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as you pursue this new professional challenge.
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Philip M. Keith
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CORE SKILLS AND LEARNING OUTCOMES

OIC Training Academy advocates its core skills as critical competencies for student
achievement and lifelong learning in today's global economy. These critical
competencies will be supported with identified measurable learning outcomes and
integrated into the school's instruction and activities.

Core Skills
Effective Communication
Professionalism
Information Literacy
Critical Thinking
Participation in Diverse Environments

To ensure the attainment of these core skills, OIC Training Academy has established the
following Core Skills Learning Outcomes:

e Students will organize and express ideas clearly through oral and/or written
communication in a manner appropriate for the intended audience.

e Students will demonstrate appropriate professional behavior in diverse
environments.

e Students will apply the use of technology to access, organize, analyze, and
communicate information.

e Students will apply the basic principles of interpretation and analysis to
synthesize information.

e Students will apply the basic principles of mathematics and/or scientific inquiry
to identify, interpret, evaluate, and solve problems.

e Students will apply the basic principles of individual or group behavior to current
and future challenges of working and collaborating with others with respect to
diversity.

OUR VALUES
- Integrity
- Respect
- Creativity and Innovation
- Dedication
- Teamwork
- Professionalism
- Open communication
- Service to community
- Continued learning



- Quality instruction

- Challenging and relevant courses

- Quality student services

- A learning environment that is safe and conducive for continued learning
- Student-centeredness

- Honesty

- Success
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ACADEMIC CALENDAR 2010- 2011: Day

Class Start

July 11, 2011
August 31, 2011
October 14, 2011

December 5, 2011

February 2, 2012
March 19, 2012

May 7, 2012
July 9, 2012

September 4, 2012
October 17, 2012

December 7, 2012

Day School

Class End

August 19, 2011
October 12, 2011
December 2, 2011

January 31, 2012

March 15, 2012
May 4, 2012

June 20, 2012
August 17, 2012

October 15, 2012
December 5, 2012

Holidays
Student Off

None
September 5, 2011

November 11,
November 21-25, 2011

December 9 - Graduation
December 19 -

January 2, 2012
January 16

February 20, 2012

SPRING BREAK
APRIL 2-6

May 28, 2012
June 7 — Graduation
June 8 — No Students
None
None

November 12, 2012
November 19 — 23



ACADEMIC CALENDAR 2011- 2012: Evening

Evening School

Class Start Class End

August 22, 2011 February 1, 2012

February 13, 2012 July 12, 2012

August 20, 2012

Holidays
Student Off

September 5, 2011
November 11,
November 21-25, 2011
December 19-
January 2, 2012
January 16, 2012

February 20, 2012
Spring Break

April 2-6

May 28, 2012

May 24 — Graduation
July 4



WHY SHOULD | CHOOSE OIC?

For over thirty years OIC has been providing job training and education for employment. Our
programs are designed to foster the growth and development of the individual student both
professionally and academically. The goal of OIC is to produce self-reliant, confident individuals
who are equipped to be successful in their chosen career paths. OIC's small class sizes offer an
environment conducive to interactive learning.

In order to enhance the overall success of students, OIC offers a variety of workplace skills
courses that assist our students in attaining their education and employment goals. We also
provide counseling and guidance, as well as information and referral services. Each student is
provided with case management services and are regularly monitored to ensure academic
success and program retention. Every student is given individualized attention and the
opportunity to develop intellectually, vocationally and emotionally.

PROGRAM HIGHLIGHTS

Enrollment Services (pre-enrollment, counseling and guidance)
Financial Aid Services

Workplace Skills

Counseling Services

Job Readiness Training

Job Preparation Services

Technical Education and Skills
Retention Services

Clinical and Externship Assignments
Job Placement Services

Certification Testing

Job Retention Services
Post-program Services

MISSION STATEMENT

The Opportunities Industrialization Center (OIC Training Academy) is a private nonprofit
community-based career and job training facility that provides education, specialized
training, and job placement assistance for the residents of North Central West Virginia.
OIC Training Academy exists to “help people help themselves” by providing them with
quality opportunities to develop the professional skills and attributes necessary to
advance personally and professionally.

ACCREDITATION

OIC Training Academy is regionally accredited by the North Central Association
Commission on Accreditation and School Improvement.

CERTIFICATION

OIC Training Academy is certified by the United States Department of Education as a
Title IV institution.




OIC Training Academy is certified by the West Virginia Higher Education Policy
Commission: Office of Veterans Education and Training Programs to accept
Montgomery Gl Bill benefits.

LICENSING

OIC Training Academy is permitted by the West Virginia Council for Community and
Technical College Education.

ASSOCIATIONS

OIC Training Academy is an associate member of the National Association of Health
Professionals.

EQUAL OPPORTUNITY STATEMENT

OIC recruits, selects, and admits students without regard to race, sex, religion, creed,
color, national origin, ancestry, marital status, age, political affiliation, citizenship or
disability. Applicants that qualify for OIC programs will be reasonably accommodated
based upon disability status of each program participant’s needs.

ADA POLICY

If you have a disability and feel that you need accommodations in a class, contact the
Director of Student Services at 304-366-8142, to arrange an appointment.

