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Mission Statement 
Maplewood Career Center 

 

 

 

Vision 
Maplewood Career Center shall prepare learners to be productive, responsible, and successful members of society. 
Through progressive curriculum and dynamic hands-on learning, Maplewood Career Center challenges each 
student to develop lifelong skills that relate to the leadership and teamwork necessary in their future careers and 
community rules. Maplewood Career Center will establish a relationship with staff, students, parents, and 
community business that allows all learners to reach their full potential. 

 
  

Mission 
Maplewood Career Center provides individuals with educational experiences that aid in personal growth and the 
development of career/technical skills leading to graduation, higher education, and/or employment. 
  

The Adult Education program shall assist individuals and companies in the efforts to develop leadership, build 
new skills, upgrade skills, keep abreast of technologies, and to develop competencies in areas of need and 
workforce development and personal interest. 

 

EQUAL EDUCATION OPPORTUNITY 

 
It is the policy of Maplewood Career Center to provide an equal education opportunity for all students. Any 
student who believes s/he has been discriminated against based on his/her race, color, disability, religion, 
gender, or national origin while at school or a school activity should immediately contact the Maplewood 
Career Center’s Compliance Officer, the Supervisor of Business Affairs. 
 
Any student making a complaint or participating in a school investigation will be protected from any threat or 
retaliation. The Compliance Officer can provide additional information concerning equal access to educational 
opportunity. 
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Welcome 

 
 

  

Welcome to Maplewood Career Center Adult Education. The Adult Education Department conducts career 
development training programs for adults interested in a new career as well as enrichment classes. 
 
Our instructors are certified professionals committed to education. They provide students the best training 
possible to gain entry-level employment at the conclusion of the program. 
 
This catalog includes basic operational guidelines pertaining to Adult Workforce Development at Maplewood 
Career Center. It explains procedures and helps promote a positive and satisfying learning experience. 
Additionally, this catalog helps promote an efficient and smooth operation for the school system. 
 
Please keep this catalog with you at all times, and refer to it to answer questions as they arise.  If an answer cannot 
be found in the catalog, please consult the Adult Education Office for assistance. 
 
I hope your classes prove beneficial and help you in your new career choice. 
 
Our Best Wishes, 
 
Michael Hinton 
Director of Workforce Development 
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School Overview  
 
Maplewood Career Center was constructed in 1975 measuring over 133,000 square feet. Additions to the 
building were completed in 1996 and 2008 bringing the overall square footage to its current size of 158,000 that 
includes 25 labs, 35 classrooms with state-of-the-art smart boards, up-to-date computers, audio/visual 
equipment, two large conference rooms, administrative and high school offices. The building also boast one of 
the largest computer labs in North East Ohio. 
 
The Adult Workforce Development Programs at Maplewood Career Center are state-supported institutions 
offering post-secondary education in career development course programs. Adult Workforce Development 
programs allow students to upgrade their skills in the present job, to retrain for a job, or to prepare for a new 
career. 
Presently, the following Adult Workforce Development programs are in operation: 

• Dental Assisting 

• Medical Terminology/Medical Billing and Coding 

• Industrial Maintenance 

• Module Industrial Maintenance 

• Welding Technologies 

• Module Welding 
 

Governing Body & Administrative Staff  

 

Board of Education: 
Brian Violi - President Streetsboro 
Mary Kaley Southeast 
Joan Seman Ravenna 
Patricia Brett Garfield 
Donna Karg Field 
Dianne Whittlesey Waterloo 
Jay Kelsey – Vice President Rootstown  
Melissa Roubic Windham 
Roger Boltz Ravenna 
Bonnie Lovejoy Crestwood 
Chelli Yoho Mogadore 
 
Michelle Seckman, Treasurer 
Randy Griffith, Superintendent 
Michael Lenzo, Supervisor of Business Affairs 
Michael Hinton, Adult Education Director 

 
 

Preparedness for Toxic & Asbestos Hazards 

 
Maplewood Career Center is concerned for the safety of students and attempts to comply with all Federal and 
State Laws and Regulations to protect students from hazards that may result in industrial accidents beyond the 
control of school officials or from the presence of asbestos materials used in previous construction. A copy of 
the district’s Preparedness for Toxic Hazard and Asbestos Hazard Policy and asbestos management plan is 
available for inspection at the board office upon request. 
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Mary Kaley - Southeast Brian Violi - Streetsboro - President

Melissa Roubic- Windham Joan Seman - Ravenna
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Adult Education Director

Coordinator 

Laure Gauntner,

Aspire Literacy 
Program

Aspire Literacy  Staff 

Barb Elam 

Bev Crites

Coordinator 
Consultative 

Training

Career/Job Training Instructors 

Dental Assisting- Pamela Stoltz

Medical Billing & Coding- April Shehi

Welding Technologies - Tim Numbers

Industrial Maintenance - Rudy Setinsek

Career Enhancement/Personal 
Interest Instructors

Adult Education Support Staff

Charlotte Werner



8 
 

 

 



9 
 

 

PROGRAM INSTRUCTORS INFORMATION 



10 
 

DENTAL ASSISTING:  Program consists of 273 hours, 50 weeks of instruction, hand on lab technics (see 
Exhibit A for curriculum breakdown lab floor plan, and equipment) 
INSTRUCTOR:  Pamela Stoltz 

 Mrs. Stoltz holds a Certification in Dental Assisting and Dental Assistant Radiographer with over 35 
years’ experience.  She is a graduate of Western Reserve University School of Dentistry with a degree in 
Expanded Function Dental Auxiliary.  Pamela holds an Ohio State Department of Education Teaching License 
for Career and Technical Education (4-12) Dental Assisting. 
 
MEDICAL BILLING and CODING PROGRAM:  Program consists of 90 hours, 17 week course. (See Exhibit 
B for curriculum breakdown lab floor plan, and equipment) 
INSTRUCTOR:  April Shehi 

Ms. Shehi comes to Maplewood Career Center after Eight (8) years of industry related experience as a 
Certified Medical Assistant. Ms. Shehi attended and graduated from a certified Medical Assistant program in 
2000, then went on to pursue her Bachelors in Nursing from the University of Akron. Ms. Shehi has worked as 
a certified medical assistant for such prestigious hospitals as Akron Children’s Medical Center, Akron 
General’s visiting nurse service and Optim Medical Center in Savanah, Georgia. We are pleased to have April 
as our medical billing and coding instructor and so are the students whom have attended the class.   

 
INDUSTRIAL MAINTENANCE:  Program consists of 400 hours of Curriculum plus four (4) hours of 
Industrial Mathematics (see Exhibit C for curriculum breakdown lab floor plan, equipment and tuition/fees 
schedule) 
INSTRUCTORS: Rudy Setinsek   

Mr. Setinsek is a former U.S.M.C. Armed Forces Aircraft Power plant Mechanical & Hydraulic 
Technician. Mr. Setinsek’s Civilian experience as an Overhead Crane Inspector/Instructor for companies such 
as Kone Cranes and Mazzella Lifting Technologies is also a valued part of what he brings to Maplewood Career 
Center.  

 
MODULE INDUSTRIAL MAINTENANCE:  Program consists of 400 hours of Curriculum plus four (4) hours 
of Industrial Mathematics taught once per student whether they selected one Module or two (see Exhibit D for 
curriculum breakdown lab floor plan, equipment and tuition/fees schedule) 
INSTRUCTORS: Rudy Setinsek   

 (See Industrial Maintenance above) 
 
WELDING TECHNOLOGIES:  Program consists of 612 hours of Curriculum (see Exhibit E for curriculum 
breakdown lab floor plan, equipment and tuition/fees schedule) 
INSTRUCTORS: Tim Numbers   

Mr. Numbers is our lead instructor for our Welding programs. Much like our students, Mr. Numbers 
graduated from an adult evening welding program and went on to retire from a 30+ year career. While in the 
industry, Mr. Numbers worked for 12 years as a Fabricating welding supervisor with General Dynamics Land 
Systems, 18 years with Sunoco LLC as a fabrication branch manager and ending his career with 6 years as a 
fabrication welding supervisor for Babcock/Wilcox. 

 
MODULE WELDING:  Program consists of 153 hours of Curriculum (see Exhibit F for curriculum breakdown 
lab floor plan, equipment and tuition/fees schedule) 
INSTRUCTORS: Tim Numbers   

 (See Welding Technologies above) 
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Important Notice 
 
Your possession and acknowledgment of having these rules constitutes a first warning. It is your responsibility 
to familiarize yourself with these rules and the consequences of violating them. The rules in this booklet apply 
to all students, regardless of age, at all school-sponsored activities, and whether on school property or not. Each 
of the behaviors and/or types of misconduct listed are prohibited and may subject the student to disciplinary 
action including, but not limited to, student conference and removal from class. Furthermore, any criminal acts 
committed at or related to Maplewood Career Center will be reported to law enforcement officials as well as 
disciplined at school. Certain criminal acts may result in permanent exclusion from school. 
  

Registration Information 
  

ADMISSION REQUIREMENTS 
 

The classes conducted by the Department of Adult Education are offered to all students without regard to race, 
color, national origin, sex, age, or disability.   
 
The following are the requirements for people seeking to enroll in short term courses. 
All applicants must: 
 

• Be 16 or older – students enrolled in high school need approval from their school principals to enroll 
where applicable – contact the Adult Education Director 

• Be 18 or older if registering for a Trade & Industry Course (such as but not limited to Dental Assisting, 
Medical Billing and Coding, Industrial Maintenance, Module Industrial Maintenance, Welding 
Technologies and Module Welding). 

• Submit a completed registration form along with payment (Refer to Payment of Fees, below). 
  

The following are requirements for people seeking to enroll in Career Development classes, which include 
Dental Assisting, Medical Billing and Coding, Industrial Maintenance, Modulated Industrial Maintenance, 
Welding Technologies and Modulated Welding. 
 
All applicants must:  
  

• Be 18 or older 

• Have a high school diploma or GED certificate (copy of which may be requested) 
We encourage those who need to improve basic skills to enroll in ASPIRE classes (Refer to pages 65-
66.) 

• Take a basic WorkKeys assessment test and attend a mandatory orientation 
 
Registration 

 

Registration is complete only when all required forms and documents have been completed and turned in to the 
Adult Education Office of Maplewood Career Center along with any required down payments or first payments 
for programs. 
 
The completed file of each applicant will be reviewed. Applicants qualified for the program of choice will be 
granted admission and will be placed on the list for admission to the next available class (see class start dates in 
program descriptions in Exhibits A, B, C, D, E, and F) according to the date the file is completed. Falsification 
of any student information submitted will be grounds for student termination. 
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PAYMENT OF FEES 
 

Payments must be made with 25% paid down at time of registration which deadline is 7 business days before 
class begins unless otherwise stated in the course catalog. The balance due can be paid in two options, balance 
paid in full or payment plan if student qualifies.  Adult Education does not hold spots for students who have not 
paid for their registration. Maplewood Career Center accepts cash, check or money order, Visa, MasterCard, 
and Discover. 
 
Make checks and money orders payable to:  Maplewood Adult Education 
 

Options to pay: 

1. Online: Visit www.mwood.cc to fill out a registration form and pay using a credit card. 
2. In Person: Stop in at Maplewood Career Center’s Main Office from 2:00–9:00 pm Monday through 

Thursday and 12:00-4:00 pm on Friday’s to register and pay. 
3. Phone: Call (330) 296-2892 ext. 551010 from 2:00–9:00 pm Monday through Thursday and 12:00-4:00 

pm on Fridays - (with the exception of National Holidays and other dates) - refer to Adult Education 
2017-2018 School Calendar, page 8. 

4. Mail: fill out a registration form and enclose check or money order payable to Maplewood Adult 
Education, or complete credit card information. 

  

Seniors (60 and older) qualify for a 10% reduction or maximum reduction of $200.00 for courses upon 
confirmation of age. Must be taken at time of registration! 
 
All program tuition costs must be paid before students will be permitted to sit for certification exams. 
 
Transfer of Credits 

 

Maplewood Career Center Adult Education Programs/Courses cannot accept credits transferred from other 
program courses.  (NOTE: ** If the student has satisfactorily completed a course in Medical 
Terminology/Abbreviations, and can provide an official transcript, they will be enrolled directly into the 
Medical Billing portion of the course with a pro-rated price rate.) 
 
The exception would be for Veteran’s receiving VA financing who have received credits while in the military 
or other training or course work.  These credits to be transferred will be evaluated by the Supervisor of the 
Adult Education Program, or his appointee, based on the course in which the Veteran is enrolled.  The credits 
will be transferred, whole or in part, if they match the requirements of the program/course in which the Veteran 
is enrolled with a pro-rated price rate.  These credits to transfer must be presented to Supervisor of Adult 
Education fourteen (14) days prior to the start of the course.  A determination of approval or denial of the 
transfer of credits will be submitted to the VA in a written report, including explanation for this determination. 

Change of Address or Phone Number 
 

Students who have an address or telephone number change during the time the student is enrolled in classes at 
Maplewood Career Center must report the change to the Adult Education office immediately. 

Late Registration 
 

If a student registers for class after the course deadline, a 25% Late Registration Fee will be added to the course 
tuition. The Late Registration Fee will not exceed $25.00. This fee does not apply to books or supplies. 
However, if a student registers for a course late, books or any other supplies may not be available for the student 
on the first night of class. 
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REFUND POLICY 

Cancellation of the Course 
 

Maplewood Career Center Adult Education reserves the right to cancel or delay the opening of any course. 
Reasons for cancellation or delay might include, but are not limited to, insufficient enrollment, and/or concerns 
regarding illness, safety, equipment, or construction, among other extenuating circumstances.  
 
