Career and Technical Education

:‘ CATTARAUGUS-ALLEGANY-ERIE-WYOMING

=2 SHARING RESOURCES

Teacher Handbook
2009-2010



TEACHER’S HANDBOOK
TABLE OF CONTENTS

CLASS HOURS .....uouitiitiiiiinnnninississinsisisisnisessissississsssssssssssssessessssssssssssssssssesssssssses 3
SCHOOL CLOSINGS ....ccutitiniinrinninnisninssessncsseissesssissessseesssssesssessssssssssessssssasssssssssssess 3
USE OF ON-SITE EXERCISE FACILITIES ......ccucovininninrenninseensensecssensecsensseesecnes 3
CATTARAUGUS-ALLEGANY BOCES EMPLOYEE ATTENDANCE................ 4
TEACHER ABSENCE ......oiiiiiniininienicneinenninisnsennesssssessessssssesssessssssssssesssessessas 4
TEACHER'S AIDES .....cuiiiiiiininninnicininsinstsssissississssisssssssssssssssssssssssssssssssssssssssssons 5
SUBSTITUTE TEACHER FOLDER ......couioiininreininsninseinensuecsenssesssessecssesssessssssessenns 5
GENERAL INSTRUCTION PROCEDURES.......cuiireniinreniennisnnnnesnessnesnesaessens 6
STUDENT ATTENDANCE ......uootiriirtiniininsninninnnssenssesnessesssesssssssssesssessssssessssssenss 6
CAREER SERVICES/SCHOOL COUNSELOR .......ccccevterinrenrersensunsuesnessessessessessessens 9
WORK BASED LEARNING EXPERIENCE (INTERNSHIP).......ccccoceerurrerrccueunes 9
FACULTY MEETINGS ....uuuiiiniiriniinieninninnissiissensnesssssessesssssssssesssessasssssssessssssessass 9
CONFERENCES .......ccoviiinticniniinintinisssisssestsssesssissesssessssssssssssssesssssssssssssssssssssessasssess 9
FIELD TRIPS.....uuiiitiitininticeininsictinesssisssssstsssesssissssssessssssssssssssessssssssssssssssssssssssssssess 9
EXTRA DUTY/EXTRA PAY ..uuoinirininininsinennnisnisscssisissessesssssssssssssssesssssssssssssssssssns 10
GRADING . ..utiiiitiitintiniintinnieiissiessesnessiissississsssstsssessssssasssssssessssssessassssssssssssssssssess 10
PROGRESS REPORT .......uccoiniirintininininninininsississinisnesssisissssissssssssssssessessesessees 11
BEHAVIOR AND DISCIPLINE ........coiiiiiirininninninininienssinessessesssssssssssessessens 11

Page 2 of 25



VISITORS TO CLASSROOMS .....uuunitinrinininiiiincssississisnssssesessissessssssssssssesseses 11

ALL DAY ATTENDANCE .....cotiiiirtiiiininsticeiniissiesseseissesssessssssesssessasssessssssssssssssens 12
SAFETY .ueouiiiiitiiiininnintinnensseenessisssecssissessseesssssesssesssssssessesssessesssesssssssessessssssssssssssssnes 12
SECURITY OF EQUIPMENT ......ccoininininininnnsnisncssississessnssessesssssssssessssssssssssesssssens 13
EQUIPMENT LOSS.....ciiitininnintinininnisisissississisissssisisisissssssssssssssssssssssssssses 13
ADVISORY COMMITTEES......covtnuinintinnininsninsnissecssinssessnisseessessssssesssessssssessenns 13
ACCIDENT AND SICKNESS REPORT ......coocievirinsuecrensecseecsenssessaccsesssecssessesssesnes 13
CLASS PROJECTS....uciiiiiiniinninninicssinssennissnsssessscssssssessssssssssesssssssssssssssssssssessassssssss 14
STUDENT ACTIVITY FUND ..uuuiniiiintinieninnenninncssensesnessesssesssessesssesssessssssssses 14
BOARD POLICY: ALLEGATIONS OF FRAUD ......uuiiieennninnecsenssensaccsessseessens 18
PUBLIC RELATIONS ....cotiiiintinrinicsiniennissnsssessscssesssesssssssessessasssssssessssssssssessassssssns 19
IN-SERVICE TRAINING . ...ccovirierrinrennistinninsinssinsnesseessesssesssessesssessacssssssssssesssossenss 19
ROLE OF BOCES MENTORS ......couiiviiiitiinininnuintissenssisssicsssssesssessssssessssssssssesssens 19
MEDIA LIBRARY AND OCCUPATIONAL INFORMATION .......ccoceevervensueens 20
PURCHASING PROCEDURES.......cucoiitiniininninnenicssinssessnessesssesssessssssesssesssessenss 20
CABOCES FORMS ....uuuiiiiiiniinninninicnsinnisiississsesssessisssesssssssessesssessssssesssessssssessassssssss 21
CTE TEMPLATES .....cuuiiittitictitintineenesnicsissesssiessssesssessssssssssesssesssssssssssssssssssssens 21
09-10 BUDGET CODE DESCRIPTIONS .......coevinininininninisnensessessessnssesssssesennes 22
CLASS NAMES (OFFICIAL LIST) WITH BUDGET CODES............ccccceruruennee. 23
HELP LINES .....coiinininiinininiiineninieiisinesisississssssssssssissssssssssssssssssssssssssens 24

Page 3 of 25



This handbook is meant to serve as a guideline and apply directly to all faculty/staff members. It
will assist each member in establishing additional rules and guidelines suitable to his/her own
situation. As our school grows, changes and additions will be made and teachers/staff are
expected to keep copies at hand and up-to-date. All suggestions for improvement of this
handbook will be welcome.

CLASS HOURS

Morning Afternoon
Center at Belmont 08:15-11:10 11:45 -02:30
Center at Ellicottville 08:40 — 11:15 11:45 - 02:15
Center at Olean 09:00 — 11:15 11:45 -02:20

Teachers must arrive at their stations fifteen (15) minutes prior to the first class but not later than
8:15 a.m. and leave no earlier than 3:15 p.m. Students will report directly to their respective
classrooms. Because of the transportation problems, some students will arrive before class time
and it will be necessary to have assigned work that can be started upon arrival.