OIC STAFF MEMBERS

Administrative

Philip Keith, Executive Director

Lisa Wiley, Director of Student Services

Micki Cutlip, Fiscal Manager

Alissa Wilmoth, Director of Academic Services
Charles Thurston-Snoha, Employment Specialist
Kristin Rife, Financial Aid Officer

Suzanne Kniceley, Project Coordinator

Ella Tate, Administrator/Instructor

Susan Price, Administrative Assistant

Heather Ketterman, Night Receptionist
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Faculty

Lucilena Bourne, Instructor
April Bostic, Instructor
Cybil Moran, Instructor
Tara Rose, Instructor
Cindy Saloky, Instructor
Donna Yearsley, Instructor
Leigh Ann Boise, Instructor
JoAnn Gorman, Instructor
Jeremy Wentz, Instructor
Chrissy Terry, Instructor

ADMISSIONS REQUIREMENTS AND PROCEDURES

OIC's goal is to ensure the ultimate success of every student; therefore, individuals
applying for admission into any of OIC's occupational training programs must have a
minimum of a high school diploma or GED. Applicants must complete the admissions
process that includes an application, personal interview, testing, and financial aid
screening. Minimum education, aptitude, and scoring requirements are set for each
program and must be achieved for acceptance. OIC reserves the right to select
candidates based on the ability to benefit from the program, motivation to complete
the program, and desire to obtain employment.

A student is anyone enrolled in a clock hour training program with an end result of a
certificate or diploma.

Students enrolling in a medical/dental, phlebotomy or CNA program are required to
receive a physical examination and TB test; medical/dental and phlebotomy students
must also have the first series of the Hepatitis B vaccination within the first two weeks of
classes.

If a student’s health changes during the enrollment period, the student will be required
to obtain and submit prior to resuming training another medical verification that they
are capable of continuing in their occupational training program.

STUDENT ORIENTATION

OIC will conduct an orientation session the first week of enrollment in an OIC program.
This period will allow students to experience being in the classroom, adjusting to
structure and routine of day to day school life, develop study habits and complete all
necessary financial aid paperwork. It will also allow students time to decide if they are
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ready for the rigors of adapting to the fast pace of the school environment. During this
period of five days from the first day of orientation each student will be assigned
classes, receive books, school policies and procedures will be reviewed, health exams
and shots recorded as required and review of rules and regulations for the classroom.
The Financial Aid agreement must be signed by the end of the orientation period.
Students who drop out during this orientation period prior to signing their financial
agreement or the submission of enrollment papers will not be officially enrolled. They
will not be charged tuition, however they will be responsible for paying the Registration
Fee of $60.00 and the Administrative Fee of $100.00 plus the cost of the books. If the
books are returned without any damage, abuse or written in, this cost will be deducted.
OIC will make every effort to assist students who drop out with alternatives such as help
with employment opportunities, other educational programs or referral to community
based services.

COURSE OFFERINGS

OIC makes every effort to provide a positive and challenging learning environment that
will promote a successful outcome for all students. Thus we are continually making
changes in programs and course offerings to improve the outcomes for the future
betterment of our students. On a regular basis OIC conducts a survey of the employer
community to assess the academic and skill needs of our students in order to enhance
their overall employability. Therefore, OIC reserves the right to determine when courses
are offered and which students are assigned to each course. We also reserve the right
to make adjustments, substitutions or changes in the courses contained in each
program, the content of specific courses, the program title and/or objectives,
graduation requirements or any other academic matter at anytime. Specific class
schedules are determined by the overall scheduling requirements for the entire student
population in each individual program. Therefore, a student who withdraws or takes a
leave of absence probably will not complete their program within their originally
scheduled time period.

TUITION COSTS AND FEES

We believe that a quality education should be affordable and we make every effort to
keep our tuition costs low. It is our financial objective to assist the student with gaining
the knowledge and information to pursue tuition support, but understand indebtedness
in relation to earnings potential. As program costs increase, there may be a need to
increase the tuition as well. Fees and book costs are assigned based on current prices
and shipping fees at the time of ordering. Tuition and fees will be discussed at the time
of the interview and are subject to change according to increased costs to OIC. We
offer a variety of financial aid sources to assist students to defer the costs and prevent
as much out of pocket expense as possible. OIC will provide guidance throughout the
financial aid process and provide additional counseling throughout the program to
promote financial responsibility.
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SATISFACTORY ACADEMIC PROGRESS

Section 668.34 of the Higher Education Act states that a student must make Satisfactory
Academic Progress (SAP) to receive Title IV financial aid. Title IV aid includes Federal Pell
Grants, Federal Supplemental Education Opportunity Grants, and Federal Stafford
Student Loans.

The student'’s official academic record, maintained by the Director of Student Services, is
reviewed at the end of each six weeks of training with this policy. Students that are not
meeting requirements are placed on Academic Probation for 6 weeks. If the standards
have not been met at the end of the probationary period, or any term thereafter,
financial aid eligibility is denied. Students that are denied aid eligibility may appeal to
the Financial Aid Office for an exception to this policy. (Note: All night school students
will be reviewed at mid-term, rather than six week periods, and probation periods will
last one half of a semester.)