When the Director of Adult Education decides that a class will be cancelled or postponed, the school will make 
every effort to notify registered students immediately by the fastest means available, including phone and email. 
Please make sure to notify the Adult Education Office if any contact information has changed. 
  

Refunds for Cancelled Classes 
 

If Maplewood Career Center Adult Education cancels a class, the school will refund the tuition in full to the 
person who paid for the class.  
 

WITHDRAWAL POLICY 
  

When students withdraw from class, a $25.00 withdrawal fee is charged for course withdrawal. Full Tuition 
minus the $25.00 withdrawal fee will be refunded only if written notice is received within 3 business days of the 
course beginning. 
 
Official withdrawals, the postmark on written notification will determine the cancellation date, or the date said 
information is delivered to the school administrator/owner in person.  Any monies due a student who 
unofficially withdraws from the school shall be refunded within 45 days of a determination by the school that 
the student has withdrawn without notifying the institution. If a student has not been present in school for thirty 
days, they will be officially withdrawn from the course.   
 
For students who enroll in and begin classes, the following schedule of tuition adjustments is authorized: 
 
 The registration fee and the cost of the kit is part of the total price set out and is not refundable. 

Percentage length completed to the total length of 
program per enrollment agreement. 

Amount of total tuition owed to the school. 

0.01% to 4.9% 20% 

5% to 9.9% 30% 

10% to 14.9% 40% 

15% to 24.9% 45% 

25% to 49.9% 70% 

50% and over 100% 

Contact the Adult Education office if you require a refund as soon as possible.    

*Withdrawal policy and late registration fee also applies to companies registering employees.  

Veteran’s Refund Policy 

In the event that veterans or their eligible persons sponsored as students under Chapters 30, 32, 35 of Title 38 
and Chapter 1606 or Title 10 U. S. Code, fail to enter the Program or withdraw or are discontinued therefrom at 
any time prior to completion, the amount charged for tuition, fees and other charges shall not exceed the 
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approximate pro rata portion of the total charges for tuition, fees and other charges that the length of the non-
accredited program bears to its total length.  A registration fee of $10.00 need not be refundable:  any amount 
beyond that is subject to pro ration and refund (CFR 21.4254(c) (13)).  The pro rata portion may not vary more 
than 10 percent of the total costs for tuition, fees, and other charges. 
 
A copy of this policy will be provided to all students receiving educational benefits from the Veteran’s 
Administration.  
 

WITHDRAWAL PROCEDURES 
  

Students planning to withdraw must notify the Adult Education office by filling out a Withdrawal Survey. 
Withdrawal surveys are available at computer labs throughout the building and students can ask a member of 
the Adult Education staff to direct to a capable computer.  Non-attendance does not constitute an official 
withdrawal. Involuntary or Unrequested Withdrawal, Instructors will automatically withdraw any student 
missing more than 30 days of the course and/or 10% of the class time. Refund Process for Withdrawal Refunds 
will only be issued to the person who paid for the course regardless if that person is the student.  
 
Refunds will be made by check from the Maplewood Treasurer’s office if student paid tuition by cash or check. 
Credit to the charge card will be issued if student paid tuition by Visa, MasterCard, and Discover. Please allow 
2-4 weeks for processing paperwork and/or mailing checks.   Please note, books and other supplies are not 
refundable.   

Involuntary or Unrequested Withdrawal 
 

Instructors will contact the Director of Adult Education and Workforce Development when a student has missed 
at least 5% of their class time. Working with the Director, the instructor will schedule a student counseling 
session in an effort to identify reasons for the student missing class time and make every attempt to get the 
student back on track with his/her attendance. After which, should the student continue to miss class time the 
instructor will automatically withdraw the students that are missing more than 10% of the class time. This 
policy may vary with specific Career Development Programs.  

Refund Process for Withdrawal 
  

Refunds will only be issued to the person who paid for the course regardless if that person is the student. 
Refunds will be made by check from the Maplewood Treasurer’s office if student paid tuition by cash or check. 
Credit to the charge card will be issued if student paid tuition by Visa, MasterCard, and Discover. Please allow 
2-4 weeks for processing paperwork and/or mailing checks. 
  

Please note, books and other supplies are not refundable. 
 

RETURNED CHECKS 
 

6151 - BAD CHECKS Adopted 5/19/94 

When the District receives a check from a student or parent that, when deposited, is returned marked 
"insufficient funds", the Treasurer shall provide an opportunity for the payer to make proper payment or to 
arrange for a satisfactory payment schedule. If payment is not received within thirty (30) days, the payment 
schedule is not adhered to, or the monies do not appear to be collectable, the Board of Education authorizes the 
Treasurer to remove the fee or charge from the District's Accounts Receivable to take appropriate action against 
the student and/or the parents. 
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TYPES OF FINANCIAL AID 
 

At this time, Maplewood Career Center Adult Education does not offer Financial Aid through the school. 
However, students may be eligible if they contact the following agencies: 
  

Job & Family Services Tuition Assistance - Funds may be available through county Departments of Job & 
Family Services to eligible persons who may be receiving TANF benefits or fall below 200% of the poverty 
guidelines designated by the Federal government. 
The Department of Job & Family Services seeks to assist, train, and employ economically disadvantaged 
clients.  Displaced homemakers and dislocated workers may be eligible for these funds.  You must meet 
specified criteria.  To see if you qualify, contact Workforce Investment Act consultant at (330) 296-2842. 
  

Veterans Affairs Benefits (VA) - Educational benefits available for eligible veterans and dependents of 
veterans who were injured or deceased in a war.  If you are not sure you are eligible for Veterans Affairs (VA) 
Benefits assistance, you can call 1-888-442-4551. 
 

Workforce Investment Act – Individualized Training Accounts – The federal Workforce Investment Act 
(WIA) provides federal funds to states for job training and employment services. The Department of Job & 
Family Services seeks to assist, train, and employ economically disadvantaged clients.  Displaced homemakers 
and dislocated workers may be eligible for these funds.  You must meet specified criteria.  To see if you qualify, 
contact Workforce Investment Act consultant (330) 296-2841.  
 
 

PROGRAM EXPENSES 
 

Some courses may require some expenses outside of the course tuition. Personal items such as uniforms, required 
tools, safety items, and materials must be paid by the individual student. In many cases, without these supplies, 
students will be unable to participate in class. Class fees, determined and explained by the instructor, are also the 
student’s obligation. All fees and fines must be paid prior to receiving a Career Passport (for career development 
programs), grades, and completion certificates. Transcripts will be withheld until all financial obligations have 
been met. 
 
A breakdown of the course expenses can be as follows:   (Breakdown of lab layout, equipment, course 
curriculum will be found with the specific programs in Exhibits A (Dental Assisting), B (Medical 
Terminology/Billing and Coding), C (Industrial Maintenance), D (Module Industrial Maintenance), E (Welding 
Technologies), F (Module Welding). 
 
Dental Assisting (Pre-requisite:  High School Diploma or GED, Driver’s License/State ID) 

 150 hour course, 25 weeks, evening courses on Monday/Wednesday 6 to 9 p.m. 
 Start Date:  Monday, September 24, 2018 

 
 Total cost:  $1505.00    Tuition:  $1400.00         Additional fee:  $30.00 CPR, $75.00 Radiology Exam 
 
Medical Billing and Coding (Pre-requisite: High School Diploma or GED, Driver’s License/State ID) 

 90 hour course, 18 weeks, evening courses on Tuesday/Thursday 6 to 9 p.m. 
 Start Dates: Fall:   Tuesday, September 25, 2018  
          Spring:  Tuesday, February 26, 2018 
 
 Total Cost:  $815.00      Tuition: $700   Books:  $115    Additional Fee: $115 (CBCS Test) 
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Industrial Maintenance (Pre-Requisite:  High School Diploma or GED, Driver’s license/State ID) 

400 hour course, 12 Months, Evening Courses M/W or T/Th 6-10 p.m. 
Start Dates:  Open enrollment is available - Subject to change upon participation 

 

Total cost:  $9,200.00         Tuition:  $8,326.00 Books: $874.00 (Reference Materials/ E-learning 
seat license)   
 

*NOTE: There is a one time, 4 hour Mathematics LAP for all students entering the program 

 

Module Industrial Maintenance: (Pre-Requisite: High School Diploma or GED, Driver’s license/State ID) 

Evening Courses M/W or T/Th 6-10 p.m. 

• Electrical 152 hours 20 Weeks  
o Total cost:  $3,500.00  Tuition: $3,000.00 Books/Seat License: $500.00 

• Mechanical 120 hours 16 Weeks  
o Total cost:  $2,700.00 Tuition: $2,230.00  Books/Seat License: $470.00 

• Fluid Power 128 hours 18 Weeks  
o Total cost:  $3,000.00   Tuition: $2,500.00 Books/Seat License: $500.00 

 Start Dates:  Open Enrollment is available - Subject to change upon participation  
 
*NOTE: There is an initial one time, 4 hour Mathematics LAP for any one or two of the modulated 

course selected 

 

Welding Technologies (Pre-Requisite:  High School Diploma or GED, Driver’s license/State ID) 

612 hour course, 10 Months, Evening Courses M-Th 5:15-9:30 p.m. 
 Start Dates:  Monday, September 24, 2018 
 

Total cost:  $3,750.00   Tuition:  $3,750.00   Additional Fees: $75-$125 Any 
Certifications (One $75 is included in full Welding Technology Program Tuition)  
 

Module Welding (Pre-Requisite:  High School Diploma or GED, Driver’s license/State ID) 

153 hour course, 9 Weeks, Evening Courses M-Th 5:15-9:30 p.m. 
 Start Dates:  Module Start: Monday, September 24, 2018 

             Module Start: Monday, December 3, 2018 
             Module Start: Wednesday, February 20, 2018 

             Module Start: Wednesday, April 24, 2018  

 

Total cost:  $1,000.00 Tuition:  $1,000.00 Additional Fees: $75-$125 Any Certifications (Not 
included in tuition for this program)  

 

Additional Fees (For all programs):   Make-up hour fees (if applicable) 

 

Programs requiring a minimum number of completed hours prior to certification testing (namely, Dental 
Assisting 150 hours 90% attendance, Medical Terminology/Billing and Coding 90 hours 90% attendance, 
Industrial Maintenance 408 hours 90% attendance, Module Industrial Maintenance (any portion) 90% 
attendance, Welding Technologies 612 hours 90% attendance, Module Welding 153 hours 90% attendance.) 
will offer make up hours at the students expense at a rate of $25.00 per hour, however, no more than eight (8) 
hours can be made up.   
 
*Note:  Due to the scope of these programs, some classes/hours cannot be made up.  Please discuss any 

absence with your instructor prior to or immediately following, missing class. 
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ATTENDANCE POLICY 
 

Attendance at a training program is a reasonable predictor of attendance at work.  Instructors monitor 
attendance on a daily class basis. They take attendance when their classes start and they record times when 
students leave early and arrive late as students must attend class with a 90% average. 
  
  IMPORTANT:  Attendance is recorded daily during scheduled class time.  Attendance is reviewed 
  every two (2) weeks during each term of the course.  Students must maintain a 90% attendance 

rate, of the scheduled hours during each term in order to remain in Good Standing and avoid being      
placed on Probation (and/or having VA Educational Benefits interrupted if it applies). 

 
  At the time a student has excessive absenteeism they will be notified in writing and placed on 

Probation effective the date their rate of attendance drops below 90% and given two (2) weeks to 
bring attendance up to proper percentage for course. 

 
  A record of this Probation status will be documented in the student’s file. The student must 

bring their attendance back up to 90% within two (2) weeks or the end of their course, whichever is 
earlier) to avoid being withdrawn from the program (or if applicable interruption of VA Educational 
Benefits).   

 
  If, however, the student is unable to mathematically achieve the required attendance rate  
  within the allotted timeframe, the student will be withdrawn from the program.  If the student 
  is receiving VA Educational Benefits, the interruption of benefits will be effective immediately  

and the student withdrawn from the program.  The effective date of this termination report to VA 
will be retroactive to the date the student first failed to maintain the required attendance rate 
during the term.  This action may create a student debt with VA. 
 
Additional make-up hours needed after the scheduled program end date will be an additional 
cost to the student. (See Additional Fees: Make up Hours fees above) If the student is receiving VA 
benefits these make-up hours will not be certified to VA for additional benefits, the student will pay 
the additional fees.  The end date of the program cannot be extended as a result of excessive 
absenteeism or VA pay purposes. 
 
Students that fail to attend for three (3) consecutive days will be withdrawn from the program.  If the 
student is receiving VA Educational Benefits a termination report will be submitted to VA effective 
retroactively to the last date of recorded attendance during the term.  Failure to achieve this required 
attendance rate within the specified time frame will result in the student being withdrawn from the 
program and a termination report of Unsatisfactory Progress will be submitted to the VA.   

   
Student attendance is checked on a daily basis and verified when the program is complete.  During the class, if 
students have questions about their grades or attendance rates, they should request information about their 
performance from their instructor.  Some programs may also have attendance requirements beyond those listed 
in the school’s Satisfactory Academic Progress policy. 
 