SCHOOL CLOSINGS
Classes will be in session in accordance with the center calendar, except for emergency closings.
If the Career and Technical Education Centers are to be closed, announcements will be made

over the following television and radio stations:

Television Stations

Buffalo WKBW CHANNEL 7
WIVB CHANNEL 4
Radio Stations
Buffalo WBEN 930 AM WKSE 98.5 FM
Buffalo WTSS 102.5 FM
Olean WHDL 1450 AM WPIG 95.7 FM
Olean WOEN 1360 AM WMXO 101.5 FM
Salamanca WGGO 1590 AM WOQRT 98.3 FM
Wellsville WLSV 790 AM WJiQZz 1035 FM

USE OF ON-SITE EXERCISE FACILITIES

CA/BOCES believes in the value of healthy eating as well as exercise for all employees. In
keeping with the wellness policy and to encourage good exercise habits, employee fitness
equipment is available for employee use at each of the CTE Centers.

The equipment should be used either before/after normal working hours or during lunch.
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CATTARAUGUS-ALLEGANY BOCES EMPLOYEE ATTENDANCE

In keeping with our core values, the education and safety of our students constitute the most
important mission with which each staff member of the Cattaraugus-Allegany BOCES is
entrusted. The roles and expertise that administrators, teachers, teacher aides and all support and
other school related professionals bring to the educational system are interrelated and critical to
the success of the organization.

To ensure that students are given an equal opportunity to learn and to achieve their potential in a
safe and orderly environment, we believe it is paramount that each member of our staff be
present for students each day.

Employees should hold sacred the times students are in our care.

Informal and formal progressive procedures will be used to address staff attendance
1). If excessive absenteeism is identified or if patterns emerge, a progressive approach will be
initiated.

a. Letters will be sent in January to 10-month employees whose attendance reflects
four (4) or more incidents of absences and to 12-month employees whose
attendance reflects five (5) or more incidents of absences as of December 15™.

b. Letters will be sent in April to 10-month employees whose attendance reflects
seven (7) or more incidents of absences and to 12-month employees whose
attendance reflects eight (8) or more incidents of absences as of April 6"

c. A commendation letter will also be sent to staff that demonstrate exceptional
attendance for the same time periods. These employees should also be
acknowledged at faculty meetings. (Exceptional is zero (0) absences as of
December 15" and one (1) absence as of April 6™.)

TEACHER ABSENCE
All staff absences must be recorded by Sub Finder.

1) ALL teachers and teacher aides will contact the Sub Finder upon learning they will be absent,
regardless of the need for substitute coverage.

2) You must contact Sub Finder either via the website at http://caboces.subfinderonline.com or
the automated Phone Number 866-936-7939, or the local number 716-376-8439 voice message.
3) Any staff member reporting absent after 7:00 a.m. must also notify their Principal. This
means two (2) calls will be required.

5). All staff will complete an absence request form for all absences from their regular
assignment.
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SubFinder Tips

* You must first register your account the first time by calling 866-936-7939 and recording your
name. You will need your Pin # which you can get from your supervisor

* You may pre-arrange your sub but then Subfinder will not call them so make sure you talk with
them first

* You must call at least an hour prior to your start time or you will get a message to call your
Supervisor.

Administrator contact numbers for absences reported after 7:00 a.m.

Kathleen Brisky 716-353-1138 or 716-376-8327
Steve Dieteman 585-933-0389 or 716-376-8251
Noel Sheehy 814-688-0843 or 716-376-8344

If you have questions regarding your benefits, FMLA, or need for extended leave, refer to the
Help Line Numbers for Staff notice found at the end of this handbook.

Teachers need to prepare lesson plans for his/her substitute. The lesson plan(s) must be pre-
approved by the building principal. You may e-mail or fax your lesson plans(s) to the Building
Principal. Further guidance on the substitute teacher folder is provided on the next page.

The teacher is expected to be in the classroom at all times when students are in attendance. If it
IS necessary to leave the classroom, call the Building Principal’s office and ask for a substitute.
Leaving a class unattended could pose serious problems and may result in legal claims against
you in the event of an accident. You would be negligent in your duties.

T EACHE RIDES

Except in special cases, no Career & Technical Education teacher will have a teacher’s aide
assigned to him/her regularly. When an aide is assigned, it is the teacher’s responsibility to
prepare his/her lessons to utilize the aide in achieving the teacher’s classroom objectives. The
teacher should be specific in directing the activities and evaluating the work of the teacher aide.

The presence of an aide does not relieve the teacher of his/her classroom responsibilities. In
those cases where special projects make it necessary to leave the aide in charge of part of the
class for relatively long periods of time, such delegation of responsibility should be cleared with
the building principal and the aide’s specific classroom responsibility stated in writing.

SUBSTITUTE TEACHER FOLDER

Each teacher is required to prepare a Substitute Teacher’s Folder within two weeks of the start of
the school year. The folder will contain the following:

1) A lesson plan with specific classroom activities for a planned absence.
2) Schedule of your daily routine..

3) Bus arrival/departure schedule.

4) An up-to-date class roster.

5) Location of keys that subs will need for the day.
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6) Special information on students such as: who can assume responsibility (i.e., safety check-
off), who may cause difficulty/disruption, and restrictions on individual students

7) List of class rules and behavioral expectations.

8) List of names & numbers of personnel to contact in case of emergencies, discipline problems,
illness, etc.

9) Fire and Take Cover drill procedures.

10) Emergency lesson plan - There will be an emergency lesson plan on file at all times in the
Substitute Teacher’s Folder for an unplanned absence. Emergency lesson plans should be
updated and reviewed regularly.

Following review by the building principal, this folder will be kept in the main office or in plain
sight on the teacher’s desk.

GENERAL INSTRUCTION PROCEDURES

A primary advantage of Career and Technical Education versus on-the-job training is that of
planned instruction, planning an orderly and logical presentation, providing for repetitive
experiences, and assessment to ensure adequate learning. An adequate instructional program
includes:

1) Safety training, a safety test, and safety check-off sheets.

