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| would like to welcome you to the Bibb County Career Academy and tell
you how pleased | am that you have selected a program of study here as
part of your preparation for “life after high school.” The skills training you
receive at BCCA will serve as a strong base for the continuation of your
postsecondary studies in preparation for a great career, or will provide you
the opportunity to develop a foundational skill set that will allow you to en-
ter the job market with more confidence if you choose to go to work rather
than pursue further training.

You are very fortunate in the sense that our teachers and support staff,
who work so very hard to make these such great programs, are dedicated
professionals who are committed to your success. | trust that you will be
similarly committed, for there is a direct correlation between the effort you
put forth and the benefit you will receive.

This handbook is designed to orient you to our faculty, staff, programs,
and school operating procedures. The Career Academy is part of the Bibb
County School System, and we follow the policies of the Bibb County
Board of Education. This includes, but is not limited to, the dress code
and other items included in the Student Code of Conduct. A careful read-
ing of this handbook should provide you with the information you will need
to be successful at the Career Academy. Should you have questions re-
garding information in the handbook or need clarification on any item,
please do not hesitate to ask your teacher or me or any staff member.
Also, be sure to visit our official school web site at www.bibbed.org/bcctc/
for more information. Because we want this to be a positive experience
for you, we will assist you in any way we can.

I look forward to meeting and getting to know you, and | encourage you to
call on me if | can be of assistance. | urge you to take full advantage of
this wonderful opportunity to prepare for the challenges that await you
through the development of life skills and career skills. | believe that the
investment you make in your career technical program of study will truly
benefit you for a lifetime, and | wish you the best.

Sincerely,

Dennis D. Duncan




BIBB COUNTY CAREER ACADEMY
17191 Highway 5, West Blocton, AL 35184
(205) 938-7434

Director - Mr. Dennis Duncan
PROGRAMS/FACULTY & STAFF

AGFISCIENCE ...ttt e Mr. Matthew Albritton
AQGFISCIENCE ...ttt e Mr. Steve Cottingham
Automotive Service Technology.............coeeeemriiiiiieeennn. Mr. Charles Elam
Business/Marketing Education................ccceemeeeeeeenn. Mrs. Kendel Johnson
Collision/Repair Technology ........ccoveeeviiiccccce e Mr. Garry Holder
Cooperative EAUCAtiON/RESOUICE. .............commmmmmseeennnnnnnnnnns Mrs. Joy Hicks
(7015111 (0] [0 |V Mrs. Becky Horton
Forestry and Wildlife Science........ccccvvccccceeeeeenennnnn, Mr. Roger Brothers
Healthcare SCIeNCE.........cccveiiiiii e Mrs. Wanda Mount
Magnet SChOO! ... Mr. Glenn Walker
Magnet School Aide...........occoiiiiiiiiiiceeeee e Mrs. Ranea Hathcock
Welding Technology ............eeeeiiiiieiiiis i Mr. Bobby Lovelady
Career Tech Counseling Services ............ccceeeee......... Mrs. Ana Belle Lee
SECIEIANY .ttt Mrs. Idessa€lr
CUSLOIAN ... Ms. Elissa Templeton

BIBB COUNTY BOARD OF EDUCATION MEMBERS

Mr. Jimmy Bearden Mr. James McBride, Sr. Mr. Mike McMillan
Mr. Gary Monk Mr. Mike Oakley