 

 

Leave of Absence 

 

Maple Career Center Adult Education Programs/Courses does not grant an official leave of absence.  Therefore, 
a student who is unable to attend class for an extended period of time must withdraw from the training program 
and reapply when circumstances allow for re-entry. 
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Re-Enrollment – Re-Applying to Maplewood Career Center Adult Education Programs/Courses  

 
Since Adult Education Programs/Courses are comprehensive and not modular, students are expected to start and 
complete a program/course within the timeframe.  If a student withdraws or is terminated from a program and 
wishes to return, the student will need to wait until a new start date to reapply.  Students that notified the Adult 
Education Office in writing prior to exiting or were terminated due to academic or attendance requirements and 
have a zero tuition account balance are permitted to reapply to the same program one time.  The student will 
apply for enrollment in the program in its entirety; previous hours and course work completed will not 
carryover.  Application approval will be at the discretion of the Supervisor of the Adult Education Program.  
Depending on the timeframe and Satisfactory Academic Progress at the time of withdrawal, financial aid may 
not be available.  The student may need to renew their FAFSA, or contact the VA to determine eligibility.  
Students that reapply may be eligible for the school’s interest-free payment plan only in the event that the 
student’s past payment history shows payments were made on-time and in-full.  If a student did not make on-
time, in-full payments the student is not eligible for a school payment plan. 
 
Re-enrollment for VA financed course: 

 
If the student is a Veteran, whose course has been approved and financed through the VA, and would need to 
re-enroll into a course the following procedure will be followed: 
 

If a Veteran withdraws or is terminated from a program and wishes to return, the Veteran will need to wait 
until a new start date to reapply.  Veterans that notified the Adult Education Office in writing prior to 
exiting or were terminated due to academic or attendance requirements and have a zero tuition account 
balance are permitted to reapply to the same program one time.  The Veteran will apply for re-enrollment in 
the program/course, at the point where the Veteran withdrew or was terminated.  The point of re-enrollment 
will be based on credit of previous hours and course work completed satisfactorily.     

 
Students that exited without written notification or were terminated for Code of Conduct/Security violations are 
not permitted to enroll in any program or class at the Maplewood Career Center Adult Education 
Programs/Courses. 
  
 

Tardiness, Leaving Class Early, Cutting Classes  

 
Tardiness is an attendance problem and will be handled as follows: 
 
 A student reporting 10 minutes or more late after the start time of the scheduled class will be  
 considered tardy.  Three (3) tardies will be counted as one unexcused absence. 
 
 
Cutting Classes is an attendance problem and will be handled as follows: 
 
 A student found to be cutting class will receive an unexcused absence.   
 
 
Leaving Class Early is an attendance problem and will be handled as follows: 
 
 A student who leaves class 10 minutes or more early will have the time subtracted from the  
 scheduled class time.  This time will be added up at every two (2) week review of attendance  
 and the time must be made up within two (2) weeks in order to satisfactorily complete the course. 
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Probation based on Unsatisfactory Attendance including Tardiness, Cutting Classes and Leaving Early 

 
Before the career development programs reach the halfway mark, the Administration will review the students’ 
year-to-date attendance rates. When the attendance is checked, all students who have not received credit for 
90% of the scheduled class hours via their class attendance, or by completion of excused make-up hours, will be 
placed on probation for a period of two (2) weeks. These students will be given a formal probation notice which 
includes the date by which they must raise their year-to-date rate of attendance to 90% to be in compliance with 
the school’s Satisfactory Academic Progress policy.   
  

Make-up Policy 

 

If a Maplewood Adult Education instructor is absent from a class, the lesson or class will be made up. 
Instructors are not required to make up lessons or classes missed by students. Maplewood will not transfer a 
student to the next time the course is held or for a single day of the class they missed free of charge. If 
Maplewood Adult Education is forced to change a start date and the student is unable to attend, then the student 
would be eligible for a full refund (see Refunds for Cancelled Classes, page 14). 
 
Veteran’s Make-up Policy 

 

If a Veteran is taking a course, which is covered under VA Financing, and has missed a class, they will have the 
opportunity to arrange with the instructor to complete the missed assignments, homework, quiz or test.  This 
make-up work shall be completed within two (2) days after the absence has been discussed with the instructor 
and information on the missed assignment has been received. If a quiz or test needs to be made up, this time can 
be arranged with the Secretary of Adult Education Office.  If a lab assignment is missed, the Veteran will 
arrange lab time with the instructor and will have to pay for the extra lab time on their own. (See Make-up 
Hours Fee on page 15-16.) 
  

Children 

 

Maplewood Career Center Adult Education does not have facilities available to care for children while the 
student attends class.  Students are to make arrangements for the care of child/children.  Children brought to 
class will have to be taken home, and the student will be counted absent. 
 
  

STUDENT RECORDS 
 

During the time a student attends the career center, student records are maintained.  Grades, attendance, and 
other pertinent information will be added as needed. Student records will only be accessible to students at 
Maplewood Career Center for two years after completion of the course. 
  

In accordance with Section 438 of Public Law 93-380, known as the "Family Educational Rights and Privacy 
Act of 1984," adult students have the right to inspect and review all official school records directly related to 
themselves and must, with certain exceptions that include district use for positive marketing strategies, give 
written consent if any information is released by the school. 
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STUDENT GRADING SYSTEM 
 

Instructors at Maplewood Career Center Adult Education use the following table to evaluate student 
achievement: 
  

Grade – Performance Standard Grading Scale 

A (100 – 90%) – Outstanding Performance: Recommendations without reservation for nearly any 
employment situation.  Superior in all aspects of the program.  Unusual ability.  Exceptionally 
impressive.  Prediction of being in the upper ten percent of leaders within his/her trade.  Student will 
be recommended without reservation for employment. 

B (89 – 80%) – Good Performance: Recommendation with some minor reservations.  Will need some 
supervisory assistance.  Impressive.  Prediction of being in the upper fifty % and below 10% of the 
leaders in his/her trade.  Student will be recommended for apprentice program. 

C (79 – 70%) – Acceptable Performance: Recommendation with major reservations.  Possesses about as 
many strengths as weaknesses.  Will need supervisory assistance.  Presently, cannot predict excellent 
or good success.  Neither conspicuously impressive nor unimpressive.  Prediction of being above the 
lower 10% and below the upper 50% of the leaders in his/her trade. 

D (69 – 60%) – Limitations in Performance: Recommended with hesitance.  Some major weaknesses. 
More weaknesses than strengths.  Definite weaknesses in planning and in securing good results.  
Close supervision will be necessary. Not a complete failure.  Unimpressive. Prediction of being in 
the lower 10% of the leaders in his/her trade. 

F (59 – 0%) – Not Recommended: Definitely unimpressive. Little, if any, responses to supervision.  
Prediction of the job failure.  Individual should be guided into other training opportunities. 

W – Withdrawal 

I – Incomplete: Incomplete work must be completed within 2 weeks of receiving the mark.  All 
Incomplete work will become an “F” unless a medical report from the doctor is acquired within one 
month. 

 
 

SATISFACTORY ACADEMIC PROGRESS (SAP) 
 

The Satisfactory Academic Progress (SAP) policy is an incentive for all students to achieve attendance and 
Grade Point Average (GPA) goals throughout the class, ensuring that they learn marketable skills and work 
habits before graduating.  
  

SAP Guidelines 

 
These Attendance and GPA guidelines apply to all full-time students enrolled in Maplewood Career Center 
programs that last at least 60 hours. For more information, see the handbook sections on Attendance and the 
Student Grading System. 
  

1. Each student must maintain at least a C average (2.0 GPA). 
2. Each student must be credited with at least a 90% attendance rate, either through attending scheduled 

class hours or through Instructor-approved make-up of excused time out of class. 
 

Probation based on Unsatisfactory Academic Progress 

  

A student who does not achieve a C, or a 2.0 Grade Point Average for one, two (2) week grading period the 
student will be placed on academic probation for the following two (2) week grading period. To regain 
Satisfactory Academic Progress status, students on probation must raise their year-to-date GPA to 2.0 by the 
end of the two (2) week probationary grading period, or will be withdrawn from the program without refund 
unless documentable extenuating circumstances. 
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For example, if a student receives has a 1.0 GPA when grades are checked the student will be placed on probation for 
two (2) weeks. To be removed from probationary status, the student must raise the GPA to 2.0 by the date two (2) 
weeks from the date probation commences, and placed on written notice.  If 2.0 GPA is not achieved, the student will 
be withdrawn.   

 
Behavior/Conduct Code 
 

In addition, Satisfactory Academic Progress guidelines require that students behave appropriately in class. A 
student’s behavior is inappropriate if it disrupts the learning environment, the instructor, or other students or 
staff members. The school treats students who exhibit such behavior the same as it does students who have 
failed to meet SAP Attendance or GPA guidelines. 
  

Please note that severely inappropriate behavior is grounds for Involuntary Withdrawal from a program. 
Maplewood Career Center’s Program Instructor, Adult Education Director, and Superintendent will determine 
when student behavior warrants Involuntary Withdrawal. 
 
 

SCHOLASTIC DISHONESTY 
 

Scholastic dishonesty includes, but is not limited to cheating on an assignment/test/quiz, plagiarism, collusion, 
copying another student’s work, collaborating with another student on school work or a test without permission. 
In addition, knowingly using, buying, selling, stealing, transporting, soliciting a whole or part of the contents of 
an administered test, substitution of another student’s work for one’s own, securing copies of a test or answers 
in advance of a test. Students displaying scholastic dishonesty will be given a “zero” on the test, quiz, project, 
assignment, and will be issued additional consequences. 
 
Students who cheat on homework or tests that contribute to their grades are subject to disciplinary action up to 
and including Involuntary Withdrawal from the class. 
 

GRADUATION REQUIREMENTS 

The requirements for career development and certificate programs are: 
1. Student must earn a 2.0 GPA (C) for the class (some Career Development classes have stricter GPA 

Graduation Requirements which will be explained by the instructor). 
2. Student must attend at least 90% of the scheduled classes to earn a Maplewood Career Center Adult 

Education Certificate of Completion.  
3. Complete the Student Exit Survey 
4. Students must not have an outstanding obligation to the school. 

 
 

CERTIFICATE OF COMPLETION 
 

If the student successfully completes their Career Development courses, they will receive a Certificate of 
Completion along with any certificates they have earned while taking the individual course.    
 

Center Operations & Policies 
 
 

COUNSELING & PLACEMENT ASSISTANCE 
 

At present, Maplewood Adult Education does not have career placement assistance available for students, 
however, as employers contact us we will post jobs on the Adult Education Website. Please Contact the Aspire 
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Office at (330) 296-2892 ext. 551017 for more information on counseling assistance. Refer to Community 
Services on page 67. 
 

TRANSPORTATION, MOTOR VEHICLES, AND PARKING 
 

Transportation is the student's responsibility. Students driving to school must obey all regulations as set forth by 
the school. See page 9 for School and Parking Map. 
 

1. The posted speed limit is 10 mph. Students are responsible for operating their vehicles with control at all 
times. 

2. Upon arriving at Maplewood, students are to go into the building; there is no loitering in the parking lot. 
Vehicles are to be parked vertically, taking only one parking space. Students are not permitted to park in 
the grass. 

3. Parking for students is available for students at the South Parking Lot outside of Entrance A and at the 
North Parking Lot outside of the E and F Entrances. Entrance A, E, and F are all open for students and 
the public to enter and exit the building. 

4. Parking outside of entrance J is reserved for Administrative staff and Board of Education Members only. 
5. Parking adjacent to the Administrative Parking is reserved for instructors only. 
6. Handicapped parking is available at the North and South Parking Lots. 
7. Students are prohibited from riding in truck beds. 
8. Smoking is prohibited on school grounds. This includes smoking in vehicles. 
9. Maplewood does not accept responsibility for theft or damage to vehicles and/or contents. 
10. Vehicles may be inspected should reasonable suspicion dictate its necessity. Maplewood reserves the 

right to revoke driving privileges for violations of the driving policy or Involuntary Withdrawal of the 
student. 

 

 

 

EXTERNSHIPS & CLINICALS 
 

All students participating in externships or clinicals away from the school must provide their own transportation 
unless otherwise specified.  These activities are considered part of your classroom hours and attendance is 
required.  All rules that apply in class are in effect in addition to the rules and regulations of the facility at which 
the externship or clinical is held. 
 

DRESS CODE 
 

Students are to dress as if they were employed in the area in which they are studying.  Uniforms are required in 
some cases.  Shorts, hats, ball caps, tank tops, or other clothes that are inappropriate for the workplace are not 
permitted in the classroom.  

Required Program Dress 
 

Many programs have specific dress requirements.  Students are expected to follow the dress guidelines of their 
program. 

Protective Clothing/Shoes 
 

Some programs will require some form of protective clothing.  You will be required to purchase, rent, or furnish 
your own protective clothes, depending upon the course.  Instructors will provide more specific information on 
this matter and information regarding protective clothing, tools and supplies will be posted on the website.  
Work shoes, boots, or sport shoes with black soles that mark the floor in related classrooms, academic 
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classrooms, cafeterias, multi-purpose rooms, or other areas are not to be worn outside of shop, lab, or project 
areas. 
 