2) Plan book/lesson plans with specific activities, outcomes, and assessments. Lesson plans are
to be turned in each Friday for the following week.

3) Daily shop and performance task sheets with directions and scoring rubrics.

4) Progress monitoring - Teachers should develop and maintain an up-to-date progress
monitoring system that is easily accessible by the student, other teachers, and the building
principal.

5) Teachers are responsible for maintaining and delivering an up-to-date curriculum that is
rigorous and relevant according to industry standards.

6 Inaddition to CTE content, this curriculum must include commencement-level Math,

Science, and ELA activities.

7) Teachers are responsible for reading student IEPs and providing all testing accommodations

and instructional adaptations identified within.

8) When using projects as a teaching tool, the teacher should always make sure the projects are

directly related to, enhance, and reinforce the curriculum being taught.

The above general instruction procedures, together with available technology, equipment, and
supplies should provide for a reasonably adequate program. In Career and Technical Education,
learning comes as a result of doing rather than listening. Formal lessons, therefore, should be as
brief as practical, involve as much student participation as possible, and provide examples and
Cross-questioning.

STUDENT ATTENDANCE

A classroom is composed of a diverse group of personalities. It is the job of the teacher to bring
these personalities together as a homogeneous group as soon as possible to facilitate instruction.
It must be remembered that the teacher is the “glue” that holds this group together and the
attitude and level of excitement about the curriculum by the teacher is evident to every student.
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Classrooms that are actively engaged in the learning process and keep the student engaged have
few attendance problems.

1) Keeping accurate, daily class attendance records is vitally important. A procedure for
reporting daily absences is explained on the following page. It is the teacher& duty to take
attendance. It is of prime importance that the component schools are notified of daily
attendance, especially in the event of truancy. Please keep in mind that attendance is a legal
document and could be subpoenaed in court. It must be maintained.

2) Reporting Student Daily Attendance. Attendance is to be taken in Power School within 15
minutes of the start of class.

a)

b)
c)

A Student who has been absent is required to fill out a re-admit slip to be admitted to
class. The student needs to bring his/her excuse from home or a copy of the one taken to
the component school. If the student brings it within three (3) school days the absence
can be changed from unexcused to excused.

No student is to be admitted to his/her class after being absent without a re-admit slip.
Students who are tardy must get a late pass from the main office before going to class.
Students who are leaving early need to fill out a leave early pass before going to class.
The student will be issued a pass to give to their instructor. Before leaving the building,
the student is to report to the main office and sign out.

Determination of Excused and Unexcused Absences, Tardiness and Early DepBakedkes

upon our District component school’s education and community needs, values and priorities,
BOCES has determined that absences, tardiness and early departures will be considered excused
or unexcused according to the following standards.

Excused:

a)
b)
c)
d)
e)
f)

9)
h)

Personal illness with written parental excuse

IlIness or death in the family with written verification
Medical appointments with written verification
Administrative approved educational trips
Impassable roads due to inclement weather

Religious observance

Quarantine

Legal appointments with written verification

i) Administrative approved college visits

j) Administrative approved cooperative work programs or internship experience

k) Military obligations previously approved

I) Other reasons approved by the Board

Unexcused:

a) Any reason for lack of attendance if it does not fall into the above categories

b) Examples would include, but are not limited to, truancy, “cutting” class, family vacation,
hunting or fishing, babysitting, hair cut, obtaining a learner’s permit, road test,
oversleeping. Truancy means any student absence from BOCES that is unexcused or
unauthorized.

c) No excuse or note from parent/guardian after (3) three days.
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Notice of Students Who are Absent, Tardy or Depart Early Without Proper Excuse:

3-7 The teacher is responsible for early intervention and contacting the student’s

days parent/guardian. All contact attempts and conversations need to be documented.
The Building Principal must be involved if a student misses 7 or more days in
an academic quarter. Intervention strategies will be employed by teachers and
other school employees to address patterns of absences, tardiness, or early
departures. Each student’s situation will require strategies tailored to their needs
and situation.

10 days The teacher is responsible for contacting the student’s parent/guardian , school
counselor and/or building principal. The school counselor or building principal will
send an attendance letter, via certified mail, to the parent/guardian and contact the
home school.

15days The student will have a conference with a member of the Attendance Committee. A
student attendance contract will be developed which states a certificate of
completion or credit may be in jeopardy if the student continues to accumulate
absences. A plan will be developed to help ensure a positive response is reached to
this problem.

20 days The student and parent/guardian will meet with the Attendance Committee to
discuss the situation, review possible outcomes, and develop strategies to work with
the family.

Students are expected to attend all scheduled classes. Unexcused absences, tardiness, and early
departures will affect a student’s grade for the marking period, including grades for classroom
participation.

Only excused absences can be made up with teacher approval. Students accumulating absences
of more than 10% of scheduled class days may not be recommended for course credit or receive
a Certificate of Completion. Properly excused absences, tardiness and early departures for which
the student has completed required makeup work shall not be counted as an absence in
determining the student’s eligibility for course credit. Cattaraugus-Allegany-Erie-Wyoming
BOCES procedures will specify how student tardiness and early departures will be calculated
and factored into the BOCES minimum attendance standard.

Students who are absent from class due to their participation in a school-sponsored activity are to
arrange with their teachers to make up any work missed in a timely manner as determined by the
student’s teacher. Attendance at school-sponsored events where instruction is substantially
equivalent to the instruction that was missed shall be counted as the equivalent of regular
attendance in class.

Upon returning to school following a properly excused absence, tardiness or early departure, it
shall be the responsibility of the student to consult with his/her teacher(s) regarding
arrangements to make up missed work, assignments and/or tests in accordance with the time
schedule specified by the Career and Technical Education Center. A student will have five (5)
calendar days to turn in assigned make-up work to their teacher.
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CAREER SERVICES/SCHOOL COUNSELOR

The role of the Career Service Teacher is to assist in improving instruction, marketing CTE
programs and enhancing business and industry relationships.

The School Counselor is responsible for student registrations, college preparation, personal
counseling, standardized test scheduling, student class changes and special education
coordination. .

