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READING MUHLENBERG CAREER & TECHNOLOGY CENTER

MISSION STATEMENT

The Reading Muhlenberg Career & Technology Center, in partnership with our diverse community, sponsoring
districts, and business and industry, is committed to providing quality career and technical education, resulting
in opportunities for students to gain employment, pursue post-secondary education, and develop an
appreciation for lifelong learning.

VISION STATEMENT

To empower Reading Muhlenberg Career & Technology Center students with the technical knowledge and
skills to confidently pursue a career.

BELIEFS

We believe in valuing the diversity of each student

We believe education leads to opportunity

We believe quality education starts with quality leadership

We believe a career and technical education is a critical component of workforce development
We believe technology is vital to learning and will help students connect with a rapidly changing
world

We believe technology must be embraced by teachers as a tool to help prepare students to meet
current and future labor market demands

We believe in providing all students with a positive educational experience

We believe students should feel proud of what they have accomplished each day

We believe students will be provided the opportunity to achieve their highest potential

We believe students will be provided the opportunity to acquire and cultivate leadership skills

We believe in providing students with a safe school environment

We believe the success of a student is enhanced by parents and/or other influential adults through
their support and involvement

We believe in encouraging students to maintain a lifelong affiliation with the school

We believe change is an ongoing process, not an event, and is fundamental for building quality
programs of study

We believe instruction must accommodate individual student learning styles



Dear Parent/Guardian:

My name is Mrs. Michelle Merkel. | am the Information Technology Applications instructor at the
Reading Muhlenberg Career & Technology Center (RMCTC.) | began my career here in August 2005. | am
very excited to see all my returning students, and to welcome new students.

I have my Bachelor’s Degree in Computer Science from Kutztown University. I also have my teaching
certification from Temple University. As | always tell my students, it is important to stay current with
technology and what is new in the field of computers, and | always try to do the same.

| feel it is important to keep an open line of communication with the parents/guardians of all my
students. I will contact you regularly and please don’t ever hesitate to call me at 610-921-7300 or email me at
mmerkel@rmctc.org. | try to contact parents before discipline problems get out of hand in the classroom. |
appreciate the support all parents have shown me in the past. This school year will be exciting and | am
planning a few special projects for the students.

I will be sending home several forms that must be filled out and returned to me as soon as possible.
Please take the time to read all the forms very carefully. The policies and procedures for both the school and
our class are very important. | look forward to getting to know all my new students and also welcoming back
my returning students. | hope to make a great impact on their life. Please help and support me in my effort so
we can reach this goal together.

Sincerely Yours,

Mrs. Michelle A. Merkel
Information Technology Applications Instructor
Reading Muhlenberg Career & Technology Center
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Jump-start your college career by earning up to 27
free college credits while still in high school and

enrolled in ITA.

Explore the computer inside and out with hands on

learning.

Become familiar with home networks, the internet,

and social networks.

Build business related databases used in every
business.

Design, modify, and maintain professional
documents.

Prepare financial statements using accounting
principles and software.

Creatively code and design interactive computer

programs.
Explore the creative processes needed to be in a
supervisory position and lead others.

Student Certifications
NOCTI — National Occupational Competency
Testing Institute
* Management Information Systems
Microsoft Office Specialist — Excel
Microsoft Office Specialist — Word
Microsoft Office Specialist — Powerpoint
Microsoft Office Specialist — Access
Microsoft Office Specialist — Outlook
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Job Titles — Career Pathways
15-1021 Computer Programmers
15-1121 Computer Systems Analysts
15-1132 Software Developers, Applications
15-1141 Database Administrator
15-1151 Computer User Support Specialist
43-4051 Customer Service Rep
43-9011 Computer Operators

CTC knowledge transfers to college credits at:
Berks Technical Institute
Harrisburg Area Community College
Keystone Technical Institute
Lackawanna College
Lincoln Technical Institute
Luzerne County Community College
Manor College
McCann’s School of Business
Pennsylvania College of Technology
Pierce College
Reading Area Community College
*Earn up to 24 dual enrollment college credits
with Reading Area Community College through
participation in the Technical Academy.



Instructor — Mrs. Michelle Merkel

Biography

I graduated from Muhlenberg High School in 1999 and earned
a bachelor’s degree in computer science from Kutztown
University in 2003. I was immediately hired to manage a
database for a local non-profit organization. While working
there, I developed a passion for helping and guiding others. This
inspired me to become a teacher. I enjoy helping and guiding
students throughout their educational journey.

Education
Bachelor’s degree, Computer Science, Kutztown University

Certificates and Awards

Occupational Competency Assessment Certificate, Temple
University

Vocational Education I Teaching Certificate, Temple University
Vocational Education II Teaching Certificate, Temple University
Microsoft Office Specialist — Master

CompTIA — IT Fundamentals

IC3 — Computing Fundamentals

IC3 — Key Applications

IC3 — Living Online

Sage MAS 90 — MAS 200 Core Applications w/Payroll

Google for Education — Basic Certification

Hire Date
2005

Community Service
EMT for more than 10 years
Youth soccer and basketball coach
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Program Planning Tool

Program Title: CIP 52.1201 INFORMATION TECHNOL - GRAM) Student Name:

This document has been designed as a tool to facilitate student placement decisions and provides important information about the program. The chart on the reverse side is
designed to assist in the identification of necessary skills, present educational levels, and supports, if any, that are needed to foster program success.