TELEPHONE CALLS 
 

A pay telephones is located in the main lobby.  The use of these phones is limited to break time.  Office phones 
are for the use of school personnel in carrying out the business of the school.  Please, do not ask to use school 
phones, as it will not be permitted.  Students will not be called to the phone during the school hours except for 
emergency situations. The caller must identify the student's name, the instructor's name, and the course title in 
order to reach the student quickly in the event of emergency.  Students are asked to request that friends and 
relatives NOT call during school hours. 

 

ELECTRONIC COMMUNICATION DEVICES 
 

Electronic communication devices can be a disruption to the educational process.  Please silence any cell phone 
or electronic device that is necessary for the student to carry - there is a zero tolerance policy for these devices 
in class/lab. Cell phones or music players can only be used during breaks. If there is an emergency, please step 
into the hallway, away from any classes in session, and return to class promptly.  
 

UNAUTHORIZED AREA 
 

A student shall not be in any hallway, classroom, laboratory, restroom, or other area that he/she is not duly 
assigned without authorization. 
 

BREAKS 
 

The cafeteria is the only area where food may be consumed.  No food is to be removed from the cafeteria by 
students.  During the break period, students are to remain in the cafeteria or other designated areas. Snack 
machines and pop machines are located in the cafeteria  
 
If the cafeteria is occupied by an outside group, the staff lounge located in the 400 hallway will be available. 
The staff lounge has a snack machine and pop machine as well as tables and chairs. 
 
Be considerate of others by disposing of waste paper and leftovers properly. 
 

SMOKING & TOBACCO PRODUCTS 
 

Maplewood Career Center provides a smoke-free work/learning environment. Smoking is not permitted on 
school property. 
 

DRUG-FREE SCHOOL & COMMUNITY PROGRAM 
 

A student shall not possess, use, distribute, transmit, sell, or conceal paraphernalia used to administer narcotics, 
inhalants, toxins, or drugs; nor shall a student possess, use, transmit, sell, conceal, smell of, or be under the 
influence of narcotics, inhalants, toxins, drugs, or alcohol, or any look-a-like or counterfeit drugs, tobacco, or 
alcohol while under the jurisdiction of the school. The student will be withdrawn from the program and law 
enforcement will be contacted. 
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CENTER CLOSING DUE TO WEATHER 

From time to time, Maplewood Career Center and Maplewood Adult Education will close due to a disease 
epidemic, hazardous weather, damage to a building, or utility failures. When Maplewood Career Center High 
School closes, Maplewood Adult Education evening classes may not be canceled. If an event has been 
scheduled and MCC Adult Education is open but the weather is questionable, please contact your event 
coordinator to check on the status of that event. An announcement about the closings will be on local television 
and radio stations. (Please DO NOT call the school.) The school closing will read: Maplewood Career Center 

No Evening Classes or Maplewood Career Center PM classes canceled 

 

Information regarding the closing of Maplewood will be done through notification of the local radio and 
television stations. 

WJMP  1520 AM 

WAKR  1590 AM 

WONE  97.5 FM  Channel 3 WKYC – TV (NBC) 

WQXK  100.1 FM  News Channel 5 

WMMS  100.7 FM  WJX Fox 8 

WQMX  94.9 FM 

WNIR  100.1 FM 

 

Caution: Listen carefully to school closings. You may hear “Maplewood High School” which is in 

Trumbull County. 
 

SAFETY & LIABILITY 
 

Maplewood will adhere to the industrial safety standards set up by the Federal Occupational Safety and Health 
Act and all appropriate laws established by the State of Ohio and local regulations. A student will be removed 
from lab if he/she does not adhere to the safety standards. Students will be required to wear the appropriate 
clothing and protection devices (safety glasses, gloves, hard hats, ear plugs, etc.), and will conduct themselves 
in a safe and appropriate manner in accordance with lab and equipment specifications. Instructors will give 
specific information as it relates to the individual Career and Technical program. “Horseplay is prohibited at all 
times. Safety infractions will be addressed. Cell phones are not permitted to be used in the lab. 
 
NOTE: Prescription safety glasses must meet industrial standards for polycarbonate unbreakable lenses or 
students must wear protective goggles over prescription glasses. Radios/iPod/Cell Phones are prohibited due to 
safety concerns. 

 

LAB/CLASSROOM CLEANLINESS 
 

All students are responsible for cleanliness in the lab and classroom.  Instructors will designate the clean-up 
procedures, and all students are required to participate in clean-up activities. Please remember Maplewood 
Career Center is shared by the high school staff and students, the Adult Education staff and students, as well as 
the surrounding community. It is appreciated by all if everyone is respectful of the building and its grounds. 
 

 

HEALTH SERVICES 
 

We do not maintain a health care center.  Students who are ill should stay at home or return home if he or she 
becomes ill at Maplewood Career Center.  The instructor and the Adult Education Office must be notified of all 
school-related injuries. Refer to Community Services, page 32. 
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Transporting ill or injured students 

Non-Emergency Situations: 

If a student becomes ill or receives a minor injury at school and needs to be taken home or to a medical facility, 
the responsibility will be assumed by the student. Adult Education will attempt to contact another individual, 
family or friend, to drive the student home if necessary. 

Emergency Situations: 

When a student requires an ambulance and/or emergency treatment, emergency medical services will be called. 
In all cases, the decision to transport will be cooperatively made between the Adult Education Director and the 
EMS team. The cost for such transportation will be the responsibility of the student. 

Control of casual contact communicable diseases 
 

Because a school has a high concentration of people, it is necessary to take specific measures when the health or 
safety of the group is at risk. The school’s professional staff may remove or isolate a student who has been ill or 
has been exposed to a communicable disease or highly-transient pest, such as lice. 
Specific communicable diseases include: diphtheria, scarlet fever, strep infections, whooping cough, mumps, 
measles, rubella, and other conditions indicated by the local and state health departments.  

Control of non-casual contact communicable diseases 
 

Maplewood Career Center has an obligation to protect staff and students from non-casual contact, 
communicable diseases. When a non-casual contact communicable disease is suspected, the student’s health 
will be reviewed by a panel of resource people, including the county health department. The school will protect 
the privacy of the persons affected and those in contact with the affected person. Students and staff will be 
permitted to remain in school unless there is definitive evidence to warrant exclusion. 
 
Non-casual contact communicable diseases include sexually transmitted diseases, AIDS, ARC-AIDS Related 
Complex, HIV, Hepatitis B, and other diseases that may be specified by the state board of health. 
 
As required by Federal law, students will be requested to have their blood checked for HIV and HBV when the 
student bleeds at school and other students or staff members are exposed to the blood. Any testing is subject to 
laws protecting confidentiality. 

Control of blood-borne pathogens 
 

Maplewood Career Center seeks to provide a safe educational environment for students and take appropriate 
measures to protect those students who may be exposed to blood-borne pathogens in the school environment 
and/or during their participation in school-related activities. While the risks of students being exposed to blood-
borne pathogens may be low, students must assume that all body fluids are potentially infectious and must take 
precaution to follow universal procedures in order to reduce such risks and minimize and/or prevent the 
potential for accidental infection. 
 
Students may be exposed to blood-borne pathogens in situations, including, but not limited to the following: 

• Engaging in activities with other students in the school environment where physical injuries or other 
actions that can cause bleeding or exposure to saliva and other body fluids may occur. 

• Working with equipment in the school environment that can cause cuts or similar injuries that produce 
bleeding. 

 

Whenever a student has contact with blood or other potentially infectious material he/she must immediately 
notify his/her teacher, who will contact the appropriate person to assist the students in completing the requisite 
documents. 
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The student who is exposed will be contacted immediately regarding the exposure and encouraged to have the 
student’s blood tested for Hepatitis B and HIV by his/her physician. The student is encouraged to consult with 
the student’s physician concerning any necessary post-exposure treatment. 
 

DISCIPLINARY PROBATION & DISMISSAL 

Students may be subject to disciplinary dismissal for conduct disruptive to the educational process or 
destruction of school property.  Classes must operate in accordance with rules and regulations as set forth by the 
school administration and Board of Education.  A student may be dismissed for poor attitude, lack of progress 
or interest, misconduct, not following directions from instructors, or excessive absences.  Insubordination is 
grounds for dismissal. 
  

Students whose progress is unsatisfactory will be notified in writing and placed on disciplinary probation for a 
time determined by the instructor and the Adult Workforce Development Director not to exceed 30 days.  
Students who do not show improvement during the probation period will be dismissed. 
 
 

DUE PROCESS 
 

All students are subject to the same rules and procedures.  Due process may include notification of charges, 
conference with administration to discuss incident with opportunity for student explanation, decision on the 
facts, and an appeals process described below: 
 
Students, who believe that their rights have been violated on the basis of sex, physical handicap, or for any other 
reason through the action taken by school authorities, shall have the right to appeal.  The student shall make the 
appeal.  Maplewood Career Center’s district policy is for the appeal process to begin with the level of authority 
directly over the area/person that the alleged violation occurred.  In most cases, the appeal steps are as follows:  
1) meeting with director; 2) meeting with superintendent; and 3) court hearing. 
 

COMPLAINTS 

Students who have complaints or concerns about their program, instructor(s), and/or administration should take 
the following steps: 
 

1. Discuss the concern with the instructor. 
2. Fill out a Grievance Form completely, stating your case in full, and return to the Main Office. 
3. Grievance Forms will then be reviewed by the Adult Education Director 
4. Necessary follow up action will be taken at the Director’s discretion. 

 
 

TITLE IX AND SECTION 504 GRIEVANCE PROCEDURE 

Alleged Discrimination and Harassment Grievance Procedure 

Preamble 
 

Any student who believes that Maplewood Career Center or any school official has inadequately applied the 
principles and/or regulations of Title VI of the Civil Rights Act of 1964, (race, color, natural origin,) Title IX of 
the Education Amendment Act of 1972 (gender), Section 504 of the Rehabilitation Act of 1973 (disability) or 
the Age Discrimination Act of 1975, as amended, 20, U.S.C. etc. Seq., which prohibits discrimination on the 
basis of age in educational programs receiving financial assistance, may file a complaint, which shall be 
referred to as a formal discrimination/harassment complaint.  This is in accordance with the U.S. Department of 
Education and the Ohio Department of Education, Office for Civil Rights (OCR) guidelines. 
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It is recommended that the grievant attempt to resolve the alleged discrimination or harassment complaint 
informally at the Director/Instructor level within five (5) days of the date the incident occurred.  However, if the 
alleged discrimination/harassment complaint cannot be resolved informally, the following procedure shall be 
followed: 
 
Students can also file complaints directly with the Certification Board for their individual programs if a 

Certification Board is assigned for that individual program.  (Example:  The Ohio State Board of Cosmetology 

for the Cosmetology Program.) 

Procedure 

Step 1 
An alleged formal discrimination/harassment complaint shall be made to the Director or Instructor within ten 
(10) working days of the date the incident occurred.  A formal conference will be arranged to discuss the 
alleged discrimination/harassment and determine a reasonable solution.  Nevertheless, a copy of the 
discrimination/harassment complaint must be forwarded to the District's Title IX/504 Coordinator. 

  
a.  The written complaint will include the date, time, a description of the incident, and the name of the 

person or persons involved. 
b.  Within three (3) working days of the written complaint, the Director will request a meeting with the 

person or persons allegedly involved in the discrimination/harassment of the complainant to 
inform them about the filing of the complaint.  The person against whom the 
discrimination/harassment complaint has been filed will have seven (7) working days to submit a 
written response to the complaint. 

c.  Upon receipt of the response, the Director will review the reports, conduct any further inquiry as 
necessary, and issue a written decision to all parties involved within ten (10) working days. 

Step 2 
If the issue is not resolved at Step 1, the decision may be appealed to the Title IX or 504 Coordinator, within 
five (5) working days. A conference/investigation will be held with involved personnel in the alleged act of 
discrimination/harassment. (Both of these titles include Title VI.)  

 

504 Coordinator for Adult Students Title IX Coordinator 

Adult Education Director Supervisor of Business Affairs 
7075 State Route 88 7075 State Route 88 
Ravenna, OH  44266 Ravenna, OH  44266 
(330) 296-2892 (330) 296-2892 

Step 3 

If the issue is not resolved at Step 2, the decision may be appealed in writing to the District's Superintendent 
within five (5) working days. 
  

a.The request will contain a concise statement of the incident that resulted in the    complaint. 
b.The Superintendent will schedule a hearing within five (5) working days after receiving the 

written request. 
c.After the hearing has taken place, the Superintendent will schedule a hearing within five (5) 

working days.  A copy of the decision will be sent to all parties involved including the 
District's Title IX/504 Coordinator. 
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Step 4 
If the issue is not resolved in Step 3, the decision may be appealed in writing to the District's Board of 
Education within ten (10) working days. 

  
a.The appeal will be placed on the agenda for the next regular meeting of the Board.  The appeal 

may be heard in either open or closed session at the request of the employee. 
b.The employee submitting the appeal shall be entitled to representation if desired.  Such action 

shall be based upon information presented orally and in writing by the appellant and any other 
information provided by the Director, the District's Title IX/504 Coordinator, and/or 
Superintendent. 

c.Copies of the final disposition shall be sent to the employee who submitted the appeal, the 
Superintendent, Director, and the District's Title IX/504 Coordinator. 

 
Step 5 

If the alleged issue is not resolved at Step 4, the decision, at any time during the process may be forwarded to 
the Office for Civil Rights.  Parent(s) or guardian(s) do not have to be present at the informal complaint meeting 
with the Director/Supervisor.  However, the parent(s) or guardian(s) must be present at all levels of the formal 
alleged discrimination process for youth under the age of 18 years. 

