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MINUTES
 
Cuyahoga Valley Career Center
Board
August 2022 Board Meeting
Thursday, August 25, 2022, 6:30 pm - 8:00 pm
Conference Room A

In Attendance
Ashley Thomas; Heidi Dolezal; Jacquelyn Arendt; James
Gilbride; James Virost; Mike Kahoe; Robert Felber; Russ
Fortlage
Not In Attendance
Gary Suchocki

Cuyahoga Valley Career Center prepares youth and adults to enter, compete, advance, and lead in
an ever changing world of work, college, and careers.

This meeting is a meeting of the Board of Education in public for the purpose of conducting the
School District's business and is not to be considered a public community meeting. There is a time
for public participation during the meeting as indicated in the agenda item.

CALL TO ORDER:I.
Mr. Felber called the meeting to order at 6:30 PM.
PLEDGE OF ALLEGIANCEII.
ROLL CALL:III.
Mrs. Arendt _____ Mrs. Dolezal _____  Mr. Felber _____ Mr. Fortlage _____
Mr. Gilbride _____ Mr. Kahoe _____ Mr. Suchocki _____ Ms. Thomas _____
Mr. Virost _____
PRESIDENT'S REPORTIV.
* OSBA 2022 Capital Conference November 13-15, 2022 in Columbus at the
Greater Columbus Convention Center
* OACTS Annual Breakfast - Tuesday, November 15, 2022 (OSBA Capital
Conference) 
SUPERINTENDENT'S REPORTV.
* Opening Day Staff Meeting - August 22, 2022
* Student Handbook, High School Program Guide, and Adult Education Fall
Catalog
* Construction Update
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* All Boards' Dinner - October 27, 2022
* News Flash | Alumni Spotlight
BOARD COMMENTSVI.
COMMITTEE REPORTSVII.
* Legislative Liaison, Mrs. Arendt, Chairperson
APPROVAL OF MINUTESVIII.
* Regular Meeting of June 30, 2022

ROLL CALL:
Mrs. Dolezal _____  Mr. Felber _____ Mr. Fortlage _____
Mr. Gilbride _____ Mr. Kahoe _____ Mr. Suchocki _____
Ms. Thomas _____ Mr. Virost _____ Mrs. Arendt _____

•

Move: Mike Kahoe  Second: James Gilbride  Status: Passed

Yes: James Virost, James Gilbride, Jacquelyn Arendt, Russ Fortlage,
Robert Felber, Mike Kahoe, Ashley Thomas, Heidi Dolezal

COMMENTS FROM THE PUBLICIX.
The Board values and encourages public comment on education issues.
Anyone having an interest in actions of the Board may participate during the
open forum portion of the meeting. If possible, please identify yourself, prior to
the meeting, to the Board President or Superintendent. Should your comments
include a question, it may not be possible to provide you with the information
you request at the meeting.

The speakers may offer objective criticism of school operations and programs,
but the Board will not hear complaints about school personnel or other persons
at a public session. Other channels provide for Board consideration of
complaints involving individuals.

Participants must be recognized by the presiding officer and must preface their
comments by an announcement of their name, address and group affiliation, if
and when appropriate.

Each statement made by a participant shall be limited to five (5) minutes
duration.
FINANCESX.
Resolution #2022-8 24 Routine Items recommended (may be handled as one
motion). 

Move to accept all of the following routine financial items, as recommended by
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the Treasurer.
Treasurer's Report:•
Acceptance of the Financial Report for the months of June and July
2022.
2022-8 24 (1)
Advances and Transfers to Various Funds:•
Authorize the Treasurer to make advances and transfers as listed in
exhibit.
2022-8 24 (2)
ROLL CALL:
Mr. Felber _____ Mr. Fortlage _____ Mr. Gilbride _____
Mr. Kahoe _____ Mr. Suchocki _____ Ms. Thomas _____
Mr. Virost _____ Mrs. Arendt _____ Mrs. Dolezal _____ 

•

Move: Jacquelyn Arendt  Second: Mike Kahoe  Status: Passed

Yes: James Virost, James Gilbride, Jacquelyn Arendt, Russ Fortlage,
Robert Felber, Mike Kahoe, Ashley Thomas, Heidi Dolezal

NEW BUSINESS - PersonnelXI.
Resolution #2022-8 25 Personnel Items Recommended (may be handled as
one motion). 

Move to accept all of the following administrative, certified and classified
personnel recommendations, conditioned on statutes of the state as revised
and consolidated into general provisions, titles, chapters and sections including
all bills passed and filed contained in the Ohio Revised Code, as
recommended by the Superintendent.

CERTIFICATEDA.
Adult Education 2022-23 Instructors' List:•
Approve adding L'tanya Barnes-Hall to the part time Adult Education
Instructors' List for the 2022-23 school year.
2022-8 25 (1)
Professional Growth Days/Out-of-State Trips:•
In accordance with Article 12 of the Agreement between Cuyahoga
Valley Career Center and the Cuyahoga Valley Federation of Teachers,
approve the following staff person(s) for professional growth days.
Professional growth days are granted outside of the normal working day.
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2022-8 25 (2)
Resident Educator Program/Career Technical Teacher Mentorship
Program:

•

Per Article 12  "Additional Compensation, H. Resident Educator
Program" and "I. Career Technical Teacher Mentorship Program"
approve Lauren Visnick, Angela Nonno, Tim Moore, and Charles Russo
as Lead Instructors for the 2022-23 school year to be paid by authorized
time sheet at the current Summer Work Rate, reimbursed up to 15 hours.
2022-8 25 (3)
Resident Educator Program/Career Technical Teacher Mentorship
Program:

•

Per Article 12 "Additional Compensation, H. Resident Educator" and "I.
Career Technical Teacher Mentorship" approve Melissa Fox, Jamie Yax,
Joseph McNamee, and Mark Dailey to be reimbursed up to eight (8)
hours for the 2022-23 school year. All to be paid by authorized time
sheet at the current Summer Work Rate.
2022-8 25 (4)
Resident Educator Program Coordinator:•
Per Article 12 "Additional Compensation, H. Resident Educator
Program" approve John Spano as the Program Coordinator for the
Resident Educator Summative Assessment (RESA) program for the
2022-23 school year to be paid by authorized time sheet at 120% of the
current Summer Work Rate, reimbursed up to 30 hours.
2022-8 25 (5)

CLASSIFIEDB.
Classified Substitute List 2022-23 School Year:•
Approve adding Julie Wheeler to the 2022-23 Classified Substitute List. 
2022-8 25 (6)
Approve Resignation/Retirement:•
Approve the resignation of Claire Buchman, Adult Education Part-Time
Administrative Assistant, effective July 1, 2022.
2022-8 25 (7)
Replacement:•
Approve the replacement of Adult Education Part-Time Administrative
Assistant.
2022-8 25 (8)
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Employment:•
Per Resolution #2022-8 25 (8), approve the employment of Laurie
Eadelis as Part-Time Administrative Assistant to Adult Education
(Evening), effective September 1, 2022 through June 30, 2023, on a one
year, part-time limited contract for up to 27 1/2 hours per week (up to
1,250 hours annual), at Administrative Assistant II, Step 7, per the
agreement between the Cuyahoga Valley Career Center Board of
Education and the Ohio Association of Public School Employees
(OAPSE).
2022-8 25 (9)
Employment:•
Per Resolution #2022-6 22 (4), approve the employment of Claudette
Knestrick as Administrative Assistant, effective August 1, 2022 through
June 30, 2023, on a one year, limited contract, for 220 days annual, at
Administrative Assistant II, Step 4, per the agreement between the
Cuyahoga Valley Career Center Board of Education and the Ohio
Association of Public School Employees (OAPSE).
2022-8 25 (10)
Employment:•
Per Resolution #2022-4 15 (17), approve the employment of Joseph
Varga as Custodian, effective August 22, 2022 through June 30, 2023,
on a one year, limited contract for 260 days annual (prorated to 224
days), at Custodian, Step 1 per the agreement between the Cuyahoga
Valley Career Center Board of Education and the Ohio Association of
Public School Employees (OAPSE).
2022-8 25 (11)
ROLL CALL:
Mr. Fortlage _____ Mr. Gilbride _____ Mr. Kahoe _____
Mr. Suchocki _____ Ms. Thomas _____ Mr. Virost _____
Mrs. Arendt _____ Mrs. Dolezal _____ Mr. Felber _____

•

Move: James Gilbride  Second: Mike Kahoe  Status: Passed

Yes: James Virost, James Gilbride, Jacquelyn Arendt, Russ Fortlage,
Robert Felber, Mike Kahoe, Ashley Thomas, Heidi Dolezal

NEW BUSINESS - Non-personnelXII.
Resolution #2022-8 26 Non-personnel Items Recommended (may be handled
as one motion).
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Move to accept all of the following items, as recommended by the
Superintendent.