Program Completion Requirements

A successful student will...

e  Meet Tech Academy requirements, including 1. Student must be in grades 10 or 11 at RMCTC, 2. Have at least a 3.0 overall GPA (on 4 point scale), 3. Math proficient, 4. Reading
proficient, 5. Taking college prep academic sequence throughout high school.

e  Secondary Academic Course Requirements: The PA Dept. of Education’s focus is to ensure every student is college and career ready, therefore all students are recommended to
follow a college prep sequence of academic classes. Courses such as applied math or general science are not appropriate for this program. PDE’s goal is to have all students perform
at the competent or advanced level on the Keystone Exams and Program of Study end-of-program assessment (NOCTI).

e  Complete an Occupational Competency Assessment (i.e. NOCTI end-of -program exam) and score at the "competent" or “advanced” level. This end-of -program exam will cover the
full scope of the program of study curriculum and includes (1) a multiple choice test and (2) a performance test consisting of occupational related tasks scored and evaluated by
industry judges.

e Earn a minimum of one industry recognized certification. Students will be encouraged and expected to earn all recognized industry certifications that make up the scope of
the curriculum. Accommodations are not permitted for industry certifications. These include: Internet and Computing Core Certification (IC3), Microsoft Office Master,
Microsoft Office Specialist: Word, Excel, PowerPoint, Access & Outlook.

e Complete the approved program curriculum and earn a minimum of one RMCTC Job Title aligned with the student’s career objective. Job titles are identified on the program task
list, aligned with local workforce needs and high priority employment occupations, and annually reviewed and approved by the program’s occupational advisory committee.

e Successful completion of Keystone Exams as determined by sending school district.

e Maintain a 95% attendance rate or better.

e Transition on to a post-secondary institution, military or related fulltime employment aligned to their CTC program of study.

Instructional Process/Specifications

A successful student will...

e  Perform a wide variety of tasks in a laboratory environment with equipment consistent with industry standards. Up to 20 students are assigned to work "independently"
and in "small teams". Students progress through using learning guides in a self-directed manner. Students will be required to sit and work at a computer terminal for the
majority of the class time. Students will be required to use a computer, computer mouse, and printers.

e Participate in classroom theory and laboratory applications for generally 2 % hours each day; students will spend 20% of their time in classroom theory and 80% of their
time doing laboratory applications and live work.

e Complete written and performance tests. Students will be evaluated weekly on occupational skill performance using rubrics. In addition, students will be evaluated daily on
work ethics. Progress is measured by test performance, task completion and work ethic.

e Read and study textbooks and technical manuals aligned with RACC courses. Textbooks and technical manuals are written at a college reading level.

e Complete homework on time. Homework typically involves chapter or workbook assignments, on line research assignments and writing assignments.

® Purchase appropriate work and safety attire, tools, and equipment. Following is an estimated breakdown of costs:
CERTIFICATION TESTS:S$63.00



Program Planning Tool

DA

Reading 1
Muhlenberg

CAREER & TECHNOLOGY CENTER

CTE Requirements

Present Educational
Ability/Level

Support Needs

Program Completion — Strong self-determination skills and understanding of personal strengths and weaknesses.
Ability to meet industry established standards of performance, complete the program of study without curriculum
modifications, and earn industry certifications without testing accommodations.

Reading Level- Text and manuals written on a college level reading level. Proficient on end-of-course exam
(Keystone). Ability to understand data processing, data communications, computer programming and the related
documentation. Able to read college level text books used in this program. NOCTI assessment and industry
certification exams require a proficiency in English language skills.

Math Level - Proficient on end-of-course exam (Keystone). Knowledge of arithmetic, algebra, geometry and their
applications. Ability to compute proper settings for equipment and correct dimensioning for documents and
deliverables. Ability to configure, program, integrate, install and trouble shoot sophisticated software applications.

Aptitude — Problem solving/diagnostic skills; aptitude for mechanical, electrical, electronic, computer technology,
technical drawings and diagrams. Ability to assimilate and process data from multiple sources.

Safety & Physical - Manual dexterity; fine motor skills; hand-eye-body coordination. Stamina in order to sit at work
station and focus on activity for extended periods of time.

Interpersonal/ Social - Ability to relate well to customers and coworkers; ability to work independently and as a team
member. Ability to listen to what people are saying and understand the points being made.

Other Occupational/Program Considerations — This is a Technical Academy Program and students must meet RACC
student entrance requirements, including 1. Student must be in grades 10 or 11 at RMCTC, 2. Have at least a 3.0
overall GPA (on 4 point scale), 3. Math proficient, 4. Reading proficient, 5. Taking college prep academic sequence
throughout high school.