WORK BASED LEARNING EXPERIENCE (INTERNSHIP)

All students are required to participate in a work based learning experience in order to be eligible
for a technical endorsement. All students should be encouraged to participate in a work based
learning experience. It is the responsibility of the teacher to arrange internships. Further
guidance on the internship process can be found on the Teacher’s Checklist for Internships.

FACULTY MEETINGS

The Building Principal will call faculty meetings at such times as are deemed necessary. Faculty
meetings offer the only real opportunity for discussing common problems and arriving at
common understandings. Meetings will be held for the purpose of strengthening our program
and disseminating necessary information to all faculty members. All teachers are encouraged to
develop meeting topics that are timely and prove to be of mutual interest to all. Individual
conferences will be held regularly.

CONFERENCES

All travel to conferences, conventions, workshops, and professional meetings must be explicit
and relate to your PDP. They must include the name of the conference, participants attending,
dates, where, etc. Only one conference request form should be submitted when a group is
requesting to attend a conference. Please be sure to coordinate this with those requesting to
attend. Be sure to include everything pertinent. All requests must be approved by the Building
Principal, the Director, and the Assistant Superintendent.

The Estimated Expenses and Travel Expense Voucher form must be completed using GSA rates.
Directions and further guidance can be found on BOCES Intranet in the “Travel Expenses and
Travel Compensation Procedures” document.

FIELD TRIPS

Field trips NOT REQUIRING BOE approval.

In-country day time field trip requests must be forwarded by the Building Principal to the CTE
Director 3 weeks in advance of the field trip. Field trips must be approved by the Building
Principal and the CTE Director. Only field trip requests that are directly related to specific
program curriculum should be submitted for approval. Approvals are contingent upon meeting
field trip guidelines, timelines, budget and transportation availability.
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Field trips REQUIRING BOE approval.
Out of country or overnight field trip requests must follow these guidelines:

1) All items must be submitted electronically by the teacher to the Building Principal at least 2
months in advance.
2) Electronic submissions must include all of the following:
a) Completed field trip request form
b) Itinerary of events/activities
c) Detail of all estimated expenses (including expenses not paid by BOCES)
d) Names of chaperones (if required)

* Parent/guardian permission must be obtained for each individual student before he/she can be
allowed to participate in a field trip or other off-premise activities.

* All field trips require only one field trip request, including those with multiple classes or
centers. One teacher should be responsible for collecting all required information and submitting
the form.

* Failure to follow the above guidelines will result in disapproval of field trip requests.
EXTRA DUTY/EXTRA PAY

When extra duty for extra pay is requested you must complete a request form. This form must
come from the employee’s supervisor. Time sheets for extra duty will not be approved unless

the extra duty has been approved prior to services rendered, and the original copy must be
attached to the employee’s timesheet.

GRADING

Grades will be maintained electronically in Power Teacher. Grades should be entered in Power
Teacher throughout the marking period, preferably on a weekly basis. The minimum passing
grade is 65%. Grades will be issued at the identified quarterly marking periods. All Incompletes
are to be made up BEFORE the end of the next marking period. All grades need to be
electrically verified in Power Teacher and reviewed before being sent to the component school.

All quarter grades will be reflective of 1/3 Performance Projects, 1/3 Daily Class Participation
and 1/3 Written Assessments.

The Final Assessment grade for the Junior year, formally known as the “final exam”, will be %2
of the written final and % of the performance final.

The Final Assessment grade for the Senior year will be 1/3 of Nat’l written assessment, 1/3 Nat’l
performance assessment and 1/3 Career Portfolio. Further guidance on the career portfolio can
be found in “The Teacher Guide for Career Portfolios.”

Final Grades (Y1) will be calculated in Power Teacher as listed below:

Year Long Classes: 20% each Quarter and 20% of Final Assessment Semester Classes: (i.e.
PI1G and Economics) 40% each Quarter and 20% of Final Assessment. EXCEPTION: Ifa
student does not have 4 quarterly grades — the final grade (Y1) will have to be determined
and entered in Power Teacher by using the formula below.
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a). If a student has only 2 Quarterly grades and a Final Assessment the final Y1 grade is
calculated by using 33% of each grade.

b). If a student has only 3 Quarterly grades and a Final Assessment the final Y1 grade is
calculated by using 25% of each grade

Students whose quarterly average is 85-91 will be recognized as Honor Roll Students. Those
students averaging 92-100 will be recognized as High Honor Roll Students.

Do not wait until a student is failing to contact parents! Be cognizant of your student’s
grades and behavior. Contact the student’s parent/guardian, home school counselor, and send
home a progress report. Get the School Counselor and the Building Principal involved, if
necessary.

PROGRESS REPORT

At the end of each five-week period, or any appropriate time, the teacher will complete a
progress report generated from Power School for each student. This form shall be sent to the
main office, who will in turn send the report to the parent/guardian and component school.

BEHAVIOR AND DISCIPLINE

Under normal circumstances, when students are achieving satisfactorily in their work, discipline
should present no problem. However, there will be some cases that require special handling.

At the start of the school year, it is the responsibility of every teacher and faculty member to
review the Code of Conduct with his or her students. Each student receives a copy of the
Student Handbook and must sign the back of the student information sheet acknowledging that
they understand and will abide by the Code of Conduct. A copy of the Code of Conduct and the
Comprehensive attendance policy is mailed to each parent/guardian prior to the beginning of the
school year.

Under the New York State SAVE Legislation, a teacher may remove a student who is a serious
disruption in their classroom for up to two (2) days. This process is teacher intensive. Further
guidance can be found in the Code of Conduct and at the NYSED website.

Violent and Disruptive Incident Reporting is mandated by SAVE Legislation and requires
documentation. All incidents of violence that occur must be reported on the VADIR form and
turned into the Building Principal.

VISITORS TO CLASSROOMS
All visitors, salesmen, and other personnel must sign in at the main office.

Students wishing to have a visitor in class must secure, in advance, a pass signed by the visitors
parent/guardian, component school Principal, BOCES teacher and Building Principal at least
one day before the visit. All visitors must comply with safety procedures, teacher directives and
the Code of Conduct. In the event a visitor arrives without permission, call the main office
immediately.
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ALL DAY ATTENDANCE

To attend BOCES for an all day activity, a form must be completed prior to the activity.
Students cannot just show up without prior approval. Forms are available in the main office.