CENTRAL OFFICE STAFF

Dr. Don Elam ... Superintendent of Education
Dr. Alesa Judd...........ccooiiiiiiiiiiiiii s Associate Superintendent
Mrs. Janice Parker-Dunn.....................co....... ASSOCIAte Superintendent
Mr. CecCil LaGrONe ........uevveeeeeeeiiiiiiiiiieaaee Assistant to the Superintendent
Ms. Beverly Brown ..........ccceeeveeiiiiiienaann. Child Nutrition Program Director
M. JAMES Gray ....cccevvveeieeeeeeeeeeiiesiiiceennneenns Special Education Coordinator
Mrs. Lauren BULES .........ccovvveiinireees e o e Chief Financial Officer
1 =1 o T LT [ Technology Coordinator
Mrs. Linda Conklan .........ccccccvvvveeeeeena. Assistant Technology Coordinator
Mr. Alan Franklin .........cccccceeeeiiiiiniis e Transportation Supervisor
Mr. Phil Cotttingham .............cccoooeiiiiiieeeeeeeeeee Maintenance Supervisor
Mrs. Denese MCGEE.........uueeeeeeeiieiieinamnnes Secretary to the Superintendent
Mrs. Linda Cottingham................... SpecialEdtion Secretary/Bookkeeper
Mrs. Ruthie Carver.........ccccccoiiiiiiiiimmm e Transportation Bookkeeper
MrS. DONNA COOK...cceiiiiiiiiaaiiiii ettt Payroll Clerk
Mrs. Kay LightSeY.......cooouiiiiiiiiiieeee s Accounts Payable
Mrs. Peggy SIiMMONS ....cccviviieeeeeeeiee st cmmmmmmeeeeeeeeeeeneeeeeeas LSA Bookkeeper
Mrs. Patsy WallaCe ...........coooovvcciiiiiiiieiieeeeeec e, LSA Bookkeeper

MIS. Barbara TEIMY.....couviiieeee e e et e School Nurse



BIBB COUNTY CAREER ACADEMY
PHILOSOPHY AND PURPOSE

The basic philosophy and purpose of the Bibb GoQatreer Acad-
emy is to provide career technical skills to méetneeds of the student who
desires to enter the job market after high schoellm desires to obtain fur-
ther education and training in a related field.e Taculty is dedicated to pro-
viding quality educational opportunities for thevdlpment of each student
to his/her fullest potential. The primary objeetig to combine the best of
career tech training methods: classroom laboratkitydevelopment with
hands-on experience and co-operative on-the-jahiica  The faculty is
committed to the placement and follow-up of evdngdsent who successfully
completes the course and desires placement. Tdte@iunty Career Acad-
emy is an integral part of the total education paekoffered in the Bibb
County School System. We believe the career taaficalum will provide
students with the maximum opportunity for gainimgpdoyment.

In addition to providing career technical trainitige faculty at Bibb
County Career Academy is also dedicated to progidim attractive, clean,
pleasant, and safe environment for all studentssgaftl We strive to guide
our students in desirable social attitudes and maikts which are essential
for a successful role in our community, state, aation. It is our general
belief that when opportunities arise, the schooing, and community should
work together in the educational process to arguiee student the desire
for learning. Emphasis on the necessity of legyminorder to cope with the
diverse and complex problems of daily living isiategral part of the educa-
tion process. It is expected that each studehfedl the school is a suppor-
tive and well-organized place in which to learn aedept individual respon-
sibility for his/her personal educational guide.

In order to maintain the philosophy and purposthefBibb County
Career Academy, the following policies and procedwutlined in the stu-
dent handbook have been developed and will be esdidio ensure a produc-
tive learning environment. It is the desire thHasadents understand the
necessity of these rules in order to accomplistotijective of the Career
Academy.



ATTENDANCE POLICY

Every student of compulsory school attendance(agger 16) is
required by law to attend school each day. Alab&tate Law makes the
parents or guardians responsible for making sugie thildren are in regular
school attendance.

The faculty and staff at the Bibb County Careeademy believe
that regular attendance at school is just as irapbds regular attendance on
the job. This is an important habit to form. fguéar attendance at school or
on the job almost always results in poor progredack of success for the
individual. Teachers are instructed to structhegricourse content and grad-
ing procedures in a fashion which makes regula@ndtince necessary to
successful completion of a course

Since there is a high correlation between schibehdance and edu-
cational achievement, the Bibb County School Systeroooperation with
the Bibb County Juvenile Court, has implementedghdy Warning Tru-
ancy Program. Refer to the Student Handbook froar tome high school
for specific policy and procedural details.

Excused vs. Unexcused Absences

Students returning to school after an absence brirgj a coded
excuse from his/her parent high school on the diest of returning to the
Career Academy. This coded excuse is to be pesenthe career tech
instructor. The following Code of Alabama (Sectibf28-15) will be used
to determine excused and unexcused absences.