Scope and Sequence Information Technology - Applications 52.1201
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Academic Subjects — Career success and postsecondary education success require the same level of college prep coursework. The Pennsylvania

Department of Education’s (PDE) focus is to ensure that every student is prepared for college and a career. Academic courses such as applied math or
general science cannot be listed on the program’s scope and sequence. PDE’s goal is to have all students perform at the competent or advanced level on
the PSSA, and earn the Pennsylvania Skills Certificate on the end-of-program assessment.

Secondary School

Postsecondary Institution

Subject Grade 9 Grade 10 Grade 11 Gradel2 First Second : Fourth
Third Semester
(Hours) (Hours) (Hours) (Hours) (Hours) Semester Semester Semester
Technical Orientation & Safety Java/Metods/Classe | Database
s/Objects Administration
Understanging Fundamentals of Office Procedures &
Computers/Maintenance | Programming/Syste Service
& Fundamentals m Development Communications
Word Processing Graphics/Inheritance | Senior
/Swing Components | Project/Business/Tec
hnical Documents
Spreadsheets Exception Business Law &
Handling/Input/Outp | Ethics
ut
Presentation Communication Job Seeking/Keeping
Graphics Skills Skills
Job Seeking/Keeping Job
Skills Seeking/Keeping
Skills
English College Prep English College Prep English 10 | College Prep English | College Prep English
9 11 12
Math Algebra | Geometry Algebra Il Trigonometry
Science Accl Integrated Biology Chemistry Physics
Science
Humanities Citizenship World Cultures American History | American
Government
Other Physical Education Physical Education Physical Education Physical Education

Health

Health

Driver's Ed Theory




52.1201 Management Information System General IT
Applications

Orientation and Safety Overview
Learn about RMCTC and class rules.
Follow ergonomic practices and work area safety.

Organize and maintain a workstation.

Setup and use communications software (Gmail).

Develop time management skills by setting priorities
and performing multiple tasks.

Basic Computer Concepts

Using technology to change the world.

Looking at computers: understanding the parts.
Using the internet: making the most of the web's
resources.

Application software: programs that let you work and
play.

Using system software: the operating system, utility
programs, and file management.

Understanding and accessing hardware: evaluating
your system.

Networking: connecting computing devices.

Digital lifestyle: managing digital data and devices.

Securing your system: protecting your digital data and
devices.

Software programming.

Networking and security in the business world.

How the internet works.

Java Programming

Introducing Java and program design.

Creating a Java Application and Applet.

Manipulating data using methods.

Decision making and repetition with reusable objects.
Database Administration

Introducing databases and database objects.

Querying a database.
Maintaining a database records, reports, or files.

Creating reports and forms.

Job Skills

Demonstrate proper telephone skills.
Demonstrate proper interpersonal communication
skills.

Describe building loyalty, face-to-face communication,
customer rapport, and satisfying customers.

Senior Project

Create a written report.
Give a class presentation.
Create a project.

Business Law & Ethics
Explain laws & their ethical foundations.
Learn internet and constitutional rights.

Explain criminal laws and procedures for business.

Word Processing
Creating and Editing A Document.

Formatting Characters and paragraphs.
Formatting and Enhancing a document.
Formatting with special features.

Spreadsheets

Analyzing data.

Editing and Formatting worksheets.

Using functions, setting print options, and adding visual
elements.

Working with multiple worksheets, tables, and other file
formats.

Employability Skills

Establish career goals and develop a plan to meet
goals.

Complete a job application.

Compose a resume, reference list and cover letter.

Prepare for a job interview.

Compose various employment letters, i.e. thank you
and resignation.

Participate in online career search & develop online
accounts.

Create a career portfolio.



STUDENTS OCCUPATIONALLY & ACADEMICALLY READY

e FEarn college credits which will save you money on tuition
e Shorten college attendance
e Get on the right career path
e Enter the job market prepared
e Get a consistent education
e See your CTC School Counselor for More Information

TO QUALIFY CTC STUDENTS MUST:
1. Earn a high school diploma, achieve a minimum 2.5 GPA on a 4.0 scale in your CTC program and
complete the PDE approved Program of Study.
Earn the industry certifications offered by your program (if applicable).
Achieve Competent or Advanced on the NOCTI End of Program Assessment.
Achieve proficiency on ALL of the Program of Study Competency Task List.
Provide documentation to Postsecondary Institution that you have met all of the requirements!

vk wnN

Find out more about the colleges offering course credits you can earn while attending RMCTC. Go to
collegetransfer.net, search: PA Bureau of CTE SOAR Programs, and find your program by CIP Code.

