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FOREWORD 
  

Welcome to Garnet Career Center.  We are glad you have chosen to enroll in one of Garnet’s exemplary career 

training programs. 

 

The purpose of this handbook is to provide information about the instructional and administrative procedures at 

Garnet Career Center.  This information should assist the student in adjusting to Garnet’s expectations and 

requirements. 

 

This handbook provides information about financial aid options and procedures.  Specific information regarding 

refund policies is also included. 

 

School policies and procedures are specified to assist students to function more effectively and independently.  

Teachers, counselors and administrators provide guidance and assistance for students who have special needs and 

concerns. 

 

The school reserves the right to change fees and tuition within the guidelines established by the Department of 

Career and Technical Education, Kanawha County Schools. 

 

We welcome your questions and concerns. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

NOTICE OF NONDISCRIMINATION 

 Applicants for admission and employment, students, parents, employees, and sources of referral of 

applicants for admission and employment are hereby notified that the Kanawha County School District does not 

discriminate on the basis of race, color, religion, national origin, sex, age, or disability in admission or access to, 

or treatment or employment in, its programs and activities.  Any person having inquiries concerning the 

Kanawha County School District’s compliance with the regulations implementing Title IX or Section 504 is 

directed to contact: Title IX: Samantha Ferrell-Hill, Title IX Coordinator, Kanawha County Board of Education, 

200 Elizabeth Street, Charleston, WV 25311-2119, phone 348-1379; Section 504: Section 504 Coordinator, 

Kanawha County Board of Education, 200 Elizabeth Street, Charleston, WV 25311-2119, phone 348-1379.  

These persons have been designated by the Kanawha County School District to coordinate the efforts to comply 

with the regulations implementing Title IX and Section 504. 
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KANAWHA COUNTY SCHOOLS MISSION STATEMENT 
 
The mission of Kanawha County Schools is to provide a world-class education that ensures success for every 

student in the 21st Century. 
 
 
 

GARNET CAREER CENTER MISSION STATEMENT 
 

The mission of Garnet Career Center is to provide adult learners with 21st century educational opportunities 
necessary to attain their chosen professional and career goals. 

 
 

VISION STATEMENT 
 

We envision a school driven by and accountable to its vision, mission and goals.  We see our school as a beacon 

for those adults seeking training, retraining, self-enrichment and competencies in basic skills.  Toward this goal, 
we are committed to high-quality, student-centered programs that reflect state-of-the art technology and model 

national, state and local adult education standards.  The school seeks input and incorporates recommendations 

from students, staff, employers, program advisory committees and members of the community thereby 
promoting a sense of ownership.  The school will recognize the value of students and staff by providing 

opportunities for personal growth.  All students shall meet or exceed state educational standards that reflect 
21st century skills and learning. 

 

We envision all adults as lifelong learners who require continuing education to contribute effectively in the 
community in which they live.  We recognize that adult learners have diverse needs that can be met by 

developing their abilities in accordance with their chosen goals.  The school, in conjunction with community 
agencies and business partners, will provide the means through which this development may be achieved.  Our 

graduates will apply the basic skills of critical thinking, math, reading, and communication.  They will be able to 

organize, plan and allocate resources to benefit themselves and others in their personal and professional lives.  
They will be able to interact positively as team members in a culturally diverse workplace and school 

environment, demonstrating integrity, leadership, and cooperation.  They will be able to acquire, evaluate, and 
process information in order to understand social, organizational and technological systems.   

 
 

HISTORY 
 

Garnet Career Center was established under the auspices of Kanawha County Schools to provide continuous 

educational opportunities for the adult community in 1971.  
 

Garnet Career Center provides training in many different occupational areas - Healthcare: Practical Nursing, 
Phlebotomy, Medical Assisting, EKG; Automotive Technology.  A variety of short-term programs are offered 

during the day and evening hours.  Classes range from enrichment classes to technology based classes.  

Through Mountain State Educational Services, students in need of upgrading basic skills or preparing for the 
Test Assessing Secondary Completion (TASC) may enroll in the Adult Basic Education program housed at 

Garnet.  English as a Second Language (ESL) services are also offered at Garnet through Mountain State 
Educational Services. 

 

Kanawha County Board of Education was the first school system to offer a one-year program for practical 
nursing.  In 1974, Kanawha County School of Practical Nursing was changed to Garnet Career Center School of 

Practical Nursing. 
 
 

Garnet is accredited by the Council on Occupational Education (COE).  The Practical Nursing Program is 
accredited by the West Virginia Board of Examiners for Licensed Practical Nurse.   
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FACILITIES 
 

Garnet is a historic building in downtown Charleston, located in a historic area.  Garnet offers a variety of 

vocational training opportunities with modern equipment and excellent programs. The Clay Center for the Arts 

and Sciences and Capitol (Farmer’s) Market are located only a few blocks from the school. 
 
There is an elevator available for use.  The handicap entrance to the building is located on the Dickinson Street 

side of the building.  The entrance doors are equipped with automatic door openers.  Any student requiring 

special assistance should contact the school for needed accommodations. 
 

Limited student parking is available with paid parking fee. Available spots are filled on a first come-first serve 
basis. Once all Garnet spots are filled, students are responsible for obtaining their own parking spot.  
 

Students may use the gym area to study, relax and have snacks or lunch.  Microwaves and refrigerators are 
provided for the students’ convenience. 
   

LOCAL SCHOOL IMPROVEMENT COUNCIL/SCHOOL WIDE ADVISORY/ 
PROGRAM ADVISORY COUNCILS 

 

The Local School Improvement Council/School Wide Advisory and Program Advisory Councils help Garnet Career 
Center maintain ongoing communications and service linkages with the state’s business and industrial sector, 

community members, staff and students.  Leaders from business and industry serve on various advisory 
councils to help give direction to program development and modernization.  Through this mechanism relevance 

is enhanced and career training is directed toward the needs of the state’s business and industrial community.  
Students are encouraged to serve on the Local School Improvement Council/School Wide Advisory (LSIC). 

 

STATEMENT OF PURPOSE 
 

Garnet Career Center strives to provide a variety of educational opportunities for the citizens of Kanawha 
County and surrounding counties. 

 
1. To provide educational opportunities at a nominal cost.  Too often educational opportunities are so 

expensive that many people who could profit from such programs cannot afford them. 
 

2. To offer programs at different entry points.  The starting dates for the programs are staggered. 
 

3. To provide full-time career and technical oriented programs of instruction.  Our role is to prepare 

students for entry into the world of work with sufficient skills and knowledge to obtain and hold a job. 
 

4. To provide adult part-time CTE classes.  The school offers courses in the evenings as available and 
based on community need.   
 

5. To improve instruction.  Personal and academic success of our students to a large extent depends upon 

the quality of instruction they receive.  A strong guidance and counseling program also supports the 

instructional program and aids students in reaching their goals.  Our responsibility and commitment 
extends to all courses at this institution, including community interest courses, short-term courses and 

upgrading/re-entry courses as well as the full-time adult career and technical education programs. 
 

6. To be flexible enough to meet the changing needs of the community.  As a result of a rapidly changing 
society, performance demands, knowledge and job skills are ever changing.  It is only through constant 

review, revision and modification the programs of this institution can stay up-to-date. 
 

7. To provide opportunity for high school equivalency preparation and/or upgrading of basic skills.  The 

Mountain State Educational Services Adult Education learning lab housed at Garnet provides students 
who have not graduated from high school an opportunity to take the Test Assessing Secondary 

Completion (TASC) test.  Students with high school diplomas may enroll in the Mountain State 
Educational Services learning lab and upgrade their skills. 
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ADMISSION POLICY 
 

Entrance requirements vary by program.  All adults must present an original high school diploma, GED, or TASC 

(or a sealed transcript if the diploma, GED, or TASC report is not available).  Other requirements may include 
pre-entrance testing, physical exams, driver’s license, etc.  Any student that falsifies or omits required 

information on required documents is subject to immediate termination.  Garnet reserves the right to refuse 

admission to any applicant.  Diploma, transcript, and/or GED/TASC report must be from a public or accredited 
private entity. 

 

ADMISSIONS POLICY FOR FULL-TIME PROGRAM 
   
All students applying for admission to the career and technical programs are required to complete and submit 

the following forms and credentials to the counselor: 
 

1. Admission Application (Application Fees are non-refundable) and Program Application, if applicable. 

2. High school transcript/proof of diploma, GED, or TASC transcript from an accredited school or agency 
approved by the West Virginia Department of Education. PN students MUST provide transcript. 

3. Student must be 18 years old prior to start of program or prior to clinical rotations and/or on-the-job 
training or automotive shop hands-on training (driver’s license or photo ID showing proof of age 

required). Automotive Technology requires a copy of student driver’s license. 

4. Copy of Medical insurance or signed Insurance Waiver 
5. Meet additional requirements unique to specific program. 

 
 

Applications for admission and program brochures are available in the school office. Exceptions to these policies 

are prohibited. 

 
FULL-TIME/PART-TIME STUDENTS 

 

There are two types of adult students enrolled in programs at Garnet: Full-time and part-time students.  Full-

time students are those students who are scheduled to attend twenty four or more hours per week in a full-time 
program and are working toward a certificate in that program with the intention of completing all hours 

required for the certificate.  A part-time student is one who has enrolled for less than sixteen hours per week.  
Part-time students will receive a Garnet Certificate of Completion and a transcript from the school showing the 

hours attended.  Part-time students will be considered for state funded financial aid based upon a FAFSA 
application and twelve hours of attendance per week.  Some departments may permit students who are not 

interested in taking the entire curriculum to enroll in departmental approved training modules. 

 

ATTENDANCE POLICY 
 

It is very difficult for students to make up work they have missed in a career and technical program.  Good 

attendance is a key factor in a student’s achievement.  Good attendance is also a key factor in getting a job.  
Employers who call the school for references always ask first for the attendance record.  They know that 

applicants who have good attendance in school will be dependable and responsible employees.  Ninety percent 

attendance is required to obtain financial aid disbursements. 
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ALLOWED ABSENCES 
 

Adult students are expected to attend class every day.  Unless a particular curricula requires a more stringent 

policy, such as nursing, a student must be present for at least 90% of their course hours in order to maintain 
satisfactory attendance.   

 
A “day” is defined as the number of hours normally spent in class.  If the class is normally in session for six 

hours, then six hours absent constitutes a “day” absent.  Anytime a student is not in class, he/she is considered 

absent.  This includes being tardy, returning late from lunch, or leaving before the end of the class period. 
Excuses are not necessary.  The absence can be for any reason and the student is not required to give the 

school a reason. 
  

Allowed absences are awarded upon enrollment.  It is not necessary to accumulate them monthly.  However, 

the 90% is an ongoing cumulative requirement.   
 

Students in all programs must make up the work missed.  The instructor will allow students one day for each 
day absent to complete make up work.  For example, if a student has missed three days of class, he/she will 

have three days after returning to school to complete all make up assignments.  It is the student’s responsibility 
to ask the teacher for makeup assignments. 

 

Accreditation or licensing standards require that students be in attendance for a certain number of hours.  In 
these courses, students are required to make up the hours absent as well as the work missed.   

 
Students who are not in attendance 90% of their course hours will automatically be put on probation.  Any 

additional time missed will subject the student to possible termination from the school.  Financial 

aid disbursement may not be approved if a student has attendance problems. 
 

EXCUSED ABSENCES 

 
Excused Absences are not considered toward required attendance hours. The following instances may be 

excused at the discretion of the Department Chair, with the appropriate documentation (a written excuse is 

needed in these situations): 
 

1. Student has been subpoenaed to appear in court or has an appointment at DHHR or Veteran’s 
Administration; 

2. Required military duty 

 
 

LEAVE OF ABSENCE 
 

A “Leave of Absence” will be given for ONLY one semester or until the next scheduled enrollment date due to 
family care responsibilities or medical reasons only.  Medical Leave of Absence includes illness of the student or 

the student’s parents, children or spouse.  A Personal Leave of Absence may also be requested.  Requests for a 

“Leave of Absence” must be made in writing and approved by a school administrator and the department 
chairperson prior to the beginning of the leave.  In the event of an emergency or extenuating circumstance, the 

school administrator should be notified as soon as possible.  Student must be in good standing both in grades 
and attendance. 
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GRADING POLICY 
 

Instructors will award points to class work assignments, quizzes, tests, and skill activities.  Student grades will 
be based on points earned.  The teacher will compute the percentage of student points earned compared to 

points possible.  The following grading scale is used for the permanent record and for the purpose of reporting. 
Note:  Practical Nursing grading scale is different than the one below.  (See Practical Nursing Handbook). 

  A = 90 - 100  Superior performance Earns Credit 

  B = 80 – 89.9 Above average Earns Credit 
  C = 70 – 79.9* Average performance Earns Credit 

  D= 60 – 69.9  Below average performance  No Credit 
  F= 59.9 and below  Unsatisfactory performance No Credit 

  I=Incomplete, the student has not completed course requirements No Credit 

            WP=Withdraw Passing No Credit 
            WF=Withdraw Failing No Credit 

            AU=Audit, attendance mandatory No Credit 
          PROF=Proficiency, student took a proficiency exam and scored 88% for credit for course work. 

 

A student who desires to attend class(es) regularly, but does not wish to receive grade(s) may audit a class(es). 
A record will be kept of attendance.  Credit cannot be established at a later date.  A student who is to audit a 

class must make their decision known to the instructor(s) the first week of class.  A student enrolled in a course 
for credit cannot change to audit after the first week of classes.  The participation of audit students in class 

discussion or in tests and examinations is optional with the instructor.  Audit students are expected to attend 

classes regularly and pay all tuition and fees for each course or courses in which they enroll.  A grade of AU will 
be given.  * “C” grade carries no credit in the Practical Nursing program. (See Practical Nursing 

Program Handbook) 
TUITION AND FEES 

 

Tuition for full-time adult preparatory programs are listed under Program Costs.  The Tuition does not include 

fees for parking, background check, lab work, physicals, and CPR training where applicable.  
 

