WELCOME
Welcome to the Adult Workforce Education Division of Four County Career Center. We hope that your learning experience here will be both beneficial and fun.

The staff of the Adult Workforce Education Office and your instructors are here to assure that every effort is made to help you reach your educational and training goals. 

Please let us know how we can help you. As students in our Adult Workforce Education classes, you are our customers and we are here to serve you. If there is a class you need or assistance to succeed in the classes we offer, please feel free to call the Adult Workforce Education Office at any time during working hours.

This handbook should help answer many of your questions about our programs.
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MISSION STATEMENT

The Adult Workforce Education Division of Four County Career Center is committed to providing classes, services and programs for Northwest Ohio’s youth and adult population. Equipped with technical skills and career development knowledge, our students will be more productive, contributing citizens.
Vision Statement
By 2013, the Adult Workforce Education Division of Four County Career Center will be a premier facility offering outstanding programming in high demand occupations to students of all income and ability levels.  These programs will incorporate the latest in technology, will be delivered by highly qualified instructors and will offer career pathways, including college credit, to students who wish to pursue further training.

ADMISSION

The Adult Workforce Education Division of Four County Career Center is an equal opportunity educational institution. Our programs are open to all adults and to in-school youth 16 years of age or older regardless of race, creed color, religion, national origin, age, or sex.  (Adult Basic and Literacy Education classes require permission of the high school administrator for school-age youth to attend.) Buildings and facilities are handicap accessible, and all reasonable accommodations will be made to assist disabled persons to succeed in classes. Adults do not need a high school diploma or GED to enroll in Adult Workforce Education programs. Some adult classes require prior knowledge in the subject area and this will be specified in the course description. Assessments are available to help adults determine their current math and reading levels.
TUITION
Course fees are set to cover operating expenses. Course fees should be paid before the beginning of the first class session. Many employers and agencies will pay tuition for students who are attempting to enhance their skills for their job. Please check with your employer to see if this option is available at your workplace. The Adult Education Office will direct bill your organization for your tuition if authorized by your employer.
In special circumstances, a payment schedule may be set up with the Adult Workforce Education Director. These arrangements need to be set up prior to the beginning of class. Please call the Adult Workforce Education Office during the day to set up this payment arrangement. Certificates of completion will be held until all fees are paid.
CANCELLATIONS/WITHDRAWALS/REFUNDS

Cancellations

The Adult Workforce Education Division of Four County Career Center reserves the right to cancel any class. Students who are enrolled in a class that is cancelled will be notified prior to the beginning of the class.

When weather is affecting driving conditions, tune in to your local radio station to learn if Adult Workforce Education classes have been cancelled. If Four County is closed during the day, Adult Workforce Education classes are automatically cancelled. If worsening weather conditions require the closing of classes, this will be announced by 5:00 p.m. Cancellation will be announced on the following stations: WBNO/WQCT AM 1520, FM-100.9 Bryan; WLZZ FM 194.5, Montpelier; WMTR FM 96, Archbold; WNDH FM 103.1, Napoleon; WZOM FM 105.9, Defiance; WDFM FM 98, Defiance; WONW AM 1280, Defiance; WOWO AM 1190, Fort Wayne.
Withdrawals

Students who withdraw before the first class will receive a full refund. The Adult Workforce Education Office must receive notice of the withdrawal prior to the start of the class for the full refund to be issued.

Students who withdraw after the first class will receive a full refund, less a 10% processing fee.

Students who withdraw after the start of the second class will not receive a refund. In emergency cases, a student may re-enroll in the class within a year without paying additional tuition. This arrangement must be made with the Adult Workforce Education Director at the time of withdrawal.
Refunds

Refunds will be issued from the Business Office by check only. Refund checks will be mailed to the home address of the student or to the appropriate agency. The processing of refunds takes approximately 4-6 weeks.

Refunds will automatically be issued to those whose class is cancelled by Four County. All others must contact the Adult Workforce Education Office to request a refund.

Refunds for textbooks will be issued only if the book is in new condition, and can be resold as a new book. No used books will be bought by the Adult Workforce Education Office.

SUPPORT SERVICES
For adult students needing special assistance for successful completion of classes, there are a number of support services available. These services are available on an appointment basis and include the following:
Transitions Services

Our Transitions program provides a number of services for adult students. These services include evaluation, assessment, and career interest inventories, as well as career counseling and placement assistance.

Counseling Services

The Adult Workforce Education Division employs the services of a certified guidance counselor. Adult students who wish to meet with a counselor should contact the AWE Office and arrangements will be made for an appointment.

One Stop Services

As a partner in the Northwest Ohio One Stop, the Adult Workforce Education Division of Four County Career Center has a number of supportive services available for students enrolled in our programs. Please contact your local One Stop for these services. A listing of  available services is included in our course catalog.