SAP is comprised of two components; quantitative and qualitative. Students must meet
both the quantitative and qualitative components of the policy to be considered making
Satisfactory Academic Progress.

Qualitative Component

Students must maintain a cumulative "C" (2.0) grade point average or better to meet the
minimum qualitative component of the Satisfactory Academic Progress Policy. If a
student falls below the required minimum grade point average, he/she will be placed on
academic probation.

Quantitative Component

Attendance

Students must maintain at least 80% cumulative attendance. Attendance will be
reviewed at the end of each six weeks for day programs and at each mid-term for night
school programs.

Maximum Time Frame

OIC Training Academy courses run consecutively. Students must be on track to
complete his/her educational program within 150% of the published length of the
educational program. For 900 clock hour programs, students must complete within 12
months and 1350 clock hours. For 600 clock hour programs, completion time must be
within 9 months and 900 clock hours. Approved Leaves of Absence will not be
included in the maximum time frame allowance.

Academic Probation
Students may be placed on Academic Probation for failing to meet the Qualitative
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and/or Quantitative components of Satisfactory Academic Performance (SAP). A student
who is on probation will receive a written probation letter stating reasons for the
probation. The letter will clearly state the steps a student will need to take to re-
establish SAP. Students on Academic Probation are still eligible for financial aid and will
have six weeks to meet SAP. Failure to achieve SAP at the end of six weeks will lead to
Financial Aid suspension and possible termination from OIC Training Academy.

Appeal Process

The student may submit a written appeal of his/her termination within five calendar
days of their receipt of the notice. The appeal must be accompanied by documentation
of the mitigating circumstances that have prevented the student from attaining
satisfactory academic progress and evidence that changes have occurred to allow the
student to now meet standards of satisfactory academic progress. Only extraordinary
circumstances will be considered, such as death or severe illness in the immediate
family. Before an appeal may be granted, a written academic plan must be provided to
the student which clearly identifies a viable plan for the student to successfully
complete the program within the maximum timeframe allowed. A committee, headed
by the Executive Director, will assess all appeals, and determine whether the student
may be permitted to continue in school on a probationary status, despite not meeting
the satisfactory progress requirements. The student will be sent the written decision
within ten days of the receipt of the appeal. The decision of the committee is final.

* All OIC Training Academy students, regardless of funding sources, are required to

meet Satisfactory
Academic Progress policy requirements.

TYPES OF FINANCIAL AID

Workforce Investment Act (WIA) - Students may be eligible to receive funding through
this program based on eligibility requirements determined by the Region VI Work Force
Investment Board. If eligible, the Work 4 WV Center will issue an Individual Training
Account (ITA) to attend the approved training program of their choice. This is not a
loan and does not have to be repaid. However, WIA will only pay the balance of tuition
owed after PELL, HEAPS, etc. Therefore, the WIA grant may be adjusted so that grants
do not exceed the total of tuition, fees and books.

PELL Grants - This program is funded through the U.S. Department of Education. New
appropriations are made each year, and the amounts of the student awards may vary.
This is a grant and does not need to be repaid. Awards are based on the eligibility
requirements determined by the institution and the U.S. Department of Education's
rules and regulations. The FAFSA application and results determine the amount of the
Pell Grant award. This grant is only available to a student entering a program with a
minimum length of 600 clock hours. A student who has a defaulted student loan is not
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eligible to receive a PELL grant. Students who have obtained a Bachelor's degree are
not eligible for this grant.

HEAPS- The Higher Education Policy Commission of WV awards this grant to eligible
adult learners. Awards may vary according to eligibility requirements.

Federal Stafford Loans - These loans are available to eligible students to help pay for
the cost of their education. There are two types of loans: subsidized and unsubsidized.
The type of loan each student is offered is based on their individual need. Federal
interest subsidiaries are available to eligible students. Repayment of the loan does not
begin until after the student leaves school. The student has a six month grace period
before they begin repayment. A student who is currently in default on a student loan is
not eligible for Title IV funding.

Veteran’s Educational Benefits - Persons eligible for veteran’s benefits should make
application to the nearest V.A. regional office. The admissions office will be glad to
assist in providing information and processing the required forms. Monthly benefits are
subject to change. Please consult the V.A. office for current information.

Vocational Rehabilitation Benefits - Persons who have been terminated from their
jobs due to no fault of their own or receive services from the Vocational Rehabilitation
office for a documented injury or disability may be eligible to receive funding for re-
training programs. Individuals who fall under this category should check with their
previous employer or the Vocational Rehabilitation Office to determine eligibility.
Following approval of benefits, the student should submit the necessary documentation
to the financial aid office for certification.

OIC Payment Plan Option- A student may contact the financial aid to make payment
arrangements on their student account balance that may not be covered through
financial aid.

Lost Student Aid Checks — In the event a student loses a student aid check, the
financial aid officer and the fiscal manager must be notified immediately. Information
on the lost check should be provided in writing and include name of student and date
check was lost. A replacement student aid check will then be issued after the stop
payment. The student is responsible for payment of bank stop check fees.