CollegeTraﬁéfer.net

...+ Findyour way

*To receive college credits, qualifying students have three years from their date of graduation to apply and matriculate into the
related career and technical program at a partnering institution.


http://www.collegetransfer.net/

Information Technology
Applications

Policlies - Procedures - Safety



Information Technology Applications
Policies — Procedures — Safety

Staff Protocol

As a student of Information Technology Applications (ITA) you are considered a member of our staff.
Conduct of all staff members is expected to be:

Professional — In the manner expected for an individual in a technologically advanced vocation.
Courteous — Civil, polite, refined, with respect to the feelings of others.

Mature — Act as you would if you were working in an office with other professional adults.
Respectful — Tolerable and non-judgmental of others.

Conduct which is unacceptable and may result in demerits, suspension, or removal from shop includes,
but is not limited to:

Insubordination — Blatant disregard for orders, procedures, and policies.

Arguing, verbal abuse, fighting - Violence of any kind in unacceptable at RMCTC. Students caught
fighting are prosecuted to the fullest extent of the law.

Unauthorized computer use — To include but not limited to setting unauthorized passwords, willful
damage, erasure, or manipulation of student or system files, tampering or accessing system files and
settings, unauthorized use of or attempt to access the internet or prohibited areas on the internet,
unauthorized loading of any data or programs from an outside source. Any data or materials on diskette
or CD that have been introduced or in contact with another computer outside ITA will first be checked
for virus content. Computers may be used only for work assigned by the instructor. Any other usage
will be considered in violation of this policy.

Music — In accordance with RMCTC policy, there will be no CD players, MP3 players, headsets,
internet music or distractions of that nature allowed. This topic is covered in depth in the student
handbook.

Game playing — Games will not be accessed on line, brought in from home, or downloaded from the
internet. In short, NO games. We’re here to learn. Play at home.



Staff Attitude

All staff members are expected to display an attitude that reflects:

Positive thinking — Show confidence in your abilities.
Personal pride — Self-respect for quality and accomplishments.
Desire to Achieve — Eagerness to reach new levels of knowledge and skill.

Team player — Since much of our work is done in groups, staff members are expected to work for the
good of the team and not criticize the work of others.

Staff Skills

Federal, State and Local regulation require each student to meet standards of excellence in their chosen
vocation. Failure to do so will result in denying certification or graduation.

Skill requirements for graduation as competent are as follows:

Satisfactory completion of a job title, completed senior project, basic performance on the NOCTI Exam.
Ability to follow rules and procedures

Ability to work and cooperate with peers and supervisors

Ability to communicate both verbally an written

Ability to solve problems

Safety & Equipment

Electrical:

Do not attempt to service or install or remove computer wiring while the equipment is connected to
electrical outlets. Always ensure electrical equipment is disconnected from the power source or turned
off to prevent electrical shock.

Never touch bare, exposed, or damaged wires.

Never allow wiring and cables to lie in normal traffic paths to prevent the possibility of tripping and
injury.

Never allow moisture, liquids or magnetic items to come in contact with electrical equipment. This is a
very dangerous combination and could result in electrocution.



Chairs & Tables:

Desks are designed for placing working material on and as a surface to do productive work. They were
not designed to sit upon. You will be responsible for the cost of repair or replacement of any equipment
damaged through misuse.

Standard four-leg chairs were designed to sit on with all four legs remaining on the floor. Rocking back
or balancing on two legs not only reduces the life of the chair but also may result in personal injury.
You will be responsible for any injuries for failure to follow safety regulations.

Cushioned roller chairs are to remain at the computer locations assigned. If misuse occurs students will
lose their privilege of using these chairs.

Computer units:
Computer equipment is very costly and not designed to take abuse by rough handling or careless, unsafe
operations. You will be responsible for the cost of replacement or repair to any equipment damaged by
such misuse.

Fire:

There are fire extinguishers designed to handle electrical fires. Be sure to familiarize your self with the
location of these fire extinguishers. Directions for their use are printed on the device.

General fire or emergency exiting from the building is conducted in the following manner:
When the fire alarm sounds immediately stop what you are doing and calmly exit the building
according to the emergency exit route posted by the door

Once outside the building continue to the parking lot in the front of the school and stand with the
rest of the class, as attendance may need to be taken.

You will be instructed when it is safe to reenter the building.
Medical:

It is extremely important to provide accurate information on the medical card to inure proper
treatment should a medical emergency arise.

The school nurse is located in the industrial wing of the building and is available should you
require medical attention.

If you are taking medication that will need to be administered during school hours, please be sure
it is kept in the nurse’s office. Students are not allowed to take any form of medication whether
it be prescription or over-the-counter in the classroom.



Procedures

Restricted areas:

Pass Policy:

Students are not allowed to enter the storage closet at any time.

Teacher’s computers and desks are also off limits.

No Student will leave the instructional area without specific reason and authority to do so.

Food:

Cell Phones:

Valuables:

One student at a time may us the lavatory. After receiving permission from the teacher, you may
sign out on the lav sheet and take the lav pass with you. Students will not be permitted to use the
lav during the change of classes.