  
 Office for Civil Rights 
 Bank One Center 
 600 Superior Avenue, East Suite 750 
 Cleveland OH  44114-2611 
 614/522-4970 
 

 

Notice to Students: Contact information for the individual Certification Boards will be on file with the Adult 

Education Office and in the individual Program Student Handbooks.  

CRIME AWARENESS & CAMPUS SECURITY INFORMATION 
  

ALL PHONES AT MAPLEWOOD CAREER CENTER HAVE ACCESS TO 911 

Video Surveillance 
Maplewood has installed cameras and video equipment to monitor some sections of the building and grounds. 
The purpose of this equipment is to assist in meeting the curricular needs of Criminal Justice and in providing a 
safe and secure environment for its students, staff, and general public. Students, parents, and members of the 
general public will not be permitted to view video surveillance tapes unless Maplewood Career Center is 
required by law (court order, subpoena) to provide surveillance tape. In order to be both proactive and 
preventive, the following guidelines are for the implementation and use of the equipment. 

General Guidelines: 

1. The monitoring devices are the property and the responsibility of the school. 
2. Cameras and recording devices will be used on a 24-hour basis throughout the year. 

Use of Tapes/Files: 

1. The school reserves the right to use tapes/files in disciplinary occurrences. Tapes/files may be used as 
part of the disciplinary investigation to show rule violations to hearing officers, police and court 
authorities. When properly identified, these tapes/files may be stored in the school safe for future 
reference. 
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2. Administrators who use tapes as part of the due process hearing procedure will complete a form 
indicating the use of a specific tape. The information on this form will include date, time, and reason for 
the use of the tapes. 

3. While Criminal Justice students monitor the camera transmission, authorized staff and selected students 
will observe tapes. 

4. When school authorities observe any behavior that may be in violation of the law by any person, the 
school may contact local authorities to determine if the incident is sufficient to warrant criminal charges. 

5. Outside agencies may request viewing of a tape/file to assist them in their investigative responsibilities. 

 

SEARCH AND SEIZURE 
 

Students possess the right of privacy of person as well as freedom from unreasonable search and seizure of 
property.  The individual right, however, is balanced by the school's responsibility to protect the health, safety, 
and welfare of all its students.   
 
Although school authorities will respect the rights of students in their locker and property, it should be made 
clear to all that lockers are the property of the school.  Students shall not use the locker or property for illegal 
purposes or for storing illegal materials or contraband; to interfere with school discipline or the normal 
operation of the school; to endanger the health and safety of other persons.  Trained dogs may be used to alert 
authorities of illegal contraband.  If reasonable suspicion exists, a general search of school lockers and student 
property may be conducted to repossess school property and personal property of others.  Items that may be 
used to disrupt or interfere with the educational process may be removed from the student’s possession.  
Whenever possible, the administration will advise students in advance of the search; however, search of lockers 
may be conducted without prior student notification. 
  

The school maintains the legal control of the student parking lot and grounds.  Trained dogs may be used to 
alert authorities of illegal contraband.  The administration reserves the right to, upon reasonable suspicion, 
inspect and search any motor vehicle.  Prohibited material may be confiscated.  Students are responsible for the 
contents in their vehicles. 
  

Search and seizure by law enforcement officers may be made on presentation of a search warrant describing the 
item(s) to be seized.  The school is not responsible for damage to personal property including vehicles. 
  

School officials can and will access student personal drive on school computers (read only) to monitor 
inappropriate use of school provided technology and/or student assignments. 
  

Periodically, throughout the year, general safety programs and fire drills are conducted to keep students and 
staff on the alert in the event of an emergency. 
  

If the need should arise, a counselor is available to speak with victims on an individual basis. 
 

VANDALISM 
 
  

Vandalism is any unauthorized attempt to harm, modify, or destroy data of another user, the electronic network, 
or any district computer system.  This includes, but is not limited to, the uploading or creation of computer 
viruses.  Vandalism is strictly prohibited. 
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SAFETY VIOLATIONS/HAZARDOUS BEHAVIOR 
 

A student shall not violate safety regulations and procedures on the school grounds, or school property, nor at 
any school event, activity, or function off school grounds. A student shall not behave in a way that such 
behavior presents a hazard to students, staff, and visitors to the career center. 
  

This includes shop/laboratory rules, classroom rules, board of education policy, and administrative regulations 
and procedures.  It also includes driving regulations on or about school property and grounds.  Laser pointers 
are strictly prohibited.  Being in possessions of ammunition/shells or other items that pose a potential danger to 
students or staff is prohibited. 
 

USE OF AN OBJECT AS A WEAPON 
 

Any object that is used to threaten, harm, or harass another may be considered a weapon. This includes, but is not 
limited to, padlocks, pens, pencils, laser pointers, and jewelry. 
 

ENDANGERING/INCITING PANIC 
 

A student shall not intentionally endanger, or threaten to endanger persons or property at school or at school-
related activities, including, but not limited to, the following behaviors:  setting fires, initiating false alarms, 
making bomb threats, making or placing explosive devices of any kind, or initiating any action which is likely 
to cause psychological or physical harm to persons or damage to property.  Students found to have made a 
bomb threat to a school building, or to any premises at which a school activity is occurring at the time of the 
threat, will be dismissed, and charges will be filed with law enforcement.  Likewise, a student shall not be an 
accomplice to behaviors that endanger persons or property. 
 

ASSAULT – VERBAL OR PHYSICAL ABUSE 
 

A student shall not cause, attempt to cause, threaten to cause, or behave in such a way that could cause physical 
and/or mental injury to an employee of Maplewood Career Center, Board of Education member, authorized 
visitor, or other students.  This includes acts performed on or off school grounds at any school activity, function, 
or event.  Should such assault occur: 

a. The employee has the right to defend himself/herself and/or obtain assistance. 
b. The director or designee shall be immediately notified. 
c. The student shall be immediately suspended (following proper board policy procedures) and a request 

for dismissal made to the Superintendent. 
d. Law Enforcement will be contacted 

 

CRIME CONTROL ACT OF 1990 

The Crime Control Act of 1990 has created Gun-Free and Drug-Free School Zones.  It is now a Federal offense 
to possess guns or drugs on the grounds or within 1,000 feet of any public, private, or parochial school.  
Penalties are imprisonment of up to five years, fine of up to $250,000, or both. 
  

 

Harassment and/or Bullying (including Cyberbullying) 

 

No student will harass, intimidate, and/or bully another. School personnel are required to report any harassment 
or bullying to the Adult Education Director. 
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Conduct constituting harassment may take different forms, including but not limited to the following 
inappropriate behaviors continued on the next page. 
 

INAPPROPRIATE BEHAVIORS: 

 

Sexual Harassment: 

A. Verbal: The making of written or verbal innuendoes, suggestive comments, jokes of a sexual nature, 
sexual propositions, or threats to or by a fellow student, staff member, or other persons associated with 
the district, or by third parties. 

B. Non-Verbal: Causing the placement of sexually suggestive objects, pictures, or graphic commentaries 
in the school environment, or the making of sexually suggestive or insulting gestures, sounds, leering, 
whistling, and the like to or by a fellow student, staff member, or other persons associated with the 
district, or by third parties. 

C. Physical Contact: Threatening or causing unwanted touching, contact, or attempts at same, including 
patting, pinching, brushing the body, or coerced sexual activity to or by a fellow student, staff member, 
or other person associated with the district, or by third parties. 
 

Race, Color, National Origin, and Disability Harassment: 

A. Verbal: Written or verbal innuendoes, slurs, comments, jokes, insults, threats, or disparaging remarks 
concerning a person’s race, color, national origin, sex/gender, disability, religious beliefs, etc., to or by a 
fellow student, staff member, or other persons associated with the district, or by third parties. 

B. Non-Verbal: Placing objects, pictures, or graphic commentaries in the school environment or making 
insulting or threatening gestures to or by a fellow student, staff member, or persons associated with the 
district, or by third parties. 

C. Physical: Any intimidating or disparaging action such as hitting, hissing, cussing, spitting, hazing, and 
bullying to or by a fellow student, staff member, or other persons associated with the district, or by third 
parties. 

 
Any student who believes that he/she is the victim of any of the above actions or has observed such actions 
taken by another student, staff member, or other persons associated with the district, or by third parties should 
promptly take the following steps: 

A. If the alleged harasser is a student, staff member, third party, or another person associated with the 
district, other than the Adult Education Director, the affected students should, as soon as possible after 
the incident, contact the Adult Education Director. 

B. If the alleged harasser is the Adult Education Director, the affected student should, as soon as possible 
after the incident, contact the district’s Compliance Officer, Mr. Russell McKenzie, in the Main Office. 

C. The student may make contact either by a written report, by telephone, or personal visit. During the 
contact, the reporting student should provide the name of the person(s) who he/she believes to be 
responsible for the harassment and the nature of the harassing incident(s). 

  

OR 

 

The student may file a complaint with the U.S. Department of Education. Complaints may be sent to: U.S. 
Department of Education, Team Leader, and Office for Civil Rights, 600 Superior Avenue East, Suite 750 Bank 
One Center, Cleveland, Ohio 44104-2611. 
 
Each report received by the district’s Compliance Officer shall be investigated in a timely and confidential 
manner. While a charge is under investigation, no information is to be released to anyone who is not involved 
with the investigation, except as required by law or is in the contact of a legal administrative proceeding. No 
one involved is to discuss the subject outside of the investigation. The purpose of this provision is to: 
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A. protect the confidentially of the student who files a complaint; 
B. encourage the reporting of any incident of sexual, racial, or other forms of harassment; 
C. Protect the reputation of any party wrongfully charged with harassment. 

 
Investigation of a complaint will normally include conferring with the parties involved (if under 18 years of age, 
may include parents), and any named or apparent witnesses. All students and others involved are to be protected 
from coercion, intimidation, retaliation, or discrimination for filing a complaint or assisting in an investigation. 
Parents and/or guardians of the student (if under 18 years of age) who is the victim of harassment will be 
notified upon the filing of a report. 
 
Maplewood recognizes that determining whether a particular action or incident is harassment, or conversely is a 
reflection of an action without a discriminatory or intimidating intent or effect, must be based on all of the facts 
in the matter. Given the nature of harassing behavior, the district recognizes that false accusations can have 
serious effects on innocent individuals. Therefore, all students are expected to act responsibly, honestly, and 
with the utmost candor whenever they present harassment allegations or charges against school employees, 
other students, or third parties. 
  

Performing any act or coercing another, including the victim, to perform any act of initiation into any class, 
team, or organization that causes or creates a substantial risk of causing mental or physical harm will not be 
tolerated. Permission, consent, or assumption of risk by an individual subjected to hazing shall not lessen the 
prohibitions contained in this rule. 
  

All incidents of hazing must be reported immediately to any of the following individuals: the building director 
or other administrator, teacher or superintendent. Students who engage in hazing may also be liable for civil and 
criminal penalties. Discipline for harassment may include a student conference, a parent and student conference 
or dismissal from the program. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



33 
 

 
 

 

EXHIBIT A 

 

DENTAL ASSISTING 

CURRICULUM  

BREAKDOWN 

AND 

FLOOR PLAN    

 

 
Dental Assisting Program Description: 

 

The program will be taught by lead instructor Pamela Stoltz. Mrs. Stoltz holds a Certification in 
Dental Assisting and Dental Assistant Radiographer with over 35 years’ experience.  She is a 
graduate of Western Reserve University School of Dentistry with a degree in Expanded 
Function Dental Auxiliary.  Pamela holds an Ohio State Department of Education Teaching 
License for Career and Technical Education (4-12) Dental Assisting. 
 

Learn the skills necessary to become a dentist’s second pair of hands during procedures and 
prepare for immediate employment or further education. 
 
Equipment:  4 computers with printer, 3 operative labs, study models, impression trays, x-ray 
equipment, miscellaneous items used in dental offices and for dental procedures. 
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Classroom Lab  Theory Hrs. Lab Hrs. Time Frame 

-Explore Dental Profession and career pathways in                
Dentistry.  
-Discuss ethics and jurisprudence  
-Identify basic dental terminology, including names of 
teeth 
-Lab-identify dental equipment  

• Worksheets 

• Term packet 

• Term practice 
quiz 
 

2 hours 1 hour Day 1 

-Identify acceptable symbols, abbreviations, and 
acronyms 
-Explain surfaces of teeth and numbering systems 
-Explore Infection control numbering systems 
-Explore infection control including 
sterilization/disinfection techniques 
-Lab-PPE, chairs use  

• Prefixes/Suffixes 
packet 

• Handouts Charts 

• Infection Control 
Handouts 

• PPE 

2 hours 1 hour Day 2  
 

-Identify bones, landmarks of the cranium and face, 
including salivary glands 
-Charting  
-Chairside video 
-Lab-practice chairside instrument transferring 

• Anatomy 
handouts 

• Basic 
instruments 

• Charting  

2 hours 1 hour Day 3 

-Identify muscles, palate and mandible  
-Continue dental charting 

• Anatomy 
handouts 

2 hours 1 hour Day 4 

-Identify parts of TMJ and how it functions, Muscles, 
Glands 
-Dental Charting 
-Endodontics 
-Practice chairside to practice instrument transfer 

• TMJ-Muscles-
Glands 

• Endodontic 
Instruments 

• Instruments for 
transferring 

2 hours 1 hour Day 5 

-Endodontic diagnosis and treatment, materials used 
-Components of the x-ray machine 
-Continue working chairside Practice POH 

• Instruments and 
materials 

• Components 

2 hours 1 hour Day 6 

-Continue endodontic treatment 
-Take terminology quiz 
-Review anatomy and charting 
-Work chairside- Practice POH 

• Term Quiz 

• Tooth Brushing 

• Charting 

2 hours 1 hour Day 7 

-Continue endo review, anatomy review 
-Charting symbols 
-Dental Dam  

• Dam Handout 

• Symbol 
Handouts 

2 hours 1 hour Day 8 

-Continue endo, anatomy, endo review 
-Charting 
-Radiology-Radiation Production and Error 

• X-Ray Errors 2 hours 1 hour Day 9 

-Review prosthodontic quiz, Radiology review Packet, 
review for all anatomy quizzes, practice mounting 

• Radiology Pk. 