Disposal of Inventory Items:•
Approve the disposal of varied inventory items as listed.
2022-8 26 (1)
Off-Site Campus Training Locations:•
Approve adding the listed establishments to the Off-Site Campus
Training Locations List for the 2022-23 School Year.
2022-8 26 (2)
Adult, Tuition, Community School Students Enrolled in High School
Programs:

•

Approve adult, tuition, and community school students for enrollment in
high school programs as listed.
2022-8 26 (3)
Consultant Services:•
Approve a consultant contract with Dr. Brian Harper, Esq. from August
10, 2022 through May 31, 2023 to provide consultation services in
relation to diversity topics at Cuyahoga Valley Career Center at a cost not
to exceed $8,950.
2022-8 26 (4)
Approve Utilizing the School Emergency and Safety Plan Services: •
Approve utilizing the Ohio Schools Council for School Emergency and
Safety Plan Services from July 1, 2022 through June 30, 2023.
2022-8 26 (5)
Membership in Hospital Purchasing Service:•
Approve membership in the Hospital Purchasing Service (HPS) for the
2022-23 school year.
2022-8 26 (6)
Professional Meeting Days:•
Approve Terri Lynn Brosseau, Adult Education Coordinator, to attend the
Annual Council on Occupational Education Conference in Orlando,
Florida November 8-10, 2022. Expenses to be paid in accordance with
CVCC Board Policy and Administrative Guidelines. Trip is subject to
cancellation by Superintendent dependent upon world events.
2022-8 26 (7)
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CVCC Adult Education Handbooks for Career Development Programs:•
Approve the revisions to CVCC Adult Education Handbooks for Career
Development Programs for the 2022-23 school year as
follows: Business and Office Technologies, Emergency Response,
Health & Beauty, Health Care, Industrial Careers, and Practical Nursing.
2022-8 26 (8)
Approve Agreement:•
Approve  Contracted Services Agreement between Laura Icardi/ACT
Test Prep and Cuyahoga Valley Career Center for the 2022-23 school
year.
2022-8 26 (9)
Approve Agreement:•
Approve agreement between Cuyahoga Valley Career Center and
Regina Health Center for them to provide a clinical training site for STNA
Adult Education students.
2022-8 26 (10)
Approve Agreement:•
Approve agreement between Cuyahoga Valley Career Center and Ohio
Means Jobs/Cleveland-Cuyahoga County for the Enrollment Process
and Tuition and Fees Payment Procedure for Training Courses, July 1,
2022 through June 30, 2025.
2022-8 26 (11)
Approve Agreement:•
Approve Desidara Statement of Work to provide marketing services for
the 2022-23 school year.
2022-8 26 (12)
Authorize to Pay Brecksville Police Officers:•
Authorize payment of Brecksville police officers during the 2022-23
school year as needed.
2022-8 26 (13)
Authorize Funds for Career Technical Education (CTE) Partnership:•
Authorize CVCC providing funding for $30,000 for each associate
district for FY23. Funds will support Career and Technical Education
through activities/projects agreed to by the CVCC Superintendent and
Associate District Superintendents as listed in the attachment.
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2022-8 26 (14)
ROLL CALL:
Mr. Gilbride _____ Mr. Kahoe _____ Mr. Suchocki _____
Ms. Thomas _____ Mr. Virost _____ Mrs. Arendt _____
Mrs. Dolezal _____ Mr. Felber _____ Mr. Fortlage _____

•

Move: Jacquelyn Arendt  Second: James Virost  Status: Passed

Yes: James Virost, James Gilbride, Jacquelyn Arendt, Russ Fortlage,
Robert Felber, Mike Kahoe, Ashley Thomas, Heidi Dolezal

ADJOURNXIII.
6:54 PM

ROLL CALL:
Mr. Kahoe _____ Mr. Suchocki _____ Ms. Thomas _____
Mr. Virost _____ Mrs. Arendt _____ Mrs. Dolezal _____
Mr. Felber _____ Mr. Fortlage _____ Mr. Gilbride _____

•

Move: Mike Kahoe  Second: Jacquelyn Arendt  Status: Passed

Yes: James Virost, James Gilbride, Jacquelyn Arendt, Russ Fortlage,
Robert Felber, Mike Kahoe, Ashley Thomas, Heidi Dolezal

Next meeting: Thursday, Sept. 29, 2022 at 6:30 PM in Conference
Room A.
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CVCC Adult Education Forecast Monthly Cash Flow Data Entry

Advance In Current FY 0

FY2023 July August September October November December January February March April May June Totals Annual Estimate

% of Estimate 
Received/ 
Expended

Balance Remaining 
to be Received/ 

Expended

Receipts
1214-Tuition 9,779 33,948 0 0 0 0 0 0 0 0 0 0 43,727 1,200,000 3.64% 1,156,273
1730-Sale of Materials 0 0 0 0 0 0 0 0 0 0 0 0 0 66,000 0.00% 66,000
1790-Other Classroom Fees 4,415 3,100 0 0 0 0 0 0 0 0 0 0 7,515 18,000 41.75% 10,485
1833-Services to Patrons 25 0 0 0 0 0 0 0 0 0 0 0 25 3,000 0.83% 2,975
1890-Miscellaneous 704 1,404 0 0 0 0 0 0 0 0 0 0 2,108 42,000 5.02% 39,892
3110-State Foundation 0 70,044 0 0 0 0 0 0 0 0 0 0 70,044 360,000 19.46% 289,956
5100-Transfers In 0 0 0 0 0 0 0 0 0 0 0 0 0 0 #DIV/0! 0
5210-Advances In 0 0 0 0 0 0 0 0 0 0 0 0 0 0 #DIV/0! 0
5300-Red.of Prior Year Expends. 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0.00% 0
Total Receipts 14,923 108,496 0 0 0 0 0 0 0 0 0 0 123,419 1,689,000 7.31% 1,565,581

Expenditures
100-Salaries 90,199 58,213 0 0 0 0 0 0 0 0 0 0 148,412 1,065,000 13.94% 916,588
200-Fringe Benefits 26,998 20,917 0 0 0 0 0 0 0 0 0 0 47,915 333,000 14.39% 285,085
400-Purchased Services 2,399 1,014 0 0 0 0 0 0 0 0 0 0 3,413 152,030 2.24% 148,617
500-Supplies 3,548 10,538 0 0 0 0 0 0 0 0 0 0 14,086 89,379 15.76% 75,293
600-Equipment 0 0 0 0 0 0 0 0 0 0 0 0 0 128,500 0.00% 128,500
800-Other 243 246 0 0 0 0 0 0 0 0 0 0 489 9,270 5.28% 8,781
920-Advances Out 0 0 0 0 0 0 0 0 0 0 0 0 0 0 #DIV/0! 0
930-Refunds of Prior Yr. Rceipts 6,000 297 0 0 0 0 0 0 0 0 0 0 6,297 7,950 79.21% 1,653
Total Expenditures 129,388 91,225 0 0 0 0 0 0 0 0 0 0 220,613 1,785,129 12.36% 1,564,516

Receipts Over/(Under) Expends. (114,465) 17,271 0 0 0 0 0 0 0 0 0 0 (97,194) (96,129)

Beg. Cash Bal. incl. Advance Across FY-end 874,656 760,191 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 874,656 874,656

End. Cash Bal. incl. Advance Across FY-end 760,191 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 778,527

End. Cash Bal. without Advances 760,191 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 778,527

Encumbrances 150,618 218,650 0 0 0 0 0 0 0 0 0 0 0 25,000

Ending Unenc. Bal. 609,573 558,812 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 777,462 753,527
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David L. Mangas

Superintendent

Robert Felber

Board President

Richard Berdine

Treasurer
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2021-22 CVFT SALARY ADJUSTMENTS  (for 2022-23 salary)

 

Employee Current Step Hrs in Bank Hrs Earned Total Hours Movement Hrs in Bank

Leonardo DeGirolamo 15G 0.00 11.00 11.00 15H 1.00

Joseph McNamee 12C 4.00 6.00 10.00 12D 0.00

Efrain Soto 18A 0.00 24.00 24.00 18C 4.00

9/19/2022
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DONATIONS – September 2022 

FROM TO ITEM(S) 

BRUNSWICK AUTO MART 
Attn:  Mike DeLuca, Service Director 
3031 Center Road 
Brunswick, OH 44212 

Auto Service 
Program 

Toyota Engine 5.7 Liter V-8 
Long Block Engine  
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ABOUT CUYAHOGA VALLEY CAREER CENTER ADULT 

EDUCATION 

 
CVCC’s MISSION STATEMENT 

 

To prepare youth and adults to enter, compete, advance, and lead in an 

ever-changing world of work, college, and careers. 
ACCREDITATION 

 

Cuyahoga Valley Career Center is accredited by the Commission of the Council on 

Occupational Education. Council on Occupational Education, 7840 Roswell Road, 

Building 300, Suite 325, Atlanta, GA 30350, Telephone: 770-396-3898 / FAX: 770-396-

3790, www.council.org. 
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ADULT EDUCATION STAFF 

ADMINISTRATION 

ASSISTANT 

SUPERINTENDENT  

Marcy R. Green  

mgreen@cvccworks.edu      

            440-746-8228 

  

ADULT EDUCATION 

COORDINATOR 

Terri Lynn Brosseau 

 tbrosseau@cvccworks.edu                     440-746-8210 

Business Training Programs 

Customized Training 

Emergency Response Programs 

Health Care Programs 

Health and Beauty Programs 

Industrial Training Programs 

Multimedia Design Programs 

Personal Interest & Leisure 

 

  

SCHOOL OF PRACTICAL 

NURSING SUPERVISOR 

Pattie Mandula                                        440-746-8315 

pmandula@cvccworks.edu 

  
STUDENT SUPPORT SERVICES Erin Farnsworth 

 efarnsworth@cvccworks.edu                  440-746-8337 

BUSINESS LIAISON Michael Reynolds 

mreynolds@cvccworks.edu 

440-746-8242  

   

ADMINISTRATIVE ASSISTANTS: 

Daytime Karen Janka 

 kjanka@cvccworks.edu                             440-746-8206    

  

Nursing Allison Jouriles 

 ajouriles@cvccworks.edu                          440-746-8232 

  

 Stephanie Ciesla                                    440-746-8332 

 sciesla@cvccworks.edu  

  

Administrative Assistant to 

Assistant Superintendent 

Carol Gileot 

cgileot@cvccworks.edu                         440-746-8270 

 

      

  

Evening Laurie Eadelis  

 leadelis@cvccworks.edu                        440-746-8224  
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Instructor Name Subject Credentials/Certification 

Kathleen Alred Nursing MSN, BSN, RN, CNP 

L’Tanya Barnes-Hall Dental Assisting MBA, B.A. 