Excused absences will include absences because of:

1 lliness

2 Death in the immediate family

3 Inclement weather which would be dangerous to the
life and health of the child as determined by thiebB
County School System

4  Legal quarantine

5 Emergency conditions as determined by the career

tech director or board
6 Prior permission of the career tech director arept
school principal and consent of the parent or gaard



Unexcused absences will include absences because of

Student working

Poverty

Truancy

Absent through parental neglect
Cutting class/school
Suspension

O, WNER

Students participating in school endorsed angdonsored trips are
not considered absent and should not be showncasbsuthe career tech
instructor on the class roll or report card.

Check Out Procedures

No student is to leave the Career Academy camprisgischool
hours without permission from the career tech direand a parent or guard-
ian. If a student knows that it will be necessamytfim/her to leave campus
before dismissal time, the following procedurestarbe followed:

1 Student is to bring a written, verifiable requigetn a
parent or guardian stating the reason for the stude
checking out. If the student has an appointmetit wi
doctor, dentist, etc., the name of the doctor drel t
phone number should be included. This request is t
be presented in the office immediately upon arguio
school. The student will be given a permit slipgtee
to his/her career tech instructor.

2 All students are to check out through the offiegore
leaving campus.

3 Students will not be allowed to check out tolaath,
get books, papers, uniforms, etc.

4  The telephone in the office is to be used onlysty
dents who need to leave school for a medical reason



MAKE-UP WORK

If a student has an excused absence, it is higgkponsibility to
make arrangements with the career tech instructorake up work missed.
This opportunity will be provided within a two-weekriod following the
absence at the convenience of the teacher. Workadé up within the two-
week period will be given a grade of zero (0). Té&cher cannot be ex-
pected to re-teach the lesson, but the studentedi#live a reasonable oppor-
tunity to learn the information.

Teachers are under no obligation to permit stiedehb are absent
for unexcused reasons to make up missed work assiufs.

GRADING PROCEDURES (EVALUATION)

The grading procedures at the Bibb County Care@adAmy consist
of the following:

1 Attendance

2 Daily performance and observation of lab actgitprojects

3 Semester exams, which will include both a wriggam and practical
(lab) exam

Since the nature of instruction in each area diffe such a great
extent, the weight given to each variable is deieechby the individual in-
structor.

When it is necessary to give a grade of incomgtata nine-week
grading period or a semester, the student recethimgncomplete has the
responsibility of making arrangements with theriastor to complete the
work which was not completed during the gradingqakrAll incomplete
work not made up within two (2) weeks after thedimg period will convert
to a zero (0). The only exception to this rule Wil when a student is physi-
cally disabled to perform the work. Under no ciratamces shall work be
carried over more than one grading period.



GUIDANCE AND COUNSELING SERVICES

The Bibb County Career Academy seeks to maintguidance
program for all students. Students are encourtmethke appointments
with the counselor. Appointments may be arrangedhe student by the
instructor or by the student. The program incluthesfollowing general

areas of service:

Individual Counseling

Small Group Counseling

Group Guidance

Consultation

Appraisal/Placement

Coordination

Program Management/Evaluation

One to one interactions designed to assist studtents
coping with problems that hinder learning.

Structured learning sessions for groups of 4-10esits
experiencing common problems

Learning sessions on developmentally appropriate
“Essential Skills” for classroom groups.

Individual or group meetings with parents, teachers
administrators, or resource persons designed ist #ss
enhancing learning opportunities for students.

Classroom observation, testing, record review, ecacl
and career advisement.

Development and implementation of student learning
assistance plans; collection and maintenance otires
information, referrals, orientation.

Planning; maintenance of program, budgeting, ozgani
tion of materials/services, etc.

The counseling relationship is based on the tehats

1 Each person has the right to respect and digsigy human being and to
counseling services without prejudice as to perbetief or practice.

2 Each person has the right to self-direction atfddevelopment.

3 Each person has the right of choice and the ressipitity for decisions

reached.

4  The counselor assists in the growth and develapofeeach individual
and uses his/her specialized skills to ensurethigatights of the coun-
selee are properly protected within the structdith® school program.

5 The counselor-client relationship is private #meteby requires compli-
ance with all laws, policies and ethical standqu&igaining to confiden-
tiality. (The code of confidentiality must be beskin cases of threat of
suicide or the threat of harm to others.)

(Ethical Standards for School Counselors—Americaimo8l Counselor Association)

The counselor’s office is located in Building As you enter the
building from the front, the hall to the left lealbsthe Learning Lab, Health-
care Sciences & Technology. The guidance offi@iess from the Health-

care classroom.