• Prosthodontic 
Review 

3 hours 0 Day 10 

- Tooth Morphology Quiz, review Prosthodontics 
  Review Radiology Packet 

• Tooth Quiz 2 hours 1 hour Day 11 

-X-ray errors, review for next anatomy quiz, continue 
review endodontic and prosthodontics , 
 Continue mounting x-rays. 

• Radiology 
Packet 

• x-ray errors 

2 hours 1 hour Day 12 

Maplewood Career Center  

Dental Assisting 

150 Hrs. 
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-Part two anatomy quiz (skull, man, matching terms)   
-Complete radiology module from packet 
-Review endodontics and prosthodontics use review 
quiz 
-Look at x-ray errors on films 

• Quiz 

• Review  quiz 

• Films 

2 hours 1 hour Day 13 

- Review last anatomy quiz, prosthodontics, 
endodontics 
 - Radiology module from packet 
-Review charting 
-Film to place in students mouth 
-Review films-errors and identification of items on 
films 

• Chart 

• Films 

2 hours 1 hour Day 14 

-Last anatomy quiz-TMJ, glands, muscles, palate 
-Review for specialty quiz, complete radiology module 
-Use XCP devices to practice placement of film 
 

• Quiz 

• Film 

2 hours 1 hour Day 15 

-Begin oral surgery 
- Review prosthodonic and endodontics 
-Begin manual processing 

• Oral Surgery 
Outline 

• Part I 

• Chemical 
Processing 

1 hour 2 hours Day 16 

-Continue Oral Surgery 
-Take x-rays 

• O. Surgery Part 
II 

• X-rays 

1 hour 2 hours Day 17 

-Continue O.S. Part III 
-Begin taking Alginate 
 

• O.S. Part III 

• X-rays 

• Take Alginates 

1 hour 2 hours Day 18 

-Study CPR to prepare for class 
-Discuss the most common dental emergencies 
-List vital signs 

• Practice vitals 

• Continue 
reviewing for 
upcoming quiz 

1 hour 2 hours Day 19 

-Study Emergencies and CPR 
-Practice Vital Signs   

• Practice Vitals 

• Review 

2 hours 1 hour Day 20 

Take CPR Class • Use CPR models 
to practice 

0 3 hours 
 

Day 21 

-Study Oral Surgery 
-Begin learning forceps 
-Digital imaging on ScanX 
-Review Endodontics and Prosthodontics 

• O.S instruments  

• Review 
specialties 

2 hours 1 hour Day 22 

-Practice Suture and set-up 
-Endodontic Quiz 
-X-rays 

• Suture set-up 

• Quiz 

1 hour 2 hours Day 23 

-Study Oral Surgery instruments and procedures 
-Study crown and bridge 
-Take alginate and pour in stone 
-Study for radiology Certification 
  

• Instruments 

• Alginates/Stone 

• Stone models 

2 hours 1 hour Day 24 

-Study Oral Surgery, forceps and other instruments 
-Study radiology 
-Expose x-rays 
-Alginates 
-Prosthodontic Quiz 

• Instruments 

• Alginate/stone 

• Quiz 

2 hours 1 hour Day 25 

-Study Periodontics/periodontal disease 
-Study Oral Surgery 
-Discuss nerves and placement of anesthetic 
-Alginates/Stone 

• Dental Book 

• Nerve Hand-outs 

• Model set-up 

2 hours 1 hour Day 26 
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-Study Periodontics, Oral Surgery, Anesthetic, 
Radiology 
-Alginate/Stone 

• Radiology 
Packet 

• Model set-up 

2 hours 1 hour Day 27 

-Oral Surgery Quiz 
-Study Periodontics, Matrix, Radiology 
-Model set-up with resin for guards 

• Quiz 

• Matrix 

• Model and Resin 

2 hours 1 hour Day 28 

-Periodontics procedures, instruments, charting 
-Radiology 
-Trays and Guards 
-Dentrix Charting 
-Nerves-anesthesia 

• Periodontal 
Chart 

• Topical 
Placement 

• Instruments 

• Models/Resin 

2 hours 1 hour Day 29 

-Periodontics 
-Restorative Procedure 
-Dental Burs 
-Radiology 
-Nerves 
-Tray and Guards 

• Instruments 

• Burs 

• Models and 
Resin 

2 hours 1 hour Day 30 

-Perioodntics 
-Anesthetic 
-Burs 

• Instruments/Burs 

• Models/ Resin 

1 hour 2 hours Day 31 

-Periodontics 
-Anesthetic 
-Restorative Instruments 

• Periodontal 
Review 

• Instruments 

2 hours 1 hour Day 32 

-Orthodontic Instruments/ Procedures 
-Periodontics 
-Anesthetics 
-Dentrix  
-Radiology 

• Orthodontic 
handout 

• Periodontic 
Review 

2 hour 1 hour 
 

Day 33  

-Orthodontic 
-Periodontic review 
-Anesthetic 
-Dentrix, Radiology and Restorative Procedure 

• Periodontic 
Review 

1 hour 2 hours Day 34 

-Orthodontics 
-Periodontics 
-Dentrix, Radiology and Restorative Procedure  

• Periodontic 

• Orthodontic  
 

1 hour 2 hours Day 35 

-Periodontic Quiz 
-Orthodontics 
-Dentrix, Radiology and Restorative Procedure 

• Periodontic Quiz 1 hour 2 hours 
 

Day 36 

-Orthodontics 
-Dental Cements 
-Dentrix, Radiology and Restorative Procedure 

• Dental Cements 1 hour 2 hours Day 37 

-Patient Scheduling 
-X-rays 
-Models 
-Cements 

• Scheduling  

• Scheduling 
Sheets 

• Radiology 
Review Packet 

1 hour 2 hours Day 38 

-Radiology Certification Test 
-Dental Insurance 
 

• Radiology Test 

• Insurance 
Outline 

• Insurance WK 

3 hours 0 Day 39 

-Dental Insurance 
-Instruments 
-X-rays 

• Insurance WK 
 

2 hours 1 hour Day 40 
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-Dental Accounting 
-Dental Insurance Review 
-X-rays 

• Account Outline 

• Account WK 
 

2 hours 1 hour Day 41 

-Dental Payment Posting 
-Insurance Forms 
-X-rays 

• Posting 
Worksheets 

• Insurance 
Worksheets 
 

1 hour 2 hours Day 42 

-Panoramic X-rays 
-Accounts 
-Insurance 

• Panoramic  

• Account/Posting  

• Insurance 
Worksheet 
 

1 hour 2 hours Day 43 

-Temporary Crown 
-Panoramic x-rays 
-Insurance forms, Accounts 
-Restorative Review 

• Temporary 
Handout 

• Form 
Worksheets 

0 3 hours Day 44 

-Hand pieces 
-Temporaries 
-Panoramics 
-Accounts/posting, insurance 
-Restorative Review 

• Hand piece 
Handout 

• Business 
Worksheets 

0 3 hours Day 45 

-Hand pieces 
-Temporaries 
-Panoramics 
-Accounts/posting, insurance 
-Restorative Review 

• Business 
Worksheets 

• Review 
Worksheets for 
final tests 

0 3 hours Day 46 

-Test-Accounts,  Insurance Forms and Charting 
-RINN practice, x-rays 
-Panoramics 
-Instrument Review 

• Tests 1 hour 2 hours Day 47 

-Test-Amalgam, Composite, Burs and Instruments 
-RINN practice, x-rays 
-Panoramics 
 

• Test 1 hour 2 hours Day 48 

-Final review of all topics 
-Job placement discussion 

• Job placement  3 hours 0 Day 49 

-Final review of all topics 
-Job placement discussion 

• Contact numbers 
for future 

3 hours 0 Day 50 

 TOTAL HOURS 81 Hrs. 69 Hrs. 50 Days 
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Dental Assisting Floor Plan:  
 

 
 
 



39 
 

 
 

 

EXHIBIT B 

 

MEDICAL PROGRAM 

TERMS AND ABBREVIATIONS 

BILLING AND CODING 

CURRICULUM  

BREAKDOWN 

AND  

FLOOR PLAN 

 

 
Medical Billing and Coding Program Description: 

 

The program will be taught by lead instructor April Shehi. Ms. Shehi comes to 
Maplewood Career Center after Eight (8) years of industry related experience as a Certified 
Medical Assistant. Ms. Shehi attended and graduated from a certified Medical Assistant 
program in 2000, then went on to pursue her Bachelors in Nursing from the University of 
Akron. Ms. Shehi has worked as a certified medical assistant for such prestigious hospitals as 
Akron Children’s Medical Center, Akron General’s visiting nurse service and Optim Medical 
Center in Savanah, Georgia. We are pleased to have April as our medical billing and coding 
instructor and so are the students whom have attended the class.   
 

Learn the language of the medical profession with over 10,000 medical terms.  Then move into 
the essentials of working as a medical administrative assistant with an emphasis on Medical 
Billing and coding.  
 
Equipment:  Use of the Medical Assisting Lab – 11 computers, printer, Internet, 4 exam rooms 
with mannequins, 4 sinks with lab draw area, overhead projector, smart board, Medical 
Terminology book, course material supplied for Billing and Coding by instructor, ICD-10 and 
CPT books (supplied by Adult Education).  Miscellaneous supplies as necessary. 
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2018 Adult Education Medical Billing and Coding  

   Hour Curriculum (Breakdown of Hours) 

 

Subject Area – Medical Abbreviations and Terms Core/Theory Clinic / Lab        
• Identify basic medical terminology for office  

 

6 hours  

• Identify accepted symbols, abbreviations, and acronyms 

• Identify basic building blocks for building medical 
terminology for anatomy and body systems 

•        Suffixes 

•        Prefixes 

•        Root words 

6  hours  

• Identify medical abbreviations and terms for Body 
Systems – Anatomy 

3 hours 6 hours 

• Identify medical abbreviations and terms for basic 
pathology 

3 hours  6 hours 

• Practice building medical words  16 hours 

• Assessment  4 hours  

• Medical Abbreviations and Terms Totals 22 hours  28 total  hours 
TOTAL:  50 hours  
Will now proceed to Billing and 
Coding 

• Subject Area – Billing and Coding    

• Office Procedures and Conduct 2 hours  

• Office Procedures 

•      Telephone etiquette, messages 

•       Appointment setting 

•       General forms 

•            New Patient 

•            Insurance  

•            Charting 

•             Filing  

• Practice Abbreviations and Terms  

3 hours 3 hours 

• Basic Review of Anatomy Systems 

•      Cardiovascular, Circulatory 

•      Circulatory, Respiratory 

•      Pulmonary, Nervous 

•      Brain, Digestive  

•       Lymphatic, Endocrine 

•       Senses, Reproduction 

• Basic Review of Abbreviations and Terms for Body 
Systems 

 
1 hour 
1 hour 
1 hour 
1 hour 
1 hour 
2 hours 

3 hours 

• Insurance Billing 

•       Insurance Cards 

•       Types of Insurance 

•       Insurance Coverage  

2 hours  

• ICD9/10  and CPT Coding 

•      Identifying how to lookup codes 

•            By systems and diseases  

• Discussing completing CM1500 insurance forms 

• Look up codes from scenarios  to complete CM1500 
Insurance Forms 

• Practice from scenarios filling out insurance forms from 
scenarios                   

3 hours 
 
 
 

5 hours 
 
 
10 hours 

• Assessments – Mid Term at half way point and Final 
Exam at end of course 

2 hours   
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• Medical Billing and Coding  19 hours 21 hours 
TOTAL:  40 hours 
9 weeks Billing and Coding 
 

• Hours listed are subject to change in each category per 
instructor – hours listed are approximate but complete 
course will be 100 hours 

 TOTAL OF BOTH CLASSES: 

90 HOURS  

 
*See Medical Abbreviation /Terms/Billing and Coding Program Design for further breakdown.  18 week 
program that will complete the 100 Hour State Approved course.  Completion of the course and passing of the 
State licensure exam will provide the student with an  
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Medical Billing & Coding Floor Plan:  
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EXHIBIT C 

 
INDUSTRIAL MAINTENANCE 

CURRICULUM  

BREAKDOWN 

AND  

FLOOR PLAN 
 

Industrial Maintenance Program Description: 

The program will be taught by lead instructor Rudy Setinsek. Mr. Setinsek is a former U.S.M.C. 
Armed Forces Aircraft Power plant Mechanical & Hydraulic Technician. Mr. Setinsek’s 
Civilian experience as an Overhead Crane Inspector/Instructor for companies such as Kone 
Cranes and Mazzella Lifting Technologies is also a valued part of what he brings to Maplewood 
Career Center.  