Bernadette Bodnar Transition Coordinator  

Ronald Bohnert 
Industrial/Electrical 

Apprenticeship 
 

Gary Borrelli Office  

Judy Brillinger STNA  RN 

Brian Collister 
Industrial/Electrical 

Apprenticeship 
 

Matthew Duplaga Public Health & Safety/EMT Paramedic/Fire 

Tharon Eulinberg Industrial/HVAC 

OSHA Certified; Licensed 

Journey Plumber; CFC 

Certified 

Devon Everett Cosmetology  

Thomas Farrugia 
Industrial/Electrical 

Apprenticeship 

Journeymen Electrician 

License 

Anna Marie Fazio Nursing MSN, BSN, RN 

Melissa Fox Cosmetology 

Licensed 

Cosmetologist/Licensed 

Cosmetology Instructor 

Joe Gedeon HVAC  

Patrick Gnuschke HVAC  

Liam Guiney Personal Interest & Leisure Certified Financial Planner 

Daniel Hunter Industrial/HVAC  

Melinda Jencson Personal Interest & Leisure  

Mary Kopczynski Personal Interest & Leisure Certified Balloflex Instructor 

Macario Llamas EKG/Phlebotomy MD 

Shelia Loeding Nursing, STNA RN 

James Martin HVAC  

Chris Miklovic Nursing  BSN 

Melissa Munro Digital Design  

Thomas Nemeth Public Health & Safety EMT/Firefighter Certification 

Joseph Pannitto Leisure  

Richard Parrott Industrial Training 
Master Cam Certified 

Instructor 

Jim Pavlik 
Industrial/Electrical 

Apprenticeship 
 

Jill Pawluk Nursing MSN, BSN, RN 

INSTRUCTORS 
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Remington Phillips Graphic/Web Design AAS 

George Ponti Industrial 
Journeymen Electrician 

License 

Candice Price Personal Interest & Leisure  

Roberta Ritter Esthetics 

Licensed Advanced 

Esthetician/Licensed 

Esthetics Instructor 

Patrick Ruebensaal Graphic Design   

Stephanie Safranek Cosmetology 
Licensed Cosmetologist and 

Cosmetology Instructor 

Matt Schoeffler Industrial/HVAC  

Marissa Sensius Health Careers Instructor RN 

Katherine Subotnik Public Health & Safety/CPR BSN, RN, BLS Instructor 

Lonisha Sweeney Nursing RN 

Lisa Theodore Dental Assisting CDA, RDA, CPFDA 

Bernie Van Tilburg Personal Interest & Leisure 
IC3, Avid Pro Tools Certified 

User 

Larry Walters Industrial/Rope Rescue 
EMT/Firefighter/Rescue 

Certification 

Jennifer Wester Health Careers Instructor  

Lee Wester CPR Instructor  

Howard (Dan) Workman Graphic & Web Design Adobe Certified Associate 

Ashley Youngblood STNA LPN 

Mike Zana Nursing BSN 

Dan Zawadski 
Industrial/Electrical 

Apprenticeship  
 

Dan Zezena Public Health & Safety/EMT Paramedic/EMS Instructor 

 

 

GENERAL INFORMATION 
 

SCHOOL HOURS OF OPERATION 

 

In general, CVCC is open Monday through Thursday from 8:00 a.m. – 10:00 p.m., Friday 

from 8:00 a.m. – 3:00 p.m. and some Saturdays, from 8:00 a.m. – 2:00 p.m. Closed Dates 

are listed in the brochure.   

 

ADULT EDUCATION HOURS     

The Adult Education Department is open from 8:00 am to 6:00 pm Monday through 

Thursday, and from 8:00 am to 3:00 pm on Friday. For additional support after hours, 

please see the evening receptionist. 

  

Page 47 of 113



7 

 

 

MAIN ENTRANCE   

All CVCC entrance doors are locked.  Visitors will need to be buzzed in through the Main 

Entrance Doors.  You will be able to EXIT the building through any outside door; however, 

you will only be able to re-enter the building through the MAIN ENTRANCE until 8:00 

p.m.  Please do not prop open doors that have been locked.  This is a safety issue for 

building security.   

 

The entire building is locked at 10:00 pm.  Please vacate the building by 10:00 pm Monday 

through Thursday and prior to 4 PM on Fridays as the building is officially closed and 

secured at that time. 

 

PARKING AREAS  

There are two main parking areas: 

 1) the main lot to the north of the building or  

 2) the east lot at the east end of the building.   

 

Please note that there is a one-way entrance and a one-way exit lane for the main (north) 

parking lot.  You must exit using the lane farthest from the school.  Handicapped spaces 

are reserved for personnel with proper authorization. 

 

 

 

RESTROOMS 

The restrooms in the Adult Education wing at the Main Entrance are located to the left of the 

main doors and down the first hall to the left before coming to the Cafeteria.  The restrooms 

for the balance of the building are located on the south side of the main corridor on each level 

of the building. 

 

USE OF TOBACCO 

Cuyahoga Valley Career Center is a non-smoking campus and prohibits the use of tobacco. 

The Use of Tobacco (Policy 5512) means to chew or maintain any substance containing 

tobacco, including smokeless tobacco, in the mouth to derive the effects of tobacco, as well as 

uses of tobacco or tobacco substitutes, including cigarettes, cigars, pipe tobacco, chewing 

tobacco, snuff or any other matter or substance that contain tobacco, in addition to papers used 

to roll cigarettes and/or the smoking of electronic, “vapor,” or other substitute forms of 

cigarettes, including liquids used in electronic cigarettes, and associated accessories, clove 

cigarettes or other lighted smoking devices for burning tobacco or any other substance.  This 

rule applies to the whole campus grounds, includes the parking lots. 
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WATER BOTTLE FILL STATIONS 

 

Touchless water bottle fill stations are installed throughout the CVCC building.  Students 

and staff can bring their own water bottles to use at these locations. They are located at:  

 

Level 1 just outside the district offices 

Level 2 north entrance vestibule  

Level 3 north entrance vestibule 

Level 4 north entrance vestibule 

Level 5 north entrance vestibule  

Level 6 near the entrance to the two computer labs next to Adult Education 

Level 6 upstairs hallway leading to 694 
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MAP OF CVCC BUILDING 
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CUYAHOGA VALLEY CAREER CENTER POLICIES 
 

Policies are available on the website, www.cvccworks.edu, under the Board of Education; 

Documents & Public Notices: Bylaws & Policies. 

 

NON-DISCRIMINATION POLICY 

The Cuyahoga Valley Career Center affirms that no person shall, on the basis of race, color, 

national origin, gender, marital status, ancestry, religion, age, disability, genetic 

information, and/or military status be excluded from participation in, be denied the benefits 

of, or be subjected to discrimination under any educational program or activity conducted 

under its auspices. This shall extend to employees therein and to admission thereto.  

The Board of Education has designated an administrator to carry out these policy 

statements and shall be responsible for compliance within these designated areas. 

Complaints, questions or requests for information regarding Title VI (race, color and 

national origin), Title IX of the educational amendments of 1972 (gender), Section 504 of 

the Rehabilitation Act of 1973 (disability) should be directed to: 

Mr. Michael McDade,     Marcy R. Green, EdD 

Title VI Coordinator,      Title VI Coordinator, 

Title IX Coordinator     Title IX Coordinator 

Section 504 Coordinator    Section 504 Coordinator 

Cuyahoga Valley Career Center   Cuyahoga Valley Career Center 

8001 Brecksville Road    8001 Brecksville Road 

Brecksville, OH 44141    Brecksville, OH 44141 

440-838-8909      440-746-8228 

Email:  mmcdade@cvccworks.edu   mgreen@cvccworks.edu  

 

Complaints may also be sent to the U.S. Department of Education, Team Leader, Office 

for Civil Rights, 600 Superior Avenue East, Suite 750 Bank One Center, Cleveland, Ohio 

44104-2611. 

Legal References: 

Civil Rights Act of 1964, as amended in 1972, Title VI, Title VII 

Executive Order 11246, 165, as amended by Executive Order 11375 

Equal Employment Opportunity Act of 1972, Title VII 

Education amendments of 1972, Title IX (P.L. 92-318) 

45 CFR, Parts 81, 86 (Federal Register June 4, 1985, August 11, 1975) 

Public Law 93-162 (Section 504) 
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ALCOHOL AND DRUGS 
 

The possession, use and sale of alcoholic beverages or illegal chemical substances on 

school property are prohibited and will result in immediate dismissal and possible 

prosecution according to established laws for both student and instructor.  Evidence of 

illegal use of drugs or intoxicating beverages will be sufficient grounds for termination 

from the program without prospects of re-enrollment and with a notation of same in 

student’s permanent file.  

 

COMMUNICATIONS 
 

Announcements - Public Address System- we limit the use of the system as it interrupts all 

classes.  When emergency announcements must be made on the P.A. system, we count on 

the instructor to maintain a quiet environment so students can hear the announcements. 

 

COMPUTER CLASS REGULATIONS 
 

• Professional behavior is expected by the students. 

• Food and drinks are not permitted in classrooms.  This applies to instructors and 

students. 

• Equipment should not be moved or altered in any way. 

• Keep objects off the digitizer, keyboards, and monitors. 

• Removal of any software is strictly prohibited. 

 

NON-SCHOOL DATES 
 

CVCC observes the following holidays:  Labor Day, Thanksgiving, Christmas Eve, 

Christmas Day, New Year’s Day, Martin Luther King Jr. Observance, Presidents’ Day, 

Good Friday, Memorial Day, Juneteenth and Independence Day. Other non-school days 

may occur due to high school activities, winter break or spring break.  In the case of these 

events, you will be notified by the Adult Education Coordinator.  Please consult the Adult 

Education Office for specific days. 
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SCHOOL CLOSINGS/INCLEMENT WEATHER 
 

In many instances, the Adult Education offices will observe the same snow days as the 

high school.  If the school must be closed because of inclement weather or other conditions, 

the school will notify the local radio and television stations.  It is necessary for 5 of our 8 

school districts to be closed for CVCC to close. It is the responsibility of each student and 

instructor to become self-informed of a snow day announcement via the news media.  If 

daytime classes at Cuyahoga Valley Career Center are canceled, due to inclement weather 

or for other reasons, all day and evening adult classes will also be cancelled unless 

otherwise stated. If excessive snow days occur, jeopardizing program requirements, 

class/clinical hours will need to be made up utilizing break time, planned days off or an 

extended school year.  On rare occasions, evening classes may be cancelled later in the day 

if inclement weather dictates.  With such a decision, CVCC staff will contact instructors 

and students, and the media will be notified as early as possible.  

 

REFUND AND WITHDRAWAL POLICY 
 

REFUND POLICY   

Refunds are issued in the method fees were paid; either by check (once check has 

cleared) or credited to your account, within 2-3 weeks of processing approved refund 

paperwork.  

TEXTBOOK/MATERIAL/SUPPLY/UNIFORM FEES 

Fees are included in the tuition unless otherwise specified and are NON-REFUNDABLE.  

Textbook prices are subject to change without notice. 