SAFETY

Safety is paramount in every shop area. Safety must be a main topic in your first orientation and
be made a part of every lesson and every work plan thereafter. Safety procedures and
precautions for the use of tools and machines should be thoroughly understood before a student
uses the machine and should be constantly reinforced throughout the year.

All instructors must inform their students what protective clothing, uniforms, footwear, and/or
headgear is required for their class.

Rules of safe operation and precautionary steps should be conspicuously posted on or near each
machine. No student should be permitted to operate a machine until he/she has demonstrated to
the instructor his/her understanding of its operation. Safety goggles or face shields must be
worn at all times as prescribed by law.

Each teacher should work out an effective safety program within each classroom area. A
suggested system would be as follows: each teacher appoint a FOREMAN and ASSISTANT
FOREMAN who would be responsible for shop room safety and reporting any violations to the
teacher.

1) Safety Glasses. All shop areas require approved safety glasses to be worn at all times. This
includes time-spent working outdoors, clean-up time, and shop time. The only exception is
during a period devoted strictly to lecturing. Failure of teachers to wear them, or to enforce
the regulation with their students, will constitute a serious rules infraction.

2) Protection Equipment. All students must wear hard hats and safety shoes on all
construction or practical work sites.

3) Safety Rules and Regulations. Each teacher, during the first month of instruction will teach
students basic safety for their particular shop/classroom and give an assessment.

4) Safety Instruction — Prior to using power tools. No student will be permitted to use
tools/equipment until they have received safety training, demonstrated safe operation, and
passed a written assessment on the specific tool/equipment. Experience has shown that
accurate records of such examinations and scores can be good evidence of safe practices if an
accident occurs. A safety check-off sheet on tools and equipment will be maintained by the
teacher. Students should also be made aware of the dangers involved in the use of solvents. .

5) Demonstrating Safe Procedures. All instructors will provide demonstrations and lessons
on the safe use of tools/equipment and safe work habits. Simple safety rules will be posted in
each classroom permanently. *NOTE: A copy of the safety exam given should be on file in
your files.

6) First Aid Kits. All shops have a first aid kit readily available. It should be kept well
stocked and all students should know the location. The teacher is responsible for keeping
kits stocked. Materials are available from the main office.
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SECURITY OF EQUIPMENT

1) Each shop should have an up-to-date inventory and a system for readily checking tools and
equipment. Systems may vary from shop to shop, but all should contain the essentials of
inventory control. A definite school-wide inventory has been developed:

a) A system designed to make students responsible for maintaining tools and equipment.

b) Devices such as color codes and tool boards for quickly checking missing tools.

c) A check by the instructor at the close of each instructional period.

d) All equipment leaving premises must be signed for by recipient and building
administrator and a form kept on file with inventory, i.e., equipment out for repair.
Equipment will not be loaned to students.

e) Transfer slips filled out for equipment moved from Center to Center or to any other
location/person.

f) Record all serial numbers and mark all Tools.

EQUIPMENT LOSS

The loss of any item, other than very minor tools, should be reported to the Building Principal
immediately. Unwarranted carelessness or dishonesty, in connection with missing equipment,
should be dealt with immediately upon discovering those responsible for damaged or missing
item.

Students failing to return texts are required to make restitution.
ADVISORY COMMITTEES

Each teacher must meet with his/her advisory committee at least twice a year. Each meeting
should have a purpose evidenced by preplanning. An agenda and a written summary must be
filed with the Building Principal and the CTE Director immediately following.

Advisory committee members should be contacted concerning major equipment purchases,
curriculum changes, work based learning experience/internships, state mandates, technological
advancements and current business/industrial trends.

ACCIDENT AND SICKNESS REPORT

1) If an accident occurs, immediately notify the Building Principal and/or main office.
2) If the accident is serious,follow the procedure below:
a) Immediately notify the main office and / or
b) Call 911 for an ambulance
c) Call the parents if the main office has not already.
d) Notify the component school if the main office has not already done so.
3) Fill out an accident report form.
4) Be sure to obtain all necessary information and signatures.

AGAIN, notify the main office when ANY SICKNESS OR ACCIDENT OCCURS. Above all,
you should exercise good judgment. Parents/guardians must be contacted.
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CLASS PROJECTS

All class projects must receive the approval of the classroom instructor and Building Principal.
The project is performed for instructional purposes only. There is no expressed or implied
warranty regarding the timeliness, quality of work, materials, workmanship or functionality.

1) A request for Automotive Services must be completed before bringing in a vehicle for
servicing.

2) Projects may be terminated for any cause, by either party, at any time.

3) The owner assumes all responsibility for the cost of materials, including the cost of any
labor or service rendered by another business or agency in the course of completing the
project. An example would be specialized machining to complete an engine overhaul.

4) All expenses incurred by BOCES will be paid for before the release of the project.

5) The owner assumes any liability for applicable sales tax.

6) Any necessary arrangements for on-site facilities, services and/or permits are the sole
responsibility of the owner/agency.

7) The owner/agency assumes the responsibility to meet all codes and regulations that may
apply to the project.

8) For projects accomplished off the BOCES campus and/or rented facilities the owner/agency
must furnish proof of liability insurance.

9) Class projects that occur off BOCES campuses or rented facilities must be approved by the
BOCES Board of Education regardless of length of time to completion.

10) BOCES will not participate on a competitive basis with any private contractor or vendor.

11) BOCES will not serve as a subcontractor.

The applicant assumes full responsibility, and in no case will the instructor, the pupils, the
administration, the Board of Education, the custodial staff or others be held liable for damage or
loss of any nature of parts, to the vehicle (project) or its contents, before, during or after the
completion of this service.

STUDENT ACTIVITY FUND

Student funds shall be deemed to include, but not be limited to, money collected from students
for the purchase of supplies and materials, fees for organizations and social events. Such funds
shall be handled in accordance with procedures set by the State Education Department of Audit
and Control and the regulations set forth by the Board of Cooperative Educational Services. In
all cases which involve the student funds, an employee of the Board of Cooperative Educational
Services must be assigned the ultimate responsibility for control of the funds and must use
appropriate accounting procedures for the safeguarding of the funds against loss, misuse or
misapplication.

