
 
 

RIDGE TECHNICAL COLLEGE 

WRITTEN STRATEGIC PLAN 

SCHOOL YEAR 2019-2020 
 

OBJECTIVES 

1. Be developed and implemented 

2. Provide consistent improvement to the institution and program offerings 

3. Insure all plans include elements addressing Polk County Schools Strategic Plan  

4. Provide for a cycle of at least three years 

5. Provide strategies for achieving the objectives of the institution 

6. Provide strategies for an evaluation process that measures the effectiveness of the 

Strategic Plan  

 

PURPOSE 

The written strategic plan is to provide for the most efficient and effective utilization of 

relevant data to attain the mission and vision of Ridge Technical College (RTC) and in 

keeping with the mission of Florida Department of Education and the Polk County Public 

Schools System. 

 

INTENT 

Ensure, comply, uphold our vision and mission to be Polk County’s premier workforce 

training institution that will assess, prepare, and place individuals in successful and 

rewarding careers in an increasingly competitive and changing employment market. 

Successfully training and placing our students, in their field of training, is the definitive 

goal of our institution. 
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RESPONSIBLE PARTIES 

1. The Director oversees the operation of RTC as a whole. 

2. Assistant Director: 

a.  Assists Director in all areas of administration and operations.  

b. Assume the Director's duties in the absence of the Director.   

c. Maintains student discipline and interprets policy.   

d. Supervise clerical personnel and others as assigned.   

e. Counsel staff members and students on programs or policies.   

f. Assist in budget preparation  

g. Prepares and edits technical and specialty material  

h. Supervises student transportation, field and work trips  

i. Coordinates with government officials, other school personnel, students, teachers, 

parents and the general public 

j.  Prepares and maintains reports and records and grant requests; equips and 

furnishes new facilities. 

TIMELINE FOR REVIEW/ACCESSIBILITY 

1. Written Strategic Plan for Ridge Technical College is available to employees, students 

and general public via the RTC school website www.ridge.edu or 

www.polkedpathways.com/ridge-technical-college/ 

2. Written Strategic Plan is reviewed, evaluated, and revised annually by all employees 

through professional development, staff meetings, and email.  

3. Written Strategic Plan is reviewed, evaluated, and revised annually with input from the 

School Advisory Council (SAC). 

 

PLAN  

Florida Department of Education 

Vision: Florida will have an efficient world-class education system that engages and prepares all 

students to be globally competitive for college and careers. 

 

http://www.ridge.edu/
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Mission: The Department of Education is here to increase the proficiency of all students within 

one seamless, efficient system, by providing them with the opportunity to expand their knowledge 

and skills through learning opportunities and research valued by students, parents, and 

communities, and to maintain an accountability system that measures student progress. 

 

Highest student achievement  

 Seamless articulation and maximum access  

 Skilled workforce and economic development  

 Quality efficient services  

Polk County School System 

 

The Mission of Polk County Public Schools is to provide a high-quality education for all 

students. 

In accomplishing this mission, we envision that students in the Polk County Public Schools will 

effectively:  

 read, write, compute, speak, listen, and use complex thinking skills to solve problems;  

 be self-directed in creating personal purpose and vision, setting priorities, choosing ethical 

action, and creating their own knowledge;  

 cooperate and collaborate with others in working with and leading groups; interact positively 

in diverse settings; recognize the value and contributions of all individuals; and make positive 

contributions to their communities;  

 understand and use social, organizational, and technological systems; design, monitor, 

improve and correct performance within a system; and create viable products.  

These desired student outcomes and practices will be fostered and nurtured in schools and 

classrooms within an environment in which: 
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 adults assume instructional and ethical leadership to create efficient, effective environments 

perceived as safe, healthy, and equitable, where students are recognized as unique individuals 

capable of learning and independent thinking; 

 adults use varied and reliable teaching and evaluating procedures through relevant curricula; 

 adults enable students, families, and communities to work cooperatively to assume 

responsibility for the total educational experience; 

 adults engage in professional growth and training activities to effect continuous improvement 

in the system;  

 students are guided in their total physical, mental, and emotional development through 

activities which are student-centered, and which focus on positive expectations and encourage 

intrinsic motivation.  

Polk County Public Schools (PCPS) Strategic Plan focuses the district’s efforts on one goal: 

Increase achievement for all students. Directing all resources toward a common purpose will 

better position us to prepare our students for college, career and life in a globally competitive 

environment and marketplace. The Strategic Plan will serve as a living document that will daily 

guide our course of action and institutionalize our mission, vision and core values for the district. 