WITHDRAWAL 

Students who withdraw before the first day of class and have made payment will be 

refunded their payment minus a $20 administrative fee within the processing 

timeline.  Students that withdraw after the first day of class or are dismissed due to poor 

academic performance or attendance will be evaluated to see if they are eligible for a 

prorated refund of their tuition.    Tuition refunds will be prorated based upon the amount 

of tuition paid and the percentage of the program completed by the student.  Students 

that complete 60% of their scheduled program are not eligible for a prorated refund 

of their tuition.  Books, fees, uniform costs, tools, and seat fee (if required) are non-

refundable.  (The calculation to determine the percentage of a program completed by a 

student is based on the number of hours a student could have attended the class up to the 

date of withdrawal divided by the number of hours in the program.) 

CANCELLATIONS 

If CVCC needs to postpone, cancel, or combine classes for any reason, we will notify 

you.  CVCC cannot assume responsibility for any conflict in business or personal affairs 

that affect your ability to attend class.  Refunds will be processed as stated in our refund 

policy. 

 

PROFESSIONAL DEVELOPMENT 
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On a space available basis, part-time instructors can take select Adult Education classes for 

free.   Please contact the Adult Education Coordinator to discuss availability. Please 

register with one of the administrative assistants. Online classes, College Classes and 

Career Technical Programs are excluded.   Non-refundable book or supply fees must be 

paid prior to class. 

 

GRIEVANCE POLICY 
 

5710 - STUDENT GRIEVANCE 

The Board of Education recognizes that, as citizens, students have the right to request 

redress of grievances. Further, the Board believes that the inculcation of respect for lawful 

procedures is an important part of the educational process. Accordingly, individual and 

group grievances should be provided for and appropriate appeal procedures implemented. 

For purposes of this policy, a student complaint or grievance shall be any such that arises 

out of actions, procedures, and policies of this Board or its employees or the lack of such 

policy or procedure. 

The Board or its employees will hear the complaints and grievances of the students of this 

District provided that such complaints and grievances are made according to procedures 

established by Board Policy 9130. 

9130 - PUBLIC COMPLAINTS 

Any person or group having a legitimate interest in the operations of this District shall have 

the right to present a request, suggestion, or complaint concerning District personnel, the 

program, or the operations of the District. At the same time, the Board of Education has a 

duty to protect its staff from unnecessary harassment. It is the intent of this policy to 

provide the means for judging each public complaint in a fair and impartial manner and to 

seek a remedy where appropriate. 

It is the desire of the Board to rectify any misunderstandings between the public and the 

District by direct discussions of an informal type among the interested parties. It is only 

when such informal meetings fail to resolve the differences, shall more formal procedures 

be employed. 

Any requests, suggestions, or complaints reaching the Board, Board members, and the 

administration shall be referred to the Superintendent for consideration according to the 

following procedure. 
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MATTERS REGARDING A PROFESSIONAL STAFF MEMBER 

  A. First Level 

  

  If it is a matter specifically directed toward a professional staff member, the 

matter must be addressed, initially, to the concerned staff member who shall 

discuss it promptly with the complainant and make every effort to provide a 

reasoned explanation or take appropriate action within his/her authority and 

District administrative guidelines. 

  

  This level does not apply if the matter involves suspected child abuse, substance 

abuse, or any other serious allegation which may require investigation or 

inquiry by school officials prior to approaching the professional staff member. 

  

  As appropriate, the staff member shall report the matter and whatever action 

may have been taken to his/her supervisor. 

  B. Second Level 

  

  If the matter cannot be satisfactorily resolved at the First Level, it shall be 

discussed by the complainant with the staff member's immediate supervisor and 

in compliance with provisions of a collective bargaining agreement, if 

applicable. 

  

  C. Third Level 

  

  If a satisfactory solution is not achieved by discussion with the immediate 

supervisor, a written request for a conference shall be submitted to the 

Superintendent. This request should include: 

  

  1. the specific nature of the complaint and a brief statement of the facts 

giving rise to it; 

  

  2. the respect in which it is alleged that the complainant (or child of the 

complainant) has been affected adversely; 

  

  3. the action which the complainant wishes taken and the reasons why it 

is felt that such action be taken. 

  

  Should the matter be resolved in conference with the Superintendent, the Board 

may be advised of the resolution. 
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  D. Fourth Level 

  

  Should the matter still not be resolved, or if it is one beyond the 

Superintendent's authority and requires a Board decision or action, the 

complainant shall request, in writing, a meeting by the Board. 

The Board, after reviewing all material relating to the case, may provide the complainant with its written 

decision or grant a meeting before the Board or a committee of the Board. 

The complainant shall be advised, in writing, of the Board's decision, no more than ten (10) business days 

following the meeting. 

MATTERS REGARDING AN ADMINISTRATIVE STAFF MEMBER 

Since administrators are considered members of the District's professional staff, the general procedure 

specified in "Matters Regarding a Professional Staff Member" shall be followed. 

MATTERS REGARDING THE SUPERINTENDENT OR TREASURER 

Should the matter be a concern regarding the Superintendent or Treasurer which cannot be resolved 

through discussion with the Superintendent or Treasurer, the complainant may submit a written request to 

the Board President for a conference with the Board. This request shall include: 

  A. the specific nature of the complaint and a brief statement of the facts giving rise 

to it; 

  

  B. the respect in which it is alleged that the complainant (or child of the 

complainant) has been affected adversely; 

  

  C. the reason that the matter was not able to be resolved with the Superintendent or 

Treasurer; 

  

  D. the action which the complainant wishes taken and the reasons why it is felt that 

such action should be taken. 

The Board, after reviewing the request, may grant a hearing before the Board, or a committee of the Board, 

or refer the matter, if permitted by State law, to an executive session. 

The complainant shall be advised, in writing, of the Board's decision within thirty (30) business days. 

If the complainant contacts an individual Board member to discuss the matter, the Board member shall 

inform the complainant that s/he has no authority to act in his/her individual capacity and that the 

complainant must follow the procedure described in this policy. 
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MATTERS REGARDING A CLASSIFIED STAFF MEMBER 

In the case of a classified staff member, the complaint is to be directed, initially, toward the person's 

supervisor, and the matter then brought as required to higher levels in the same manner as prescribed for 

"Matters Regarding a Professional Staff Member". 

MATTERS REGARDING DISTRICT SERVICES OR OPERATIONS 

If the request, suggestion, or complaint relates to a matter of District procedure or operation, it should be 

addressed, initially, to the person in charge of the service or operation and then brought, in turn, to higher 

levels of authority in the manner prescribed in "Matters Regarding a Professional Staff Member". 

MATTERS REGARDING THE EDUCATIONAL PROGRAM 

If the request, suggestion, or complaint relates to a matter of District program, it should be addressed, 

initially, to the immediate supervisor and then brought, in turn, to higher levels of authority in the manner 

prescribed in "Matters Regarding a Professional Staff Member". 

MATTERS REGARDING INSTRUCTIONAL MATERIALS 

The Superintendent shall prepare administrative guidelines addressing students’ and parents’ rights to be 

adequately informed each year regarding their ability to inspect instructional materials and the procedure 

for completing such an inspection. See AG 9130A and Form 9130F3. 

If the request, suggestion, or complaint relates to instructional materials such as textbooks, library books, 

reference works, and other instructional aides used in the District, the following procedure shall be 

followed: 

  A. The criticism is to be addressed to the immediate supervisor, in writing, and 

shall include: 

  

  1. author; 

  

  2. title; 

  3. publisher; 

  

  4. the complainant's familiarity with the material objected to; 

  

  5. sections objected to, by page and item; 

  

  6. reasons for objection. 
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  B. Upon receipt of the information, the immediate supervisor shall after advising 

the Superintendent of the complaint and upon the Superintendent's approval, 

appoint a review committee which may consist of: 

  

  1. one (1) or more professional staff members; 

  

  2. one (1) or more Board members on the Board Curriculum Committee; 

  

  3. one (1) or more lay persons knowledgeable in the area. 

  

  The Superintendent, or his/her designee, shall be an ex-officio member of the 

committee. 

  

  C. The committee, in evaluating the questioned material, shall be guided by the 

following criteria: 

  

  1. the appropriateness of the material for the age and maturity level of the 

students with whom it is being used 

  

  2. the accuracy of the material 

  

  3. the objectivity of the material 

  

  4. the use being made of the material 

  

  D. The material in question may be withdrawn from use pending the committee's 

recommendation to the Superintendent. 

  E. The committee's recommendation shall be reported to the Superintendent in 

writing within fifteen (15) business days following the formation of the 

committee. The Superintendent will advise the complainant, in writing, of the 

committee's recommendation and advise the Board of the action taken or 

recommended. 
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  F. The complainant may appeal this decision, within thirty (30) business days, to 

the Board through a written request to the Superintendent, who shall forward 

the request and all written material relating to the matter to the Board. 

  

  G. The Board shall review the case in public session and advise the complainant, in 

writing, of its decision within ten (10) business days. 

No challenged material may be removed from the curriculum or from a collection of resource materials 

except by action of the Board, and no challenged material may be removed solely because it presents ideas 

that may be unpopular or offensive to some. Any Board action to remove material will be accompanied by 

the Board's statement of its reasons for the removal. 

R.C. 149.43 

Revised 11/20/97 

Revised 3/27/03 

Revised 3/22/18 
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INFORMATION FOR STAFF 
 

CERTIFICATE/LICENSE FOR TEACHING 
 

Each instructor must be certified by the State of Ohio in order to teach any adult education 

classes.  An instructor is eligible for a certificate if appropriate educational course work 

and training has met Ohio requirements.   

The Ohio Department of Education (ODE) requires applicants applying for their initial 

license, certificate, or permit to complete both an Ohio criminal background check and an 

FBI criminal background check, conducted by the Bureau of Criminal Identification and 

Investigation (BCI). These checks need to be completed at CVCC.  Results are 

electronically submitted to the Ohio Department of Education. 

Educators who are renewing a license or permit and have lived continuously in the State 

of Ohio for the previous five years, and have a BCI background check on file with ODE, 

will need to complete only an FBI criminal background check once every five 

years.  Educators who have not lived continuously in the state for the past five years will 

need to complete both a BCI and FBI background check once every five years. 

Educators who hold an eight-year professional, permanent certificate or non-tax certificate 

are required to submit the required background checks once every five years. These 

certificate holders who have lived continuously in Ohio for those five years, however, will 

only need to submit FBI background checks. 

Results of both state and federal background checks are valid for one year from the date 

they were completed. If you have been BCI fingerprinted within the past year, and your 

results are already on file with the Ohio Department of Education, you will only need to be 

fingerprinted for the FBI at this time in order to receive your teaching certificate.  