Activities of students carried on in part or in full as part of a course curriculum during regular
classroom hours are considered a BOCES activity and do not constitute a student activity.
Revenues generated as a result of these activities are to be BOCES property and are to be given
promptly to the BOCES Treasurer.
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Exira Curricular Fund Raiser Procedures

For all proposed fundraisers, use the following procedure:
1. Only BOCES Board approved student organizations may conduct fimdraisers.

2.

Student fundraisers must be sponsored, reviewed, and approved by a student organization. The
Fundraiser Approval Form is filled out by the student treasurer, signed by the faculty advisor, and
presented to the principal for approval.

The supervisor will retum the form to the club advisor with comments, approval, or disapproval,
who will then submoit it to the student club for additional review or chamges if needed  Meeting
minutes must indicate approval of the activity.

The Fundraiser Approval Form must be approved by the student club, club advisor, and the
prncipal before the findraiser may begin.

To make purchases for a fundraiser, once the approval process is complete:

1.

Whenever possible, the club should get an itemized invoice from the vendor prior to purchase,
which is reviewed by the club advisor and the club treasurer. The treasurer will write and sign a
disbursement ship, which 15 also signed by the Advisor and given to the Central Treasurer. The
Central Treasurer will write a check for that amount. The club advisor will bring the packing slip
or receipt to the Central Treasurer after the items are delivered or picked up.

If 1t is impossible to get an Invoice prior to purchase, the club advisor may use his'her own funds
and be reimbursed, by check, by the Central Treasurer. An oniginal, itemized imveice or receipt
must be submitted to the Central Treasurer, following the above procedure, in order to be
reimbursed.

Al fimds recerved mmst be deposited by the central treasurer, and cannot be used to directly make
purchases or re-imburse individuals. It is essential that we show and distinguish all expenses and
TeVEne.

Use the NYS re-sale certificate and number to avoid paying sales tax_

Keep track of all expenses mvolved in the fimdraiser, and indicate them on the ProfitToss
Statement

Upon receipt of all funds, nse the following procedure:
1.

2.
3. Keep track of all money received in the fimdraiser, and indicate this on the Profit/Loss Statement

All funds received are to be furned in to the Central Treasurer on a daily basis, accompanied by a
deposit slip filled out and signed by the club treasurer and also signed by the club advisor. This
must be done on the day the funds are collected or received.

The Central Treasurer will credit the account and make a bank

When the fundraiser is complete:
Fill in and submit a ProfitToss Statement to the Central Treasurer, following the standard chain of
custody: Student club treasurer, club advisor, and central treasurer.
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AFPROVAL FOEM FOR STUDENT FUNDRAISING PROJECT

This form iz to be made oui prior fo submiting fo the Building Principal.
Signarures of approval must be grven By the Club ddvizor and then By the Principal.

Description of Project

What is the fundraiser?

Cuantity of items to be sold Total dollar amount that will be charged to our account
Unit price of each item to be sold Unit price of each item charged to the consumer
Dollar profit to the chub per unit Expected dollar profit once the project is complete

IsSales Tax collected? [ ] TYes [ | No Startand End date of the project

Number of members who will be mvolved m the project & will be responsible for projects & money

Where will the goods be stored?

When & where will the goods be distributed?

Do we receive the goods on credit or mmst there be an advance payment? Describe specific terms:

Wheo is responsible for the goods not sold? Can unsold goods be returned for a credit?

Student chairman of the fimdraising project Class

Information on the Cooperating Fundraising Agency

Name Pepresentative’s Name

Address City State Zip Phone

Where did you hear about this agency?

Names & telephone mmber of two (2) people who can vouch for this agency’s credibility:

1 2,
Signature of Club (class) President Signature of Club (class) TTeasurer
Signature of Club (class) Advisor Signature of Building Principal
Signature of Central Treasurer Date
[Rev 013005]
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Fund Raising Activity Request Form — Activity Funds Plan and Report

Today’s Date

Complete one form for each activity your class/club/organization is planning.
Clob/Class/Organization making request

The above group is requesting permission to conduct the following activity in compliance with the
extraclassroom activity procedures, regulations and policies of the

School Dhstmct. All receipts and disbursements of funds will be made in accordance with the
School District procedures, regulations and policies.

ACITVITY PLANNED:
Indicate one: [ | Fund Raising Project [] Service Project [] Other
ACTIVITY/SATE DATES: Begin End
Expenses Projected (prior) Actual (after)*
{costs) 1. 3 $
2 $ ]
3. $ $
4 $ 5
Receipts 1. $ $
(income) 2. $ §
Profit (income minus costs) % £

The student officers of the above named Class/Club/Organization understand the above activity and
assume respensibility for its fiscal conduct.

Faculty Advisor Signature Date
Student Activity Treasurer Date
Central Treasurer Signature Date

[] Approved [] Denied

Buildmg Principal s Signaturs Date

* Afer the activity sale 1. Record the actual expenses, receipts and profit
2. Attach a hist the students who have not tumed in money and the amount
3. Give this form to the Central Treasurer

[Revonz00s]
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BOARD POLICY: ALLEGATIONS OF FRAUD
Reporting and Investigations of Allegations of Fraud

All Board members and officers, BOCES employees and third party consultants are required to
abide by the BOCES' policies, administrative regulations and procedures in the conduct of their
duties.

Further, all applicable federal and/or state laws and regulations must be adhered to in the course
of BOCES operations and practices. Any individual who has reason to believe that financial
improprieties or wrongful conduct is occurring within the School System is to disclose such
information according to the reporting procedures established by the BOCES. The reporting
procedures will follow the chain of command as established within the department or school
building or as enumerated in the BOCES' Organizational Chart. In the event that the allegations
of financial improprieties/fraud and/or wrongful conduct concern the investigating official, the
report shall be made to the next level of supervisory authority. If the chain of supervisory
command is not sufficient to ensure impartial, independent investigation, allegations of financial
improprieties/fraud and/or wrongful conduct will be reported as applicable, to the Internal
Auditor (if available), or the Independent (External) Auditor, or the School Attorney, or the
Board. The BOCES' prohibition of wrongful conduct, including fraud, will be publicized within
the BOCES as deemed appropriate; and written notification will be provided to all employees
with fiscal accounting/oversight and/or financial duties including the handling of money.