Maplewood Career Center, Buckeye Educational Systems and AMATROL collaborated to 
create a new 404 hour, twelve month long Industrial Maintenance Program made up of three 
segments or Modules: Industrial Electrical, Mechanical and Fluid Power. Each Module includes 
computer simulation, hands on training systems, student course materials and on-line seat 
licenses for testing and simulation. 

Equipment per Module:  

Electrical Module: Consist of 152 hours of a combined lecture/lab and incorporates the use of 
ten (10) hands on learning systems and student course materials. System trainers include hands 
on training and troubleshooting in: AC/DC Electrical; Basic Electrical Machines; Electric 
Motor Control; Fault Troubleshooting; Variable Frequency AC Drives; Electronic Sensors and 
Counter; along with Industrial Wiring. 

Mechanical Module: Consist of 120 hours of combined lecture/lab and incorporates the use of 
five (5) hands on learning systems and student course materials. Systems trainers include hands 
on training and troubleshooting in: Mechanical Drives 1 through 3 and Centrifugal Pumps.  

Fluid Power Module: Consist of 128 hours of combined lecture/lab and incorporates the use of 
seven (7) hands on learning systems and student course materials. System trainers include hands 
on training and troubleshooting in: Basic Fluid Power; Intermediate Hydraulics; Sensor 
Learning; Electro-fluid Power; Intermediate & Advanced Pneumatics; along with Pneumatic 
Troubleshooting. 

*NOTE: There is a one-time, four (4) hour Industrial Mathematics LAP Included 
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2018 Adult Education Industrial Maintenance –    

Hour Curriculum (Breakdown of Hours) 
Classroom Lab  Theory Hrs. Lab Hrs. TOTAL Hrs. 

− Mathematics 1  • N/A 4  0  4 Hours 

     

− AC/DC Electrical Systems  • 6 Laps 12  12  24 Hours 

− Electric Relay Control • 0 Laps 0  12  12 Hours 

− Rotating Machines • 8 Laps 16  16  32 Hours 

− Electric Motor Controls 1 • 10 Laps 20  20  40 Hours 

− Electric Motor Controls 2 • 10 Laps 20  12  32 Hours 

− Industrial Wiring • 3 Laps 6  6  12 Hours 

− Basic Hydraulics • 5 Laps 10  10  20 Hours 

− Intermediate Hydraulics • 5 Laps 10  10  20 Hours 

− Basic Pneumatics • 4 Laps 8  8  16 Hours 

− Intermediate Pneumatics • 3 Laps 6  6  12 Hours 

− Electro-Fluid Power • 6 Laps 12  20  32 Hours 

− Pneumatic Troubleshooting • 7 Laps 14  14  28 Hours 

− Mechanical Drives 1 • 7 Laps 14  14  28 Hours 

− Mechanical Drives 2 • 7 Laps 14  14 28 Hours 

− Mechanical Drives 3 • 7 Laps 14  14  28 Hours 

− Mechanical Drives 4 • 0 Laps 0  16  16 Hours 

− Centrifugal Pumps  • 5 Laps 10  10  20 Hours  

−  • TOTAL 
HOURS 

190 Hours 214 Hours 404 Hours 

     

 

 

*One Lap= 1 pre quiz + 1 quiz, related to the subject under main topic. (1 Lap=2 Hrs.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Maplewood Career Center  

Adult Workforce Development- Industrial Maintenance  
4 Hours a day/ 2 days a Week/ 1 Year/ 408 Hrs.  
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Industrial Maintenance Floor Plan:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



46 
 

 

 

EXHIBIT D 

 
MODULULATED INDUSTRIAL MAINTENANCE 

CURRICULUM  

BREAKDOWN 

AND  

FLOOR PLAN 
 

Modulated Industrial Maintenance Program Description: 

The program will be taught by lead instructor Rudy Setinsek. Mr. Setinsek is a former U.S.M.C. 
Armed Forces Aircraft Power plant Mechanical & Hydraulic Technician. Mr. Setinsek’s 
Civilian experience as an Overhead Crane Inspector/Instructor for companies such as Kone 
Cranes and Mazzella Lifting Technologies is also a valued part of what he brings to Maplewood 
Career Center.  

Maplewood Career Center, Buckeye Educational Systems and AMATROL Learning Systems 
have collaborated to create a new 404 hour, twelve month long Industrial Maintenance Program 
made up of three segments or Modules: Electrical, Mechanical and Fluid Power. Each MOD 
includes computer simulation, hands on training systems. Potential students are given a choice 
as to whether or not they want to take the entire course, or may also choose one or more of the 
modulated offerings for their convenience and affordability. Regardless of course selection 
whole or in part, each and every program selection will begin with a four hour long 
Mathematics remediation LAP that is intended to help prepare the student for their upcoming 
industrial training. 

Equipment per Module:  

Electrical Module: Consist of 152 hours of a combined lecture/lab and incorporates the use of 
ten (10) hands on learning systems and student course materials. System trainers include hands 
on training and troubleshooting in: AC/DC Electrical; Basic Electrical Machines; Electric 
Motor Control; Fault Troubleshooting; Variable Frequency AC Drives; Electronic Sensors and 
Counter; along with Industrial Wiring. 

Mechanical Module: Consist of 120 hours of combined lecture/lab and incorporates the use of 
five (5) hands on learning systems and student course materials. Systems trainers include hands 
on training and troubleshooting in: Mechanical Drives 1 through 4 and Centrifugal Pumps.  
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Fluid Power Module: Consist of 128 hours of combined lecture/lab and incorporates the use of 
seven (7) hands on learning systems and student course materials. System trainers include hands 
on training and troubleshooting in: Basic Fluid Power; Intermediate Hydraulics; Sensor  

 

Learning; Electro-fluid Power; Intermediate & Advanced Pneumatics; along with Pneumatic 
Troubleshooting. 

 
Classroom Laps Theory Hrs. Lab Hrs. TOTAL Hrs. 

− Mathematics 1 – Starting LAP • N/A 4  0  4 Hours 

     

     

Electrical Module     

− AC/DC Electrical Systems  • 6 Laps 12  12  24 Hours 

− Electric Relay Control • 0 Laps 0  12  12 Hours 

− Rotating Machines • 8 Laps 16  16  32 Hours 

− Electric Motor Controls 1 • 10 Laps 20  20  40 Hours 

− Electric Motor Controls 2 • 10 Laps 20  12  32 Hours 

− Industrial Wiring • 3 Laps 6  6  12 Hours 

Total 37 LAPS 74 Hours 78 Hours 152 Hours 

     

Fluid Power     

− Basic Hydraulics • 5 Laps 10  10  20 Hours 

− Intermediate Hydraulics • 5 Laps 10  10  20 Hours 

− Basic Pneumatics • 4 Laps 8  8  16 Hours 

− Intermediate Pneumatics • 3 Laps 6  6  12 Hours 

− Electro-Fluid Power • 6 Laps 12  20  32 Hours 

− Pneumatic Troubleshooting • 7 Laps 14  14  28 Hours 

Total 30 LAPS 60 Hours 68 Hours 128 Hours 

     

Mechanical Drives     

− Mechanical Drives 1 • 7 Laps 14  14  28 Hours 

− Mechanical Drives 2 • 7 Laps 14  14 28 Hours 

− Mechanical Drives 3 • 7 Laps 14  14  28 Hours 

− Mechanical Drives 4 • 0 Laps 0  16  16 Hours 

− Centrifugal Pumps  • 5 Laps 10  10  20 Hours  

Total 26 Laps 52 Hours 68 Hours 120 Hours 

 

*One Lap= 1 pre quiz + 1 quiz, related to the subject under main topic. (1 Lap=2 Hrs.) 

 

 

*NOTE: There is a one-time, four (4) hour Industrial Mathematics LAP Included for any 

one of the Modulated course Selected  

 

 

Maplewood Career Center  

Adult Workforce Development- Modulated Industrial Maintenance  
4 Hours a day/ Monday and Wednesday per 8 hour Week for Each Course Selection  
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Modulated Industrial Maintenance Floor Plan:  
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EXHIBIT E 

WELDING TECHNOLOGIES 

CURRICULUM  

BREAKDOWN 

AND  

FLOOR PLAN 
 

Welding Technologies Description: 

The program will be taught by lead instructor Timothy Numbers. Timothy Numbers is our lead 
instructor for our Welding programs. Much like our students, Mr. Numbers graduated from an 
adult evening welding program and went on to retire from a 30+ year career. While in the 
industry, Mr. Numbers worked for 12 years as a Fabricating welding supervisor with General 
Dynamics Land Systems, 18 years with Sunoco LLC as a fabrication branch manager and 
ending his career with 6 years as a fabrication welding supervisor for Babcock/Wilcox.  

Maplewood Career Center Adult Education Division is requesting a full time Career 
Development Welding Technologies program. The purpose of this career development program 
is to prepare an individual for an entry-level position as a welder.  This program includes a 
mixture of technical knowledge and practical experience needed to be successful in the welding 
& fabricating field.  This full time course would be one that focuses on the competencies and 
disciplines to prepare the adult learner for employment in one of the following fields: 

• Tack Welder 

• Production SMA, GTA or GMA Welder 

• Production machine operator 

• Construction Welder 

• Welder assembler 

• Welder fitter 

• Maintenance Welder 

Our hands-on experience includes : thermal cutting, oxyfuel welding (OFW), shielded metal arc 
welding(SMAW), gas tungsten arc welding(GTAW), gas metal arc welding(GMAW), flux core 
arc welding(FCAW), and pipe welding.  The technical portion of the program includes a study 
of the various types of welding equipment’s, safety practices, correlated mathematics and 
blueprint reading. The class will also include employability skills which include: career 
development, decision making, problem solving skills, job seeking, job retention, career 
growth, and technology in the workplace.  

The students learn to weld and fabricate using various metals such as aluminum, brass, copper, 
stainless steel and cast iron.   
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Equipment:   
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Topic: Full Time Welding Technologies Program Theory 

Hours 

Lab 

Hours 

Total Hours 

Safety, Housekeeping and Handling Compressed Air 18 18 36 

Materials Science/Inspection/Testing 2 0 2 

Blueprint Reading 20 12 32 

Oxy-fuel Welding (OFW) 14 28 42 

Shielded Metal Arc Welding (SMAW) 30 130 160 

Thermal Cutting 2 8 10 

Gas Metal Arc Welding (GMAW) 30 130 160 

Gas Tungsten Arc Welding GTAW) 10 81 91 

GTAW Stainless & Mild Steel Using Predetermined Welding  2 8 10 

Flux Core Arc Welding 9 50 59 

Employability Skills 3 7 10 

Welding Technologies Total Hours 140 472 612 

 

 

 

 

 

 

 

 

 

 

 

 

Maplewood Career Center  

Adult Workforce Development- Welding Technologies  
4.25 Hours a day/ 4 days a Week/ 9 Months/ 612 Hrs.  
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Welding Technologies Floor Plan:  

 
 

Maplewood Career Center Welding Lab 
Approximately 58.5' across by 88' deep 
Scale 1/128" = 1'/0" 
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EXHIBIT F 

MODULATED WELDING 

CURRICULUM  

BREAKDOWN 

AND  

FLOOR PLAN 
 

Module Welding Description: 

The program will be taught by lead instructor Timothy Numbers. Mr. Numbers comes to 
Maplewood Career Center with over 25 years of industry experience. Most recently and prior to 
retirement from Babcock/Wilcox as their Structural Welding Supervisor, Mr. Numbers also 
worked at General Dynamics as their welding supervisor.  

Maplewood Career Center’s Workforce Development and Adult Education department offers 
four (4), 153 hour (9 week) Career Development Modulated Welding programs. The purpose of 
these career development programs is to provide affordable, targeted training options that 
prepare an individual for an entry-level position as a welder in any one of the four processes of 
their choosing. The modulated Welding Programs include a mixture of technical knowledge and 
practical experience needed to be successful in the welding & fabrication field. The program is 
designed to focus on the competencies and disciplines to prepare the adult learner for 
employment in one of the following fields: 

• Tack Welder 

• Production SMAW, GTAW or GMAW Welder 

• Construction Welder 

• Welder assembler 

• Welder fitter 

• Maintenance Welder 

• Welders Assistant/Apprentice 

Maplewood’s Modulated Welding Programs provide potential students with the ability to focus 
on a particular welding process versus having to learn a process they already know or one they 
have no desire to learn. Every nine weeks potential students will have the ability to pick one of 
the following welding processes that includes hands-on experiential activities: Shielded Metal 
Arc Welding (SMAW); Gas Tungsten Arc Welding (GTAW) for both steel and mild metals; 
Gas Metal Arc Welding (GMAW); and Flux Core Arc Welding (FCAW).   