 

For your convenience, Cuyahoga Valley Career Center’s Adult Education Department is 

an authorized Web Check facility for BCI/FBI background checks. Per the Ohio 

Department of Education, certificates must be renewed each year.  Current copies of 

licenses and required certifications must be on file in the Adult Education Office.  

Instructors are not eligible to be paid by CVCC unless a valid certificate is on file. 

 

The Ohio Department of Education requires that license renewal be completed online.   The 

web-based system allows you to submit an application for an initial license or renewal.  

The system only accepts payment for fees by credit card (cost for one-year license renewal 

is $25.00). 
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You can complete the process on your own by following these instructions: 

 

SAFE ACCOUNT 

 

You will need a Safe Account Access for Educators (SAFE) with the Ohio Department of 

Education.  If you need to create a SAFE account, the system will ask for your date of 

birth and the last four numbers of your Social Security number.  It will also ask for your 

Ohio driver’s license or a state of Ohio identification number (available from the Bureau 

of Motor Vehicles).   

 

APPLY/RENEW LICENSE 

1. Go to www.ode.state.oh.us 

2. You will be required to complete Ohio Identification through Ohio ID.  Follow 

the steps to create your OH ID online and your information will be linked to a 

SAFE account where you will apply for your teaching certificate. Please visit the 

following link for instructions:  https://safe.ode.state.oh.us/portal  

3. Once your account is set up, sign in to access your OH ID account 

a. Click Educator Licensure and Records (CORE).  You will then be 

connected to your SAFE Account 

b. Complete the online application from your CORE Dashboard 

c. For complete detailed instructions, see the CORE User Manual at 

http://education.ohio.gov/Topics/Teaching/Licensure/Apply-for-

Certificate-License 

 

Once your license is renewed it will be e-mailed to yourself and CVCC.  A copy will be 

placed in your personnel file.   

 

ODE website: http://education.ohio.gov/ 

 

 

 

Contact Information for licensed or certificated educators:  

Office of Educator Licensure 

Educator Licensure Questions 

(614) 466-3593 

1(877) 644-6338 (toll free) 
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PROFESSIONAL INDUSTRY CONTACTS 
 

Each faculty member in a technical field is required to maintain a log of their contacts 

with employers in their technical field.  These contacts can be through annual visitations 

or personal contact.  Instructors should strive for a minimum of one contact a 

quarter.  Logs should be kept current as they may be requested at various times 

throughout the year.  At a minimum, logs should be sent to the Adult Education 

Coordinator on July 1st of each year. 

 

APPROPRIATE ATTIRE 
 

Instructors are expected to set a personal example of a businesslike and professional 

appearance.  Please help us in our efforts.  Appropriate shoes shall be worn at all times. 

Protective clothing must be worn in areas with potentially dangerous machines/materials.  

Designated programs requiring students to wear uniforms include: Phlebotomy, State 

Tested Nurse Aide, Practical Nursing, Dental Assisting, Cosmetology, Esthetics, and 

Emergency Medical Technician-Basic. 

 

CHANGE OF NAME/ADDRESS/PHONE 
 

If you have a change of name, address, or telephone number(s), please notify your 

Coordinator.  It is most important that our records are current in order for you to be 

contacted in case of a schedule change, and to assure your paycheck will arrive on time.   

 

DIRECT DEPOSIT 
 

Direct Deposit is required for all adult employees.  The Direct Deposit Form is to be 

completed and submitted with your employment documents upon hire.  If account 

information needs updated, contact the Adult Education office or Carol Gileot for further 

information.    Carol can be reached at 440-746-8270 or cgileot@cvccworks.edu.   

 

TIMESHEETS 
 

We want you to get paid on a timely basis! Submit timesheets to the Adult Education 

Coordinator’s purple folder, in his/her mail box, every two weeks.  Timesheets are due 

on Monday by 9AM.  It is CRITICAL that you submit your last timesheet no later than 

two weeks after the course ends because of payroll and fiscal year requirements.  Your 

original signature is required; therefore, faxed copies cannot be processed.  Pay will be 

delayed if we do not have accurate timesheets to process. 

 

Please check that you included your cost center (see next page) and the last four digits of 

your social security number and signed and dated the form. It is processed on Monday 

mornings, and, at times, on the Friday before a holiday. Please ask the Adult Education 

Coordinator if you have any questions or concerns. The 2021-2022 Payroll Schedule is 

attached. 
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PAYROLL SCHEDULE 2022-2023 
 

PAY DATE: 
 

TIMESHEETS DUE: PAY PERIOD: 

July 1 
 

06/20/22 06/05/22 - 06/18/22 
 15  07/04/22 06/19/22 - 07/02/22 

 29  07/18/22 07/03/22 - 07/16/22 

August 12 
 

08/01/22 07/17/22 - 07/30/22 

 26  08/15/22 07/31/22 - 08/13/22 

September 9 
 

08/29/22 08/14/22 - 08/27/22 

 23  09/12/22 08/28/22 - 09/10/22 

October 7 
 

09/26/22 09/11/22 - 09/24/22 

 21  10/10/22 09/25/22 - 10/08/22 

November 4 
 

10/24/22 10/09/22 - 10/22/22 

 18  11/07/22 10/23/22 - 11/05/22 

December 2 
 

11/21/22 11/06/22 - 11/19/22 
 16  12/05/22 11/20/22 - 12/03/22 

 30  12/19/22 12/04/22 - 12/17/22 

January 13 
 

01/02/23 12/18/22 - 12/31/22 

 27  01/16/23 01/01/23  01/14/23 

February 10 
 

01/30/23 01/15/23 - 01/28/23 

 24  02/13/23 01/29/23 - 02/11/23 

March 10 
 

02/27/23 02/12/23 - 02/25/23 

 24  03/13/23 02/26/23 - 03/11/23 

April 7 
 

03/27/23 03/12/23 - 03/25/23 

 21  04/10/23 03/26/23 - 04/08/23 

May 5 
 

04/24/23 04/09/23 - 04/22/23 

 19  05/08/23 04/23/23 - 05/06/23 

June 2 
 

05/22/23 05/07/23 - 05/20/23 
 16  06/05/23 05/21/23 - 06/03/23 
 30  06/19/23 06/04/23 - 06/17/23 
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COST CENTERS FOR PAYROLL 
 

Program Name/Type Cost Center # 

Practical Nursing 9011 

EKG/Phlebotomy/Dental/STNA 9009 

Cosmetology/Esthetics 9005 

EMT/CPR 9004 

Graphic Design/Web Design 9002 

HVAC 9002 

Wellness/Leisure/Personal Interest/Customized Training 9002 

 

CELL PHONE USAGE 
 

Emergency cell phone usage by instructors and students should be limited to outside the 

classroom.  Please request students put cell phones on vibrate if they must have them on 

during class for emergency purposes.  

 

CLASSROOM 
 

Please be sure to leave your classroom neat and clean after each class.  Please inform us in 

Adult Education if a classroom is untidy when you arrive for your class.  Please ask 

students to push in chairs and take all of their belongings when they leave because the high 

school uses the classrooms daily beginning at 7:30 am. 

 

CARE OF EQUIPMENT AND PROPERTY 
 

The equipment and facilities are shared by high school and adult programs.  Most of the 

equipment is expensive to replace. Please supervise students to ensure that it is handled 

properly.  If you notice that a piece of equipment is in need of repair, bring it to the Adult 

Education Coordinator’s attention so that a repair order can be submitted. 

 

COPIER 
 

We have a faster and more efficient copier in Adult Education that will collate, staple, and 

run 2-sided color copies.  If you need to use a photocopier, fax machine, or telephone at 

night, come to the Adult Education Office before your scheduled class start time.  Be aware 

that the copy machine is actively used between 5:45 - 6:00 p.m.  With at least two (2) hours 

of notice, the Adult Education Office can make copies for you prior to the start of your 

class if given the materials needed.  Contact Karen Janka, Administrative Assistant to Adult 

Education, at 440-746-8206 or   kjanka@cvccworks.edu to have advanced copies made. 

Please ensure that your students know that they are not to use the building copiers, as they 

are for staff only. 
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ATTENDANCE RECORDS 
 

INSTRUCTOR ATTENDANCE 

Instructors are expected to arrive before the class start time and to attend all course sessions.  

If an instructor finds it necessary to be absent in an emergency, we expect the instructor to 

notify his/her students, the Adult Education Coordinator, and the department 

administrative staff. Please keep a copy of the class roster with the students’ telephone 

numbers listed with you.  It will be needed if you are not able to teach a class; the instructor 

is expected to notify students of the cancellation.   

 

STUDENT ATTENDANCE/CLASS ROSTER    

The student class roster is computer generated and will be placed in each instructor’s 

mailbox before the first-class meeting.  Please do not pass the class roster to any students 

in your class; there is confidential information listed. Please make sure each name is spelled 

correctly on this form; forward corrections to the evening administrative assistant.  Any 

student not on the roster that arrives for the class needs to be sent to the Adult Education 

Office to register. Please notify your coordinator of this situation. If a student transfers out 

of a class to another section, he or she needs to be transferred to the new course section.  

Please confirm the transfer with the Coordinator.  
 

Attendance for students enrolled in all programs must be kept on a daily basis.  A sign in 

sheet will be provided to each instructor at the beginning of the class/program. 

 

SUPPLY ORDERS  
 

Before class starts, please check necessary inventory levels for program supplies.  Submit 

any supply requests to the Adult Education Office for processing at least ten (10) 

business days before the start of your class.  A reminder email will be sent out prior to 

this deadline.  Any requests submitted after this date cannot be guaranteed delivery by the 

start of class.  Please be aware, at the end and the beginning of the month there may be a 

slight delay in processing speeds for orders due to the financial books being closed for 

balancing.  

 

While class is in session, please submit requests as soon as possible to allow for timely 

processing of approval paperwork and order placement. Remember to include the date 

supplies may be needed by if an order is time-restricted.  Although these dates cannot 

always be guaranteed, it gives the Adult Education Office an idea on shipping method 

preference.  