The cost for full-time students is listed on the school’s annual cost sheet. (See pg. 37)  Thirty clock hours per 
week is considered full time.  Veterans enrolled in the Mountain State Educational Services Learning Lab will be 

considered full time at twenty-five hours per week.   
PAYMENT PLANS 

 
Total tuition, fees and other identified charges for both full-time and part-time students are payable upon the 

student’s enrollment and acceptance for a program. The student may make arrangements for an extended 
payment plan or for payment through financial aid sources. (PN students pay additional fees as required.) 

 

The student who does not qualify for financial aid, or who only receives partial aid, are expected to pay their 
program costs in full on or before the first day of class. Alternatively, they may make arrangements for an 

extended payment plan. The payment plan will require a deposit for books, ½ lab fee, ½ tuition, uniforms, 
application and registration fee. The remaining balance will then be scheduled monthly. Deposit must be paid 
on or before the first day of class.  
 
Scheduled payments are due on or before the first day of class, and the remaining scheduled payments are due 

by the first Friday of each month.  A grace period of five school days will be allowed.  After the grace period has 
expired, students will not be permitted to attend class until payment is made.  Students will be considered 

absent. Students will receive a payment reminder notice the last week of each month. 
 

Students entering a payment plan must have paid all financial obligations by the time three-fourths of their 

scheduled instructional days as determined by their schedule starting and graduation dates are completed.  
Unexpected school closures, approved leaves of absence, and approved schedule changes will result in an 

adjusted graduation date.  Certifications and/or transcripts will not be awarded or provided until 
such time as all financial obligations are paid in full.  
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FINANCIAL AID 
 

Garnet Career Center is eligible to participate in financial aid programs.  Students or prospective students who 

need financial assistance may apply for aid upon qualification through the following programs: 
 

Federal Pell Grant Program, Work Force Opportunity Investment Act (WIOA), WV PT HEAPS and 
WV HEAPS Workforce Development Funds or Veterans Affairs (VA) and various other programs 

through DHHR, VRS, Unemployment, and Workers Compensation.  Garnet Career Center does not 

participate in Federal Student Loan programs, and will not certify Federal Direct Student Loans. 
 

Detailed information concerning Federal Title IV assistance (Federal Pell Grant) may be found in the Federal 
Student guide.  Additional copies and/or information may be obtained from the school financial aid office.  

Students should complete the FAFSA at www.FAFSA.ed.gov and list Garnet as a school choice.  (015675) 

  
Prospective students interested in Work Force Opportunity Investment Act funding must be certified as eligible 

by the State Department of Employment Security and must complete a FAFSA; information pertaining to specific 
eligibility criteria may be obtained from Employment Security at 112 California Avenue, Charleston, WV or the 

student’s local unemployment office.  Eligible students are selected by Employment Security on a first come, 
first serve basis until funds are exhausted.   

 
Students remain eligible for their financial assistance programs so long as there is no change in their student 
status which would nullify their eligibility, and so long as they maintain satisfactory academic progress. 

 
Our Financial Aid Office will provide guidance and assistance in preparing and processing financial aid 

applications.  For additional information and assistance call 304-348-6195. 

 
Garnet Career Center has estimated indirect living costs for students as $9,000 living alone and $6,500 if still 

living at home with parents.  These indirect living costs were obtained through the data used to qualify students 
for financial aid. 

 

Garnet Career Center Scholarships:  Inquire upon enrollment for eligibility. 
 

Kanawha County Schools Employee/Employee Dependent Scholarship: 
Scholarship for ½ tuition per enrollment period, for KCS employees or their direct dependents.  Dependents 

must be claimed on KCS employee’s federal taxes for prior year, or employee must show custody and/or child 
support payments, and submit a valid KCS ID card. 

 

GED/TASC Scholarships: 
Awarded for attendance at Garnet to qualified applicants upon completion of application for tuition only once 

per program year.  Effective July 1, 2019, four awards of 25% of course tuition up to $500 maximum, Full-time 
and part time programs,   

 

FINANCIAL AID DISBURSEMENTS 
 

Disbursements of Federal Pell Grant funds are made by payment periods.  A payment period is a block of 

attendance hours, usually defined as 450 hours or, for courses of less than 900 hours, ½ the course length.  
Tuition, fees, and other charges for the course are charged against the student’s disbursement(s), with any 

remaining funds distributed to the student in whole or in part within 14 days of the disbursement.  Students 

may have their financial aid refunds budgeted for them; Garnet encourages this practice. 
 
Financial Aid programs at Garnet are “Need Based Grant Programs”, and are awarded to students on a first 

come, first serve basis, according to Federal mandate procedures.  Some students may be requested to provide 
verifying documentation to support their request for aid.  Such students will be notified, in writing or via email, 

by the Financial Aid Office, and aid will not be disbursed until the requested documents have been delivered to 
the Financial Aid office. 

http://www.fafsa.ed.gov/
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GARNET CAREER CENTER REFUND POLICY 

effective 07/01/2017  

 
1.  Application, entrance exam, registration fees and seat deposits are non-refundable items. 

2.  Items charged to the student’s account at the student’s request, aside from charges for course tuition and 

lab fees, are non-refundable i.e, books*, equipment, test and certification fees, uniform purchase/rental [PN 
uniforms are purchased], supplies and electronic devices. 

3.  Book Deposits for class set books will be refunded if all books are returned intact and in usable condition; a 
student’s failure to return class set books will result in the student being charged replacement cost for each 

book as outlined on the student’s books and supply list. 

4.  Tuition and lab fees are charged by “period of enrollment”.  The “Periods of Enrollment” for Garnet courses 
are as follows: 

Medical Assisting Course:  ½ course hours (337.5 hours)** 675 
Automotive Technology Course:  ½ course hours (337.5 hours)** 675 

Practical Nursing:  per 450 hour period** 1350/3  
5.  Tuition and lab fees will be adjusted on a percentage basis, based upon the scheduled number of course 

hours in the period of enrollment between the student’s start date and last date of attendance as follows:*** 

A. Students who do NOT begin class will NOT be charged for tuition or lab fees. Application fees, 
registration fees, and seat deposits paid PRIOR to beginning class are NOT refundable. 

    B.   If a student withdraws from school after beginning classes but prior to completion of: 
1. 5% of the enrollment period, 10% of the tuition and lab fee for the enrollment period will 

be charged; 

2. From 5.01% through 10% of the enrollment period, 25% of the tuition and lab fee for the 
enrollment period will be charged; 

3. From 10.01% through 40% of the enrollment period, 50% of the tuition and lab fee for the 
enrollment period will be charged; and 

4. After completion of 40% of the enrollment period, the student will be charged for the full 
tuition and lab fee for the enrollment period. 

6.  In the event there is a tuition and lab fee refund due from the school in excess of the school’s liability to the 

Federal Pell Grant Program, such a refund will be applied toward the satisfaction of a student’s Federal Pell 
Grant liability, and then other sources of aid, before refunding directly to a student.  Students receiving Federal 

Pell Grant AND WV HEAPS/Workforce Development Grant should be aware that special regulations apply to the 
amount of aid earned by a student through their attendance.  The Return of Funds formula may require the 

return of unearned Pell Grant and HEAPS Workforce Development Grant resulting in a balance due to the 

school. 
 
*If a student FORMALLY withdraws from class within 2 weeks of the student’s initial start date, the student may submit a REQUEST to 
return unopened, shrink-wrapped text books that were purchased from the school; the cost of any books ACCEPTED for return through this 
process will be deducted from the student’s book charges during the Refund/Cancellation process. 
 
** The period of enrollment for students who withdraw from class and subsequently re-enter the program with credit will be the number of 
contracted hours. 
 
***There is no refund for students who have re-entered the program with credit.  The tuition and lab fees for such students are due and 
payable immediately upon their re-entry into the program. 

 

REFUND POLICY FOR PART-TIME STUDENTS 
 

Students enrolling in any part-time class will pay a non-refundable $30 entrance exam fee no later than the day 

of entrance (TABE) testing.  
Students enrolled and accepted into courses of less than 412 hours must pay a non-refundable deposit 

before class sessions begin.  This deposit will be applied to the class registration fee, criminal background 

check, drug screen and text book 
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1.  Application, entrance exam, registration fees, text books and back ground checks/drug screens are non-
refundable items. 
2.  Items charged to the student’s account at the student’s request, aside from charges for course tuition and 

lab fees, are non-refundable.  (i.e. books*, equipment, test and certification fees, uniform rental, supplies and 
electronic devices) 

3.  Tuition and lab fees will be reimbursed as follows: Prior to classes beginning 100%; Up to the second 

scheduled class 50%; No refunds thereafter.   

 
GARNET CAREER CENTER 

RETURN OF FEDERAL FUND POLICY CONSIDERATIONS  
(FEDERAL PELL GRANT/WV HEAPS/WFD) 

October 2014 

 

 Garnet Career Center participates ONLY in the Federal Pell Grant Program; in accordance with the Title 
IV Return of Federal Funds regulations, Federal Pell Grant recipients should be aware that their Federal Pell 

Grant disbursements must be earned through the 60% point in each payment period (i.e., 270 hours of a 450 

hour payment period.)  WV Higher Education Policy Commission has decreed that this same formula shall apply 
to the WV HEAPS/Workforce Development program.  A student’s withdrawal or termination from school prior to 

completion of 60% of their payment period will result in the application of a pro rata schedule to determine the 

amount of Federal Pell Grant and WV HEAPS/WFD the student has earned at the time of withdrawal.  After the 
60% point in the payment period, the student has earned 100% of the Federal Pell Grant and WV HEAPS/WFD 

disbursement.  This is a separate calculation from the Garnet institutional refund policy. 
 

 The percentage of hours completed in the payment period is calculated by dividing the number of 

scheduled hours through the student’s last date of attendance by the hours in the payment period.  After 60% 
of the payment period is completed (270 hours of a 450 hour payment period), there is no return of Title IV 

(Federal Pell Grant) or WV HEAPS/WFD funds.  Prior to completion of 60% of the payment period, the amount 
of Federal Pell Grant and WV HEAPS/WFD earned is calculated by multiplying the total amount of aid that could 

have been awarded for the payment period by the percentage of time completed.  The amount to be returned 
to the U.S. Department of Education is determined by taking the amount of Federal Pell Grant earned and 

subtracting it from the amount of Federal Pell Grant disbursed.  This same formula is applied to WV 

HEAPS/WFD funds.  The institution’s share of the amount to be returned is calculated by multiplying the 
institutional charges (registration, application, entrance test, lab fees and tuition) by the percentage of time not 

enrolled.  The student’s share is calculated by subtracting the amount the school must return from the total 
amount to be returned.  The amount of the student’s share in excess of 50% of the disbursed amount must be 

repaid to the school within 45 days of notification of the repayment date, or the student’s account will be turned 

over to the U.S. Department of Education for collection, and the student becomes ineligible for further Federal 
financial aid until the debt is repaid. 

 
 Should the Return of Federal Funds calculation show a repayment due, any refund due the student 

from the institutional refund calculation will be applied toward the student’s unearned Federal Pell Grant before 
any funds are disbursed to the student.  Should the school’s return of Federal funds result in a balance due the 

school, the student will be billed. 

 
For example:  A student attends 50% of their payment period.  The institutional charges for the period 

of enrollment are $1500, and the Federal Pell Grant disbursement was $2000.  The unearned Federal Pell Grant 
is 50% of $2000, or $1000.  The institutional share of the unearned Federal Pell is 50% of $1500, or $750.  The 

student’s share of the unearned Federal Pell Grant would be $1000-$750, or $250 – but as this is less than 50% 

of the amount disbursed, the student has no overpayment.  The student would be billed by the school for the 
$750 of institutional charges due to the school as a result of the returned funds by the school unless the 

student had other aid to cover the returned funds. 
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STANDARDS OF SATISFACTORY ACADEMIC PROGRESS 

July 2011 Revision 

 
 In order to maintain satisfactory academic progress at Garnet Career Center a student must: 

 
1. Maintain a “C” average or higher; PN 80% or higher.  

 

2. Complete their course of study within 150% of the originally scheduled course length in weeks. 
 

Each student’s progress will be reviewed at the course midpoint. 
 

Students who receive Title IV Federal Student Aid will have their progress reviewed by the Financial Aid Officer 
prior to each Title IV aid disbursement to insure the student is adhering to their course requirements pertaining 
to satisfactory academic progress. 
Satisfactory Academic Progress Policy for Veterans: 
The US Department of Veterans Affairs (VA) offers Financial Aid in the form of education benefits to qualifying 
students who are veterans of the Armed Services.  
Students who receive US Department of Veteran Affairs financial aid/education benefits will have their progress 
reviewed by the Adult Education Counselor on a monthly basis as determined by The Department of Veteran’s 
Affairs (VA) to insure the student is adhering to their course requirements and Garnet Career Center policy 
pertaining to satisfactory academic progress. Students who do not adhere to the Satisfactory Academic Progress 
requirements for the program in which they are enrolled and /or Garnet Career Center policy will be placed on 
Financial Aid Warning and their certification to VA terminated if they do not meet the conditions of the warning. 
 

If a student fails to maintain academic progress, he/she will be placed on Financial Aid Warning, with the 
warning period not to exceed one enrollment period.  (The exception to this policy may be for the LPN program, 

where certain class failure may result in the student’s dismissal due to WV State Nursing Board regulations).  A 
warning form will be completed, outlining the student’s deficiencies and warning completion criteria.  This form 

will be signed by the student and a member of the school’s faculty or administration.   
 

Students on warning status shall be deemed to be maintaining satisfactory academic progress and shall be 

eligible for financial aid during the warning period, but they generally shall not receive any financial aid 
refunds until the terms of their warning have been met.  Students who fail to meet the terms of their warning 

shall be terminated from their course of study per each department’s policies. 
 