TRANSPORTATION

Bus transportation is provided by the Bibb CouBtjool System.
All students are required to ride the bus to anthfthe Career Academy.
Any exceptions to this rule must have special pgsion from the director of
the Career AcadeniiN ADVANCE of driving to campus. Any violation
may be punishable by suspension.

Students should remember that school policiesgirrom the time
they arrive at the parent school until they areniésed at 3:00 p.m. These
policies are in effect while students are on theelsuo and from the Career
Academy. Buses should be boarded in an orderhidasand conduct
should be within policies of the Career Academy #raparent school.

Once the buses arrive at the Career Academy, raidaould dis-
mount the buses in an orderly manner and reportediately to their career
tech program only Teachers will be on duty out front to assististts if
needed. Students are not allowed on buses dur@ak or prior to the dis-
missal bell

If it is necessary for a student to drive his/ten vehicle, he/she
must have special permission from the directohefCareer Academy, the
principal of his/her parent school, and a parergfuardian. The student
should report to the office prior the day he/she is to drive in order to obtain
a driving permit. Verification of a driver’s licea must be presented.

Students driving personal vehicles must park éndésignated park-
ing area behind the Healthcare Science and the &&yphool lab. Vehicles
brought on campus must not contain items whichatéoboard policy or city,
state, or federal laws. Students are not to gratked vehicles during the
school day._Only the student given permissionrigedshould be in the car.
No other student is to be transported in the vehidliolation of this rule
may result in disciplinary consequences includimgpgnsion from school
and loss of further driving privileges to the CarAeademy.

UNSCHEDULED CLASS PERIODS

If a student wishes/needs to remain at the Ca#&eademy or come
back during a class period for which he/she issebeduled, the student must
obtain written permission from Mr. Duncan at leasé day in advance. We
cannot/will not guarantee that permission will marged, either from here or
from the home high school



ARTICULATED CREDIT

Several programs at the Bibb County Career Acadeamg formal
agreements with postsecondary institutions thataditudents enrolling in
those institutions after graduation to receiveegsl credit for courses com-
pleted and skills mastered in those high schoayqamms. Currently, there
are articulation agreements in the following progsa

AgriConstruction Lawson State Community College
Shelton State Community College
Automotive Service Technology Lawson State Comnyu@itllege
Shelton State Community College
Business/Marketing Education Lawson State Commuditjege
Shelton State Community College
Collision Repair Technology Shelton State CommugGitjiege
Cosmetology Shelton State Community Collegg
Welding Technology Lawson State Community College

Shelton State Community College

Ask your teacher, Mrs. Lee, or Mr. Duncan how yoayrbe able to receive
free college credit in these programs.

SEXUAL HARASSMENT

Sexual harassment is defined as unwanted sexaatiah from
teachers, other adults, students, or anyone etsmiatered in school or at a
school-related activity. Sexually harassing bebsyisuch as leering, pinch-
ing, grabbing, suggestive comments or jokes, aadsurre to engage in sex-
ual activity, will not be tolerated. Students areouraged to report any such
incidents to the instructors, counselor, or the iadhtrator.
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CAREER TECH PROGRAM FEES

Each student enrolled in a career tech prograexjsired to pay an an-
nual fee to cover maintenance on equipment anetatie purchase of expendable
supplies used in laboratory projects. The feeshifevarious programs are as fol-
lows, as well as other fees and requirements:

PROGRAM

Agriscience

Automotive Service
Technology

Business Education

Collision/Repair Technology

Cooperative Education

Cosmetology
Forestry and Wildlife Science

Healthcare Science

Welding Technology

FEE

$10.00 (Includes FFA membership dues)

$50.00 (Includes Skills USA membership dues)

$23.00 ($15.00 lab fee per semester and $8.00
FBLA membership dues)

$50.00 (Includes Skills USA membership dues)

$15.00 (Students must also join a Career Tech
Student Organization that will be an additional
charge)

$40.00 (Includes Skills USA membership dues)
$10.00 (includes FFA membership dues)

$50.00 ($25.00 lab fee, $12.00 HOSA member-
ship dues, $13.00 malpractice insurance for
clinical). Students in Healthcare Science &
Technology will purchase school insurance or
show verification of having medical/accident
insurance through another company. HOSA
scrubs and HST clinical uniforms must be pur-
chased.

