submitted to the ALC Director/Designee for secure storage and dispensation; exception is given for students who must keep inhalers and/or epinephrine auto-injectors with them at all times; Written authorization from the student’s parents or guardian for the student to possess and self-administer medication; A signed statement provided by the school district that the student’s parent or guardian acknowledges that the board of education and its agents are not liable for injury arising from the student’s possession and self-administration of asthma medication; permission granted by the school for a student to possess and self-administer asthma medication will be effective only for the same school, for 365 days and must be renewed annually.
· Those responsible for dispensation is the ALC staff; first is the student’s instructor; the second  is the ALC Director/Designee
Local (ALC) procedure:  FIRST AID

School accidents are those which occur while students or the general public are on school property, in school buildings, in community-based school programs, or on the way to or from school. In the event of an accident resulting in injury, the following steps shall be followed:

a. The attending teacher will quickly assess the injury
b. The School Nurse or First Aid Responder for the school will be summoned and the principal/designee notified.

c. Efforts shall be made to immediately inform parents or guardians.

d. If accident occurs after normal hours, location of on-site personnel with medical training will be determined and summoned if available. Emergency personnel will be requested through 911 if needed

e. A student/public accident report form shall be completed. One copy remains on file at the school and one will be sent to the central office.

OFF-SITE ACTIVITIES

The Haywood County Schools Code of Conduct Policy and school rules shall apply to the behavior of all students while they are taking part in school field trips and all other activities.

	GRIEVANCE PROCEDURE




Should a student choose to protest a decision made by the Staff, he/she shall take the following actions:

· Notify the ALC Director in writing of intent to protest Staff decision within 5 school days.

· Student shall appear before Grievance Committee to give evidence of position at a called meeting within 10 school days of notification to ALC Director.

Student shall present evidence in support of their position.  The Committee shall make every reasonable effort to investigate, review, and debate the evidence and make recommendations to the ALC Director/nominee as to the reconciliation of the issue(s) at question.  The ALC Director/nominee will review the recommendations of the Committee and shall notify the student of the outcome.  The decision of the ALC Director shall be final with regard to attendance/participation at the ALC.
	ALC GRADING PERIODS/NEW STUDENT ORIENTATION



The following calendar details the beginning and end dates of the ALC grading periods and the schedule for NEW STUDENT ORIENTATION which will be followed by students and staff:
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Start of grading Period




End of Grading Period
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New Student Orientation/Pre-Enrollment Period Begins 
(Requirement must be met before the end of current Grading Period)
	July
	August
	September
	October

	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S

	
	
	1


	2
	3
	4
	5
	
	
	
	
	
	1
	2
	
	1


	2


	3


	4


	5


	6
	
	
	
	1
	2


	3
30

	4

	6
	7
	8
	9
	10
	11
	12
	3
	4
	5
	6
	7
	8
	9
	7
	8
	9
	10


	11


	12

	13


	5
	6

1

	7


	8


	9


	10


	11



	13
	14
	15
	16
	17
	18
	19
	10
	11
	12


	13


	14


	15


	16


	14
	15
	16


	17


	18


	19


	20
	12
	13


	14


	15
	16


	17


	18



	20
	21
	22
	23
	24
	25
	26
	17
	18
	19


	20


	21


	22

	23
	21
	22
	23
	24
	25


	26


	27


	19
	20


	21


	22
	23


	24


	25



	27
	28
	29
	30
	31
	
	
	24
	25
1

	26


	27


	28


	29


	30
	28
	29
	30


	
	
	
	
	26
	27
	28
	29
	30

.

	31
	

	
	
	
	
	
	
	
	31
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1.AUGUST 25 – OCTOBER 3

2.OCTOBER 6 – NOVEMBER 14           3.NOVEMBER 17 – DECEMBER 19


	November
	December
	January
	February

	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S

	
	
	
	
	
	
	1


	
	1
	2
	3


	4
	5
	6
	BREAK


	1
	2
	3


	4


	5


	6
	7



	2
	3


	4


	5


	6
	7


	8


	7
	8
	9


	10


	11


	12


	13


	4
	5
1

	6
	7


	8


	9


	10


	8
	9
	10
	11
	12


	13
30

	14



	9
	10


	11


	12


	13


	14
30

	15
	14
	15
	16
	17


	18


	19
25

	20


	11
	12

	13
	14


	15


	16


	17


	15


	16
1

	17
	18


	19


	20

	21

	16
	17
1

	18
	19


	20


	21


	22


	BREAK

 
	18
	19


	20


	21


	22


	23
	24


	22

	23

	24
	25


	26


	27
	28



	23
	24
	25


	26


	27


	28


	29


	
	25
	26
	27
	28
	29


	30


	31
	
	
	