Termination Review:  Students may appeal a termination determination resulting from failure to meet the 

warning criteria set forth to remedy their satisfactory progress deficiencies by submitting a written request to 
the School Director.  The written request for review must outline the student’s reasons for appealing the 

termination or provide evidence that the warning criteria was met.  The School Director will, after reviewing the 
student’s records and consulting with appropriate faculty, make a final and binding determination, and notify 

the student in writing of said determination.   
 

Students who are required to repeat courses within their program of study may do so.  Should the student 

require additional time to repeat any segment of their course, additional tuition will be assessed.  Any 
incomplete course work will have a negative impact upon the student’s average, and may also cause the 

student to be placed on warning.  Students should note that failed courses will result in delay of Aid 
disbursement, as regulations require successful completion of hours. 

 

Some students are required, as a condition of enrollment, to attend non-credit remedial courses.  While the 
student’s progress in such courses is monitored by the institution, the student’s non-credit remedial work has no 

impact upon the student’s maintenance of satisfactory academic progress. 
 

A student may withdraw from school either temporarily or permanently: 
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 Such periods of non-enrollment are not counted toward the student’s maximum time frame for 

completing course requirements (150% of the original course length). 

 A student shall not be re-admitted after (3) attempts to complete their program. 

 A student may be re-admitted so long as they were maintaining satisfactory academic progress at the 

time of their withdrawal. 

 Upon re-enrollment, the student may be granted credit for present time for completed course work for 
which the student had earned a “C” grade or better. 

 
A student who was dismissed from school because of their failure to maintain satisfactory academic progress or 

for infraction of school policies, may be re-admitted at the discretion of the School Director.  Such students will 

generally be re-admitted on a probationary status, the terms of which will be defined prior to class start on an 
individualized probation form. 

 

DRUG/ALCOHOL POLICY FOR GARNET CAREER CENTER 
 

It is a violation of the policy of Kanawha County Schools and of the Garnet Career Center for any person to use, 

distribute, possess or be under the influence of any alcoholic beverage, controlled substance, or any substance 
represented as a controlled substance.  An adult student in violation of this policy is subject to immediate 

suspension and/or termination from this school. 
 

Any student in violation of the above policy who is receiving any type of financial assistance (Title IV funds, 

WIA, Veteran’s etc.) will be in jeopardy of losing eligibility to receive those funds.  All applicable state and 
federal regulations governing any financial aid program will be strictly followed. 

 
Note:  Students with substance abuse or alcohol abuse problems may voluntarily approach an administrator, 

counselor or teacher for help without fear of penalty, provided the student is not then in violation of the policy.

   

SMOKING POLICY FOR KANAWHA COUNTY SCHOOLS 
 

The Kanawha County Board of Education has an established policy regarding the use of all types of tobacco 

products, including smokeless tobacco, e-cigs, vapes, or Jules.  The parts of the policy that affect adult students 
at the Garnet Career Center are as follows: 

 

Adult students are prohibited from using any type of tobacco product, including smokeless tobacco, while on 
school property.   

 
Adult students may leave school property during breaks and the lunch period in order to use these products, 

but must be back in the classroom at the end of the break or lunch period.  Students must cross the street to 
be off of school property.  The sidewalk around the building is considered part of the property of Kanawha 

County Schools. 
 
Violators of this policy will be dealt with when referred to the office with possible suspensions.  Repetitive 

violations may be cause for dismissal from a program. 

 

CRIMINAL ACTIVITY 
 
To insure the safety and well-being of staff and students, Garnet cooperates with local law enforcement 

agencies with regard to criminal activity.  The following violations will be immediately reported to the local law 
enforcement agencies and may result in termination from your training programs: 

 
 1. Possession of controlled substances, substances represented to be controlled substance or 

  paraphernalia that has obviously been used with controlled substances; 

 2. Possession of firearms, weapons, ammunition or explosive devices; 
 3. Bomb threats/false alarms; 

 4.  Serious physical assaults, including student/teacher assaults; 
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 5. Sexual abuse or assaults. 

 
Additionally, Garnet has the right to search students, their cars, or their lockers if there are reasonable grounds 

to suspect that the search will turn up evidence that a student has violated or is violating either the law or rules 
of the school.  Any contraband property discovered as a result of a search may be confiscated. 

 

SEXUAL HARASSMENT 
 

Sexual harassment is strictly prohibited and illegal.  Unwelcome sexual advances, requests for sexual favors, 
and other verbal or physical conduct of a sexual nature constitute sexual harassment when:  (1) submission to 

or rejection of such conduct is made either explicitly or implicitly a term or condition of a student’s education; 
(2) submission to or rejection of such conduct by a student is used as a basis for academic decisions affecting 

the student; or (3) such conduct has the purpose or effect of substantially interfering with a student’s academic 

performance or creating an intimidating, hostile, or offensive educational environment. 
 

Examples of Sexual Harassing Behavior:  Sexually suggestive or obscene letters or notes; sexual rumors or 
name calling; unwelcome touching, grabbing or punching; inappropriate comments about one’s body, dirty 

jokes or stories; dehumanizing graffiti; display of suggestive pictures, cartoons, or objects; threats or demands 
for sexual favors; and, assault or attempted assault which is gender based. 

 

Reporting Sexual Harassment Complaints:  Any student who has a complaint of sexual harassment by 
anyone, including teachers, school administrators, other school employees, other students, or other persons 

must report the problem to the principal, other staff member(s) designated to receive such complaints, or the 
Title IX Coordinator 304-348-1379. If the complaint involves the principal, the student may report the problem 

directly to the superintendent 304-348-7732. 

 
Investigation/Sexual Harassment:  All complaints will be promptly and thoroughly investigated.  A written 

report of the investigation and its’ findings will be prepared and submitted to the Title IX Coordinator.  Absent 
exceptional circumstances, the investigation shall be completed and a report submitted within ten (10) school 

days.  Complaints involving sexual harassment of a student by an employee must be reported immediately to 
the superintendent.  The privacy of the complaining student and the persons accused of sexual harassment will 

be kept strictly confidential to the extent permitted by law, as will all reports, documents, statements, and other 

information generated by the investigation. 
 

Garnet Career Center 
CODE OF CONDUCT 

 
SCOPE OF APPLICATION/CODE OF CONDUCT – All students shall be subject to the provisions of a code of 
conduct in the following circumstances: 

 

A. While on property owned by Kanawha County Schools; 
B. During time periods when a student is scheduled to attend school or other activities conducted under the 

auspices of Kanawha County Schools, regardless of whether a student is in actual attendance. Students who 
have been properly excused from attendance are not subject to this paragraph;  

C. During any extracurricular activity or trip conducted under the auspices of Kanawha County Schools which a 

student elects to participate; 
D. While a student is in transit to or from school or an extracurricular activity, including transit on a school bus; 

E. Offenses against employees of Kanawha County Schools, regardless of time or place; 
F. Bomb threats involving Kanawha County School property, regardless of time or place; 

G. The consumption of alcoholic beverages or controlled substances, in any amount, within four (4) hours prior 
to any school related activity, regardless of place. 

 

Students will be terminated or suspended from school for the following offenses: 
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A. Violation of state or federal criminal laws—Such offenses are subject to appropriate disciplinary action in 

addition to any criminal penalties which may attend such offenses. 
B. Hazing—It shall be a violation of the code of conduct to engage in conduct which subjects a student to 

embarrassment, abusive treatment, ridicule, harassment or the assignment of unnecessary or disagreeable 
tasks.  Initiation or induction into any class or organization which involves hazing is prohibited. 

C. Possession or distribution of stolen property, contraband, fireworks or weapons of any kind. 

D. Vandalism—It shall be a violation of the code of conduct to intentionally deface, break or damage school 
property or equipment. 

E. Bomb threats/false alarms—It shall be a violation to participate in any bomb threat or false fire alarm. 
F. Assault on school personnel—It shall be a violation of the code of conduct to assault school personnel or to 

damage or destroy property owned by school personnel. 

G. Violence/threats of or incitement to—It shall be a violation of the code of conduct to engage in conduct that 
may threaten or incite others to do bodily harm to another person or to intimidate other students by placing 

such students in fear for personal safety. 
H. Disruptive conduct—It shall be a violation of conduct to fail to obey a proper directive of school personnel 

or to be disrespectful to supervision and authority. 
I. Assault on student—It shall be a violation of conduct to physically or verbally assault another student.  See 

Drug/Alcohol Policy for Garnet Career Center. 

J. Use, distribution or possession of beer, wine, other alcoholic beverages, controlled substances, or substance 
represented to be a controlled substance. 

K. Use of tobacco products on school premises prohibited.  See Smoking Policy for Kanawha County Schools. 
L. Sexual Harassment (See Kanawha County Board Policy Series 22.00) 

M. Theft of school property. 

 
Locker searches—A student’s locker or vehicle may be searched if there are reasonable grounds to suspect that 

the search will turn up evidence that a student has violated or is violating either the law or rules of the school. 
 

Some departments may have additional regulations—refer to the student handbook for program in which 

enrolled. 

 
POSSESSION OF A WEAPON OF ANY TYPE WILL BE CAUSE FOR DISMISSAL FROM A 

PROGRAM.  Please see the attached Kanawha County School’s Weapons Policy.  
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STUDENT DRESS POLICY 
 

Automotive Technology students and Practical Nursing students will wear uniforms. 
 
All students are expected to adhere to common practices of modesty, cleanliness and neatness; to dress within 

the acceptable standards of the community and in such a manner as to contribute to the academic atmosphere, 

not detract from it.  The student who fails to comply with this dress code may be sent home and be subject to 
disciplinary actions. 

 
Any clothing, accessories, symbols, jewelry, or other paraphernalia, which depicts or suggests association with a 

gang shall not be brought to school, worn at school, or in any way be present at any school related event. 

 
Any other considerations, i.e., religious medical, et al., will be determined by the individual school principal.  

The school administration shall have the right to consider any current fashion to determine its’ acceptability for 
school wear. 

 
Clarification regarding apparel should be obtained PRIOR TO WEARING IT TO SCHOOL; this can be obtained 

from the school administration.  Students in violation of this policy will be subject to disciplinary action as 

determined by the school’s administration. 
 

Teachers are charged with the responsibility of enforcing student dress code policy in their classes as well as on 
campus.  Administrators and other school personnel share the same responsibility.   

 

No attempt will be made to dictate fashion styles as long as they are keeping with district policies. 

 
Any clothing, jewelry or accessories with decorations, patches, lettering, advertisements, etc., that may be 
considered obscene or offensive are not to be worn to school.  This includes any clothing, jewelry, accessories 

that may be used as weapons, which have drug emblems, contain obscenities, tobacco or alcoholic beverage 

references, which may be considered derogatory towards race, culture or religion, or which may be considered 
sexual harassment. 

 
Crop tops, tube tops and halters are unacceptable.  Strapless dresses without jackets are unacceptable. 

 
Transparent and/or see through material is considered unacceptable.  Shirts or blouses must cover the entire 

torso at all times, even in movement. 

 
A boy’s shirt should cover the entire crown of the shoulder. 

 
The length of a skirt, dress or shorts must extend to at least the student’s mid-thigh. 

Form-fitting pants, such as spandex or bicycle pants, may only be worn with another layer of clothing which 

meets the dress code.  Torn pants are considered inappropriate, i.e., intentionally torn or cut/slashed. 
 

Students shall wear their trousers or overalls properly—the waist at the waist; no sagging. 
 

All students must wear shoes.  Hair should be kept neat, clean and reasonably styled.  Any type of head 
covering is unacceptable (see KCS policy for exceptions).  Facial hair should be neat, clean, closely trimmed and 

not be a distraction to the learning environment.  Chain or spike jewelry is unacceptable.  Pierced body 

ornaments are restricted to the ear.  Tattoos, which would violate this policy if worn as clothing, must be 
covered. 
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ETHICAL BEHAVIOR 
 

Garnet expects all students to exhibit ethical behavior in their programs.  Any student caught cheating on a test, 

submitting assignments copied from another’s work, falsifying any documents or reports required as part of the 
course or otherwise behaving in an unethical manner will be subject to disciplinary action up to and including 

termination. 
 

CELLULAR DEVICES 
 

Adult students are permitted to have cellular devices in the building.  However, use of such device must not 

disrupt classes.  If devices become a disturbance, individuals will be asked to discontinue bringing them to class 
or building.  Individual programs may have separate and more stringent policies that must be followed. See 

program handbooks or syllabus for details on each program’s cellular device policy.  
 

1st offense –  warning from the instructor 
2nd offense – student will be referred to administration for consultation 

 

 

INTERNET USE 
 

All students using the internet will abide by the guideline set forth in Policy 2460.   Internet use will be 

monitored.  Student use of the internet is for education study and research.  Students are required to use 

appropriate language which is not offensive to others.  Vandalism, either physical or electronic, is not permitted.  
Viewing or downloading of pornographic or other objectionable material is not permitted.  Inappropriate use of 

the facilities will terminate student access to the internet.  Students must sign an Internet AUP form prior to use 
of the internet.   

 

 

STUDENT CLUBS AND ORGANIZATIONS 
(Skills USA, WV Student Nursing Association) 

 

Career and technical student organizations are part of the curriculum for every area.  They promote 

employability skills important for job success, such as leadership, cooperation, responsibility, attitude, and 

initiative. 
 

All students will attend club activities when they are scheduled during the school day.  Club activities are as 
important to training as classroom activities and attendance. 