 

Supply Order Forms can be found in the Adult Education Office and should be filled out 

as much as possible when submitted. If possible, please include with the form a copy of 

any quotes given for the supplies being ordered.  Order Form copies are kept in the Adult 

Education Office if you should need to reference them later.  
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TEXTBOOKS 
 

Students will be provided their textbooks on the first night of class during their first night 

orientation. These books are theirs to keep and they are responsible for maintaining them 

and keeping track of them.  The Adult Education Office orders textbooks roughly one 

week in advance of classes starting.  This means that any students who enroll in class 

after the book order has been place may not receive a book on the first night.  Please try 

to plan your first night/nights of class for this possibility or let the Administrative 

Assistant to Adult Education know which pages will be used so that copies can be made 

until more books are received.  Students who damage and/or lose their textbooks can 

choose to either purchase another copy on their own or through the Adult Education 

Office at their own expense. 

 

LESSON PLANS 
 

Per our accrediting body, the Commission of Council on Occupational Education (COE), 

lesson plans will be required for Career Technical Programs.  Lesson plans must be made 

available to the Adult Education Coordinator at least one (1) week before the start of each 

class.  A copy is acceptable. 

TECHNOLOGY PROBLEMS 
 

For immediate needs, please submit a Technology Support Request.  This request can be 

located on CVCC’s webpage, http://www.cvccworks.edu/StaffPortal.aspx, and click on 

“Technology Helpdesk”.  Please report any issues to the Adult Education Coordinator even 

if resolved. 

 

TECHNOLOGY: PROCEDURES FOR REQUESTING   
 

1. All technology requests should be submitted to the Adult Education Coordinator in 

writing. 

2. Requests for software installation must be made at least 2 weeks in advance of class 

start date.  Justification and approval from the Adult Education Coordinator should 

accompany the request. 

3. Requests for file installation must be made at least 2 weeks in advance of class start 

date.  Justification and approval from the Adult Education Coordinator should 

accompany the request. 

Requests for immediate technical support should be made to the Helpdesk at 

http://www.cvccworks.edu/StaffPortal.aspx.   
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ONLINE OR REMOTE INSTRUCTION 
 

Cuyahoga Valley Career Center is committed to hands-on career-based learning for our 

students.  With that said, our mission is to prepare students for the ever-changing world 

of work, college, and careers. All CVCC instructors are asked to be prepared for the 

potential of changing over to online or remote instruction with little notice.  Please create 

and/or maintain a Google Classroom for your current program(s) that you are instructing 

each session. Any questions can be addressed with the Adult Education Coordinator.  

 

CERTIFICATE OF COMPLETION 
 

Certificates are provided upon completion of Career Technical Programs and several career 

enhancement courses.  With the exception of State/Board regulated courses that require 

100% attendance, each student that has successfully completed the course content and 

attendance requirement is eligible to receive a certificate of completion.  The certificate 

names are generated from the class roster; please make sure the students’ names are spelled 

correctly.  If corrections are needed, please notify the Administrative Assistant to Adult 

Education or the Evening Administrative Assistant if after 4:30 PM.  Please check with 

the Administrative Assistant to Adult Education at least one week prior to the last 

class to make sure your certificates are ready on time. 

  

CLASS EVALUATIONS 
 

Evaluation forms are provided and required for all classes.  Students must complete the 

evaluations before leaving the last class session.  It helps us continue to offer quality 

programs and it reports to our Board of Education and State and Federal funding sources 

the great work you are doing.  All class evaluations are to be submitted to the Adult 

Education Office within a week of class ending. 
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HEALTH AND SAFETY 
 

HEALTH AND SAFETY PROTOCOLS 
 

Cuyahoga Valley Career Center closely monitors the health and safety guidelines 

published by the local health departments, the state and federal government, and the 

Center for Disease Control.  Students and staff are expected to abide by the guidelines 

implemented by CVCC, including, but not limited to, staying home if you are feeling 

unwell.  

 

ACCIDENTS 
 

In case of an accident to a student or instructor, dial 7 then call 9-1-1 if it is an emergency 

situation. In a non-emergency situation, the injured individual must report immediately to 

the Adult Education Administrator on duty.  After 6PM and time permitting, contact 

maintenance at 440-746-8253.  You may obtain an Accident Report Form from the Adult 

Education Office.  This form must be completed detailing the occurrence. 
 

Evening & Weekend Programs Terri Lynn Brosseau 440-746-8210 

Business Training Programs tbrosseau@cvccworks.edu  

Daytime Computer Programs  

  

Daytime (If Adult Ed. Coordinator is Not 

Available) 

Karen Janka 440-746-8206  

kjanka@cvccworks.edu 

 Carol Gileot 440-746-8270 

cgileot@cvccworks.edu 

  

Evening & Weekend (If Adult Ed. 

Coordinator is Not Available) 

 Laurie Eadelis 440-526-5200 

leadelis@cvccworks.edu  

  

Practical Nursing  Allison Jouriles 440-746-8232  

ajouriles@cvccworks.edu 

 Stephanie Ciesla 440-746-8332 

sciesla@cvccworks.edu  
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CAMPUS SECURITY ACT 
Federally Mandated Public Information 

 

 The information and statistics contained in this publication are being presented in 

compliance with The Jeanne Clery Disclosure of Campus Security Policy and Campus 

Crime Statistics Act. Cuyahoga Valley Career Center publishes this information to inform 

members of the campus community and other interested parties of incidents of crime and 

to educate them in effective crime prevention and safety measures so that they can make 

informed decisions relative to their safety. The crime statistics reflect incidents that 

occurred on the Cuyahoga Valley Career Center campus or on public property adjacent to 

the campus. 

 

 The Cuyahoga Valley Career Center Facilities and Operations Manager has 

primary responsibility for categorizing, disseminating and publishing crime statistics 

collected on campus and includes statistics obtained from various local law enforcement 

entities. Cuyahoga Valley Career Center does not provide residential dormitories or 

facilities for on-campus student housing. The Cuyahoga Valley Career Center Adult 

Education and District Services Director is responsible for ensuring annual disclosure of 

crime statistics, and to provide to students and staff available counseling, health, mental 

health, victim advocacy, legal assistance, student financial aid, and other services available 

for victims. 

 

 The Campus Security office is located in the Adult Education Office Cuyahoga 

Valley Career Center at 8001 Brecksville Road, Brecksville, Ohio 44141. The office 

personnel can be reached from anywhere on campus by calling 440-526-5200, extension 

8210. After 6PM and time permitting, contact maintenance at 440-746-8253.   For 

emergencies necessitating an immediate police, fire or EMS response, please dial 7 then 9-

1-1.  The full Campus Security 2017 Annual Security report can be found at 

www.cvccworks.edu/publicnotices.aspx. 
 

EMERGENCY PROCEDURES 
 

Students are expected to comply with CVCC emergency/evacuation procedures. Basic fire 

evacuation procedures are to close all doors and windows, exit through the nearest door, 

and do not use elevators.  Evacuate quickly and quietly in a calm manner without running 

and talking.   

 
FIRE 

 

Please use the following procedures in case of a Fire or Fire Drill: 

 

1. All students, faculty, administrators, and other school employees are to leave the 

building. 

 

2. Everyone should walk quietly while exiting the building; no one should run. 
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3. Everyone should exit through nearest exit and proceed immediately to parking lot 

or drive area. 

 

4. Instructors are to be the last leaving the classroom; they are to make sure all students 

are outside.  Check roster after evacuation and immediately upon return to the 

classroom. (Instructors should take roster or grade book along with them). 

 

5. Instructors should close classroom doors and turn off lights, if possible. 

 

6. Everyone should wait quietly in the designated areas until a signal to return is given. 

No students should exit the property during a fire drill or emergency procedure. 

  

*** ALL FIRE DRILL PROCEDURES ARE POSTED IN EACH ROOM 

THROUGHOUT THE BUILDING.  FOLLOW THE PROCEDURES AND EXIT 

THROUGH THE DESIGNATED DOOR. 

 
LOCKDOWN 

GENERAL GUIDELINES 

Notify the front desk (dial 0) or the Adult Education Coordinator at 330-465-5520 (Terri 

Lynn Brosseau cell), immediately after dialing 7 then 9-1-1, if a dangerous situation 

arises. After 6PM and time permitting, contact maintenance at 440-746-8253.   A 

lockdown will be announced if necessary. No one shall leave the lockdown area until 

dismissed by a school administrator or police officer.  

 

 

 

INTRUDERS – (DISRUPTIVE ADULT – NO WEAPON VISIBLE)  

 

1. Notify police by dialing 7 then 9-1-1.  

2. The administrator/maintenance personnel in charge questions the intruder 

regarding the purpose of the visit. He/she should have a two-way radio.  

3. If the intruder has no legitimate purpose in the building, the administrator 

escorts him/her to the door and notifies the police.  

4. If the intruder remains or refuses to leave the building, the administrator 

radios to the office or switchboard, who in turn will call the police. The 

administrator will instruct the secretary to make the lockdown announcement 

if necessary.  

5. Avoid physical or verbal confrontation with the intruder.  

6. Notify the Superintendent.  

 

INTRUDERS WITH A WEAPON  

 

1. Instructor Responsibilities  

a. Report observations or suspicion of weapon or dangerous instrument to 

the evening staff immediately, by dialing “0” or 330-465-5520 (Terri 

Lynn Brosseau cell).  After 6PM and time permitting, contact maintenance 

at 440-746-8253.   
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b. Request that the armed intruder lay the weapon down, not hand it to you.  

c. Remain calm – make sure students are safe.  

d. Limit his/her movement and movement of others.  

e. If the lockdown code is given, teachers are to clear the halls of all students 

and lock themselves and students in a safe place.  

f. Take attendance.  

g. Remain in lockdown until released by a school staff member or the police. 

 

2. Administrative Responsibilities  

 

a. Isolate the area.  

b. Unassigned staff will report to the administrator in charge.  

c. Evening staff will notify the police by dialing 7 then 9-1-1.  

d. Evening staff will make a lockdown announcement when necessary.  

e. Provide police with a map of the building and any information requested.  

 

3. Support Staff Responsibilities  

 

a. Report observations or suspicion of a weapon or dangerous instrument to 

the evening staff immediately.  

b. Remain calm – assist in making sure that students are safe.  

c. If the Lockdown code is given, assist teachers in clearing the halls and 

getting them to a safe location.  

d. Assist in taking attendance of the students in custody in your area.  

e. Remain in lockdown until released by a school administrator or police 

officer. 