$50.00 (Includes Skills USA membership dues)

*Accident insurance is available for students throuly the home high school,
and each student is urged to take advantage of thigotection.

CAREER TECH ORGANIZATIONS

Each career tech program has a career tech stodgrtization that is an
integral part of the career tech curriculum. Theeer tech organizations include:
FFA, FBLA, HOSA, and Skills USA/VICA. These aretional
organizations. We strongly recommend participatmall club activities.
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FIELD TRIPS

Planned field trips may be included in the cateeh program as
part of the learning experience. Each student imagt written permission
from his/her parent or guardian prior to the tripprder to participate. Any
expenses, such as lunch or refreshments, incurrdéidecatrip will be provided
by each individual student.

SOLICITATION

There is to be no distribution or selling of meantise by any indi-
vidual or group without prior written consent frahe career tech director.
Only school sponsored groups will be given permis$o sell merchandise
on campus.

STUDENT INFORMATION CARDS

Students are required to complete the emergefiosniation cards.
It is important that these cards are filled out ptately and accurately. All
student information cards are to be signed by antar guardian. The in-
formation cards should be returned by the designatee.

CONDUCT

Students will abide by and be governed by alls@aed regulations
adopted by the Bibb County Board of Education amtireed in the Student
Code of Conduct Handbook.

PERSONAL GROOMING AND STUDENT DRESS CODE

Because appropriate dress is expected in the ‘W\diVork,” ap-
propriate dress will also be expected at Bibb Cp@areer Academy. Stu-
dents are encouraged to wear clothing that is ok, and suitable for
work in the classroom or laboratory in which theg anrolled. The dress
code adopted by the Bibb County Board of Educatidnich is outlined in
the Student Handbook received at the parent schilbhe adhered to.
Caps may not be worn, either on the campus or on ébus.

SAFETY REGULATIONS

Each career tech instructor will conduct a coumssafety regulation
relating to the particular career tech progranud8nts will be required to
sign documentation verifying that they have recgitraining in the proper
safety precautions and procedures. Proper clotmidigsafety equipment
should be worn at all times.
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BREAK

A 10-minute break will be provided each morning afternoon.
There will be a bell to indicate the beginning oddk. Students will be dis-
missed at the bell only. There will also be a beihdicate the end of break.
This bell means that students should begin retgrtarclass. During the
break, students are to remain in the front of thiédimgs or in the area be-
tween the buildings. STUDENTS ARE NOT ALLOWED INHE BACK
OF ANY BUILDING. Students are not to go in any etltareer tech depart-
ment or building without Mr. Duncan’s permissioRailure to follow these
procedures may result in losing the break privilegeash is to be placed in
the appropriate trash receptacles. If any addlttbigick up trash that has
been left on the ground, floor, tables, etc., bmmaly be suspended for up to
two days.

VISITORS

All persons visiting the school for any reason tfiust report to the
office upon arrival on the campus. Approved visitwill be issued a visi-
tor's pass. Students are not to bring persondbvis All parents and
guardians are welcome to visit the school at amg tibut should also report
to the office first for a visitor’s pass.

BCCA MAGNET SCHOOL

The BCCA Magnet School is designed to help atsisikients stay
in school and earn a diploma. (At-risk studenésdefined as those who are
not experiencing academic success in the traditextaol setting and/or
have been identified as potential dropouts.) Sitgleill receive high school
credits as they earn them through computer assistgiction in a learning
lab with the assistance of a certified teacherchEudent will receive coun-
seling and support services as well as a reguteedéechnical program. All
required courses will be available. The decismadcept or deny a student
into the Magnet School shall be made by the teachitre Magnet School in
conjunction with the counselor and principal.