It will provide the focus for decision-making, planning and resource allocation over the next five 

years.  

 

Strategic Planning and the District’s Comprehensive Aligned Instructional System must be closely 

coupled to accelerate student achievement for all students. These tools allow for common 

expectations and common measurements and makes consistent district support in that aligned 

system possible. All stakeholders within the district and community should have an active role in 

the development and ongoing implementation to ensure there is mutual accountability to achieve 

specified targets for student performance gains with the goal of eliminating the achievement gap.  

A pivotal component in leading to a high achieving school district and continued academic growth 

is to commit to a shared vision and comprehensive strategic planning process to sustain continuous 

improvement thereby:  

1) Ensuring PCPS short-term decisions are based on long-term implications and requirements;  

2) Allowing leadership to anticipate and prepare for change in a proactive approach;  
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3) Aligning day-to-day decision making, problem solving and financial commitments to PCPS 

short-term and long-term goals;  

4) Assigning responsibility for all within the district to measurable outcomes;  

5) Providing transparency and building trust; and  

6) Providing the opportunities to use a systemic approach to analyze the system thereby improving 

the efficiency of cross-functional operations and reducing a silo approach of support.  

 

The development of the PCPS Strategic Plan has been a comprehensive process that engaged all 

stakeholders within the community. The planning process afforded opportunities for all involved 

to provide meaningful input toward a collaborative effort to support our students. Over the next 

five years, the Strategic Plan and its measurable outcomes will be annually reviewed and addressed 

for continuous system improvement.  

Ridge Technical College 

 

Vision: Ridge Technical College will be Polk County’s premier workforce training institution. 

Mission: Ridge Technical College will assess, prepare, and place individuals in successful and 

rewarding careers in an increasingly competitive and changing employment market. 

The strategic planning identifies needs and opportunities for establishing and achieving the goals 

of the institution.  This planning encompasses area population, occupation availability, needs of 

business and industry, outside agencies’ goals and operations, etc.  Program offerings are 

implemented as a result of needs assessment and facility and instructor availability.  Any plan to 

build takes into consideration capital outlay monies and RTC’s budget.  Planning is conducted in 

an effort to provide career training for the population of Polk County and surrounding areas, that 

will prepare citizens to enter the workforce or upgrade skills in the occupation that a person is 

already working. This planning process is continuous and is implemented to improve RTC and the 

population it serves. 

 

Procedures for Developing or Modifying RTC’s Strategic Plan  

RTC’s Director is ultimately responsible for the development or modification of the Written 

Strategic Plan.   
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1. The primary sources of input into the plan are RTC’s School Advisory Council, faculty 

and staff and Occupational Advisory Committees.   

2. RTC’s School Advisory Council which consists of business and industry members, 

community members, administrators, faculty, and students provides information and 

suggestions concerning short and long-range goals as well as visionary planning.   

3. The Director’s administrative staff and faculty are charged with the development, 

implementation and updating of the Written Strategic Plan. 

 

 

 

Strategic Goal:  Increase student achievement to 95% (based on previous CPL 

averages) in career training completion, placement, and licensure and improve 

industry certification attainment. 

Objectives and Strategies: 

1. Category: Student Achievement 

Objective: Prepare 100% of students, annually, to meet or exceed appropriate 

grade level proficiency offering them a reasonable expectation for successful 

Analyze

Develop

PlanExecute

Review
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completion of career programs under the State Department of Education Career and 

Technical Education Frameworks and Student Performance Standards.  

Strategy: continue providing, over a three-year period, Applied Academics 

for Adult Education (AAAE) with fulltime instructor  

 

Objective: All students will be prepared with employability skills during their 

school day activities necessary to enter the workforce upon program completion 

Strategy: instructors will be responsible for increasing opportunity for 

work habits and attitudes training through student workshops, guest 

speakers from the local business community, introduce ‘Dress for Success’ 

program, mock interviews and resume workshops (Ongoing) 

Strategy: All faculty and staff will support and encourage participation of 

100% of the student body in career student organizations (CSOs) such as 

SkillsUSA, FBLA, and FFEA to develop leadership skills. (Ongoing) 

Through RTC and program orientation, all students are encouraged to 

participate; in addition, each CSO Advisor holds an informational meeting 

about their organization at the beginning of the year in which all students 

attend, thereby increasing annually the membership in each CSO. 