 

 
FEDERAL EDUCATIONAL RIGHT TO PRIVACY ACT (FERPA) 

 
Garnet Career Center is prohibited by Federal Law from releasing any information about a student to any 
organization, entity, or person who is not given expressed, written permission by the student.  This prohibition 

extends to family members if the student is 18 years of age or older.  Students may complete a FERPA release 
form to identify to school officials the person(s) the student wishes to have access to their records and/or 

information.  FERPA permissions/access will begin when the student attends the first day of class. Note:  Certain 

state and federal governmental agencies are exempted from FERPA.  
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GARNET CAREER CENTER FULL-TIME PROGRAMS 
 

GENERAL INFORMATION ABOUT OUR PROGRAMS 

 
Automotive Technology – six month program (675 Hours) (7:30 – 1:30 M-F) 

 ASE certification testing available 

 Classes start July and January 

 Only adult only program in Kanawha County 

 Job internships available 

 Computer skills taught in the Learning Lab 

 Students can earn college credits upon completion of Automotive 

 Technology (EDGE Program) 

 Over 90% job placement 

__________________________________________________________________________________ 

 Practical Nursing (PN) – 11 month program (1350 hours) (8:00 – 3:00 M-F) 

 Recognized as one of West Virginia’s BEST PN PROGRAMS 

 State Accredited by the WV State Board of Nursing 

 Twelve-month program – starts in July and ends in June of the following year 

Clinical experience: 

 Charleston Area Medical Center 

 Thomas Memorial Hospital 

 St. Francis Hospital 

 and long term care facilities (675 clinical hours) 

State Board passing rate exceeds National Average (2017 passing rate 93%) 

Review offered for State Board Licensing Exam (N-Clex) as part of the program 

__________________________________________________________________________________ 

Medical Assisting – 6 month program (675 hours) (8:00 – 3:00 M-F) 

 Classes start in January and July 

 Clear understanding of vital signs; normal and abnormal 

 Introduction to Phlebotomy and EKG 

 EHR/EMR training 

Clinical experience: 

 Surrounding area medical offices 

Program leads to NR-CMA Certification upon completion of clinicals 

__________________________________________________________________________________ 

Phlebotomy Technician - 12 week program- (174 hours) (5:30 - 8:30 p.m. M & W) 

Phlebotomy Technician prepares students to work as a healthcare technician who draws blood. 

 Classes start in August and January 

 Classes run for 12 weeks 

 Clinical experience: Charleston Area Medical Center 

 Certification Test after completion of clinical experience 

_________________________________________________________________________________ 

 EKG – 9 week program (72 hours) (5:30 - 8:30 p.m. M & W) 

 Classes start in August and January 

 Proper placements of electrodes for EKG readings 

 Able to identify abnormalities to report to doctor 
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AUTOMOTIVE TECHNOLOGY PROGRAM 
 

The Automotive Technology curriculum includes the following areas: 

WIN On-line Career Readiness Courseware 

Computer Literacy 

Employability Skills 

 

Automotive Technology MLR-1                                                                                                                                       

Safety in the shop                                                                                                                                                                        

The automotive industry                                                                                                                                                                                    

Shop tools/Diagnostic equipment                                                                                                                                                                  

Basic electrical                                                                                                                                                                       

Lubricating and cooling systems 

 

This course introduces the student to the knowledge base and technical skills as they relate to 

the field of Automotive Technology. In the Automotive Technology MLR-1 class areas of study 

include Automotive Service Consultant, Career Opportunities and Practices, Shop and Personal Safety, 

Tools and Equipment, Preparing Vehicle for Service, Electrical-General Electrical System Diagnosis, 

Electrical-Diagnosis and Service of Batteries, and Engines-Lubrication and Cooling 4 Systems 

Diagnosis and Repair.  

 

Automotive Technology MLR-2                                                                                                                      
Suspension and steering systems                                                                                                                                                  

Disc brake systems                                                                                                                                                                                        

Drum brake systems                                                                                                                                                                                       

Anti-lock brake systems 

 

MLR-2 continues as students are exposed to skills sets in areas such as Steering and 

Suspension-Diagnosis and Repair of Wheels and Tires, Brakes-Diagnosis and Repair of Hydraulic 

Systems, Brakes-Diagnosis and Repair of Drum Brake Systems, Brakes-Diagnosis and Repair of Disk 

Brake Systems, Brakes-Diagnosis and Repair of Power Assist Units, Brakes,  

 

Diagnosis and Repair of Miscellaneous Automotive Items, Brakes-Diagnosis and Repair of 

Antilock Brake Systems and Steering and Suspension-Diagnosis of Steering & Suspension Systems.  

 

Automotive Technology MLR-3                                                                                                                         
Electrical system                                                                                                                                                                             

Starting system                                                                                                                                                            

Charging system                                                                                                                                                                     

Lighting system 

 

MLR-3 build student skill sets in the areas of Electrical-Demonstrate Starting System 

Diagnosis and Repair, Electrical-Demonstrate Charging System Diagnosis and Repair; Electrical-

Demonstrate Lighting System Diagnosis and Repair, Electrical-Demonstrate Accessories System 

Diagnosis and Repair, Engines, General Engines, Engines-Diagnosis and Repair of Cylinder Head and 

Valve Train, and Engine Performance-General Engine Diagnosis.  
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Automotive Technology MLR-4                                                                                                                     
Ignition systems                                                                                                                                                                                                             

Fuel systems                                                                                                                                                                         

Computerized engine controls                                                                                                                                                        

Emission control systems                                                                                                                                               

H.V.A.C. 

 

Automotive Technology MLR-4 completes the Program of Study with skills sets in the areas of 

Engine Performance-Computerized Engine Controls; Engine Performance-Fuel, Air Induction, and 

Exhaust Systems Diagnosis and Repair; Engine Performance-Emissions Control Systems Diagnosis 

and Repair; Automatic Transmission and Transaxle-Diagnosis Maintenance, and Adjustment; Manual 

Drive Train and Axles-Diagnosis, Maintenance, and Adjustment; and Heating and Air Conditioning-

Diagnosis, Maintenance, and Adjustment 
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MEDICAL ASSISTING PROGRAM 
 

 

 

Program Descriptions: 

The Certified Medical Assisting Program is a 6-month certificate program to prepare students for entry 

level positions as certified medical assistants. It insures the knowledge and skill base to be used in their 

field and work in the office of physicians and other health practitioners. The graduates of this program 

may earn a national credential of Nationally Registered Certified Medical Assistant (NRCMA) by 

taking a registry exam given through the National Association of Health Professionals.  

Many graduates work as a medical assistant while pursuing an advanced health career degree. It is 

recommended that the students have a knowledge of science/math. Students may be required to take a 

remedial Math course through adult education if their TABE score does not meet the required level.  

Skills: 

Students will attain 21st century skills that include: reading, writing, speaking, and math.  

Students will develop problem solving, critical thinking, and teamwork skills. 

Medical terminology is reinforced throughout the text to build upon and enhance student’s learning in 

the medical field.  

Anatomy and Physiology will also be reviewed throughout the program so students have a 

strengthened knowledge foundation.  

Students will be able to perform basic skills such as, but not limited to: 

 vital signs 

 Phlebotomy 

 injections 

 suture/staple removal 

 CPR certification 

 assisting with minor office procedures 

 collect and transport specimens 

 phone skills 

 EHR training 
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PRACTICAL NURSING PROGRAM COURSES 

Skills Sets 
 
Course Descriptions: Practical Nursing   Courses PN1-PN10 

 

These courses are designed to properly prepare students for entry into the practical nursing profession. Entry 

level practice is regulated through the West Virginia State Board of Examiners for Licensed Practical Nurses, 

which is a member of the National Council of State Boards of Nursing (NCSBN). NCSBN develops a licensure 

examination, the National Council Licensure Examination for Practical/Vocational Nurses (NCLEX-PN®), 

which is used by the West Virginia State Board of Examiners for Licensed Practical Nurses to assist in making 

licensure decisions. These courses are an outline of the NCLEX-PN Test Plan, the specific content skill sets for 

Practical Nursing can be found in the modules located at http://careertech.k12.wv.us/skillsetHSE.html under 

Licensed Practical Nursing. Instruction will incorporate project and problem‐based healthcare practices and 

procedures to demonstrate the criticality of these skills. Students utilize problem solving techniques and 

participate in hands‐on activities to develop an understanding of course concepts. Teachers provide each student 

with real world learning opportunities and instruction. Students are encouraged to become active members of the 

student organization, HOSA-Future Health Professionals. Classroom instruction integrates learning skills, 

technology tools and content skill sets. Clinical experiences are integrated into the class to meet the West 

Virginia Board of Practical Nursing educational laws and requirements. http://www.lpnboard.state.wv.us 

 

TERM 1 

 

TERM 2 

 

TERM 3 

 

PN 1: Social Sciences 

Foundations/Fundamentals 

 

PN 2: Anatomy  & Physiology 

+ Foundations + Nutrition 

 

PN 4: Med. Surg. + 

Pharmacology 

 

 

PN 2: Anatomy  & Physiology 

+Foundations + Nutrition 

 

PN 4: Med. Surg. + 

Pharmacology 

 

PN 7: Medical Surgical Nursing 

+ Social Services 

 

 

PN 3: Foundations/Fundamentals 

 

 

 

PN 5: Med. Surg. Nursing 

 

PN 8: Geriatrics + Med. Surg. 

Nursing + Social Sciences 

 

 

PN 7: Medical Surgical Nursing +  

Social Services 

 

 

PN 6:  Med. Surg. Nursing 

 

PN 9: Psychiatric Nursing + 

Pharmacology 

 

PN 8: Geriatrics Med. Surg. 

Nursing + Social Sciences 

 

 

PN 7: Medical Surgical Nursing 

+ Social Services 

 

 

PN 10: Obstetrics + Pediatrics + 

Social Sciences 

 

 

PN 10: Obstetrics + Pediatrics + 

Social Sciences 

 

 

PN 8: Geriatrics + Med. Surg. 

Nursing + Social Sciences 

 

 

 

 

 

 

PN 9: Psychiatric Nursing 

 

http://www.lpnboard.state.wv.us/
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PART-TIME EVENING EDUCATION 
 

Garnet evening/adult part-time education is self-supporting and strives to meet community needs in areas of 

interest, retraining, and renewal.  The department provides adults the opportunity to take short-term courses 
during the day and evening hours.  Short-term courses may be offered for self-interest and for personal 

enrichment.  Specialized services may be offered to help meet the education needs of business and industry 
and may be taught at alternate locations. Costs for these classes will vary and will be determined based upon 

need, hours of training and number of participants. 

 

PART-TIME EVENING PROGRAMS 
PHELOBOTOMY TECHNICIAN 

 

The Phlebotomy Technician Program prepares students to be a certified Phlebotomy Technician. It is offered 
twice a year in the Fall and Spring. It runs for twelve weeks - nine weeks of classroom training (M & W 5:30-

8:15 PM) and three weeks of clinical training (M-F for 8 hours per day). Classes include: Phlebotomy Technician 
and Introduction to Health Care.   

EKG 
 

The EKG program prepares students to read an electrocardiogram — abbreviated as EKG or ECG —  which is a 

test that measures the electrical activity of the heartbeat.  The program runs for nine weeks of classroom 
training (M & W 5:30 – 8:15 PM).  This class is not eligible for Financial Aid. 

 

STUDENT RECORDS AND TRANSCRIPTS 
 

To insure the confidentiality of student records, records will not be forwarded from the school office without a 

signed release from the student/graduate.  GED/TASC records/transcripts information must be obtained from 

the TASC office at 304-558-6315.  Students will receive one free Garnet Career Center transcript upon 
graduating, thereafter there will be a $5 charge for each request.  

 

CAREER AND TECHNICAL CERTIFICATE 
 

A Career and Technical Certificate is awarded to Garnet students who successfully complete a training program.  

The qualifications include: 
 

1. Recommendation by the instructor.  This recommendation must be made on the basis of the instructor’s 

observation of the student’s work. 
 

2. Students must earn an overall “C” average.  Exceptions:  Practical Nursing students must retain an 80% 
average in each class. 

 
3. Absences and tardiness will be taken into consideration when awarding certificates. 

 

4. Students cannot be indebted to the school. 
 

ADULT EDUCATION 
Mountain State Educational Services Cooperative (ESC) 

 

Enrollment is handled through the Adult Education Office of Mountain State Educational Services Cooperative 
(ESC).  The Adult Education program housed at Garnet is designed to meet the academic needs of any adult 

from the non-reader through twelfth grade.  A complete program of English, reading, mathematics, science and 

social studies is available to help students prepare for the high school equivalency (TASC) and Tofel for college 
entrance.  
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Students in need of learning English as a Second Language may also enroll. Enrollment is handled through the 

ESL office, Mountain State Educational Services Cooperative (ESC), housed at Garnet in Room 219. Instruction 
is individualized with instructors to assist the adult.  Students enter weekly and move at their own pace. 

 
GUIDANCE AND COUNSELING SERVICES 

 
A full-time counselor is available to provide career counseling, consultation, referrals, and the mobilization of 
resources and coordination of services necessary to meet the individual needs of the adult learner. 

 

TRANSFERRING CREDITS 
 

Transferring credits in from other institutions will be reviewed on an individual basis and credited for 

appropriate placement only.  Transcript grades lower than a “C” will not be accepted.  Transcripts must be 

submitted a week before program start date.  
 

Students are encouraged to apply for EDGE credits if pursuing an associate degree in a local community college 
after completion of their program at Garnet. 

 

 

POLICY ON TRANSFER 
 

The Automotive programs does not accept transfer students from other institutions.  Internally, should a 

student choose to leave one program and enter another, entrance requirements must be met for the chosen 
program.  A change of program form must be completed.  See the Practical Nursing handbook for transfer 

guidelines in that curriculum. 
 

 

EDGE CREDIT 
 
EDGE credit may be available with BridgeValley Community and Technical College.  The purpose is to obtain 

advanced placement in various programs at the community college level.   

 

 
CAREER & TECHNICAL EDUCATION PORTFOLIO 

 
Every completer in full-time programs at Garnet are required to complete a student career and technical 

educational portfolio.  The West Virginia Department of Education has published the WV Career & Technical 

Education Adult Portfolio Rubric and Score Sheet for guidance in the creation of this portfolio.  The portfolio will 
be presented prior to graduation. 
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GRIEVANCE PROCEDURES FOR RESOLUTION OF STUDENT COMPLAINTS 

 
Purpose:  This standard procedure will provide the student a mechanism for resolving grievances related to 

school. 