Students are not allowed to use the school phone except in the case of an emergency. Student
must have a phone pass filled out and signed by the teacher. Student will take the pass to the
main office where a school secretary will dial the number.

There will be no food, drinks, or gum allowed in the classroom at any time.

Itis illegal to carry a cell phone in a public school in the state of Pennsylvania. If a student is
seen with a cell phone in school it WILL be confiscated. Parents will be called and must come to
the school to pick up the cell phone. This is an inconvenience for the parent and extra paperwork
for the staff. If you absolutely must carry a cell phone, keep it in your locker and TURNED OFF
while in school!

Students are urged not to bring anything of value to school with them. Lockers are provided for
each student. It is advised that each student lock their belongings in their locker upon arriving at
school. This will greatly reduce the chance of valuables being lost or stolen. The school or its
employees will not be held responsible for stolen or misplaced valuables.

Personal hygiene:

Students should practice acceptable standards of personal hygiene at all times. Not only does
personal hygiene prevent an individual from being offensive, but greatly reduces the risk of
disease and illness from being spread.



Start up & shut down:

Grading:

Blogs:

All students regardless of level or session will immediately take their assigned seat upon entering
class. Do not turn on computers or engage in any other activity until released or instructed by
the teacher.

Students should remain quiet during announcements.

Students are expected to work until 10 minutes before dismissal before you begin clean up and
shut down. All of your personal work should be put away in your locker and books should be
returned to their assigned location.

ITA student’s grades are broken up into two categories: Work Ethic and Knowledge. Each day
the student receives a daily Work Ethic grade from 1-10 points. If a student is absent their grade
will be affected. Each day the students complete a timecard and give themselves a Work Ethic
grade they believed they earned that day. The teacher reviews these timecards and assigns a
daily Work Ethic grade. If a student neglects to complete their timecard on any given day, they
will earn a 1 for that day as their Work Ethic grade. The Knowledge grade comes from the tests,
quizzes, and homework they complete during the year. Please refer to the Student Handbook for
additional information on grading.

Each day of school the student will be required to type in their daily blog. This is a way to
practice writing skills, typing skills, and reading skills. The blog should consist of school related
events. The student is asked to use complete sentences and only write about events appropriate
for school. If a student neglects to blog on any day, their work ethic grade for that day will be
deducted by two points. | read the blogs every day to ensure students are completing work and |
respond to any questions that are posted for me.



Students will be administered a skill test on safety, knowledge test on the handbook and this packet, and
a knowledge test on safety before they are permitted to use the computers. They must pass the
knowledge tests with an 80% or higher and the skill test with a 100%.

We have read and understand the policies and procedures of Information Technology Applications as
well as the Ergonomics Safety packet.

Date

Signatures

Parent/Guardian print name here

Parent/Guardian sign name here

Student print name here

Student sign name here
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Information Technology Applications
Ergonomic Safety

Eyes & Safety

Computer operators often suffer from the following: Visual fatigue, blurred or clouded vision,
burning & tearing eyes, headaches and frequent changes in eyeglass prescription.
Glare is the main problem.
Always:
e Adjust your monitor so that the angle prevents the light source from shinning on the screen
& washing out characters
e Use blinds, drapes, or shades to block the glare from windows
e Avoid light colored clothing
o [f possible use a micromesh antiglare filter on the screen

In order to prevent visual fatigue which is caused by: staring at the screen without varying focus,
dry eyes caused by not blinking or low humidity, maintaining a viewing angle that is above the
horizon, poor image quality due to lack of contrast, intense display colors, or incorrect eyeglass
prescription

Always:

Exercise the eyes by looking away at objects of varying distance

Keep the screen and document holder at the same distance from the eyes (if possible)

Practice blinking regularly

Try to add moisture to the air w/ a steam humidifier, pans of water, or plants

Adjust the screen height or height of the chair so the top line of the monitor is no higher

than your eyes

Adjust brightness control for comfort

Keep the screen clean

Adjust contrast control so characters appear crisp
Have regular eye exams
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Musculoskeletal

Problems: Muscle fatigue, neck/back ache, cumulative trauma disorders (associated w/tasks that
require repetitive motions over long periods of time.)

Cumulative Trauma Disorders: Tenosynovitis and Carpal Tunnel Syndrome (CTS)

Tenosynovitis: an inflammation of the sheaths through which the tendons of the fingers pass. It is
caused by the rapid flexing of the fingers and wrists. It can lead to Tendonitis which is the
inflammation of the tendon itself.