Upon receipt of an allegation of financial improprieties/fraud and/or wrongful conduct, the
Board or designated employee(s) will conduct a thorough investigation of the charges. However,
even in the absence of a report of suspected wrongful conduct, if the BOCES has knowledge of,
or reason to know of, any occurrence of financial improprieties/fraud and/or wrongful conduct,
the BOCES will investigate such conduct promptly and thoroughly. To the extent possible,
within legal constraints, all reports will be treated as confidentially and privately as possible.
However, disclosure may be necessary to complete a thorough investigation of the charges
and/or to notify law enforcement officials as warranted, and any disclosure will be provided on a
"need to know" basis. Written records of the allegation, and resulting investigation and outcome
will be maintained in accordance with law.

Based upon the results of this investigation, if the BOCES determines that a school official has

engaged in financial improprieties/fraudulent and/or wrongful actions, appropriate disciplinary

measures will be applied, up to and including termination of employment, in accordance with

legal guidelines, BOCES policy and regulation, and any applicable collective bargaining

agreement. Third parties who are found to have engaged in financial improprieties/fraud and/or

wrongful conduct will be subject to appropriate sanctions as warranted and in compliance with

law. The application of such disciplinary measures by the BOCES does not preclude the filing of
civil and/or crimind charges as may be warranted. Rather, when school officials receive a
complaint or report of alleged financial improprieties/fraud and/or wrongful conduct that may

be criminal in nature, law authorities should be immediately notified.

An appeal procedure will also be provided, as applicable, to address any unresolved complaints
and/or unsatisfactory prior determinations by the applicable investigating officer(s).
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Prohibition of Retaliation

The Board prohibits any retaliatory behavior directed against those individuals who, in good
faith, report allegations of suspected financial improprieties/fraud and/or wrongful conduct as
well as witnesses and/or any other individuals who participate in the investigation of an
allegation of financial impropriety/fraud and/or wrongful conduct. Follow-up inquiries shall be
made to ensure that no reprisals or retaliatory behavior has occurred to those involved in the
investigation. Any act of retaliation is prohibited and subject to appropriate disciplinary action by
the BOCES.

Knowingly Makes False Accusations
Any individual who knowingly makes false accusations against another individual as to
allegations of financial improprieties/fraud may also face appropriate disciplinary action.

PUBLIC RELATIONS

As a vital member of the Career Technical Education Center team, you will be questioned many
times regarding the aims, objectives, and results of the Center. You should have a general
concept of the complete program so that the public may be better informed of our operation and,
in turn, offer full support to our endeavors. PR is everyone’s job. Our annual Open House
promotes good public relations and each instructor is expected to participate.

IN-SERVICE TRAINING

In order to ensure all of our teachers will realize their full potential, we will work together to
identify our needs as teachers. We will establish in-service training to address those needs. All
teachers are encouraged to actively participate in the selection and implementation of this
training.

ROLE OF BOCES MENTORS
BOCES mentors will serve as a Coach and a Guide. Mentors will work closely with mentees to:

1) Review and Clarify BOCES Procedures
a) Model effective instructional strategies
b) Share management strategies
c) Share resources
d) Assist in goal setting and professional development planning
e) Assist with lesson planning
f) Provide constructive feedback
g) Act as a confidential advisor
h) Serve as an advocate for the mentee

2) Suggested Mentoring Activities
a) Sharing procedural information
b) Orientation to school culture
¢) Lesson planning/curriculum development
d) Providing input/data for CSE meeting
e) Modeling instructional and management strategies
f) Reciprocal observation and feedback
g) Peer coaching
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h) Self-reflection practices
i) Creating PDP goals
j) Budget development

3) Time Allocation
a) Mentors and mentees will be granted a minimum of 2 full days of release time for
mentoring activities
- Mentors and mentees may receive supervisor approval for 3-5 days of release time,
based on individual needs
b) Time allocated for mentoring activities may include:
- All Staff Day
- New teacher orientation day
- Superintendent Conference days
- Reciprocal visitations
- Before/after school - requires prior approval
- Saturdays/ summer - requires prior approval
- M & M training day(s)
- Faculty meetings
- Distance Learning / Polycom
- Other approved activities

4) Record Keeping Process

a) Mentors and mentees will submit an annual summary of mentoring hours and mentoring
activities to Principals.

b) Principals will review the summary and forward copies to Mentor Coordinators and
Human Resources.

¢) Human Resources will enter mentor matches and hours logged into individual employee
records on WinCap.

d) Written summary reports that include mentor and mentee certification numbers, the type
of mentoring activities, and the number of clock hours logged will be kept on file by the
Mentor Coordinator.

MEDIA LIBRARY AND OCCUPATIONAL INFORMATION

The Media Services department offers a variety of services to us at BOCES and to our
component school districts. Physically located in "The Barn™ they maintain a web presence to
assist you in finding digital content, multi-media kits, multiple copy book kits, videos, DVD’s
and a DVD player, CD’s, and more. To browse the available resources please go to:
www.medianet.caboces.org.

PURCHASING PROCEDURES:

All purchases with BOCES funds must have a Purchase Order number assigned. Any purchases
made without a purchase order number having been issued PRIOR to the purchase will be the
responsibility of the purchaser.

1) Teachers submit a signed written requisition to the Building Principal.

2) Building Principal will approve/disapprove written requisitions.

3) Secretary will enter approved requisitions into WinCap — pending number generated
Requisition approved in WinCap by Principal, Director, Purchasing
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o All orders must have a purchase order number before they are called in or faxed.
o Please refer to the guidelines on the reverse side of the requisition form.

Repair or Emergency Purchases:

Requisitions for equipment repair must include make, model and serial number of the item being
repaired.

Requisitions for emergencies must include a rationale.
Open Orders (blanket PO’ s):

Open (blanket) orders are used for emergency, unplanned small purchases. They are not the
main way to do business and should be used only when necessary.

1) Must include what types of items will be purchased under the open order.

2) Must indicate the approximate length of time for which the order will be open.