STUDENT VERIFICATION POLICY FOR TITLE IV FUNDS

Students may be required by the U.S. Department of Education to verify the information
submitted on their FAFSA. The institution is required to verify this information on
behalf of the U.S. Department of Education. Verification of the following will be placed
in the file:
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e Adjusted gross income for the base year in determining eligibility or income from
work for non-tax filer

e Birth certificates for dependent children

e Number of people in household

e Earned income credit

e Child support

e TANF

e Social Security benefits

e Marital status

e Any other untaxed income or benefits

If a student fails to comply with the verification process within a ninety (90) day time
frame, any funding received will be returned to the funding source.

FINANCIAL AID ATTENDANCE POLICY

Attendance is one of the most important requirements for success at OIC and in the
workforce. We understand personal obstacles may, at times, hinder a student’s capacity
to strictly adhere to attendance policies, however, students are required to attend all
scheduled classes. Students may copy notes or make-up an assignment, but you can
never get back what's most important: the discussions, questions, explanations by the
teacher and the thinking that make learning valuable. Your success in school depends
on having a solid educational background, one that can only be gained through regular
school attendance. We encourage students who experience personal problems that
affect school to meet with the Director of Student Services for day students and the
Program Coordinator for evening students. They are trained to provide counseling or
information and referral services for help through community agencies. Additionally,
we urge students to remember that emergencies such as weather or illness may require
you to be off from school and affect your attendance, so use caution and limit
unnecessary class absences.

OIC maintains that attendance is crucial to academic success and will ensure future job
retention. Therefore, it is our policy to inform students when their attendance is at risk
of falling below financial aid requirements. When the overall attendance of a student
falls below the necessary percentage to maintain receipt of financial aid, the student will
be notified by the Director of Student Services who will then arrange an appointment
between the student and the Financial Aid Officer.

Failure to meet Satisfactory Academic Progress policy requirements for financial aid
and/or WIA may lead to a student being placed on probationary status. This can affect
draw down dates for receiving aid. Additional requirements and/or penalties will be
explained during the meeting with the Financial Aid Officer.
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Every effort will be made to inform the student of their attendance status. If the student
is unavailable to receive the verbal or written warning, documentation will be placed in
their file that an attempt was made to notify them.

RECORDS OF ATTENDANCE WILL BE CALCULATED BY THE FOLLOWING METHODS:
» Each classroom instructor will monitor attendance.
= Students will be required to sign in and out of each class on a daily basis.
= All partial and full absences per class will be totaled together to determine the
amount of time missed.
= Tardies will be recorded by instructors and counted toward over-all attendance.

*It is important to note that attendance procedures and policies that determine

Financial Aid eligibility may have different expectations and penalties from classroom
attendance procedures and policies.

CLASS SCHEDULE

Day Classes Night Classes

1st  8:30 a.m. to 10:20 a.m. 4:30 p.m. to 5:50 p.m.
2nd  10:30 a.m. to 12:20 p.m. 6:00 p.m. to 7:20 p.m.
3rd  1:00 p.m. to 2:50 p.m. 7:30 p.m. to 9:00 p.m.

* Breaks are scheduled with 10 minutes between classes. Additional time is scheduled
during day classes from 12:20 p.m. to 1:00 p.m. to allow time for lunch. Students
should not be taking breaks during scheduled class time.

TWO HOUR DELAY SCHEDULE
Two Hour Delay Schedule for Day Classes
1st 10:30 a.m. to 11:40 a.m.
Lunch 11:40 a.m. to 12:20 p.m.
2nd  12:20 p.m. to 1:40 p.m.
3rd  1:40 p.m. to 2:50 p.m.

MAKE-UP ASSIGNMENTS/TESTS

There will be no make-up assignments or tests unless extenuating circumstances are
documented and approved by the instructor and Director of Academic Services.

ACADEMIC ASSISTANCE

Students experiencing academic hardship are offered the opportunity to receive
additional explanation of subject matter. Study hall is scheduled following regularly
scheduled classes Monday through Thursday, or an individualized time can be arranged
with the instructional faculty.
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GRADING SCALE/EVALUATION POLICY

Each instructor will provide grading criteria which may include attendance, class
participation, daily assignments, tests, worksheets and attitude as a percentage of the
total grade for individual classes. Progress evaluations will be scheduled at varying
intervals throughout the program at which time the student will be advised as to their
current academic progress as well as other factors, such as attendance, behavior and
attitudes that effect success in the classroom. All students, regardless of funding
sources, are required to meet Satisfactory Academic Progress policy requirements.
Students must repeat any class in which they have not earned at least a “"C" grade.
Repeating courses will delay graduation and may affect a student’s ability to maintain
Satisfactory Academic Progress. Students that must repeat courses should meet with
the Financial Aid Officer to ensure they will still complete the program within the
maximum time frame allowed.