Symptoms: pain in the wrist and back of the hand

Carpal Tunnel Syndrome (CTS:) a condition caused by compression or squeezing of the median
nerve which passes through the carpal tunnel of the wrist bones. This problem can intensify over
time, spreading up the arm and weakening the muscles so that one may drop objects being carried
or fail to sense hot or cold. CTS can be aggravated by swelling of the tendon sheaths such as in
tenosynovatis,

Symptoms: Pressing on the nerve causes numbness, tingling, burning or pain in the palms,
fingers, or wrists

Musculoskeletal problems occur from the following:
¢ Maintaining an unnatural or unhealthy posture while using the computer
¢ Inadequate lower back support
e Static load placed on the body by sitting in the same position for an extended period
of time
e An ergonomically poor workstation design

To avoid musculoskeletal problems the following should be done:
The Monitor:
e Should swivel, tilt and elevate
e Should be located so the top line of the monitor is no higher than the user’s
eyes or no lower than 20 degrees below the horizon of the user’s eyes
e Should be at the same level and beside the document holder
e Should be between 18-24 inches away from the user’s face

The Keyboard:
e Should be detached and adjustable
e Should be placed to allow the forearm to be parallel to the floor without
raising the elbows
e Should allow the wrist to be in line with the forearm so the wrist is not flexed
up or down
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The Chair:
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Should include 2 inches of space to rest the wrist or should be provided with a
padded detachable wrist rest

Should be placed directly in front of the monitor and at the same elevation as
the mouse, track ball or touch pad

Should support the back

Should have a vertically adjustable independent back rest that returns to its
original position and has tilt adjustments to support the lower back

Should have a pneumatic height adjustment, so that the chair height can be
adjusted while the user is in a seated position

Should be adjusted so the back crease of the knee is slightly higher than the
pan of the chair

Should be supported by a five prong caster base

Should have removable armrests that are adjustable in all three dimensions
Should have a contoured seat with breathable fabric and rounded edges to
distribute the weight and should be adjustable to allow the seat pan to tilt
forward or back

The Table/Desk:

Worist Rest:

Should provide sufficient leg room

Should allow for adjustable height

Should have enough surface area to support the computer equipment and
space for documents

Should provide at least 30 inches in depth

Should have rounded corners and edges

Should be a minimum depth of two inches

Should be the same length as the keyboard

Should be the same height as the front edge of the keyboard
Should be constructed of firm supportive foam or gel material
Should have a flat top with rounded edges

Should be attached to the work surface

The Keyboard Tray:

Should have adjustable height options

Should have a forward and back tilt feature

Should be large enough for the keyboard and mouse

Should be retractable for storage

Should clamp under the work surface and have position lock
Should be able to rotate 360 degrees
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The Document Holder:

Usetul Tips:

Should be adjustable to fit monitors from 8.5 to 17 inches wide

Should be fully adjustable to permit left or right, up or down, forward or
backward, and tilted movement

Should be sturdy enough to support stacks of papers and heavy documents
Should have a wide lip to hold books and manuals open

Should have an adjustable line guide for data entry

Should have a non-reflective material to minimize glare

Should be stable and able to be attached to either side of the monitor

Provide a 15 minute break for every 2 hours of continuous computer use
Alternate work tasks

Use a stretching routine to relax the body

Keep the mouse at keyboard level

Do not grip the mouse tightly

Hold the mouse lightly with all fingers clicking gently



GRADE REPORTING

Purpose: The intent of this grading procedure is to provide a student grade that accurately reflects student
achievement. Progress will be measured in the areas of work ethics, and knowledge. All activities and
assessments that are required as the student progresses through their skills (learning guides) will be reflected
within the knowledge grade. Students will be evaluated according to established program standards on an
individual basis. The ClassMate grading software automatically calculates student grades using the following
formula:

Work Ethic 40%

Knowledge 60%

100%

Teachers must be able to justify grade percentages in the event of inquires or concerns.

Interpreting a Grade: The two levels of evaluation are described below:

Work Ethics Grade (40%): Each school day, every student receives a Work Ethics or daily grade. Criteria that
comprise these grades are safety, student behavior, preparation/participation, productivity or time on task,
professional appearance and extra effort. The Work Ethics grade range is based on a 0 to 10 model that
students may earn each day depending on how many criteria they satisfactorily meet.

NOTE: Impact of Absenteeism, Tardiness/Early Dismissals - The direct effect of absenteeism on a
students’ grade will be through the Work Ethic component of the grading formula. If a student is Tardy or has
an Early Dismissal the Work Ethic grade will automatically be defaulted to a five (5) from a possible ten (10)
points. The instructor may change this value as they see fit.

Knowledge Grade (60%): Throughout the marking period, a student’s cognitive knowledge about various
career-specific topics will be evaluated and recorded by the instructor. Examples of knowledge activities
include: lab/shop assignments, homework, quizzes, tests, and research activities. The Knowledge grade range
is based on actual points earned divided by the total accumulative points.

Task tracking: For the purpose of students earning a job title associated with their program are, teachers track
students’ skill/task work. Teachers identify specific criteria to evaluate each task performed, ranging from a 0
to 5 (not completed to mastery). Students must earn a 4 or 5, in order to credit the task towards earning the
specific job title. Students have the opportunity to revisit a task multiple times until successfully receiving
credit. The job titles a student earns will be listed on the student’'s RMCTC certificate that is awarded at Senior
Recognition Night.