Admission Requirements

Be enrolled at Bibb County High School or West BtocHigh School
Space available—recent dropouts age 16-20 wilcbeened

Behind in credits in school

Take a placement test on the computer (7th grae flequired for suc-
cess)

Attend placement meeting

(Placement team—a parent/guardian, counselor, aagh&t School
teacher)
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Sign an attendance agreement

Sign a behavior/attitude agreement

Admission is on a trial basis

Attendance will be all day or half day

Permanent record will be retained by the home dchoo
Students will retain extracurricular privilegesta¢ home school

COOPERATIVE EDUCATION REGULATIONS

The State Co-op Restriction says, “A student shatllbe allowed to

leave school for participation in a cooperativeadion program for more
than_one hour per dayhen the student is deficient on the ninth grade of
basic skills or is deficient in required coursesapt as required by handi-
capped student’s Individual Education Plan.”

The Bibb County Career Academy will abide by tbkofnving regu-

lations for cooperative education:

1
2

3

10

11

12

The student must be a senior or beginning thd yleiar in the program.
The student must have completed Coordinated &uadibe currently
enrolled in Coordinated Studies.

The student must submit a written applicatiognsd by all involved in
the cooperative education program, before beginoingp. Applica-
tions are available in the guidance office and ftbenco-op coordinator.
While in the cooperative education program, stislare subject to all
school regulations.

The student will be required to maintain pasgjrages in all academic
classes to participate in the co-op program.

Each nine weeks, the co-op student will bringhleisreport card to the
co-op coordinator. Failure to do so will resulitoss of privilege.

The student must attend school on a regular.b#fsise student is ab-
sent, he/she is responsible for calling the Ca#eademy and his/her
employer to explain why he/she will not be at s¢heark. The student
is required to bring an excuse upon returning tmet If the student is
absent from school, he/she is not to report tosbik site unless given
permission by the career tech instructor and/cgeratech director.
Excessive absences at the Career Academy ag filitiraining site will
result in removal from the program.

Once leaving school campus, the student is natton unless he/she
checks back in through the office. The studetn isave at the desig-
nated time and will not be permitted to loiter arddown, on the street,
at other schools, etc.

The student is to report to class on time arréport to his/her training
station on time.

The student is to be properly dressed and grddarnéhis/her occupation
at the co-op training site.

The student is expected to complete all worlgaszents.
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13 The student is expected to conduct him/hersafinanner that will re-
flect respect for self and for others.

14 Any student under the age of 18 must have a werkit which can be
obtained from the superintendent’s office at thietBCounty Board of
Education.

15 The student must have a DRIVER’'S PERMIT (issaleithe office) in
order to drive to the co-op training site. Thedstut is to ride the bus
when coming to class at the Career Academy.

16 No student will be allowed to co-op unless he/shaspassed all parts
of the high school exit exam except for students dhe Alabama Oc-
cupational Diploma (AOD).

CHECK WRITING POLICY

Your check is welcome at all schools in the Bibhuty Public
School System. The Bibb County Public School Systecognizes that oc-
casionally a parent may inadvertently overdrawecking account and a
check be returned by your bank. In order to rectivese funds in a private
and professional manner, the Bibb County Publico8tBystem has con-
tracted with Nexcheck, LLC, a local company baseBirmingham, for col-
lection of returned checks.

Each person writing a check to a school or the SicBgstem
should write the check on a commercially printedathwith your name,
address, and one phone number. Counter or Stéw¢eks will not be ac-
cepted. When a person writes a check to a schidbkedschool System, the
person writing the check agrees that, if the checkturned that it may be
represented electronically on the same accountiteridhe fee established
by law, now $30.00, may be debited from the sanceatt.

If the check and fee are not collected electrohicetien Nexcheck
will contact you by mail and by telephone in orflaryou to make arrange-
ments to pay. Payments may be made in personahiek’s office at 2416
Greensprings Highway, Birmingham, Al. 35209, agdiail to P. O. Box
19688, Birmingham, AL 35219. Payments of the chawit fee may be
made electronically at www.nexcheck.com using ditieard, debit card or
electronic check without additional fee. For a cemience fee, payments
may be made over the telephone by credit or delit or electronic check.

No check will be accepted without physical/911 addr
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NON-DISCRIMINATION POLICY

“It is the official policy of the Bibb County Boarof Education, including all
schools and agencies under the control of the Bitlnty Board of Educa-
tion, that no person shall on the grounds of rackr, handicap, sex, relig-
ion, creed or national origin, or age be excludedhfparticipation in, be
denied the benefits or be subjected to discrimomatinder any program, ac-
tivity or employment.”



NOTES