GRADING SCALE
= 93-100%
= 85-92%
= 77 - 84%
D= 70-76%
= 69 - below
CR = Credit
P=  Pass 90% and above
= Fall
= Incomplete

ACADEMIC INTEGRITY

Should you, as a student at OIC Training Academy, choose to participate in an academic
integrity violation, which includes but is not limited to cheating on tests, turning in
homework completed by or copied from someone else, turning in documents from the
Internet and claiming the work as your own, plagiarizing within papers, or performing or
alding others in activities that are academically dishonest, you will receive an “"F" or “0”
for that work. Your instructor will notify you in writing the details of the academic
integrity violation and that an “F” or “0” has been given for the assignment. This grade
must be included in the calculation of the final grade for the class. Detailed evidence
and documentation of the violation will be reported to the Director of Student Services
and the Director of Academic Services for further disciplinary action, which ranges from
a reprimand to termination from the program. This documentation will be added to
your permanent academic record.
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OFFICIAL HOLIDAYS

MARTIN LUTHER KING'S BIRTHDAY PRESIDENT'S DAY

SPRING BREAK MEMORIAL DAY

FOURTH OF JULY LABOR DAY

VETERAN'S DAY THANKSGIVING and FRIDAY AFTER

CHRISTMAS EVE THROUGH NEW YEAR'S DAY

INCLEMENT WEATHER

In the event of inclement weather, a decision may be made by the Administration to
cancel or delay classes. The student is responsible for obtaining this information by
listening to their local radio or television stations. The decision to cancel or delay
classes will be made as early as possible. Students should use their own discretion
regarding their safety and whether to travel to or from certain areas or distances.
However, if school is in session, it will be counted as an absence thus we urge students
to reserve absences for such occurrences as bad weather or poor road conditions.

SCHOOL CLOSINGS

OIC reserves the right to close the facility due to circumstances beyond our control such
as equipment failure, construction or other incidents as deemed necessary by the
Administration. Adequate notice shall be provided to students as soon as the decision
to close has been made via the same resources as with inclement weather.

DRESS CODE

Learning how to dress appropriately for the workplace is part of your education at OIC
Training Academy. The OIC dress code is designed to prepare you for expectations in
the workplace. Students are required to adhere to the dress code at all times. Any
student who violates the dress code will be sent home, and time missed will be
counted against the student's hours. The student will be permitted back in the
classroom when they are wearing appropriate attire. Students are required to wear
clothing that is neat, clean and appropriate for the classroom environment. We
encourage students to begin building their professional wardrobe while they are in
training in preparation for work.

LABORATORY/CLINICALS
Dress requirements for Medical Assistant, Dental Assistant and Pharmacy Technician
students is designed for work in an environment where infection control is a priority.
These rules are for your safety as well as the safety of your classmates.
e Students must wear clean medical scrubs on days that they have
medical/laboratory classes.
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e The only jewelry permitted in the lab are plain wedding bands. No other jewelry
is permitted.

e False fingernails of any kind are not permitted. Fingernails must be kept short
and clean.

e Chipped fingernail polish must be removed or repaired.

e Clean white tennis shoes or nursing shoes are required.

e Undergarments and socks must be worn.

e Hair must be clean, out of the eyes, and pulled back off the collar during skills
lab.

e Beards must be trimmed, clean shaven is preferred.

¢ Good hygiene must be observed at all times. Take care to maintain clean hair,
teeth, and person.

e Wear deodorant every day.
e Keep perfumes and aftershaves to a minimum.

SUPPORT COURSES
There may be terms where students have all support courses, such as Medical Office
Procedures, Law and Ethics, or Keyboarding, and do not have medical/lab courses. If
this occurs, students are not required to wear scrubs, however, a standard of dress must
be met.
e Clothing with inappropriate wording that could be considered profane, racial,
drug related or of an offensive nature is not permitted.
e Shorts that hang just above the knee, no shorter, are permitted.
e Blue jeans are permitted.
e No extremely tight or form-fitting clothing.
e No excessively short or revealing clothing, including bare midriffs, low-cut tops,
spaghetti straps, or strapless tops.
e No pajama bottoms.
¢ No sagging or extremely baggy pants that may allow undergarments to be
exposed.

FRIDAYS

Fridays have been designated "dress down" days. This is a privilege granted by
Administration and can be revoked if it is determined to be detrimental to the learning
environment. If skills lab activities, field trips, or visitors/speakers are scheduled on
Friday, professional attire will be required. Some events may require interview attire.
You will be notified when interview attire is appropriate.

20



EXTERNSHIP

During their externship students will, at a minimum, be required to follow the OIC
laboratory/clinical dress code. Students will be required to adapt to the externship site
dress code, which may have additional restrictions and/or requirements.

GENERAL INFORMATION

STUDENT ID

Students will be provided an OIC Training Academy identification badge following the
third week of enrollment. Students will wear the OIC Training Academy identification
badge during classes, tours and externship placements (unless facility badge is provided
at site). Student identification badge must be visible on top garment. If the
identification badge is lost, misplaced or stolen, the student will have to pay a
replacement fee of $2.00 per incident.

DRIVERS LICENSE
Students are strongly encouraged to obtain their drivers license and reliable
transportation arranged prior to completion of classroom training.

ELECTRONIC DEVICES POLICY

Use of electronic devices, including but not limited to cell phones, headphones, MP3
players, video games, etc., will not be permitted in the classroom. If brought to school
these items must remain out of view. Students using these devices in the classroom will
be given a verbal warning for the first offense. A written warning will be issued for the
second offense. A one-day suspension will become effective at the time of the third
offense and will be counted as an absence.