GRADE REPORTING (continued)

CTC Letter Conversion Table Grade Letter

100 — 97 A+
96 -93 A
92 — 90 A-
89 — 87 B+
86 -83B
82 — 80 B-
79 -77 C+
76 —73C
72 —-70 C-
69-65D
64 — under F

Final Grade average is based on the student’s four (4) numerical marking period grades. The final average will
directly align to the letter conversion table listed above.

If a student has three (3) marking period grades of “F” the teacher shall give appropriate consideration to that
student not passing for the year. If a student is on an upward trend at the end of the school year, this may
justify having the student pass for the year. If the opposite is true, and the student is on a downward trend,
the student should receive a failing grade.

The individual teacher must evaluate each student’s achievement in terms of the expected goals for their
program area.

Failure to complete assignments, frequent lateness or absence, and demonstrated indifference to school are
major contributors to student failure. Blatant refusal to attempt or to complete a significant number of course
requirements may, by itself, justify a final course grade of "F".

The following divisions are given as a guide to recording and interpreting the grading system. It remains for
each teacher to objectively and fairly rate each student, not based upon personality, but performance.

Determination of Grades: Teachers will give thorough consideration using all grading components in
determining students’ grades to both class work and test results.

A = Excellent

1. This grade represents superior work and is distinctly an honor grade.

2. The excellent student has reached all course objectives with high quality achievement.

3. The excellent student displays unusual effort and works willingly and effectively in reaching required
objectives.




GRADE REPORTING (continued)

B = Good

1. This grade represents above average quality achievements.

2. The good student has reached a large majority of course objectives.
3. The good student is industrious and willing to follow directions.

C = Average

1. This grade represents acceptable quality achievements.

2. The average student has reached a majority of course objectives.

3. The average student is cooperative and follows directions, yet extra effort and improvement are needed for
more complete mastering of the material.

D = Passing

1. This grade represents a minimum acceptable quality achievement.

2. The student is performing below-average work and has not reached a majority of course objectives.
3. This achievement level indicates there is a great need for improvement, daily preparation and improved
dedication and attendance.

F = Failure

1. This grade represents unacceptable quality achievements.

2. The failing student has not reached necessary course objectives.

3. The failing student has not attempted to complete assignments, is constantly late or absent, and generally
has failed to accomplish the fundamental minimum essentials necessary in the program area.

4. It may be noted that generally a student does not fail because of a lack of ability; failure may be caused by
laziness, non-dedication, or a general disregard to directions of the teacher and the unwillingness to use
whatever ability he/she possesses.

Incomplete Grades: Incomplete grades must be updated no later than ten (10) days from the close of the
marking period. As soon as the work is completed and the grade is available, it must be reported to the
appropriate person.

Failures: Students who receive a failing final grade in a program area are permitted to repeat that program,
but are urged not to do so for obvious reasons. If this situation presents itself, students and parents are
advised to consider an alternative program which is probably more suited to the student's true interests and
aptitudes and not merely satisfying a short-term or unrealistic desire.

Attendance and its Impact upon Grades: The importance of regular school attendance and its positive
impact upon a student's performance grade cannot be overstated. If a student is absent, he or she does not
have the opportunity to keep pace with their classmates and must work independently to acquire the
information missed during any absence. Regardless of how well a student performs when he/she is present,
habitual absenteeism usually results in a failing performance grade. This situation is not unlike the conditions
of the business or industry for which the student is being trained.




GRADE REPORTING (continued)

Make up Work for Absences: Students have the opportunity to make-up school work due to an iliness/being
absent from school. PROVIDED their absence is excused. Students must submit make-up work within the
following timelines:

1. One (1) to three (3) days excused absences — five (5) school days to complete assigned work.

2. Four (4) or more days excused absence — ten (10) school days to complete assigned work.

All work missed through unexcused absences will be graded as a zero

Report Cards (See Progress Reports): Students will receive a report card from the sending school district
which will reflect the student’s grade from their Career & Technology program. Students will also receive a
report card from RMCTC reflecting their program grade and Social Studies grade, where applicable. In
addition, grades are available on the parent portal.

Senior Recognition Night: Reading Muhlenberg Career & Technology Center hosts an annual Senior
Recognition Night, which honors our senior students. During this event, all senior students in attendance are
recognized and may also receive awards that they have earned relevant to their accomplishments while
attending Reading Muhlenberg CTC.

PARENT PORTAL: The Parent Portal is available for parents/guardians to view your child’s progress by
accessing the RMCTC District Portal on the School’s web-site; www.rmctc.org. This will give you up to date
information related to your child’s attendance, grades (work ethic and knowledge), discipline referrals and
schedule. In order to use this resource, you must provide the CTC with a current email address and register
online.

Log onto www.rmctc.org, click on “Parents”, then click on “parent portal” which will navigate you to the link
where you will log into the portal. You will have to “create an account” on your first visit to the portal by using
your email address (you need to use the email address you provided us on your child’s application) and setting
up a password. Once registered you may return at any time to view your child’s information.