3) Must indicate who has authorization to use the order.

4) Open orders are NEVER to be used for equipment purchases.

5) Open order purchases require the consent of the Building Principal.

6) All receipts MUST have a legible signature from the BOCES employee who picked up the
merchandise.

7) Original receipts must be turned into Accounts Payable immediately following the purchase.
The receipts must include the budget code to charge, and the purchase order number.

8) If the receipts are for a particular workshop, the name and location of the workshop, the
number of attendees, and the number of BOCES employees must be written on the slip. You
should always have the vendor reference the open PO number on the slip. Be prepared to
give it to the vendor.

9) You must keep an accurate record of the purchases made to ensure that they do not exceed
the amount allowed by the open order. Your open order will close if it reaches a “0” balance.
You must request an increase to the order if you do not wish it to close.

* Failure to comply with guidelines may result in termination of the open order.
CABOCES FORMS

It is preferred that you use the forms found on the BOCES Intranet accessed through Lotus
Notes. You may wish to save these forms to your computer but please be sure to check for
updates to the forms on a regular basis.

CTE TEMPLATES

Forms specific to the CTE department can be found in the document templates in MS Office.

The majority of the forms are designed so you can tab and enter the information requested and
then print. Those that are labeled “printed version” may be printed and then completed.
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09-10 BUDGET CODE DESCRIPTIONS

0 Equipment Code 200 - for individual items that are less than $1000 (but greater than $500) in cost
and have a useable life span greater than a year. The following are some items that are considered
equi pment (even if their i ndi vidual cost is |l ess thar
Printers, and other Computer Peripherals. These items will not be included on a three-year
equipment plan.

i Computer Equipment 202 — Printers, monitors, desktops, laptops

U Instructional Materials Code 302 - for instructional materials and supplies that do not fall into one of
the other supply codes.

0 Reimbursable Accounts Code 309 - to purchase those goods or services that will be resold to
customers or others. This code wil|l have a maxi mum

0 Software 3157 to purchase software.
U Textbooks Code 324 - for the purchase of textbooks and videos.

U Publications and Periodicals Code 330 - to purchase magazines, newspapers, trade journals or
other related items

U Food Expense 3801 for food expenses for classroom instruction.
U Contractual Expense 4001 to cover cost related to CPR and First Aid Training done by Adult Ed

U Equipment Repairs Code 415 - for expenses related to the repair of classroom or shop equipment.
If you have a maintenance contract for a piece of equipment, the cost will be applied to this code.

U Postage 4531 to cover cost of miscellaneous postage, ie. return of packages, etc.

U Mileage 45471 for all mileage claims including mileage for conferences.

U Conference Expense Code 455 - costs related to conferences

U Field Trips 467 1 for transportation and other charges related to field trips for your class.

U Equipment Lease 4771 for lease of equipment necessary for instruction
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CLASS NAMES (OFFICIAL LIST) WITH BUDGET CODES

Advanced Manufacturing/Machining (Belmont and Olean) 3611
Animal Science 3127
Automotive Body Technology 3341
Automotive Technology 3342
Building Technology 3441
Career Foundations 419-5878
Computer Systems Technology 3169
Cosmetology 3641
Criminal Justice 3763
Culinary Arts 3675
Early Childhood/Human Services (Ellicottville and Belmont) 3212
Electrical/Electronics Technology (Belmont) 3511
High School GED 409-5873
Media Communications Technology 3413
Medical Assisting 3971
Natural Resources 3129
New Vision - Health Professions (Belmont and Olean) 104-3980
Power Equipment Technology (Belmont and Ellicottville) 3111
Project Lead the Way/ CAD 3471
Radio/Television Production Technology (Olean) 3513
Welding/Metal Fabrication 3613
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“€2" HELP LINES

Contact Information

(716) 376 + ext. (or)

www.caboces.org

Computer Problems
Building level Tech Support-
Belmont Center
Ellicottville Center
Olean Center

Alan Barber - 7074
Jim Schifley - 7043
Mark Price — ext. 7023
Help Desk, ext. 8311

alan_barber@caboces.org
james_schifley@caboces.org
mark _price@caboes.org
HelpDESK@caboces.orq

Health Insurance
Coverage, Claims, Changes
Provider Network Doctors
Risks & Benefits

Mary Rosenswie - ext. 8232
1-800-828-6922
Cheryl Smith — ext. 8308

Mary Rosenswie@caboces.org

Cheryl Smith@caboces.org

Human Resources
Job Vacancies, Recruiting
Data Control, Orientation, Fingerprints
Change of name & address

Marcia Phillips - ext. 8209
Jennifer Bouldin - ext. 8242

Marcia Phillips@caboces.org
Jennifer Bouldin@caboces.org

FMLA (l eaves of g CathyBrailey-ext. 8255 Catherine Brailey@caboces.org
Maintenance
Belmont | Joseph Lates — ext. 8335 Joseph_Lates@caboces.org
Ellicottville | Robert Crowley — ext. 8349 Robert Crowley@caboces.org
Olean | Don Cummings - ext. 8234 Don_Cummings@caboces.org

Payroll
Deductions, Time Sheets,

Attendance, FT Teacher Aides

Deb Windnagle - ext. 8203
Tina Ruggles - ext. 8257

Debora_Windnagle@caboces.org
Tina_Ruggles@caboces.org

Safety and Health

HazMat, Emergency Procedures,
HIV/HBV Training, Right-to-Know

Bill Walsh, Program Manager - ext. 8249
Don Case, SS-Safety Engineer - ext. 8215

Bill Walsh@caboces.org
Don_Case@caboces.org

Teacher Certification

Candy Rose, Certification Specialist
(Mon-Tues-Thurs-Fri) ext. 8374

Teacher_Certification@caboces.org

CABOCES herby advises students parents, employees and the general public that it offers employment and educational
opportunities, without regard to sex, race, color, national origin or handicap. Inquires or complaints concerning this policy may be
referred to the CABOCES Non-Discrimination Compliance Officer, our Human Resource Specialist, who is to be determined, at
1825 Windfall Road, Olean, New York, 14760, (716) 376-8242. All three Career and Technical Education Centers are accessible

to the handicapped.
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