 
Procedures:  The first attempt to resolve student complaints should take place through an information 

discussion between the student and the instructor. 
 

Level 1:  If the complaints are not resolved as a result of an informal discussion, the complaints are then 
submitted to the principal in writing.  The principal is obliged to respond in writing to the complaints within five 

(5) school days.  This time period may be extended by mutual agreement between the student and the 

principal. 
 

Level 2: The student may appeal a Level One decision by submitting a written complaint to the Assistant 
Superintendent of Career and Technical Education.  The student must appeal the Level One decision within ten 

(10) school days.  This period may be extended by mutual agreement between the student and the Assistant 
Superintendent. 

 

Council on Occupational Education 
7840 Roswell Road 

Building 300, Suite 325 
Atlanta, GA 30350 

Telephone (Local): 770-396-3898 

Telephone (Toll-Free): 800-917-2081 
FAX: 770-396-3790 

http://www.council.org/ 

  

http://www.council.org/
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NOTIFICATION OF TITLE IX GRIEVANCE PROCEDURE  

 

KANAWHA COUNTY SCHOOLS ADMINISTRATIVE REGULATION 

Title IX Sexual Harassment Policy 
Series: J12A 

Reference: Title IX Educational Amendments of 1972, 34 CFR Part 
106 and the Clery Act, 20 U.S.C. § 1092 

Issued: 02.21.1980 

Revised: 10.16.1980; 10.24.1983; 05.17.2012; 6.18.2015; 6.25.2020 
Revision Number: 6 

 
Purpose 

Title IX of the Education Amendments of 1972 prohibits sex discrimination in educational programs or activities 

receiving Federal financial assistance. In 2020 the United States Department of Education released new Title 
IX regulations that changed the way school districts are required to respond to sexual assault allegations. 

Kanawha County Schools (KCS) changed this policy to comply with the new regulations. The purpose of this 
procedure is to provide a way for employees, students and third parties to report allegation of sexual 

discrimination or harassment and how KCS will reach a resolution of the allegation through an 
investigation. This policy covers, without limitation, sexual harassment by a student to another student; a 

student to an employee; an employee to a student; a third party to a student; a student to a third party; a male 

to a male; a female to a female; a male to a female; and a female to a male. 
1. Definitions 

1.1 “Actual Knowledge” means notice of sexual harassment or allegations of sexual harassment to the Title 
IX Coordinator or any KCS official who has authority to institute corrective measures on behalf of KCS, or to 

any school employee. 

1.2 “Advisor” means a parent, guardian, or anyone person chosen by the Complainant or the Respondent to 
represent them and their interest throughout the grievance procedure. 

1.3 “Complainant” means an individual who is alleged to be the victim of conduct that could constitute sexual 
harassment. 

1.4 “Dating Violence” means violence committed by a person who is or has been in a social relationship of a 
romantic or intimate nature with the victim. The existence of such a relationship shall be determined based on 

the reporting party’s statement with consideration of the length of the relationship, the type of relationship, and 

the frequency of interaction between the persons involved in the relationship. 
1.5 “Decision Maker” – means a KCS Assistant Superintendent, Deputy Superintendent, and 

Superintendent. 1.6 “Deliberate Indifference” means the conscious or reckless disregard of the 
consequences of one's acts or omissions. Deliberate indifference is more than negligence. 

1.7 “Disparate Treatment Based on Gender” means any difference in treatment based on gender unless 

that is a legitimate nondiscriminatory reason for the difference in treatment. 
1.8 “Domestic Violence” means felony or misdemeanor crimes of violence committed by a current or former 

spouse or intimate partner of the victim, by a person with whom the victim shares a child in common, by a 
person who is cohabitating with or has cohabitated with the victim as a spouse or intimate partner, or by a 

person similarly situated to a spouse of the victim. 
1.9 “Education Program or Activity” means locations, events, or circumstances over which KCS exercised 

substantial control over both the respondent and the context in which the sexual harassment occurs. 

1.10 “Exculpatory Evidence” means evidence that shows a person non-involvement in an act or evidence 
that can show innocence. 

1.11 “Formal Complaint” means a document filed by a complainant or parent on their behalf or signed by the 
Title IX Coordinator alleging sexual harassment against a respondent and requesting an investigation of 

the allegation of sexual harassment. 

1.12 “Inculpatory Evidence” means evidence that shows a person’s involvement in an act or evidence that 
can show guilt. 

1.13 “Informal Resolution Process” means an alternative to a full investigation and adjudication of a formal 
complaint that can happen with the voluntary consent of both the complainant and respondent where 

the allegation does not involve an employee sexually harassing a student. 

1.14 “Preponderance of the Evidence” means that the evidence shows that the action alleged is more 
probable to have occurred that to not have occurred. 



Revised:  August 6, 2020 mfp 

 24 

1.15 “Respondent” means an individual who has been reported to be the perpetrator of conduct that could 

constitute sexual harassment. 
1.16 “Sex discrimination” means when a person, because of his or her sex, is denied participation in or the 

benefits of any education program or activity receiving federal financial assistance. Sex discrimination includes, 
but is not limited to, disparate treatment based on gender, sexual harassment, sexual violence and sexual 

assault. 

1.17 “Sexual Assault” means any sexual act directed against another person, without consent of the victim, 
including instances where the victim is incapable of giving consent. This includes rape, fondling, incest, and 

statutory rape. 
1.18 “Sexual Harassment” means conduct on the basis of sex that satisfies one or more of the following: 

1.18.1 “Quid pro quo” which is an employee of KCS conditioning the provision of an aid, benefit, or service on 

an individual’s participation in unwelcome sexual conduct; 
1.18.2 Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and objectively 

offensive that it effectively denies a person equal access to an education program or activity; or 
1.18.3 “Sexual assault”, “dating violence”, “domestic violence”, or “stalking”, as defined in law and in this policy. 

1.19 “Stalking” means engaging in a course of conduct1 directed at a specific person that would cause a 
reasonable person to (1) fear for the person’s safety or the safety of others; or (2) suffer substantial emotional 

distress2. 

1.20 “Supportive Measures” means non-disciplinary, non-punitive individualized services offered as 
appropriate, as reasonably available, and without fee or charge to the complainant or the respondent before or 

after the filing of a formal complaint or where no formal complaint has been filed. Such measures are designed 
to restore or preserve equal access to the education 

1 Course of conduct means two or more acts, including, but not limited to, acts in which the stalker directly, 

indirectly, or through third parties, by any action, method, device, or means follows, monitors, observes, 
surveils, threatens, or communicates to or about, a person, or interferes with a person’s property. 

2 Substantial emotional distress means significant mental suffering or anguish that may, but does not 
necessarily, require medical or other professional treatment or counseling. programs or activities without 

unreasonably burdening the other party, including measures designed to protect the safety of all parties or 
the educational environment, or deter sexual harassment. 

1.21 “Title IX Team” – means the Title IX Coordinator; school-based Title IX representatives; school 

administrators and counselors; Assistant Superintendents; the Deputy Superintendent; or the Superintendent. 
2. Policy 

2.1 Any person may report sexual discrimination or sexual harassment, regardless of whether or not the person 
reporting is the person alleged to be the victim of the conduct) 24 hours a day by contacting the Title IX 

Coordinator in the following ways: 

By mail: 200 Elizabeth Street, Charleston, WV 25311 
By e-mail: sferrell-hill@mail.kana.k12.wv.us 

By phone: 304-348-1379 
Or by reporting to any school employee. 

2.2 Employee Expectations and Duties 

2.2.1 Each employee shall be responsible to maintain learning and working environment free from all forms of 
unlawful discrimination and harassment, and to report all incidents of unlawful discrimination or harassment 

promptly in a manner that is not deliberately indifferent, which he/she observes or is informed about to the 
building principal, school based Title IX representative, or the Title IX coordinator. 

2.2.2 Employees are strictly prohibited from dating, attempting to cultivate a romantic relationship or becoming 
involved in an inappropriate relationship with students, regardless of the student’s age or consent. 

This prohibition shall be in force as long as the student is considered a student within the school system, 

including during the summer break, holidays and other times away from school, and also shall apply to all 
graduated students for 12 months after the student’s graduation.3 3 Sections 18A-2-8 and 18A-3-6 of the West 

Virginia Code 
2.3 Title IX Coordinator Expectations and Duties 

2.3.1 The Title IX Coordinator shall publish and disseminate a notice of this policy and complaint procedure at 

least annually to students, parents/guardians, employees, and the public, together with either a copy of this 
policy or a statement how to obtain a copy of this policy. A copy of this policy will be distributed to all buildings 

and facilities within the district, and included or referenced in all student or employee handbooks and posted on 
the KCS website. 
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2.3.2 The Title IX Coordinator, together with other appropriate district officials, are responsible to help monitor 

the implementation of nondiscrimination procedures in the following areas: 
• Curriculum and Materials – Review of curriculum guides, textbooks and supplemental materials for 

discriminatory bias. 
• Training – Provision of training for students and staff to identify and alleviate problems of discrimination and 

unlawful harassment. Provision of training to all building principals to investigate complaints under this policy. 

• Student Access – Review of programs, activities, and practices to ensure that all students have equal access 
and are not segregated except when permissible by law or regulation. 

• District Support – Assurance that like aspects of the school program receive like support as to staffing and 
compensation, facilities, equipment, and related matters. 

• Student Evaluation – Review of tests, procedures, and guidance and counseling materials for stereotyping 

and discrimination. 
• Employment Relations - Development of position qualifications, job descriptions and essential job 

functions; Recruitment materials and practices; Procedures for screening, interviewing and hiring; Promotions; 
and Disciplinary actions, up to and including terminations. 

2.3.3 Administration of the reporting and complaint procedures provided in this policy. 
2.3.4 Providing notices to all parties, as required, during the Formal Complaint process outlined in section 4.2. 

Notices shall include: 

• Details of the allegations, parties involved, date, location of alleged conduct, and that the Respondent is not 
presumed responsible until a determination regarding responsibility is made at the conclusion of the grievance 

process. 
• That the recipient of the notice may have an advisor if they choose during this process.  

• A request for a meeting with the parties and advisors if they have one, to discuss the allegations. 

• Date, time, location, participants, and purpose with sufficient time to prepare to participate. 
• Information about the Informal Resolution Process, including requirements of the process; records kept and 

shared; the consequences resulting from participating in the process, including the circumstances under which it 
precludes the parties from resuming a formal complaint arising from the same allegations after the resolution is 

agreed to; and the right to withdraw from the process and resume the grievance process. 
2.3.5 The Title IX Coordinator must treat Complainants and Respondents equitably by offering supportive 

measures to a Complainant, and by following a grievance process before the imposition of any 

disciplinary sanctions or other actions that are not supportive measures against a Respondent. 
2.4 Student Responsibilities - Each student shall be responsible to respect the rights of their fellow students 

and district employees and to ensure an environment free from all forms of unlawful discrimination 
and harassment, and to report all incidents of unlawful discrimination or harassment which they observe, or are 

informed about, to any school employee or to a member of the Title IX Team. 

2.5 Policy for Reporting Violations 
2.5.1 Any school employee who suspects or is notified that a student has been subject to conduct that 

constitutes unlawful sex discrimination, including sexual harassment, shall report the incident to the building 
principal as soon as possible, but not later than twenty-four (24) hours unless extenuating circumstances justify 

a reasonable extension of that deadline. If it is not possible to contact the building principal in a timely fashion, 

the school employee shall report the incident to the Title IX Coordinator or another administrator as soon as 
possible. 

2.5.2 If a school employee is the subject of the complaint of sexual harassment the conduct should be reported 
directly to the Principal, Superintendent, and/or the Title IX Coordinator. If the Title IX Coordinator is also a 

subject of the complaint or otherwise not impartial, the report shall be made to another administrator or the 
Superintendent. 

2.5.3 All Complaints of sexual harassment should be made in writing on the appropriate form provided for under 

the Complaint Procedure in this policy to the Title IX Team. If the incident was initially reported orally, then the 
Title IX team member shall inform the student of the right to file a complaint and shall promptly provide all 

necessary forms and assistance to enable the complainant to file an appropriate written complaint if they 
so desire. If the complaint that is reported, regardless of whether it is orally reported or written, is of the nature 

that requires reporting as a mandatory reporter, the person to whom the oral or written complaint was given 

shall make a formal complaint and report it to the appropriate authorities themselves regardless of student 
desires within 24 hours per §49-2-803 of the West Virginia Code. 

3. Procedures for Reporting Complaints 
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3.1 Any KCS employee with actual knowledge of sexual harassment in an education program or activity must 

report the sexual harassment to a member of the Title IX Team, as defined in this policy. The contacted 
member of the Title IX Team will then convey the Complaint to either the school-based Title IX representative 

or the Title IX Coordinator. 
3.2 The school-based Title IX representative or the Title IX Coordinator shall promptly contact the alleged victim 

of the sexual harassment and discuss the following: 

3.2.1 Supportive measures available to immediately relieve any ongoing issues and the alleged victim’s wishes 
with respect to supportive measures, 

3.2.2 The availability of supportive measures with or without the filing of a formal complaint, and 
3.2.3 The process for filing the formal complaint. 

3.3 The school-based Title IX representative or the Title IX Coordinator shall document that conversation and 

the allegations on the “Possible Sexual Harassment Complaint” form and inform the Complainant’s parent or 
guardian of the possible complaint. 

3.4 Based on the allegation, the Title IX Team member handling the Complaint will determine if there was a 
possible instance of sexual harassment, at which point the Complainant/Complainant’s parents or guardian may 

decide to pursue a formal investigation. The Title IX Team member can also decide to pursue a formal 
complaint regardless of Complainant/Complainant’s parents or guardian’s consent if the circumstances are such 

that it would not be unreasonable to pursue without consent. 

3.5 If after talking to the Complainant and filling out the “Possible Sexual Harassment Complaint” form, the Title 
IX Team member handling the complaint determines there was not a possible instance of sexual harassment as 

defined, the complaint may be handled by applying other KCS policy violations, such as Student Code of 
Conduct violation. The Title IX Team member shall report to the principal the non-sexual harassment findings 

for the Principal to handle from a disciplinary aspect. 