	
	
	
	

	30
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4.  JANUARY 5 – FEBRUARY 13                   5.FEBRUARY 16 – MARCH 27

	March
	April
	May
	June

	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S

	1


	2
	3
	4


	5


	6


	7
	
	
	
	1


	2


	3

	4

	
	
	
	
	
	1


	2


	
	1
	2


	3


	4


	5


	6



	8
	9
	10
	11


	12


	13


	14
	5
	6

	7
	8
	9


	10


	11
	3
	4
	5


	6


	7


	8


	9


	7
	8
	9


	10


	11


	12

20
	13



	15
	16
	17


	18


	19


	20


	21
	12
	13
	14
	15


	16


	17


	18


	10
	11
	12
	13


	14


	15
30

	16


	14
	15


	16


	17


	18

G

	19


	20



	22
	23
	24
	25


	26


	27
30

	28
	BREAK


	17
	18
1

	19
	20


	21


	22

	23


	21
	22


	23


	24


	25


	26


	27



	29
	30
1

	31
	
	
	
	
	26
	27
	28
	29
	30
	
	
	24
	25

	26


	27


	28


	29


	30


	28
	29
	30
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	31
	
	
	
	
	
	
	
	
	
	
	
	
	


6.  MARCH 30 – MAY 15                     7.
  MAY 18 – JUNE 12

** CANDIDATES FOR GRADUATION MUST HAVE ALL WORK COMPLETED AND TURNED IN BY JUNE 12.  NO EXCEPTIONS
	STUDENT WEB LINKS




1. APLUS ONLINE LEARNING SOFTWARE PROGRAM
http://aplus.haywood.k12.nc.us/main/index.html
2. WORKKEYS, Career Readiness Certificate Website:  



http://haywoodcc-nc.wincshost.com
3. CFNC:  Create an account with your NC WISE # so College Transcripts are received
	PRE-ENROLLMENT REQUIREMENTS




Attend New Student Orientation

Select Diploma Tract (must be approved by administration)

Complete screening for student support services

Meet with teacher-advisor

Complete OSHA Training (elective credit/taught in Periods 4/5

Career Choices

TABE

CLW


COMPUTER USAGE POLICY

STUDENTS MUST ADHERE TO THE FOLLOWING POLICY CONCERNING COMPUTER USAGE AT THE COMMUNITY LEARNING CENTER.

1. Computing resources and accessing accounts are to be used only for the purpose for which they are assigned and not to be used for commercial purposes or no-instructional activities.

2. An access account assigned to an individual must not be used by others.  Individuals are responsible for the proper use of their assigned access account, including password protection and appropriate use of internet resources.

3. All/Most computer software is protected by federal copyright law/licenses and is proprietary.  Individuals are responsible for being aware of and adhering to licensing restrictions for the software use on any system.

4. Individuals are prohibited to engage in activities which disrupt or damage hardware or communication such as virus creation, propagation, creating/loading excessive data, and wasting system resources.

5. Individuals are expressively prohibited from the creation, display, and transmission of threatening, racist, sexist, obscene, offensive, annoying, or harassing language and/ or other materials.

6. Individuals are expressly prohibited from the access of or damage to materials or systems that is not their own and may not use any system for illegal purposes.
By my signature on this document, I certify that I have read, understand, and agree to comply with all that is set herein. I also understand that any condition of this document could change without prior notice per State Law.

____________________________________

___________________

Student Signature





Date
Student Contact Information/Video Tape/Photograph Release Notification

I hereby give consent to the Community Learning Center the right to obtain,

use, and or/reproduce any and all contact information obtained in the process

of assessment for enrollment/placement and to share such information with 

alternate service provider(s) should it be determined by the CLC staff, that
      



a referral to another service provider is in my best interest. 


      Parent Initials


    
In addition, I hereby give Community Learning Center the right to obtain, use,

and or/reproduce any photographs, digitized images, videos, voice, or physical

likeness of my child in any legal manner to be used for educational and 

informational purposes. I understand Alternative Learning Center has the right to

edit any video, audio, and images as necessary and that ownership of these

materials become the property of Community Learning Center.  I waive any and         



all present or future compensation rights to the use of the above stated materials         Parent Initials    
I also give consent to accept Broadcast updates from the Community Learning

Center regarding school closures, events, follow-ups, etc. via email &/or

     



text messages.








      Parent Initials

Student Cell#:
 _________________ 

Provider: ____________________ 

Alternate Cell#:
 _________________ 

Provider: ___________________ 

Email: _______________________________ Alternate Email: __________________________

I acknowledge that I have read this document and agree to its terms.

Parent/Guardian Signature (For Minor Students) 







Student Signature___________









DATE_______________________________
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