Within each module, the student will also learn about the various types of welding equipment, 
safety practices, introduction to blueprint reading, material science, testing and Oxy Fuel 
welding and cutting. The students learn to weld and fabricate using various metals such as 
aluminum, stainless steel and iron.   
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Equipment:   
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Topic 1: 153 Hour Modulated SMAW Program Choice 

   

Safety, Housekeeping and Handling Compressed Air 18 5 23 

Materials Science/Inspection/Testing 2 0 2 

Blueprint Reading 4 4 8 

Oxy-fuel Welding (OFW), Cutting and Layout 7 13 20 

Shielded Metal Arc Welding (SMAW) 30 70 100 

Total Hours for SMAW Program Choice 61 92 153 

 

Topic 2: 153 Hour Modulated GMAW Program Choice 

   

Safety, Housekeeping and Handling Compressed Air 18 5 23 

Materials Science/Inspection/Testing 2 0 2 

Blueprint Reading 4 4 8 

Oxy-fuel Welding (OFW), Cutting and Layout 7 13 20 

Gas Metal Arc Welding (GMAW) 30 70 100 

Total Hours for GMAW Program Choice 61 92 153 

 

Topic 3: 153 Hour Modulated Flux Core Program Choice 

   

Safety, Housekeeping and Handling Compressed Air 18 5 23 

Materials Science/Inspection/Testing 2 0 2 

Blueprint Reading 4 4 8 

Oxy-fuel Welding (OFW), Cutting and Layout 7 13 20 

Flux Core Arc Welding (FCAW) 30 70 100 

Total Hours for FCAW Program Choice 61 92 153 

 

Topic 4: 153 Hour GTAW Steel and Mild Metals Program Choice 

   

Safety, Housekeeping and Handling Compressed Air 18 5 23 

Materials Science/Inspection/Testing 2 0 2 

Blueprint Reading 4 4 8 

Oxy-fuel Welding (OFW), Cutting and Layout 7 13 20 

Gas Tungsten Arc Welding – Steel and Mild Metals 30 70 100 

Total Hours for GTAW Program Choice 61 92 153 

 

 

 

 

Maplewood Career Center  

Adult Workforce Development- Module Welding 
4.25 Hours a day/ 4 days a Week/ 9 Wks. / 153 Hrs.  
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Module Welding Floor Plan:  

 
 

Maplewood Career Center Welding Lab 
Approximately 58.5' across by 88' deep 
Scale 1/128" = 1'/0" 
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TECHNOLOGY CONSENT AGREEMENT 
 

Technology Guidelines 
Computer use at Maplewood Career Center is encouraged and made available to students for educational 
purposes. Access to the Internet enables students to explore thousands of libraries, databases, and bulletin 
boards, while exchanging messages with people throughout the world. Access to the Internet, because it 
serves as a gateway to any publicly available file server in the world, will open classrooms and students to 
electronic information resources which have not been screened by educators for use by students of various 
ages. The Board has implemented technology protection measures which block/filter Internet access to 
visual displays that are obscene, child pornography or harmful to minors. To gain access to email and the 
Internet, a student must abide by the Maplewood Technology Consent Agreement. 
 
In order for Maplewood Career Center to be able to continue to make its computer network and Internet 
access available, all students must take responsibility for the appropriate and lawful use of this access. 
Students must observe the following guidelines. It is presumed that users will comply with District 
standards and will honor the agreements they have signed. 
 
Failure to do so will result in negative consequences and may result in the loss of use of computer 
technology and dismissal from the program. 
 

Equipment & Software 

1. The school retains the ownership of all hardware and software. The school reserves the right to 
inspect, copy, and/or delete all files and records created, stored, or used on school owned computers. 
The school also reserves the right to inspect any file on a student’s personal lap top should the 
student bring it onto school grounds. Users should not expect that files stored or email on District 
servers would always be private. 

2. Password security is the student’s responsibility. 
3. District resources are intended for the exclusive use of their registered users. Use of an account by 

someone other than the registered user is forbidden and may be grounds for loss of access. Access to 
network services is given to students who agree to act in a considerate and responsible manner. 
Access is a privilege - not a right. Access entails responsibility 

4. No student will establish or attempt to establish computer contact into a school district’s restricted 
computer network or any other unauthorized database. 

District Internet and E-mail Rules 
1. Use of all telecommunications is restricted to school related projects and must be supervised by the 

teacher or network administrator. Internet users must complete a Technology Consent Agreement, 
which must be approved before using the Internet. Students violating the Agreement may forfeit the 
privilege to access the Internet. 

2. Students who inadvertently visit an unassigned / unauthorized web site must immediately report the 
incident to an instructor. Failure to report an unassigned / unauthorized web site visit may be 
considered a violation of the Internet. 

 
Revised 04/09/2018 
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TECHNOLOGY CONSENT AGREEMENT (continued) 
 
As outlined in Board policy and procedures on student rights and responsibilities, copies of which are 
available in the school offices, students shall not: 

 
• Copy (without authorization), damage, or alter any hardware or software. Students shall not 

delete a file (without authorization) or knowingly introduce a virus to any school program 
•  use or alter another person’s password, files, folders, directories, or documents 
• violate copyright laws 
• modify or tamper with computer and/or printer settings 
• use non-school software and diskettes until checked for viruses and approved for use by a 

network administrator 
• use third party email services 
• send via email or displaying offensive messages or pictures 
• use obscene language, harassing, insulting or attacking others via email 
• damage computers, computer systems or computer networks 
• employ the network for commercial purposes 
• bypass network security and filters 
• download, install, and/or access games, movies, music, and software without permission 
• use chat rooms, instant messenger services (AOL, Yahoo, etc.), or Windows Chat 
• print Internet pages without permission from instructors 
• use unapproved media, including compact discs, floppies, DVD’s, and/or any other storage 

media 
 

Violations may result in a loss of access as well as other disciplinary or legal action including dismissal 
from the program or class. The use of the network is a privilege, which may be revoked by the District at 
any time and for any reason. The District reserves the right to remove files and limit or deny access. 
In consideration for the privileges of using the District and/or network resources, and in consideration for 
having access to the information contained on the network or by the network, I hereby release the District, 
network, and their operators, teachers, and administrators from any and all claims of any nature rising from 
my use, or inability to use the District and/or network resources. 
 
I agree to abide by such rules and regulations of system usage, as may be further added from time to time 
by the District. These rules will be available in hard copy form in the main office. 
As the parent or legal guardian of the minor student signing above, I grant permission for him/her to 
access network computer services such as electronic mail and the Internet. I will indemnify the District for 
any and all fees, expenses, or damage incurred as a result of my child’s use or misuse of the network or 
equipment. 
 
 
 
Adult Student Signature       Date 
 
 
Parent Signature (if student is under 18 years of age) 
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ASPIRE 

The Maplewood Career Center ASPIRE (previously called ABLE) offers basic skills in math, reading, 

English/language, life skills, computer literacy, and transitioning skills to enter post-secondary 

education/training/job skills. 

At our Maplewood location we have a brand new Medical Development Course, which introduces an adult 

student to the medical field where they learn medical terminology, math skills that include the metric system, 

computer skills, and soft skills. Medical Development Classes are held on Mondays and Wednesdays from 6:00 

p.m. to 9:00 p.m. 

To begin classes you must sign up for a three-day orientation by calling (330) 235-0020.  The three-day 

orientation introduces you to the Aspire Program.  Letting you know what is expected by giving you a brief 

assessment so that our advisors can determine what skills are needed to help you achieve your goals. 

To accommodate your schedules (Aspire) has evening and day classes with learning centers located throughout 
Portage County. 

• Maplewood Career Center - Tuesday/Thursday evening from 6:00 p.m. to 8:30 p.m.   

• Goodwill in Ravenna – Tuesday/Thursday evening 6:00 p.m. to 8:30 p.m. (on the bus route) 

• Opportunity Resource Center on Cleveland Road, Ravenna - Monday/Wednesday morning from 9:00 
a.m. to 11:30 a.m.  (on the bus route) 

• Streetsboro Community Center – Monday/Thursday 9:00 a.m. to 11:30 a.m.   

• Renaissance Place, Ravenna – Thursday from 9:00 a.m. to 11:30 a.m. 

• English for Speakers of Other Languages (ESOL) – Monday/Wednesday morning from 9:00 a.m. to 
11:30 a.m. 

• Distant Learning – for the student with higher scores that works from home on their computer and e-
mails a qualified teacher with questions when needed.  The student can even come into class on occasion 
with question. 

• Windham High School – Monday/Wednesday 9:00 a.m. to 11:30 a.m. 

We have advanced English and Math classes for those students that plan on transitioning into the college 
setting. 
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Need a GED?  WE CAN HELP YOU! 

Call: (330) 296-2892 ext. 551017 

ASPIRE 

Maplewood Career Center 
  

GED PREPARATION 

Step 1: 

• The Official Practice Test is given at an Aspire Learning Center. Anyone wishing to take the Official 
Practice Test must first attend orientation and complete the registration requirements. 

• See if you are ready… it’s FREE! 

• Free classes throughout Portage County are available. 
  

GED APPLICATION 

Step 2: 

• Apply online or obtain a paper application at Maplewood Career Center or class. 

• Fill out application completely including signing, notarization, and payment amount. 

• YOU mail these to the Ohio Department of Education in Columbus. 

• Keep attending Aspire classes! Let us help you study while you wait for the next GED Test! 
  

GED AUTHORIZATION 

Step 3: 

• YOU must call Maplewood GED Testing Office 10 business days after sending your GED application 
to the state (Monday – Friday 3:00-9:00pm, 330-296-2892 ext. 551010). 

• We can verify that your GED application had been processed by the Ohio Department of Education. 

• Fill out Maplewood’s green Registration Form and return to MCC along with the $25 non-refundable 
fee payable to Maplewood Career Center. 

• Once you are approved through by the Ohio Department of Education and have paid the $25 non-
refundable fee, then we can register you for a GED Test. We do NOT accept walk-ins on the day of the 
GED Test. 
  

GED TEST 

Step 4: 

• On the day of your GED Test, please bring your valid driver license from any state or your passport. 

• The GED Test is made up of 5 sections (Writing, Reading, Social Studies, Math, and Science) and are 
answered by both multiple choice and written essay. 

• Each section has a time limit and the whole GED Test total time limit is 7 hours and 25 minutes. 

• Testing is from 4:00-8:00 and you MUST be on time. Please arrive at MCC’s Main Office by 3:45pm. 
  

ADDITIONAL NOTES 

 

• Maplewood Career Center is the only GED Testing site in Portage County and administers a test once a 
month. 

• You must take the GED Test within 120 days after approval from the state or your application expires 
and must be resubmitted and paid for again. 

• Applicants must be at least 19 years old. Applicants 18 years and younger must meet certain 
requirements/complete special age waiver form and be officially withdrawn from school. 

Contact the Aspire office at (330) 235-0020 or (330) 296-2892 ext. 551017 if you have any additional 

questions. 
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Community Resources 

 

United Way of Portage County 

211 
330.297.4636 
800.961.0191 
24 hours a day, every day 
www.uwportage.org 

United Way 211 Portage takes the guesswork out of finding the right place to call 
when you need help or when you want to help. 211 is an easy-to-remember 
telephone number that connects families and individuals in Portage County with 
community resources and volunteer opportunities.  

The 211 Portage service is free, confidential and available to all residents in 
Portage County. Services are available 24 hours a day, seven days a week.  

211 Portage maintains a comprehensive database of resources including federal, state and local government agencies, 
community-based organizations and private non-profits.  211 Portage produces specialized directories, including the 
Yellow Pages for Today's Families (the resources below are from the 2011/2012 edition of this directory). 

  

Adult Protective Services  

330.296.2273 (24-Hour) 
 
Catholic Charities of Portage County: The First Step 

Pregnancy & Family Support 
330.297.7745 
www.ccpcdoy.org 
 

Child Abuse Reporting Emergency Service (CARES) 
330.296.2273 (24-Hour) 
 
 Coleman Adult Day Services 
(A Program of Coleman Professional Services) 
330.296.3214 
www.coleman-adultday.com 
 

Coleman Behavioral Services 

24-Hour Crisis Line 

330.296.3555  or 1.877.796.3555 
www.coleman-bh.com 
 
National Runaway Switchboard 1.800.786.2929 (24-
Hour) 
  

Ohio State Highway Patrol  
330.297.1441 (24-Hour) 
Emergency Hotline: 1.877.7PATROL 
 
 Poison Control Center 1.800.222.1222 (24-Hour)  
 

Portage Area Regional Transportation Authority 

(PARTA) 1.877.RIDE-RTA or  330.678.1BUS 

 
Portage County Department of Jobs and Family 

Services 
330.297.3750 
www.portage.co.oh.us/jfs 
 
Portage Workforce Connection 
1081 W. Main St. 
PO Box 1207 
Ravenna, OH 44266 
330.296.2841 
www.portageworkforce.org 
 
Robinson Memorial Hospital 330.297.0811 (24-Hour) 
  
Safer Futures (Domestic Violence Shelter) 

330.673.2500 or 330.296.2100 (24-Hour) 
  
Townhall II 

Main: 330.678.3006 
Helpline: 330.678.4357 (24-Hour) 
Horizon House: 330.296.8590 
www.townhall2.com 
  
Department of Veterans Affairs (VA) 

Ravenna Outpatient Clinic 

330.296.3641 
www.cleveland.med.va.gov 
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Student Handbook Agreement 

 
 

 As a student enrolled in a program at Maplewood Career Center Workforce 
Development. I, ________________________ (Student Name) Agree that I have received and 
read the information contained in the student handbook and refund policy. 
 
I hereby agree to the terms and responsibilities contained in the handbook. 
  
 
Date:_______________________ 
 
 
        ___________________________________ 
                 Student Signature    
 