4. Procedures for the Formal Complaint Process 
4.1 Filing the Formal Complaint 

4.1.1 At the outset of filing the Formal Complaint the Title IX Team Member handling the Complaint shall 
contact the Complainant’s parent or guardian and inform them of the Complaint. The Complainant, 

parents, and/or guardian shall be told that they may be accompanied by an advisor during all steps of the 
complaint procedure. If the Complainant is not a minor, then parent and guardian contact will be at the option 

of the Complainant provide the non-minor Complainant has capacity. 

4.1.2 If the complaint possibly meets the definition of sexual harassment and either the student; student’s 
parent or guardian; or the Title IX Coordinator wants to file a formal complaint the “Possible Sexual Harassment 

Complaint” must be signed. 
4.1.3 At the time of the filing of the Complaint, a copy of this policy shall be provided to the Complainant. 

4.1.4 The Title IX Coordinator will start investigating under the formal complaint process using the “Formal 

Complaint for Sexual Harassment” form. 
4.2 Dismissal of a Formal Complaint 

4.2.1 The formal complaint must be dismissed if: 
• the conduct doesn’t constitute sexual harassment as defined, 

• it did not occur during education program or activity, or 

• did not occur in the US. 
4.2.2 The formal complaint may be dismissed if: 

• notified in writing by the complainant that they would like to withdraw the complaint/allegations; 
• respondent is no longer enrolled or employed by district; 

• or if there are specific circumstances that prevent the district from gathering evidence sufficient to reach 
a determination. 

4.2.3 Notice detailing dismissal will be sent to all parties. 

4.3 Formal Complaint Investigation Process (Student to Student) 
4.3.1 The Title IX Team Member or Title IX Coordinator will complete the “Formal Complaint for Sexual 

Harassment” form. If a Title IX Team Member other than the Title IX Coordinator completes the form, the Team 
Member will then contact the Title IX Coordinator and send all forms completed to the Coordinator. 

4.3.2 The Title IX Coordinator will review all forms and verify that the complaint falls under the definition of 

Sexual Harassment. 
4.3.3 The Coordinator will offer any additional supportive measures to the Complainant and Respondent. 

4.3.4 The Title IX Coordinator will send a notice that a formal complaint was filed to the Complainant, 
Respondent, and any identified witnesses. 
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4.3.5 The Title IX Coordinator will meet with Complainant, Respondent, and any witnesses to investigate the 

Complaint. The Title IX Coordinator will provide opportunity for all parties to present witnesses and any 
inclupatory or exculpatory evidence. 

4.3.6 If needed the Title IX Coordinator will ask for written consent to access medical or counseling records. 
4.3.7 The Title IX Coordinator will forward all the gathered evidence, that is not protected under any other law 

or regulation, to the parties electronically or in hard copy, even if not used to make a determination regarding 

responsibility. The parties will have 10 calendar days to respond with a written response which the Title IX 
Coordinator will consider prior to completion of investigative report. 

4.3.8 Title IX Coordinator will create an investigative report that summarizes relevant evidence and send that 
report to all parties, including advisors, in electronic or hard copy format. Parties may review and provide any 

written responses they may have within 10 calendar days of receiving the investigative report. 

4.3.9 After the Parties have had access to the Investigative Report for at least 10 calendar days, the Title IX 
Coordinator will take all gathered evidence, the investigative report, and all responses to the report, to the 

decision maker, as defined, to reach a determination regarding responsibility. 
4.3.10 Throughout this process KCS cannot not restrict the ability of either party to discuss the allegations or to 

gather/present relevant evidence. 
4.3.11 For all process timelines may be delayed for good cause. 

4.4 Formal Complaint Decision Process (Student to Student) 

4.4.1 After investigative report has been sent to all parties and before reaching a determination regarding 
responsibility, the Decision Maker must: 

4.4.1.1 Afford each party the opportunity to submit written and relevant questions that a party wants to ask of 
any other party or witness involved in the allegations. The timeline for returning the questions to the Decision 

Maker will be determined by the Decision Maker and communicated in writing to the Parties. 

4.4.1.2 The questions will be provided to the relevant party or witness to answer in writing. The timeline for 
returning the answers to the Decision Maker will be determined by the Decision Maker and communicated in 

writing to the Parties at the time of receiving the questions. 
4.4.1.3 Each party will be provided with the answers to all written questions. 

4.4.1.4 The Decision Maker will then allow for additional limited follow up questions and answers from each 
party, as appropriate. 

4.4.1.5 If the Decision Maker decides to exclude a question asked by a party the Decision Maker must explain 

why that exclusion occurred. 
4.4.1.6 The Decision Maker shall not consider the Complaint’s prior sexual predisposition or sexual behavior 

unless such evidence is being offered to prove someone other than the Respondent committed the alleged 
conduct or help to prove consent. 

4.4.2 After all questions and answers are received, the Decision Maker must issue a written determination 

regarding responsibility and must include in that determination, the following: 
• Identification of the allegations constituting sexual harassment and KCS policy violation; 

• Description of procedural steps taken; 
• Finding of facts supporting the determination; 

• Conclusions regarding the application KCS’s Code of Conduct to the facts and the determination regarding the 

Respondent’s responsibility based on the preponderance of the evidence; 
• Disciplinary sanctions possible per the Student Code of Conduct to be imposed on the Respondent, and if 

any additional supportive measures will be provided by KCS to the Complainant for any policy violation; and 
• The district’s procedures and bases for any party to appeal. 

4.4.3 The written determination shall be provided to the parties simultaneously. The written determination 
becomes final either on the date that KCS provides the parties with the written determination of the result of an 

appeal, if there is an appeal filed; or if an appeal is not filed, on the date the appeal would no longer be timely. 

4.5 Appeals from the Formal Complaint Process (Student to Student) 
4.5.1 Both parties have a right to appeal a determination regarding responsibility, the dismissal of a formal 

complaint, or any allegations in the formal complaint on the following basis of: 
• Procedural irregularity; 

• New evidence; 

• Bias or conflict of interest against the Complainant or Respondent on the part of the Title IX Coordinator 
or the Decision Maker that affected the outcome of the matter; and/or • Any other reasonable basis for an 

appeal. 
4.5.2 The appeal must be in writing and sent to the Superintendent of KCS. 
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4.5.3 Upon notice of the appeal from the Superintendent, the Title IX Coordination must notify the other party 

in writing of the appeal and ensure the decision-maker for the appeal is not same person that 
reached determination regarding responsibility or dismissal. The Title IX Coordinator will also ensure that all 

documentation related to the Complaint is given to the Appeal Decision Maker. 
4.5.4 The Appeal Decision Maker will give both parties a reasonable, equal opportunity to submit a written 

statement in support of, or challenging the outcome of the written determination 

4.5.5 The Appeal Decision Maker will issue a written decision describing the result of the appeal and rational for 
result simultaneously to both parties. 

5. Student Disciplinary Corrective Action 
5.1 If the written determination or appeal results in a finding that the Respondent committed a violation of the 

KCS Code of Conduct or any laws or regulations applicable to the Respondent, corrective action shall rendered 

in accordance with KCS policies to ensure a substantial likelihood that such conduct ceases and will not recur, 
and to remedy any effects of the violation for which the district is responsible. 

5.2 Disciplinary actions and procedures shall be consistent with the Student Code of Conduct, Board policies and 
district procedures, and other applicable state and federal laws, rules, regulations, and 

constitutional requirements. 
6. Informal Resolution Policy and Procedure 

6.1 An Informal Resolution Process may be facilitated at any time after the Formal Complaint is filed and prior 

to the determination regarding responsibility. This process takes the form of an informal mediation and does not 
involve a full investigation and adjudication. 

6.2 An impartial Title IX team member shall be the mediator for this process. The Title IX team member who is 
the mediator shall not be anyone who was involved in the formal complaint process. 

6.3 An informal resolution process is available to any Complainant who has filed a formal complaint, provided 

that the Respondent voluntarily agrees to the process with written consent. 
6.4 This process is not available to resolve allegations that an employee of KCS sexually harassed a student. 

6.5 Informal resolutions may not be required as a condition of enrollment/employment. 
7. Formal Complaint Investigation Process (Involving Employees) 

7.1 If the Superintendent believes there is reasonable evidence indicating the accused violated this policy at the 
outset of the formal complaint process, the Superintendent may remove the accused from the school setting 

and place them on suspension during the pendency of any investigation and any disciplinary hearing. The 

accused may also be given an alternative assignment at an alternative site which does not involve the direct 
instruction or supervision of students. 

7.2 The process outline in Section 4.3 applies to matters involving employees except there will be no ability to 
formally respond to the report. Responses to the Investigation Report can be done directly with the Title 

IX Coordinator at any time or in the Disciplinary Hearing for the incident. 

7.3 Regardless of whether the student is hesitant about continuing the investigation, or the accused retires or 
resigns during the pendency of the investigation, the investigation shall continue until concluded and a 

report submitted. 
7.4 After review of the investigation report and while the employee is still potentially suspended, the 

Superintendent will determine if further investigation or a disciplinary hearing is necessary. 

8. Formal Complaint Disciplinary Hearing (Involving Employees) 
8.1 For employees who are being disciplined under this policy, apply Series G25, Employee Discipline and Local 

Procedures Policy. 
8.2 If there is a student who is needed to testify at the disciplinary hearing due to the Title IX allegations, the 

student’s parent or guardian will be notified by mail that the student will be needed to be present for 
testimony, and that the parents, guardians or other representative may be present during the time the student 

provides sworn testimony. In the event this occurs, such testimony shall, at the request of any party, be 

conducted virtually or by teleconference so that the child is not in the same room as the KCS employee. The 
student or child shall testify under oath and shall be subject to examination and cross examination as in the 

same manner as any other hearing. 
9. Recordkeeping – KCS must maintain all records of investigation under this policy for a period of seven 

years. KCS must also maintain all materials used to train Title IX Team members and make the materials 

available on its website and upon requested. 
10. Confidentiality 

10.1 The district must keep confidential the identity of an individual who has made a report or complaint of sex 
discrimination or harassment, or any individual who has been reported to be the perpetrator of 
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sex discrimination or harassment, and any witness except as to carry out the purposes of any investigation or 

proceeding. 
10.2 Notwithstanding anything to the contrary in this policy, while a complainant has the right to all documents 

in the investigation and the written determination, the disciplinary action shall not be disclose to a 
Complainant to the extent such disclosure is prohibited by the Family Educational Rights and Privacy Act 

(FERPA) or other applicable laws, regulations, rules, constitutional requirements, or orders. 

11. Retaliation - No person shall, for the purpose of interfering with any right or privilege secured by Title IX, 
intimidate, threaten, coerce, or discriminate against any individual who is the victim of or who reports 

alleged sexual harassment or testifies, assists, or participates in an investigation, proceeding, or hearing related 
to a sexual harassment complaint. Should retaliation occur, they shall promptly report the actions to principal, 

Title IX Team member, or Title IX Coordinator. Persons found guilty of retaliation shall be subject to discipline. 

12. Reporting to the WVDE 
12.1 If the accused employee retires or resigns pending the investigation, following notice of a disciplinary 

hearing, or during the course of a disciplinary hearing, a letter advising that the employee did not conclude 
the disciplinary hearing will be sent to the West Virginia State Superintendent of Schools, accompanied by a 

copy of the disciplinary notice, and all evidence gathered. The letter sent to the West Virginia State 
Superintendent of Schools, the disciplinary notice, and report of allegations will be placed in the employee’s 

personnel file. Such information shall remain in an employee’s file unless the Board is specifically ordered to 

remove such by an administrative body or court of competent jurisdiction such as the West Virginia 
Education and School Employees Grievance Board, Circuit Court, or West Virginia Supreme Court of Appeals. 

12.2 The Superintendent will report any conviction of a felony, hearing determination or admission by the 
employee of “immorality” or “willful neglect of duty” to the State Superintendent of Schools. 

13. Policy Training 

13.1 This policy shall be reviewed annually by all KCS staff. 
13.2 KCS shall require each employee to annually attend at least one hour of training regarding the sexual 

harassment and its prevention. 
13.3 KCS shall require at least one age appropriate instruction period regarding sexual harassment and its 

prevention to be taught annually. 
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ASBESTOS MANAGEMENT PLAN 

 
 

TO:  Garnet Staff and Students 

FROM:  Susan Sweat 

RE:  Asbestos Management Plan 
 

Kanawha County School system is committed to maintaining a safe and healthful learning environment for all 
students in our schools.  Recently certain materials, known as “asbestos”, which may pose a health problem, have 

been identified in our schools. 

 
Kanawha County Schools, in keeping with our commitment to provide a safe school environment, is identifying 

all asbestos in our schools in compliance with the Asbestos Hazard Emergency Response Act.  This information 
has been placed in the school’s Asbestos Management Plan and may be reviewed in each school. 

 
In recent years Kanawha County Schools has removed friable asbestos-containing material from several schools.  

Some asbestos-containing material will be rendered non-friable by the use of encapsulating materials or simple 

repairs.  The response action section of this plan addresses this type of correction work.  Efforts will be continued 
as needed to provide safe environment for all students, staff and public.  These efforts will include the following: 

 
    Six month periodic surveillance 

    Three year re-inspection 

    Emergency repairs as required 
 

Kanawha County School’s plan for asbestos control is on record with the United State Environmental Protection 
Agency and with the West Virginia Department of Education. 
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CITIZENS APPEAL FORM 
*LEVEL I 

 

____________________  County Schools 
 

*This form is to be completed only after an informal conference with the principal or administrator in charge.  The appeal 
procedure approved by the West Virginia Board of Education should be reviewed prior to submitting a formal appeal.  Copies 
are available at the Office of the State Superintendent of Schools, the office of the county board of education and at each 
public school. 