Classroom computers are to be used for academic and job search purposes only.
Visiting FaceBook and other unapproved sites is not permitted.

OIC TELEPHONE USAGE

Students are permitted to use the telephone during breaks or lunch with prior
permission from a staff member. No long distance calls may be made from OIC and ALL
calls must be limited to 5 minutes or less. Students are not permitted to leave the
classroom to make or receive phone calls. Messages will be taken for students and may
be collected at the front desk after class. Students should discourage family members
and friends from calling the school unless it is an emergency.

COPIER/EQUIPMENT USAGE

Students are not permitted to use office equipment for personal use. If a student needs
to use the copier, fax machine or other office equipment for a classroom assignment
they must have prior approval and seek assistance from OIC Staff in the front office.

RESOURCE CENTER

OIC has a resource center available to students that include a selection of materials such
as pamphlets, books and reference guides on a variety of topics. Students may use
these materials without permission from a staff person. Books are expected to be

21



returned in excellent condition in a reasonable period of time. Some of the resources
are not permitted to be taken out of the facility.

VISITORS

All visitors must stop at the front desk and state their reason for visiting and the person
who they wish to see. They will be required to wait in the lobby area unless prior
arrangements have been made with OIC staff or an appointment has been scheduled.
Visitors are not permitted in the classrooms or labs. Students are expected to
arrange reliable childcare for their children and are not permitted to bring children to
school with them. OIC will not be held responsible for any items left at the front desk
for a student.

SMOKING POLICY

OIC Training Academy is a smoke-free campus. Absolutely no smoking is allowed on
OIC property. Students must go off OIC property to smoke. Students may not take
smoke breaks during class time.

NO WEAPONS POLICY
Absolutely no weapons of any kind are permitted on or in the OIC premises. Failure to
comply with this policy will result in immediate termination.

SUPPORTIVE SERVICES AVAILABLE

PERSONAL COUNSELING

OIC encourages students to seek counseling for personal problems or issues that might
affect or hinder their success in completing their education. OIC has experienced staff
that can assist with information and referral services to professional counseling
agencies.

CAREER COUNSELING & GUIDANCE

Guidance counseling is available to potential students who are contemplating their
career goals. Career decision making assessment and exploration activities are provided
to assist a student in determining his/her suitability for certain occupations and
employment environments.

FINANCIAL AID ASSISTANCE

Financial Aid assistance is available to those students who qualify through WIA, Pell
Grants, HEAPS, student loans, or other available funding sources. OIC's financial aid
officer will assist students in determining eligibility.

STUDENT COUNCIL/COMMUNITY ACTIVITIES

OIC promotes social skill development and the development of positive attributes such
as leadership, team building, cooperation, initiative and citizenship through student
council participation and short term volunteer community activities. The opportunity
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for networking and serving in assignments related to career goals are arranged by OIC
staff. Examples are blood pressure clinics, career day activities and health fairs.

PROFESSIONAL DEVELOPMENT AND THE EXTERNSHIP PROGRAM

As part of each student's curriculum, a Professional Development Course must be
completed. This course focuses on key elements, such as: redefining career goals, job
search techniques, developing resumes and skills for interviewing. The externship will
provide the student with an opportunity to develop specialized occupational skills and
increased work ethic in a professional work environment. It is the overall integration of
the student’s classroom studies and employment experience. Students will be placed
into an externship site only after completing the Professional Development course.

Prior to being placed into an externship site, each student must have completed all
classroom assignments and have a "C" average in all classes, with a 2.0 GPA overall.
Students receiving financial aid are to meet with a financial aid counselor before
placement occurs and must pay any outstanding balances before a site is determined.
Students must also have demonstrated that they possess the capabilities required to be
successful in an externship site, such as: professionalism, good work ethic and good
punctuality and attendance. Students must also have demonstrated the ability to
manage life, such as balancing personal life problems or crises with school or work.
Students must have transportation arranged to demonstrate the ability to get to and
from a job site in order to be successful in an externship. Any student falling below 80%
attendance in the classroom prior to externship must complete additional hours to
bring overall % up to 80% before being placed into an externship.

The number of hours required for each student may differ, depending on the program
of study. For the duration of the externship, students are required to complete a
minimum of twenty (20) hours per week if attending night program, and (30) hours per
week if attending day programs, but not to exceed forty (40) hours per week. It is
strongly suggested that you complete your externship as soon as your schedule allows.
It s also expected that each student will actively seek employment during his or her
externship placement.

EXTERNSHIP ABSENCE POLICY

Students in the Externship Program are permitted two (2) absences. Two (2) tardies are
equal to one (1) absence. Exceeding the allowed number of days will result in the
student being placed on externship probation and their grade will be affected. A
second violation of this policy will result in termination from the program.

Being placed into an externship is a privilege; therefore, it should be entered into as

though it were a job. Each externship site is a local employer who has agreed to partner
with OIC to provide a valuable training experience for our students. Students will find
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that if they are motivated, demonstrate their new skills and show good work habits, the
externship can be a very rewarding experience.