DO’S AND DON’TS 

 

DO  

1. Notify the person in charge.  

2. Recognize the lock-down code.  

3. Access the PA system by dialing 599.  

4. Lock all doors to your area.  

5. Evacuate your students to a safe area and remain there until released by a police 

officer or school official.  

6. Take attendance every 10 minutes.  

 

DON’T  

1. Panic. 

2. Go out into the hall. 

3. Make noise. 

 
TORNADO/SHELTER AREAS 

 

When a tornado alert is received by the evening staff, a warning will go out via the P.A. 

system. 
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In case of a tornado alert, the following procedures should be taken: 

 

1. Designated areas have been identified by signs.  Please use these areas for shelter. 

2. Students and employees will stay inside away from windows. 

3. If room is next to a restroom or vacant room, students or employees nearest the 

door shall check that room. If anyone is in the restroom, instruct him/her to stay in 

the restroom until the announcement of the “all clear”.  Students in a vacant room 

are to proceed with the group to the nearest shelter. 

 

4. Personal articles should not be carried.  (Possible exceptions are purse or handbag, 

car keys, sweater or coat, if they can be picked up without delaying movement to 

shelter. 

 

5. If you are not near a designated area, go to the inside wall of the room away from 

windows, squat on the floor next to the wall, keeping head between knees, or get 

under benches, furniture, or heavy machinery, either by squatting, or lying prone 

on floor, face down.   

 

6. Students and employees should move quickly & quietly, without running. 

 

7. All windows and doors should be closed. 

 

8. Keep calm- regardless of the situation.  Listen for instructions. 

 

9. Upon arrival at the shelter area, instructor will check the roster. 

 

10. Group will stay together until authorization to return to room is announced or until 

dismissed. 

 

11. Anyone in the hallway should seek shelter in the nearest restroom. 

 

12. Hold a book over the head if the book can be picked up easily. 

 

Note: In case of injury, teacher or employee should stay with injured person and designate 

someone to report the injury to Evening Administrative Assistant or the Adult Education 

Coordinator. 
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EMERGENCY SHELTER AREAS 

 

ADULT EDUCATION/UP – Rm.680 

All persons should position themselves in the stairwells or upstairs restrooms. 

 

ADULT EDUCATION/DOWN –Rm. 650 

All persons should position themselves in the basement, restroom hallway or 

stairway. 

 

ADMINISTRATIVE OFFICE 

All persons should take cover in the Copy Room or Room 124. 

 

ARCHITECTURAL & MECHANICAL DESIGN – Rm. 141 

All persons should take cover in the office and copier/storage room. 

 

AUTO BODY REPAIR & REFINISHING 

All persons should use Teacher’s Office and Tool Room as cover areas. 

 

AUTO SERVICE - Rms. 320,340 

All persons should use Auto Service related back room as cover area. 

 

BUILDING & PROPERTY MAINTENANCE – Rm. 260 

All persons are to position themselves along the inside walls of the Tool Room. 

CAFETERIA - Commons 

All persons are to position themselves in the Culinary Classroom restrooms, and 

corridor by Rm. 658. 

 

CAREER ASSESSMENT LAB / VOSE – Rm. 230 

All persons should position themselves against the north wall. 

 

 

CAREER DEVELOPMENT / HEALTH CAREERS – Rm. 674  

All persons should use stairwell down to first floor. 

 

COMPUTER NETWORKING ACADEMY – Rm. 211 

All persons should use Locker Room or Storage Areas. 

 

 

CONFERENCE ROOM A – Rm. 481 

All persons are to position themselves along the West Wall. 

 

CONFERENCE ROOM B – Rm. 445 

All persons are to position themselves against the East Wall. 

 

CONSTRUCTION TRADES – Rm. 470 

All persons are to position themselves along the West Wall in the Tool Room or 

Storage Room.  
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COSMETOLOGY Rms. 607, 616 

All persons should take cover in the locker room, or the related room. 

 

CULINARY ARTS & FOOD SERVICE – Kitchen Rm. 633 

All persons are to use respective locker area – girls in girls’ locker room and boys 

in boys’ locker room and the storage rooms, or related room. 

CUSTODIAL STAFF 

All persons should take cover at any available inside wall away from glass. 

 

DENTAL ASSISTING – Rm. 371 

All persons should take cover in the locker room or storage room. 

 

DIGITAL DESIGN – Rm. 270 

All persons should use Locker Room or Storage Area for cover. 

 

EDUCATION PROFESSIONS – Rm. 161 

 All persons are to position themselves against the north wall in Programming and  

 Software Development, away from windows. 

 

ENGLISH – Rm. 245, 246, 247, 249  

All persons should position themselves against the west wall in the In-School 

Restriction room downstairs. 

 

E-LIBRARY – Rm. 541 

All persons are to position themselves in the Computer Repair Tech. area in the 

Maintenance Storage closet. 

 

ELECTRICAL SYSTEMS – Rm. 551 

All persons are to use the locker rooms for cover areas or any safe place away from 

all glass, hazardous equipment and tools and dangerous chemical or powders.  

 

ENGINEERING TECHNOLOGY – Rm. 221 

All persons are to position themselves in the locker rooms. 

 

FIRE AND EMS ACADEMY – Rm. 312A 

 All persons should position themselves in the locker room or related room against 

 the west wall.  

 

GRAPHIC IMAGING TECHNOLOGY– Rm. 280 

All persons should use locker room or storage area for cover. 
 

HEALTH CAREERS I & II – Rm. 694, 695, 696, 697 

All persons should take cover in the northwest stairwell. 

 

HEATING & AIR CONDITIONING – Rm. 250 

All persons are to take cover in the HVAC related room under the desks. 
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HIGH SCHOOL OPERATIONS 

All persons should position themselves in the Counselor Office, Conference Room 

B or washrooms. 
 

HOTELS AND RESORTS & HOSPITALITY – Rm. 626 

All persons are to position themselves against the east and south walls. 

 

INFORMATION TECHNOLOGY – Rm 530 

 All persons are to position themselves in the locker/storage room in the Tech. area. 

 

IN-SCHOOL RESTRICTION – Rm. 244D 

All persons are to remain in the In-School Restriction Room. 

 

JOB TRAINING – Rm. 441 

All persons should position themselves against the west wall of the hallway 

between the Transition- to-Work Lab and Sales & Service. 

 

MACHINE TECHNOLOGY – Rm. 131 

All persons are to position themselves in the tool room. 

 

MATH – Rm. 245, 246, 247, 249 

All persons are to position themselves on the west wall in the In-School 

 Restriction Room. 

 

MEDIA TECHNOLOGY – Rm. 242 

All persons are to go to the Audio Rooms. 

 

MEDICAL ADMINISTRATIVE SPECIALIST – Rm. 194A 

All persons should position themselves along the south wall in the classroom. 

 

 

POWER EQUIPMENT TECHNOLOGY – Rm. 640 

All persons should use the teacher’s office and tool room as cover areas. 

 

PROGRAMMING & SOFTWARE DEVELOPMENT– Rm. 171 

All persons are to position themselves in the locker room or storage room. 

 

RECEPTION/ATTENDANCE 

All persons should position themselves in the basement or restroom hallway. 

 

SALES & SERVICE – Rm. 441, 411 

All persons are to position themselves against the west wall of the classroom. 

 

SALES & SERVICE & SCHOOL STORE– Rm. 421 

All persons should position themselves against the west wall of the hallway 

between the Transition to Work lab and Sales and Service, or storage room.  
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SCHOOL OF NURSING AT CUYAHOGA VALLEY – Rm. 680, 684, 685 

All persons are to go to the first-floor stairwell, laundry room area, or restrooms. 
 

SOCIAL STUDIES – Rm. 249I 

All persons are to position themselves against the west wall in Media Tech 

 Studio Downstairs. 

 

SPORTS MEDICINE EXERCISE SCIENCE – Rm. 142, 143 

 All persons are to go to restroom and hallway outside restroom (Tech 1-Up) 

 

TEACHING PROFESSIONS – Rm. 161 

All persons are to position themselves against the north wall in Programming and 

Software Development, away from windows. 

 

TRANSITION TO WORK – Rm. 421 

All persons should position themselves against the west wall of the hallway 

between the Transition to Work lab and Sales and Service, or storage room. 

 

ROOM 657 & 658 (COMPUTER LABS) 

 All persons should go to the restrooms off corridor. 

 

 

ROOM 691 -  Stairwell, restroom or corridors – north wall. 

ROOM 692 -  Stairwell, restroom or corridors – north wall. 

ROOM 694 -  Stairwell, restroom or corridors – north wall. 

ROOM 695 -  Stairwell, restroom or corridors – north wall. 

ROOM 696 -  Stairwell, restroom or corridors – north wall. 

ROOM 697 -  Stairwell, restroom or corridors – north wall. 

 

 

ROOM 668 -  Stairwell or corridors – north wall. 

ROOM 669 -  Stairwell or corridors – north wall. 

ROOM 670 -  Stairwell or corridors – north wall. 
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STUDENT HEALTH AND SAFETY 
 

As part of their learning experience, the students will be using equipment and materials 

specific to the program. Instructors should remind the students not to use items on which 

they have not yet received instruction.  Correct safety procedures should be followed at all 

times. 

 

Please remind students that they must constantly be aware of conditions in all work areas 

that could produce injuries.  Their cooperation in detecting hazards and, in turn, controlling 

them, is imperative.  If a situation is beyond the students’ ability or authority to correct, 

they are to notify an instructor immediately. 

 

Instructors are expected to ensure that students assist in the maintenance of work areas by 

keeping them clean and safe.  Instructors and students are responsible for equipment they 

use.  This responsibility means proper use, care, cleanup and storage of the items. 
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STUDENT HEALTH CARE SERVICES     
 

In case of a medical emergency dial 7 then 9-1-1. Contact the front desk (dial “0”) Evening 

Administrative Assistant as soon as possible. In non-emergency situations, instructors should 

still contact the Adult Education Coordinator and front desk.  After 6PM and time permitting, 

contact maintenance at 440-746-8253.  Local healthcare providers will respond and are 

prepared to provide appropriate treatment and/or transport the student or instructor to the 

nearest medical facility. An incident report should be filled out and given to the Adult 

Education Coordinator.  Incident Reports are located in the Adult Education Office.  All 

students are required to complete an Emergency Medical Form on the first night of class that 

is kept with both the instructor and in the Adult Education Office for if needed. 