 

 
CITIZEN(S) APPEAL 
 
_________________________    __________________________________  _____________ 
                       Name                                                                      Address                                               Phone  
 

_________________________    __________________________________   _____________  
                       Name                                                                   Address                                                Phone 
 
(Note:  If more than two citizens are filing the appeal, the names, address and signatures are to be given on the reverse 
side of this form.) 
 

INFORMATION REGARDING APPEAL 
 

“An ‘appeal’ is a claim by one or more citizens of a violation of state law or the policies, rules and regulations 
of the West Virginia Board of Education.” 
Please identify the state law or the policy, rule or regulation of the State Board of Education claimed to have 
been violated: 

 

 
 

 

 

 

 

 

  
In the space provided below briefly describe the problem or concern, how it affects you, and how you think it 
should be corrected.  (Additional information may be attached.) 
 

 

 

 
 

 

 
 
 
__________________       ______________________________________________________ 

             Date                                                                        Signature 
 
As required by federal laws and regulations, the Kanawha County Board of Education does not discriminate on the basis of 
sex, race, color, religion, disability, marital status, age or national origin in its employment practices or in the administration 
of any of its education programs and activities.  Inquiries may be directed to with Samantha Ferrell-Hill, Title IX Coordinator, 
Kanawha County Board of Education, 200 Elizabeth Street, Charleston, WV  25311-2119, phone 304-348-1379 or Charles 
Szasz, Section 504 Coordinator, Kanawha County Schools, 200 Elizabeth Street, Charleston, WV  25311-2119, phone 348-
1366.   

 

 
 



Revised:  August 6, 2020 mfp 

 32 

KANAWHA COUNTY SCHOOLS ADMINISTRATIVE REGULATION 
 STUDENT TELECOMMUNICATIONS NETWORK ACCESS 

 Series: J33A  

Reference: State Board Policy 2460 
Issued: 07.24.1995 

REVISED 07.01.2004; 07.01.2007; 06.21.1012; 09.20.2018 
REVISIONS NUMBER: 4 

 
33.01 General. Telecommunications network access provides potential opportunities for educational benefit. 

However, the District has no reasonable means to control the content of communication or information 

disseminated on the Internet or other on-line services. Moreover, the District lacks the ability to monitor the 
dissemination of communication by students. Because pornography, defamatory or inaccurate information, 

or information that is offensive may be accessed through the Internet or other on-line services, and because 
unlawful or inappropriate student communication may serve as a basis for criminal and/or civil liability, it is 

necessary that parents or other responsible adults provide informed consent to student access to 

telecommunication networks.  
 

33.02 School Control. The principal of each school that affords students telecommunication network access 
shall cause accurate records to be maintained that include: a consent and waiver form signed by a parent or 

other responsible adult for each student who is afforded telecommunication access; all relevant passwords, 

codes, account numbers, etc. provided to such students in connection with telecommunication access; and, 
the initiation and termination dates of individual student telecommunication access.  

 
33.03 Termination of Access. The principal of each school that affords student telecommunication access shall 

cause the termination of individual student access if a student graduates, transfers from the school, drops 
out of school, or violates the consent or waiver described in Section 33.04. The principal shall cause a monthly 

review of the students who are afforded telecommunication access to insure that all appropriate terminations 

of student access have occurred.  
 

33.04 Parental Consent and Waiver. Prior to affording individual student telecommunication access the 
Consent and Waiver form attached hereto as “Appendix A” must be signed by the student, sponsoring teacher, 

and parent[s] or guardian[s].  
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APPENDIX A 

KANAWHA COUNTY SCHOOLS 
TELECOMMUNICATIONS ACCESS CONSENT AND WAIVER 

 

Kanawha County Schools believes that the benefits to educators and students from access to the Internet and 

other online services, in the form of information resources and opportunities for collaboration, far exceed any 
disadvantages of access. But, ultimately, the parent(s) and guardian(s) of students are responsible for setting 

and conveying the standards that the students should follow. To that end, Kanawha County Schools supports and 
respects each family’s right to decide whether or not to apply for access.  

 
Kanawha County Schools cannot control the information on the Internet. Sites accessible via the Internet may 

provide information that contains pornography, is illegal, defamatory, inaccurate or potentially offensive to some 

people. While the District’s intent is to make Internet and other telecommunications resources available to further 
its educational goals and objectives, parents should be aware that student account holders will have the ability to 

access unacceptable materials if they disregard the school’s and District’s access limitations stated below.  
 

The student and his/her parent(s) or guardian(s) must understand that student access to the School District 

Network is being developed to support the District’s educational responsibilities and mission. The specific 
conditions and services being offered will change from time to time. In addition, Kanawha County Schools makes 

no warranties with respect to network service, and it specifically assumes no responsibilities for:  
 

1. The content of any advice or information received by a student from a source outside the District, or any costs 
or charges incurred as a result of seeing or accepting such advice;  

 

2. Any costs, liability or damages caused by the way the student chooses to use his/her network access;  
 

3. Any consequences of service interruptions or changes, even if these disruptions arise from circumstances under 
the control of the District;  

 

4. The privacy of electronic mail, which cannot be guaranteed.  
 

Any questions should be directed to the Director of Technology, at the District office 304-348-6116.  
 

KANAWHA COUNTY SCHOOLS  

COMPUTER AND TELECOMMUNICATIONS ACCEPTABLE USE POLICY  
SECONDARY/VOCATIONAL CONSENT AND WAIVER APPLICATION  

I understand my responsibility for using the Internet and other online resources; 
therefore,  

 
• I will limit my use of telecommunications in school to the educational objectives authorized and 

supervised by a teacher in the school;  

 

• I will not use a computer in school unless an adult is present in the room;  
 

• I will use appropriate language and polite responses when communicating online;  
 

• I will not share personal information about myself or others while online. This information includes, but 
is not limited to, home address, telephone number, and age;  

 

• I will not access, or attempt to access, another person’s account, nor will I disclose my password to 
anyone;  

 
• I will not bypass or attempt to bypass any school, county or state filtering system;  

 

• I will not use online access for any illegal, unethical, immoral, harassing, or unacceptable purpose;  
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• If given permission to use email at school, I will only use the West Virginia access.k12.wv.us account 
email address, or the address the school assigns me. I understand that I am NOT to use my personal 

email account (i.e. AOL, Hotmail, Yahoo Mail, etc.) at school;  
 

• I must receive specific permission from my teacher to enter a chat room, and the use of the chat room 

must be for an educational purpose;  
 

• I will not use any Instant Messenger service, including, but not limited to, AOL Instant Messenger, 
Yahoo IM, ICQ or MSN Messenger;  

 

• I will report accidental access to inappropriate sites to the supervising teacher;  
 

• I will not download any files or programs without permission from the supervising teacher;  
 

• I will not download copyrighted music files without the permission of the copyright holder;  
 

• I will not download or play non-educational games.  

 
• I will not download/listen to streaming audio and/or video files for non-educational purposes.  

 

I understand that I must adhere to the mandates of West Virginia’s Board of 
Education Policy 2460 – Use of Internet By Students and Educators; therefore,  

 
• I will not access the Internet in school until I have completed Acceptable Use Training, and my teacher, 

parents or guardian (where applicable), and I have signed the KCS Acceptable Use form;  

 

• I understand my use of Internet-related applications must be authorized by my teachers and be for 
educational purposes only;  

 
• I will not have mail forwarded to my access.k12.wv.us or school assigned email account.  

 
• NOTE: A complete copy of Policy 2460 may be obtained from Kanawha County Schools Department of 

Technology, downloaded from the KCS Website, or at each school.  

 

I understand my responsibility for using software legally; therefore,  
 

• I will not give, lend, sell, or copy any software found on school computers or retrieved online, unless I 

have written printed permission from the copyright owner;  
 

• I will not take and/or use school/district product key codes for unauthorized use;  
 

• I will not use shareware beyond the trial period specified by the program, unless I purchase it;  

 
• I will not bring any zip disks, hard drives, CDs, DVDs, flash drives or other storage media to the school 

unless I have specific permission to do so; I will have the supervising teacher or the school computer 
specialist scan the media for viruses and check for appropriate content before using it on school 

equipment;  
 

• I will be responsible for utilizing all software according to its licensing agreement;  

 
• I will not delete or install software programs on any school computer without specific permission from 

the supervising teacher or the school computer specialist/technician.  
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I understand the importance of using both print or non-print information in a lawful 

manner; therefore,  
 

• I will not plagiarize information received in any form;  

 
• I will accurately cite all sources of information;  

 

• I will not copy or use copyrighted materials without permission from the owner of the materials;  
 

• I will not use, purchase or steal documents or parts of documents from the Internet for classroom 
credit;  

 

• Unless approved by school officials, I will not replicate any school-produced material for personal use 
or represent my own work as having been sanctioned by the school.  

 

I understand that the use of computer networks is a privilege, not a right; therefore,  
 

• I will not attempt to bypass system security;  

 
• I will not bypass or attempt to bypass any school, county or state filtering system;  

 
• I will not change or attempt or change hardware, software or network settings without permission; this 

includes, but is not limited to, desktop icons, wallpaper, screen savers and browser homepage;  

 
• I will not interfere with or disrupt network users, services or equipment. Disruptions include, but are 

not limited to, distribution of unsolicited advertising, using and instant messenger service, online 
gaming, unauthorized video and/or audio streaming, propagation of computer viruses, or unauthorized 

access to system programs;  

 
• I will not invade the privacy of others by attempting to learn their passwords or by copying, changing, 

reading, or using their personal files;  
 

• I will not access a computer and/or network using another person’s login information, username and/or 
password;  

 

• I will not attach any device, including, but not limited to wireless devices, to the school network without 
the prior written approval of the KCS Department of Technology;  

 
• I will not add or remove hardware from any school computer or other hardware device without prior 

written permission from the school computer specialist and/or technician.  
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KANAWHA COUNTY SCHOOLS 
COMPUTER/TELECOMMUNICATIONS 

SECONDARY/CAREER AND TECHNICAL ACCEPTABLE USE FORM  

PENALTIES FOR INFRACTION OF RULES 
 

 
An infraction of the rules stated in the Acceptable Student Use Consent and Waiver form may result in one or 

more of the following penalties as determined by local and/or district administrators:  
 

• Verbal reprimand  
 

• Suspension from school for one or more days  

 
• Loss of credit for the work assigned that resulted in an infraction  

 
• Description of infraction filed with Kanawha County Schools administration  

 

• Restitution for repair and/or replacement of equipment  
 

• Restitution for repair and/or replacement of software  
 

• Restitution of service changes to repair and/or replace equipment and/or software  

 
• Referral to State and/or Federal law agencies  

 
• Suspension and/or expulsion from school  
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KANAWHA COUNTY SCHOOLS ADMINISTRATIVE REGULATION 
Telecommunications Network Access Series: J33A Reference: State Board Policy 
2460 Issued: 07.24.1995 Revised: 07.01.2004; 07.01.2007; 06.21.2012; 

09.20.2018 
 

 
Providing false or misleading information when applying for computer access, or violating any of 

the above rules, will cancel my user privileges and may result in further disciplinary action, 
including reimbursement for damage and computer recovery costs, suspension and/or expulsion 

from school.  
 

School Name: _________________________________________  

 
Student: I have read and consent to the rule and responsibilities listed above. I have never had my computer 

privileges restricted or revoked by any other school.  
 

Student Name (Please print): _________________________________________________ 
  

Student Signature: ____________________________________ Date: ____ / ____ / _____  

 
 

School Sponsor: I have read and discussed the above rules and regulations with the 
student. The school staff will not be responsible for the student’s behavior if he/she 
intentionally disregards the regulations in this policy.  
 
Teacher’s Name: (Please print): ______________________________________________  
 
Teacher Signature: _________________________________ Date: ____ / ______ / 
______ 
 

 

SCHOOL INTERNET WEB SITE STUDENT INFORMATION  
I hereby give permission to use the following information on the school and/or district web 
sites (initial that you approve):  
 
_____ Student’s first name _____ Student’s last name  
_____ Student’s photo _____ Student in group photo  
 
*Vocational students not currently enrolled in a KCS secondary school are not required to 
obtain parent signature if they are 18 years or over.  
 
NOTE: This form will be kept on file in the school listed above. It will not be transferred to 
another school. 
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GARNET CAREER CENTER 
STUDENT CONTRACT 

2020-21 
 

I, ______________________________________________________________________ entered the 
                                                            (print your name)  
 

_____________________________________________________________ on __________________ 
                                                   (print the name of your program)                                                           (print the date you entered) 
 

I received a copy of the Garnet Career Center Student Handbook.  I was given at least 24 hours in 
which to read the contents.  I have been given a chance to ask questions and clarify any areas of the 
handbook that I may not understand.  Therefore, I attest that I have read the total contents of the 
student handbook, including Kanawha County Board of Education Policy Series 22.00, Student Behavior 
including the sections dealing with weapons and sexual harassment.  I understand the consequences 
of violating this policy.  I agree to adhere to all rules, regulations, and policies of Kanawha County 
Schools, Garnet Career Center and the program in which I am enrolled.  I understand that I will be 
terminated for violating any of the rules, regulations and policies.  I also understand and agree to 
demonstrate appropriate behaviors consistent with the ethical and legal standards required by the 
program and the reputation established by the school in the community.  I will provide information to 
the school of any physical limitations or injuries which would impact completing the academic, internship 
and/or clinical requirements of the program.  If it is deemed necessary by my program coordinator 
and/or faculty or other administrative staff should I find it necessary to withdraw from my program.  
Further, I agree to provide written notice of my withdrawal along with any necessary documentation. 
 