At any point in the externship students who are unable to complete due to unforeseen
circumstances could receive clock hour credit towards externship or professional
development through related activities such as resume and application assistance,
active job seeking, employment, volunteer training related experience. Activity must be
documented and pre-approved by the Employment Specialist in order for the student to
receive clock hour credit for time towards completion of program.

JOB PLACEMENT/CAREER ASSISTANCE

The role of OIC is to provide education, job training, professional development and job
placement guidance in order to equip the student to pursue employment opportunities.
It is the responsibility of the student to assume a pro-active role in obtaining
employment in the field for which they were trained. Job placement services consist of
the teaching of employer expectations, preparation of a resume, cover letter, thank-you
letter, application, interview techniques, professional attitude and appearance, job
search techniques and job retention strategies. The student will receive job search
guidance for the purpose of developing a job search plan prior to graduation. OIC
cannot guarantee employment for any graduate. Each student must prepare for his/her
job search. It is expected that each student have a resume, make job contacts, attend
scheduled interviews, and perform the necessary follow-up strategies with prospective
employers. Graduates will be required to maintain a job search log that includes
documentation of job leads and contacts, follow-up activity and the outcomes of these
efforts.

Students are advised while in training how their attendance, attitude, conduct,
appearance and grades all affect the probability of successfully obtaining employment.
Every effort is made by OIC staff to guide the student in correcting any barriers that may
hinder his/her ability to successfully obtain employment. A graduate of any of OIC's job
training programs can reasonably expect to obtain an entry-level position in the
occupation for which they were trained if they apply the learned job search techniques.
Job retention and career growth are expected but it depends upon the success the
student achieves in the workplace in such areas as dependability, work ethic,
adaptability, eagerness to learn and professionalism.

The placement office at OIC will review all incoming job leads and attempt to
successfully match the employers’ needs with graduates. A graduate who meets the
criteria provided by the employer will be referred by the placement office for an
interview. It is the responsibility of the graduate to follow through with the lead and
schedule the interview and ultimately earn the job offer. OIC reserves the right to
withhold referral assistance from students/graduates who do not demonstrate
professional work ethics or exhibit unprofessional conduct in the classroom that reflects
negatively upon their training, fellow students and the institution.
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CERTIFICATION TEST REQUIREMENTS AND PROCEDURES

The National Association for Health Professional Registry Exam for Medical Assistants,
Dental Assistants and Phlebotomists.

e Each student will schedule for the N.A.H.P. registry exam as they complete the
final phase of classes.

e If the total course of study is completed with clinical included, before the exam, a
final transcript or diploma can be sent with the application or exam. If the
student has not completed the program by the exam date, the documentation
can be sent at any time after completion.

e A copy of the examination study guide to prepare for the National exam will be
provided.

e If a student schedules to take the exam and misses that exam, a rescheduling fee
of $10.00 will be assessed.

e Exams are mailed to N.AH.P. to be scored. The test must be passed with a
minimum score of 70%. In the event that a student does not pass the
certification exam they must reschedule for the test. The cost to retake the test is
$65.00.

e If a student chooses to take a second registry exam, the cost is $65.00

The National Pharmacy Technician Certification for Pharmacy Technicians.

e OIC students schedule the test online upon completion of the Pharmacy
Technician program.

e Instructions for scheduling the registry exam can be obtained by the
Pharmacy Technician instructor.

e Upon passing the exam a pharmacy technician may use the designation of

CPhT.
The Certified Coding Associate for Medical Coding Associate.

e OIC schedules the test upon completion of the Medical Coding Specialist
program through AHIMA.

GRADUATION REQUIREMENTS

All training programs offered by OIC are certificate or diploma programs. It is required
to have passed each course with a 77% or better, and have a grade point average of 2.0
overall in order to graduate. Transcripts are issued after program completion and
includes externship hours. Transcripts and diplomas are sent together to students. A
graduation ceremony is held annually in June. Students who have successfully
completed their program are encouraged to attend.
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REPORT CARDS

Report cards will be available for distribution fourteen (14) days after completion of the
semester. Report cards are to be picked up at the Administrative office on the second
floor.

TRANSCRIPTS

If you would like to obtain a copy of your transcript, please send your name, date
degree granted (or dates of attendance), phone number, mailing address with your
sighature to:

OIC Training Academy

120 Jackson Street

Fairmont, WV 26554
Attention: Records Department

Transcript Rates

-Official Transcript via mail $5.00
-Faxed Transcript (unofficial) $6.00
-Official Letter of GPA $6.00
-Copy of Diploma via email $5.00

-Copy of Diploma via fax transmission  $6.00

Additional requests for transcripts and/or certificates must be made three business days
prior to the date they are to be picked up. Requests to have transcripts faxed or mailed
to other institutions must be prepaid and a release of information form must be signed.

For additional information or questions, please contact OIC Training Academy at (304)
366-8142. Please note rates are current as of July 2003. All rates are subject to change.

STUDENT RECORDS: FAMILY EDUCATIONAL RIGHTS AND PRIVACY
ACT (FERPA)

The Administrative office maintains student records. These files are confidential and
made available only for approved purposes. A copy of the transcript will be provided at
the time of completion. The diploma or certificate will be provided in December or June
depending on the student’s completion date.