 

INFORMATION RELATED TO STUDENTS 

 
WORKKEYS TESTING 

 

Cosmetology, Dental Assisting Program, Emergency Medical Technician-Basic, Medical 

Administrative Specialist, Esthetics, Adult Diploma Program, and Practical Nursing are 

programs for which CVCC requires WorkKeys Tests to be administered in Applied 

Mathematics, Graphic Literacy, and Workplace Documents.  Each online test is a 55-

minute test.  If the test is not taken as a pre-entrance assessment, it must be completed by 

each student within the first week of a class.  The Administrative Assistant to Adult 

Education will provide instructions for administering the tests. 

 

STUDENT CONDUCT 
 

CVCC’s goal is to provide a positive learning experience and safe environment for 

students, faculty and staff.  While at CVCC, instructors will be expected to enforce building 

regulations and policies.  CVCC reserves the right to dismiss a student for unacceptable 

behavior, foul language, cheating or violating any of CVCC’s policies. Instructors must 

provide written documentation, within 24 hours of the incident/unacceptable behavior, to 

the Adult Education Coordinator.   

 

For Career Technical Programs the student handbook has clear guidelines for Disciplinary 

Actions and Procedures that must be followed. 

 
STUDENT ATTENDANCE       

 

The Administrative Assistant to Adult Education will provide you with a CVCC attendance 

record format for each class you teach.  Please keep track of the attendance of your students 

on the document provided.  The student attendance record and lesson plans of each course 

being taught should be filed in the folder provided in your mailbox to be available to the 

Adult Education office staff before class begins.  The attendance record must be 

returned to your file folder after each class.  At the time of the last class, the file should 

be placed in the Administrative Assistant to Adult Education ’s mailbox. 
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Attendance must be kept on a daily basis for all students enrolled at CVCC.  All federal 

financial aid eligible programs require 90% attendance or above.  Consult the student 

handbook for individual programs to determine the attendance requirements.   

 

Regular attendance and punctuality are expected of each student.  Each student must 

attend at least 80% of classes (70% for HVAC students) per session to successfully 

complete the program, unless enrolled in a federal financial aid eligible program that 

requires 90% attendance or above.   

 

There are no excused absences—just provisions to deal with time away from the program. 

Absence from the school or tardiness will be recorded by the instructor and noted in the 

class file. Any student who is absent for five (5) or more consecutive class days must 

provide a written physician's statement allowing unrestricted permission to return to 

school.  Extended illnesses and special circumstances/situations (including vacation) will 

be taken under advisement by the faculty and Adult Education Coordinator with specific 

attention to the student’s past attendance and tardiness record, other illnesses, and progress 

in the program.  If a student is absent from class for five consecutive class days and does 

not contact the instructor, he/she will automatically be dropped from the class.   

 
 

 

STUDENT RECORDS 
 

Adult Education Students at Cuyahoga Valley Career Center (CVCC) have the following 

rights under the Family Education Rights and Privacy Act (FERPA):  

• The right to review their educational file and Financial Aid (FA) file. If a student wishes 

to review their files they should speak to the Adult Education Coordinator for 

educational files and Student Support Services for FA files.  

• The right to request an amendment to their educational or FA files. The student should 

put their amendment in writing and submit to the office of Student Support Services.  

• Right to consent to disclosures of personally identifiable information.  

 

Employees of CVCC (School officials) and other officials have the right under FERPA to 

review student education and Financial Aid files if they have an educational purpose for 

doing so. Employees should request needed files from the Adult Education Coordinator or 

Student Support Services who will determine if the reason for request is a legitimate 

purpose. The date, employee or officials name and reason for review should be documented 

in the student file. 

 

CVCC maintains an individual student file for each student enrolled in Career Technical 

Programs. Individual files are maintained in a secured area. Documents are maintained in 

accordance with regulations of the State of Ohio and the program governing board.  The 

release of information in a student’s file must be requested in writing by the student.   

 

Official grade transcripts are released upon request, unless a student has an outstanding 

balance with CVCC.  Students will be issued one copy of their official transcript with their 
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completion certificate.  Additional copies can be purchased in the Adult Education Office 

for $5 each.  Students are required to fill out the request form before or at the time of 

transcript requisition.  

 

Student records will only be available to appropriate Adult Education staff. All documents 

are the property of CVCC and will not be copied unless remanded by the court.   

 

STUDENT RESOURCES 
 

Academic, career and personal counseling services are available.  Students should contact 

the Student Support Services Office to initiate a request.  A variety of resource materials 

and references are available through the Adult Education Office.  In addition, you may 

access, or direct students to, the Student Resource Directory on the CVCC website 

(www.cvccworks.edu/adulteducation_home.aspx). 
 

JOB SEARCH ASSISTANCE 
 

Job search assistance and a job board is available through the CVCC Career and 

Community Resources Office.  Further information can be found on our website at 

http://www.cvccworks.edu/CVCCJobSeekers.aspx, or you may contact Martha Sluka at 

msluka@cvccworks.edu. 
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STAFF FORMS 
 

The following pages are copies of many of the forms that may be needed by an instructor 

at any given point in time.  These pages may be removed and/or copied from this 

handbook.  They are also available upon request in the Adult Education Office.  If there 

is any confusion as to how to complete a form, please ask the Adult Education 

Coordinator or the administrative assistant.   

 

Forms: 

Pg. 37-Adult Education Employee Time Sheet 

 Pg. 38-CVCC Business Card Order Form 

 Pg. 39 & 40-CVCC Employee Travel Expense Report 
 Pg. 41-Supply Order Form 

 Pg. 42-Student Sign-In Sheet 
 Pg. 43 & 44-Accident Report Form 
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CUYAHOGA VALLEY CAREER CENTER 

8001 Brecksville Road – Brecksville, Ohio 44141 

(440) 526-5200 

 

ADULT EDUCATION EMPLOYEE TIME SHEET 

(Only ORIGINAL time sheets completed in INK will be accepted) 

 

Instructor:    Social Security #:   XXX-XX- 

 

Position:   Adult Education Instructor Accounting Code:  

 

Course # Course Name 

Dates 

Instructed 

List Separately 

(00/00/0000) 

Time Instructed 

To – From 

(ex. 6 – 9pm) 

Hours 

     

     

     

     

     

     

     

     

     

TOTAL HOURS 
 

  

 

 

 

 

 

_______________________________________ 

Employee Signature                                     Date 

 

 

________________________________________ 

Supervisor Signature                                    Date 

 

Rate Per/Hour:  $ 
Coordinators Initial:   ___________ 

 Date                       _________ 

Office Use: 

 

Rate/Hour:           $_________ 

 

Treasurer’s Initials:  ________ 
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CUYAHOGA VALLEY CAREER CENTER 
STUDENT SIGN IN SHEET 

Course Name: ____________________ 

Course Number: ____________________ 

Instructor:  ____________________ 

Date:   ____________________ 

1. Name:__________________________________ Time in:______________ Time out:__________ 

2. Name:__________________________________ Time in:______________ Time out:__________ 

3. Name:__________________________________ Time in:______________ Time out:__________ 

4. Name:__________________________________ Time in:______________ Time out:__________ 

5. Name:__________________________________ Time in:______________ Time out:__________ 

6. Name:__________________________________ Time in:______________ Time out:__________ 

7. Name:__________________________________ Time in:______________ Time out:__________ 

8. Name:__________________________________ Time in:______________ Time out:__________ 

9. Name:__________________________________ Time in:______________ Time out:__________ 

10. Name:__________________________________ Time in:______________ Time out:__________ 

11. Name:__________________________________ Time in:______________ Time out:__________ 

12. Name:__________________________________ Time in:______________ Time out:__________ 

13. Name:__________________________________ Time in:______________ Time out:_________ 

14. Name:__________________________________ Time in:______________ Time out:__________ 

15. Name:__________________________________ Time in:______________ Time out:__________ 

16. Name:__________________________________ Time in:______________ Time out:__________ 

17. Name:__________________________________ Time in:______________ Time out:__________ 

18. Name:__________________________________ Time in:______________ Time out:__________ 

19. Name:__________________________________ Time in:______________ Time out:__________ 

20. Name:__________________________________ Time in:______________ Time out:__________ 
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Page Left 

Intentionally Blank 
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ACKNOWLEDGEMENT OF ADULT EDUCATION 2022-

2023 INSTRUCTOR HANDBOOK 
 

I have read and fully understand the Adult Education Instructor Handbook and agree to 

comply with all of the policies, procedures and requirements outlined within. 

 

 

 

 

Print Name______________________________________________________________ 

 

 

Signature_______________________________________ Date____________________ 
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Attachment I 

CUYAHOGA VALLEY 

CAREER CENTER 
Serving the school districts of: Brecksville-Broadview Heights • Cuyahoga Heights • Garfield Heights • Independence • Nordonia Hills • North Royalton • Revere • Twinsburg 

Via e-mail: shortterm@highered.ohio.gov 

March 21, 2022 

Dr. Lauri White 

Associate Vice Chancellor 

Workforce Engagement 

Ohio Department of Higher Education 

25 South Front Street 

Columbus, Ohio 43215 

Dr. Lauri White: 

Cuyahoga Valley Career Center (CVCC) appreciates the opportunity to apply for the FY23 Short-Term 

Certificate Grant Program. 

Our mission at CVCC highlights the need for skilled training for secondary and adult students. We are 

committed to providing training to ensure individuals in Northeast Ohio have the ability to obtain a 

certificate or industry-recognized credential in preparation for an in-demand job. Each of the short-term 

programs identified in the application are less than 600 hours in length, can be obtained in less than one 

year, and have been identified through O*Net and the Ohio Bureau of Labor Statistics as in-demand jobs. 

The primary contact to oversee and administer the program is: 

Marcy R. Green 

Assistant Superintendent 

Cuyahoga Valley Career Center 

8001 Brecksville Road 

Brecksville, Ohio 44141 

(440) 746-8228

mgreen@cvccworks. ed u

The fiscal agent is:

Richard Berdine

Treasurer

Cuyahoga Valley Career Center

8001 Brecksville Road

Brecksville, OH 44141

440-746-8203

rberdine@cvccworks.edu 

8001 Brecksville Road • Brecksville, OH 44141 • 440.526.5200 • Fax: 440. 746.B298 • www.cvccworks.edu 
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