Please utilize our website, to track your child’s progress by viewing their grades and attendance, along with
any discipline action. In addition you will be able to review your child’s report cards & progress reports as soon
as they are available. You also have the ability to select the option to receive email notifications for specific
instances that you choose. You can choose to receive an email automatically if your child is absent/tardy or
both, if your child receives a discipline referral or suspension and if your child receives a specific grade.



http://www.rmctc.org/
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CAREER & TECHNICAL STUDENT ORGANIZATIONS (CTSO)

All students enrolled in Reading Muhlenberg Career & Technology Center have the opportunity to
participate in at least one Career & Technical Student Organization (CTSO) while enrolled at the CTC.
Students who become members in these co-curricular organizations have the opportunity to participate
in team building, leadership, community service and social events.

Students also have the opportunity to attend skill competitions where the skills they have learned are
"put to the test" against other competitors. These competitions include testing of knowledge and hands-
on skills in a variety of trade and leadership events. Students who are fortunate enough to win their
events at a district or state competition are able to compete at the national level and travel to locations
such as Louisville, KY, Kansas City, MO, San Diego, CA, Orlando, FL, and Cleveland, OH.

SkillsUSA

\I\l“\l-\\ http://skillsusa.org
Cl;cmpions 1! Work

SkillsUSA is a national organization of students, teachers and industry representatives who are working together
to prepare students for careers in technical, skilled and service occupations. SkillsUSA provides quality
education experiences for students in leadership, teamwork, citizenship and character development. It builds and
reinforces self-confidence, work attitudes and communications skills. It emphasizes total quality at work, high
ethical standards, superior work skills, life-long education, and pride in the dignity of work. SkillsUSA also
promotes understanding of the free-enterprise system and involvement in community service.

National Technical Honor Society (NTHS)

www.nths.org

NTHS is the acknowledged leader in the recognition of outstanding student achievement in career and technical
education. Over 2000 schools and colleges throughout the U.S. and its territories are affiliated with the NTHS.
Member schools agree that NTHS encourages higher scholastic achievement, cultivates a desire for personal
excellence, and helps top students find success in today's highly competitive workplace.

NTHS members receive: the NTHS membership certificate, pin, card, window decal, white tassel, official NTHS
diploma seal, and three personal letters of recommendation for employment, college admission, or scholarships.
Students will have access to our online career center including these valuable services: MonsterTRAK, Wells
Fargo, Career Safe, and Career Key.


http://skillsusa.org/

READING-MUHLENBERG CAREER & TECHNOLOGY CENTER

WORK BASED LEARNING

Cooperative Education & Internships
RULES / GUIDELINES

All Work Based Learning (WBL) students must have school WBL forms completed before starting the job/internship, and any
student less than 18 years of age must also have a transferable work permit.

e If you are absent from school in the morning, you may NOT go to work in the afternoon. YOUR JOB IS PART OF YOUR
SCHOOL DAY. If you are at a medical, social service, or court appointment in the AM, you may go to work that day.
However, you must bring a note from the agency where you were, to your attendance secretary, the next school day.

o Ifyou are ill, YOU must call your employer to inform him/her that you will not be reporting for work.

e IMPORTANT: If your name is going to appear, for any reason, on your sending school absentee list, you must also
report off to Mrs. Albarran @ 610-921-7301. Failure to report off will result in removal from WBL.

e Ifschool is closed for a holiday, in-service day, or a snow day, you DO go to work on those days, if you are scheduled.

o If you are suspended out of school you may not work at your WBL job. This includes jobs that are scheduled with after
school hours.

e REPETITIVE ABSENCES at school or work will result in your removal from Work Based Learning.

All WBL students are required to report to the CTC every Monday. Any additional classroom time is at the discretion of your
program area teacher. You are responsible for communicating this to your employer. On the first Monday of each month,
immediately upon arrival, report directly to Student Services, where you will sign in with Mrs. Baller. Co-op students will
record hours and earnings, and then return to your program area for the remainder of the school day. Don’t forget to bring your
check stubs to record your hours and earnings! Internship students will record hours. If you miss two Monday meetings, you
will be removed from WBL.

¢ Any violations of these rules will result in the following discipline action:
15T violation — VERBAL WARNING
2" violation - REMOVAL FROM WORK BASED LEARNING

When at work you are guided by and are responsible to your employer. Be sure to follow all of the
Employers’ rules and regulations because you will be terminated for the same reasons as any other
employee.

If your work experience is terminated for any reason, you must return to school the next day, and inform
your CTC teacher and the Work Based Learning Coordinator.

If you wish to terminate your employment, you must discuss this with your teacher and the Work Based Learning Coordinator,
and leave the job properly by giving the employer a two-week notice and a letter of resignation.

If you have any questions concerning the rules and guidelines of Work Based Learning, please contact the WBL coordinator at
610-921-7337.

STUDENT SIGNATURE

PARENT/GUARDIAN SIGNATURE