 
 
____________________________________________________________  _____________________ 
                                                                Student Signature                                                                                 Date 
 
 
 
___________________________________________________________________________________   _____________________________ 
                                              Faculty Signature                                                                  Date 
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STUDENT BEHAVIOR/WEAPONS 
2020-21 

 
Weapons and/or Explosive Devices 
 
A student shall not supply, possess, handle, use, threaten to use, or transmit any weapon or any other tool or 
instrument capable of inflicting bodily injury as a weapon.  The terms “weapons”, “tools”, or “instruments” shall 

include by way of illustration, but are not limited to, the following enumerated items:  any loaded or unloaded 

firearm (e.g., pistol, blank pistol, signal pistol, starter pistol, revolver, rifle, shotgun, stun-gun, pellet gun, or BB 
gun, look like firearms, etc.); any knife (e.g., straight, regular, retractable, etc.); any martial arts device (e.g., 

Chinese star, nunchaku, dart, etc.); any defensive device (e.g., gas repellant, mace, stun-gun, chemical sprays, 
etc.); or any tool or instrument which school staff could reasonably conclude as being a violation of the intent of 

this offense section, which by way of illustration, shall include, but is not limited to blackjack, chains, club, 
metal/brass or any artificial knuckles, nightstick, rings, pipe, studded or pointed bracelets, ax handles, etc. 

 

A student shall not supply, possess, handle, use, threaten to use, or transmit any explosive device or item that 
ejects or releases a spray, foam, gas, spark, fire, smoke, odor, etc.  By way of illustration, such devices or items 

shall include, but are not limited to, bullets, ammunition of any type, fireworks of any type and size, smoke bomb, 
stink bomb, any type of homemade bomb, or item which by virtue of its shape or design give the appearance of 

any of the explosive devices, detonators, etc. 

 
A student is deemed to be in possession of an illegal and/or banned item(s) under this section when such item(s) 

is found on the person of the student, in his/her possession, in his/her locker, in a student’s vehicle on school 
property or in any vehicle a student brought on school property or on property being used by the school, at any 

school function or activity or any school event held away from the school. 

 
Any violation of this Policy that may constitute a violation of state and/or federal criminal statutes shall be 

prosecuted. 
 

The use, possession or transmittal on school property or at any school function or activity of non-facsimile water 
pistols or matches, is not permitted.  However, if such water pistol or matches are not used offensively, then the 

penalty for violation of this rule shall range from a conference with the student, three-day suspension or cessation 

from the program. 
  

An adult student in violation of the Kanawha County Weapons and/or Explosive Device Policy will be terminated. 
 

  

 
 

________________________________________________  __________________________ 
                       Student’s Signature                                                                            Date 
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APPENDIX B 

VA PENDING PAYMENT COMPLIANCE 

 
 

Facility Name: Garnet Career Center 

Person Completing Addendum: Susan Sweat 
Despite any policy to the contrary, for any students using U.S. Department of 

Veterans Affairs (VA) Post 9/11 G.I. Bill® (Ch. 33) or Vocational Rehabilitation and 
Employment (Ch. 31) benefits, while payment to the institution is pending from the 
VA, we will not: 

• Prevent their enrollment; 
• Assess a late penalty fee; 
• Require they secure alternative or additional funding; 

• Deny their access to any resources (access to classes, libraries, or other 
institutional facilities) available to other students who have satisfied their 

tuition and fee bills to the institution. 
However, to qualify for this provision, such students may be required to: 
• Produce the VA’s Certificate of Eligibility by the first day of class; 

• Provide written request to be certified; 
• Provide additional information needed to properly certify the enrollment as 

described in other institutional policies (see our VA School Certifying Official 
for all requirements).  

• Provide for outstanding balance if VA benefit does not cover the entire 

program costs. 
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PROGRAM COSTS 2020-21 
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ADDENDUM A: GARNET CAREER CENTER AUTO SHOP REPAIR POLICY & 

DISCLAIMER 

 
Garnet Career Center’s Auto Shop is a working classroom. Students enroll to learn how to 

repair cars and, as students, may only complete certain jobs. The Auto Instructor will 

determine if work can be completed and done in a timely manner. No cars may be left without 

speaking to Auto Instructor and signing the drop off sheet and a work order 

authorization/disclaimer. No cars may be left at Garnet in parking lot. No cars may be left in 

garage beyond 30 days. 

Auto Shop Hours: M-F 1:30-3:00; Calls accepted between 7:30-8:00AM and after 1:30. 

Auto Shop follows KCS calendar and is closed during inclement weather closings and all 

school holidays. 

Auto Repair Policy 
1. Customer must call to speak with or to make an appointment with Auto Instructor about 

dropping a vehicle off for repairs. 

2. Customer must drop vehicle at Garnet Auto Shop after 1:30 on arranged date. See Auto 

Instructor before leaving car. 

3. Drop off sheet must be signed. 

4. Work order repair/authorization disclaimer must be signed and dated when car is left in 

shop. 

5. Vehicle will be diagnosed before any work is begun. 

6. Customer must authorize Garnet Auto Shop to begin work when Auto Instructor calls 

with estimate. 

7. If students cannot repair vehicle, Auto Instructor will notify owner and vehicle must be 

removed from premises within 2 days or the storage fee and abandonment policy will 

apply 

8. Customer must pick up vehicle within 2 work days of notification of repair completion 

or $15.00 storage fee will apply. If arrangements are made with Auto Instructor for 

vehicle pickup beyond 7 business days, the $15.00 storage fee will apply up to 30 days. 

All invoices must be paid in full before vehicle is released. 

9. After 7 business days, vehicles that remain in Garnet Career Center Garage with no 

contact from the responsible party will be considered abandoned. The vehicle will then 

be processed with the Charleston Police Department. 

 No vehicles may remain after 30 days, even with contact from responsible party. After 30 

days, all vehicles will be considered abandoned and will be removed at the owner’s 

expense.   

 

 

 

 

 



Revised:  August 6, 2020 mfp 

 43 

Garnet Career Center Auto Shop Disclaimer 

 

I hereby authorize the indicated repair work to be done along with necessary materials. You and your 

students may operate above vehicle for purposes of testing, inspection or delivery at my risk. An  

express mechanic's lien is acknowledged on above vehicle to secure the amount of repairs thereto. It is 

understood: This school and Kanawha County Schools assumes no responsibility for loss of or damage 

to the motor vehicle placed within Garnet Auto Shop for repair or while testing. All work will be done 

by students and cannot be guaranteed, nor time limits set on work. No vehicle may remain in shop 

beyond 30 days. 
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ADDENDUM B: GARNET CAREER CENTER DRUG TESTING/RANDOM DRUG 
TESTING POLICY  

 

 
As part of the partnership between and/or requirements of Garnet Career Center 
and business and industry, Garnet Career Center programs include provision for 

random drug tests. Policies and requirements vary by program, and the Garnet 
Career Center policy may be less stringent than individual program policies. In that 

case, the more stringent policy will be followed. 
 
As per the Garnet Student Handbook: 

 
DRUG/ALCOHOL POLICY FOR GARNET CAREER CENTER 
 It is a violation of the policy of Kanawha County Schools and of the Garnet Career 
Center for any person to use, distribute, possess or be under the influence of any 
alcoholic beverage, controlled substance, or any substance represented as a 
controlled substance. An adult student in violation of this policy is subject to 
immediate suspension and/or termination from this school. Any student in violation of 
the above policy who is receiving any type of financial assistance (Title IV funds, WIA, 
Veteran’s etc.) will be in jeopardy of losing eligibility to receive those funds. All 
applicable state and federal regulations governing any financial aid program will be 
strictly followed. Note: Students with substance abuse or alcohol abuse problems may 
voluntarily approach an administrator, counselor or teacher for help without fear of 
penalty, provided the student is not then in violation of the policy*** 
 
*** and Provided that the student is not in violation of the individual program 

policies with regard to drug and alcohol use. Required Drug Testing/Random Drug 
Testing and dismissal policies for each program will be upheld. 
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Garnet Career Center  

COVID-19 Protocols 2020-21 
 

The mission of Kanawha County Schools is to provide a world-class education that ensures success for every 
student in the 21st Century. 

 

The following is the list of Covid-19 protocols at Garnet Career Center: 
 

1. Garnet Career Center (GCC) follows KCS and WVDE policies and the KCS calendar in regard to school 

breaks and closures.  

2. All students will have temperature checked by staff upon entering the building. Any student with temperature over 

100.4° will not be admitted to the school. Students will consult instructor or program coordinator for instructions 

on class attendance expectations. 

3. Students will follow the schedules provided for them by each program, instructor/department chair. Staggered 

days and times if required by state, local or county mandates will ensure that building retains social distancing 

requirements. Students will follow designated break times if allowed by and as established by each program. 

Students will not be allowed in and out of classrooms and/or the building. Only designated break times will 

be allowed. 

4. Students will maintain social distancing when entering and leaving the building. 

5. All students will use hand sanitizer available on table at the main entrance upon entering building and at various 

stations throughout the building on each floor. 

6. Garnet students who do not wear/bring their own mask will be provided one by main office upon request. Adult 

Ed and TASC students will receive masks if needed from those programs. 

7. Auto students will enter and leave building through Auto Shop garage doors. 

8. Practical Nursing students will proceed directly to 3rd floor. 

9. Medical Assisting, Phlebotomy Technician, and EKG students will go to 2nd floor  

10. TASC testers will stop at table in main hallway and receive supplies (mask, baggie for belongings, gloves) from 

TASC Proctors. They will go directly to room 105 or 107 and remain in classroom until testing is completed.  

11. Adult Ed students will check in at the main office if they have not brought their own mask to receive one. They 

will proceed directly to room 109, where they will be monitored by Mt. State staff. Only 4 scheduled students 

(and others as approved) will be allowed back in room 109 at a time as per Mt. State protocols. 

12. All students are to remain on their floors with their classes & instructors while they are in class or testing. When 

classes or tests are finished, students are to leave the building. The cafeteria is closed. No students or staff will 

be permitted to use the cafeteria area until further notice. Classes will not mix for lunch breaks to facilitate contact 

tracing if needed. 

13. Students may use the restrooms only on their floors or shop area. Custodians will sanitize restrooms after break 

periods or at the beginning and the end of each session. Students should bring a Clorox wipe with them to 

restroom to sanitize. 

14. Only 2 students are to use elevator at one time. There should be no more than 3 students, with 6 foot social 

distance between them in elevator waiting areas. If there are more than 3 students/people waiting please use the 

stairs. 

15. Smokers should practice social distancing, with a distance of 1 & ½ sidewalk squares between themselves. 

Smoking is allowed only during scheduled breaks as per each program/department policy. 

16. Current COVID-19 situation in Kanawha County will be monitored to determine the need for any changes to the 

schedule. Students will be updated accordingly. 

17. Students who choose not to return to class for academics, skills or clinicals will be withdrawn from class and will 

not graduate/complete their program. They will, however, have the option to re-enroll in the class again for the 21-

22 school year, based on policy of each program. Please notify your instructor/ program coordinator upon 

withdrawal. 

18. Anyone, staff or student, who feels ill or exhibits symptoms (esp. fever, coughing, shortness of breath) 

should notify their instructor/supervisor and remain home.  

 

Garnet reserves the right to deny admittance to anyone who does not follow these protocols. 
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Garnet Career Center COVID-19 procedures: 
Classroom Safety 
We have implemented a number of health and safety procedures and protocols to best facilitate offering 
in-person academic delivery of courses. Technical programs by their nature require skills training that is 
best delivered face-to-face. However, the chief concern of Garnet Career Center staff and Kanahwa County 
Schools is the safety of our staff and students. Faculty, staff and students will be required to wear a face 
mask/face covering when in the building and especially in classrooms and hallways and follow physical 
distancing guidelines. If social distancing cannot be maintained, a mask should be worn. The best practice 
for self-protection and the protection of others is to wear a mask at all times. 
Offices will have Plexiglass shields available for staff who encounter students and the public regularly. 
Students and staff will be provided two custom Garnet face masks and extra PPE is available in each 
department and the main office if students or staff forget their masks. 
 
Facilities Management is implementing more enhanced cleaning and disinfecting measures based on 
guidance from the Occupational Safety and Health Administration, the West Virginia Department of Health 
and Human Resources and the Centers for Disease Control. Specifically, classrooms will be cleaned at the 
end of each day, and disinfecting spray will be available in each classroom. Disinfecting wipes will be 
available as they become available to purchasing department. Custodians are available for extra cleaning 
as requested and will sanitize throughout the building and throughout the day. 
 
All face-to-face classes will be required to have assigned seating and recorded attendance for each 
scheduled class. Instructors will maintain the assigned seating chart for each class for contact tracing 
purposes should the need arise. Instructors may be asked to provide that information to the administration 
to provide to health department for contact tracing. 
 
Various local restaurants and the public libraries all offer free wifi if students do not have adequate service 
at home. In the event classes must be moved to distance learning, students will be expected to provide 
their own wifi or seek solutions outside of the school. Group activities, such as student lunches and the 
Fall Festival, have been cancelled this fall. We will revisit the possibility of renewing these activities in the 
Spring. 
 
Managing Quarantine or Illness Due to COVID-19 
The first line of defense in maintaining as healthy and safe a learning environment as possible is self-
monitoring.  
Students, faculty and instructors are reminded to self-monitor symptoms, their own and of those close to 
them. Students should be aware of possible exposure outside of school. Those who have any symptoms of 
COVID-19 should not come to campus and should seek medical advice via the Charleston Health 
Department, Health clinics or a primary care physician. 
 
If students are ill and unable to attend class, work or complete assignments in isolation, they should notify 
their instructor on how to best complete the course requirements and demonstrate the necessary learning 
that was missed. If students are under quarantine because of potential contact but are not ill, they are 
expected to contact their instructor(s) for direction on how to keep up with the content and required work 
in the course. They should not go to class. All programs are making provision to accommodate student 
learning from home if the need arises. The Garnet Career Center attendance policy and the policies of 
each program dictate how many hours students may miss and still obtain certification and licensure. 
Students will be expected to participate in class if they are at home and simply in isolation. If your absence 
is related to COVID-19, there must be documentation to support that from the Charleston Health 
Department or a physician. Any other absence not COVID related will be counted as a regular absence and 
no special provisions will be made. Program policies are made available to students at the beg 
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