Academic Assistance

Four County Career Center’s Adult Workforce Education Division has an Adult Basic and Literacy Education available for students who wish assistance with academics to improve their success in AWE classes. Sites are located throughout the four county area as well as at the Career Center and classes ore offered in mornings and evenings. All services are free. Please contact the center directly to make arrangements for an orientation to enter the program or call the ABLE Coordinator, Cathy Dukes, at extension 2241. Contact information for each of the sites is available in the course catalog.

Additionally, if you are having difficulty in completing your class, you should contact your instructor who can give you additional assistance.

If you are having difficulty achieving sufficient scores on your WorkKeys assessments, you may choose to work on the KeyTrain software system which provides targeted assistance, geared to the WorkKeys tests. Once you are set up in this program, you may access your lessons and assistance anywhere there is an internet connection and a computer to run the program. Please see Cathy Dukes at extension 2241 or Jaimee Arps at extension 2242 for assistance with this program.
ENROLLEE COMPLAINT PROCEDURE
When a student has a complaint concerning the training, he or she is encouraged to talk to the instructor concerning the problem. If the student and the instructor are not able to resolve the issue, or if the student does not want to discuss the issue with the instructor, the Adult Workforce Education Director is available to assist. Please call the Adult Workforce Education Office during the day to set up an evening appointment.

The adult student may provide written comments to the Adult Workforce Education Director concerning any school issue that may affect training. Most issues can be resolved to the satisfaction of the adult student, but the Director must be aware of concerns in order to take action.

STUDENT CONDUCT
Adult students are expected to conduct themselves in an appropriate manner. Foul language, horseplay in labs, failure to follow safety rules, and the use of controlled substances, will not be tolerated. Specific conduct rules follow.  The following behaviors will result in immediate dismissal from the program:
1. No person shall consume alcoholic beverages or illegal drugs while on the premises of Four County Career Center.
2. No person shall possess, use, transmit, or conceal firearms while on the premises of Four County Career Center.

3. No person shall intentionally cause or attempt to cause physical injury  or intentionally behave in such a manner as could reasonably cause injury to another person while on the premises of Four County Career Center.

4. No person shall intentionally cause or attempt to cause damage to property; or steal or attempt to steal property while on the premises of Four County Career Center. School property is not to leave the school premises.
AUTOMOBILE REGULATIONS

Ample parking is available to adult students. Please use the parking lots on the east and west sides of the building. For evening classes, we recommend the front or west parking lot, as the east side doors are closed after school hours. Maximum speed for the parking areas is 10 mph. Please avoid parking on the grass at any time.

SMOKING
SMOKING, DRINKING, OR EATING IS NOT ALLOWED IN THE LABS.

Four County is a smoke-free facility. There is a smoking hut located on the West Side of the building for those who must smoke. Please dispose of cigarette butts appropriately.
SAFETY/SECURITY
 Please make certain that all labs and classroom facilities are left as they are found a the beginning of the class. For the sake of safety, adult students may not work in the labs without the instructor present. When the instructor is not in the lab, he or she is expected to turn off the power to the lab equipment and to assure that the students are not in the lab. Please assist us in this regulation by cooperating with your teacher’s request.

Adults should make prior arrangements to leave projects in progress in the labs. Please call the Adult Workforce Education Office during the day to make arrangements. Classroom and lab space is limited.

Please make certain that your property and automobiles are secured while you are attending classes at Four County. While every attempt is made to keep the premises secure, adult students are responsible for their own personal property.

HARRASSMENT

All persons associated with Four County Vocation School District, including, but not limited to board members, administration, staff, and students, are expected to conduct themselves at all times so as to provide an atmosphere free from harassment. Any person who engages in harassment while acting as a member of the school community is in violation of this policy.
If you feel that you have been a victim of harassment or discrimination while a student at Four County, please contact the Adult Workforce Education Director who will assist you with the grievance process. If you feel the Adult Workforce Education Director is involved in the harassment, please contact the superintendent, William J. Spiess
TELEPHONE CALLS

The Adult Workforce Education Office is open until 8 p.m. on nights that class is in session. Messages will be relayed to students. Please call 1-800-589-3334 extension 2703. 

CERTIFICATES

Certificates of completion are issued to students who attend at least 80% of the classes (90% for Public Safety classes.)

TEXTBOOKS AND SUPPLIES
Textbooks and supplies 0necessary for your classes are available through the Adult Workforce Education Office and are available the first night of class. Required safety supplies such as gloves and glasses must be obtained before the student will be allowed to participate in lab experiences. Special supplies can often be purchased from the instructor, or the instructor will tell you where supplies can be purchased.
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