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights
with respect to their education records. These rights include:

26



o The right to inspect and review the student's education records within 45 days of
the day OIC Training Academy receives a request for access. A student should
submit a written request to the Director of Student Services that identifies the
record(s) the student wishes to inspect. The Director of Student Services will
make arrangements for access and notify the student of the time and place
where the records may be inspected. The Director of Student Services will make
the necessary arrangements for the student to review the requested record(s) at a
time and place agreeable to all parties involved. Such arrangements will be
scheduled within the allotted time limit.

o The right to request the amendment of the student’s education records that the
student believes is inaccurate, misleading, or otherwise in violation of the
student’s privacy rights under FERPA. A student who wishes to ask OIC Training
Academy to amend a record should write the Director of Student Services, clearly
identify the part of the record the student wants changed, and specify why it
should be changed. If OIC Training Academy decides not to amend the record as
requested, the Director of Student Services will notify the student in writing of
the decision and the student’s right 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 OIC Training Academy discloses
personally identifiable information from the student's education records, except
to the extent that FERPA authorizes disclosure without consent.

OIC Training Academy 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 OIC in an administrative,
supervisory, academic, or support staff position; a person or company with whom OIC
Training Academy has contracted as its agent to provide a service instead of using OIC
Training Academy employees or officials (such as an attorney, auditor, or collection
agent, or externship provider); a person serving on the Board of Directors; or a student
serving on an officilal committee, such as a disciplinary or grievance committee, or
assisting another school official in performing his or her tasks.

A school official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his or her professional responsibilities for OIC
Training Academy.

e The right to file a complaint with the U.S. Department of Education concerning

alleged failures by OIC Training Academy to comply with the requirements of
FERPA. The name and address of the Office that administers FERPA is:
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Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW

Washington, DC 20202-5901

A copy of the FERPA regulations can be found in the OIC financial aid office or through
the Department of Education website, www.ed.gov. Students have the right to view
their educational records. If you find any error with your educational record you have a
right to ask they be amended.

PUBLIC NOTICE OF DIRECTORY INFORMATION

Directory information, which is information that is generally not considered harmful or
an invasion of privacy if released, can also be disclosed to outside organizations without
a prior written consent. OIC Training Academy defines "directory information" as the
following:

student’s full name

permanent address and telephone number

local address and telephone number

any OIC assigned student e-mail address

state of residence

date and place of birth

marital status

academic status

class schedule and roster

name of advisor

major field of study

participation in officially recognized activities

dates of attendance and graduation

degrees and honors & awards received

(including selection to any honorary organizations, awards, the grade point
average of students selected, etc)

o photographic, video, or electronic images of students taken and maintained
by OIC

Please note that OIC Training Academy may disclose “directory information” without
written consent unless the eligible student or parent has advised OIC Training Academy
to the contrary in accordance with OIC procedures. The primary purpose of directory
information is to allow OIC Training Academy to include this type of information from
the student's education records in certain school publications. Examples include:

e Honor roll or other recognition lists
e Graduation programs
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e Staff and Board reports

INCOMPLETE POLICY

Students will receive an incomplete for a course in which they have not completed all
assignments, tests or skills required for that class provided that they are in compliance
with the attendance policy. Students receiving an incomplete will have up to thirty (30)
calendar days to complete all assignments, tests and skills required to pass that
particular class thus, the incomplete will be converted into a letter grade. Failure to
complete the necessary requirements within the allotted time will result in an F for the
class.

WITHDRAWALS

Program withdrawals may be either voluntary or involuntary:

Voluntary:
If a student chooses to withdraw, an exit interview will be scheduled with the Financial

Aid office. The student will be informed of any money being returned on his/her behalf,
as well as final loan amount and loan repayment options.

Involuntary:
Failure to attend classes for ten (10) consecutive days will result in involuntary

withdrawal from the program. The student will receive a certified letter notifying that
he/she been withdrawn. Final loan information and exit counseling documents will be
enclosed. A student that does not agree with his/her involuntary withdrawal may
request an appeal. (See Code of Conduct and Appeal Procedure)

See the Re-Enrollment Policy for the required guidelines for re-enrolling after a
withdrawal.

LEAVE OF ABSENCE

A leave of absence can be granted in the cases of illness, accident, death in the family,
or other special circumstances that make attendance impossible or impractical. All
leaves of absence are to be requested, in writing, and approved. Only one leave of
absence per enrollment period will be granted. Applications for a leave of absence can
be obtained through the Director of Student Services. Each case will be determined
individually by the Administration.
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RE-ENROLLMENT POLICY

OIC is committed to the successful enrollment, completion, and job placement of all
students. However, in the event that a student does not complete a program or obtain
employment, limited

re-enrollment options are available.

Re-enrollment After Withdrawal:

All OIC staff are committed to assisting students in the successful completion of their
job training programs. We do realize, however, that barriers sometimes exist in the lives
of our students that may prevent them from successfully completing a program. OIC
reserves the right to deny re-enrollment to any student; however, a student may be
considered for re-enrollment after the following conditions have been met:

e Student must wait at least one calendar year from withdrawal date (date of
determinat