(Ongoing) 

 

2. Category: Stakeholder Partnerships 

Objective: Administration, faculty, Student Services personnel will provide 

continuous and effective communications with all internal and external 

stakeholders 

Strategy: increase number of annual webpage and the Facebook page  

views on the RTC website by 20% and 30% annually respectively (ongoing) to 

be overseen by the RTC Marketing Committee 

Objective: Career instructors, with the assistance of academic teachers to increase 

family involvement opportunities  
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Strategy: increase family engagement activities, such as Fire Family Day for 

at least two program areas per year over a three-year period, i.e. health science, 

industrial and business – Open house twice a year and a career fair in the spring 

semester 

Objective: Administration will enhance and strengthen school and district level 

partnerships. 

Strategy: increase the total number of school-based partners engaging 

individuals, organizations and businesses in Polk County in increments of 5 to 

10 per year for the next three years 

 

3. Category: Safe and Secure Environment 

Objective: Administration, in conjunction with the RTC Safety Committee, 

will provide best practices that encourage positive behavior; develop respect 

toward others and ensure safe environments throughout the school. 

Strategy: decrease office referrals by 10% annually  

Strategy: increase the percent of respondents to relevant sections of parent, 

student and teacher climate survey results by 5% annually 

Strategy: Secure all entrance gates except the main entrance to the school 

Strategy: Install a buzzer for school entrance  

Strategy: Provide school guardian for day and evening classes 

 

4. Category: Staff Learning and Growth 

Objective: The Polk County Public School assists RTC Administration in the 

retention of qualified and valuable instructional personnel through support and 

quality professional learning. 

Strategy: Polk County Public School District Professional Development 

Department prepares teachers and administrators to be highly effective 

through quality professional development, i.e. Professional Development 

courses sampling of: 

o Assessment and Data Analysis for School Improvement 
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o Brain Compatible Teaching-Learning 

o Career and Technical Education (CTE) Business Internships for 

Educators  

o Career and Technical Education (CTE) Industry Visitation  

o Career Educator 

o Classroom Walk Through 

o Data Analysis for Instructional Staff  

o Designing and Implementing Meaningful Staff Development 

o Developing Quality School Improvement Plan 

o Ethical Leadership 

 

5. Category: Support and Resources 

Objective: To ensure clean, well maintained, functional facilities 

Strategy: accountability of custodial staff through weekly Administrative 

walk through 

Objective: To provide safe, efficient and quality transportation services to all 

eligible students. 

Strategy: Collaborating with the City of Winter Haven to provide public 

transportation by the beginning of the 2019-2020 school year 

Objective: To provide a safe and secure environment for students and staff 

Strategy: reduce incidence of risk by maintaining facility through proactive 

Safety Committee monthly walk through of campus. 

Objective: Deploy Information Technology that supports the academic and 

business needs of students, teachers, and staff 

Strategy: increase the utilization of technology devices in the classroom to 

be completed by the end of school year 2019-2020 by the MIS Systems 

Analyst with the assistance of Information Technology personnel in the 

Polk County Public Schools District  

Objective: To ensure the highest level of fiscal responsibility and integrity 
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Strategy: financial support of stakeholders (career education programs), 

maintaining truthful advertising through RTC Marketing Committee, 

ensuring sound business and financial practice in RTC Business Office, and 

career instructors training our students with the skills necessary for gainful 

employment in their chosen career field (Ongoing) 

 

 

Evaluation Methods  

1. The Director performs an on-going self-evaluation of the College’s Long-Range Plan. This 

review process involves a periodic review of each strategy with the SAC, business and 

industry, local Chambers of Commerce and local economic development agencies to 

determine which strategies have been met and which require further attention. Action is 

taken on those strategies that have not been met, and completed strategies are occasionally 

evaluated to determine if they should be revisited. 

2. Continuous program review process - Existing programs are continuously monitored and 

modified to accommodate new and emerging changes in business and industry within our 

community. The   need   for   new   programs   is   initiated   from   a   partnership   between 

faculty, administration, Occupational Advisory Committees, SAC and local businesses and 

industries. 

3. Community involvement - Ridge Technical College works closely with students, faculty, 

staff, Occupational Advisory Committees, SAC, and civic organizations to assure RTC is 

continuously improving and increasing student achievement. 

4. Annual School Survey of Attitudes - conducted by the PCPS each spring, teachers, students 

and parents are randomly selected to respond to a survey indicating their perceptions about 

RTC. Results received from the survey are used to help improve student achievement and 

to aide in determining any student, teacher, or program needs.  

 

 

Following is a list of agencies, organizations, committees, etc. that are instrumental in providing 

information, data, statistics, trends, etc. for RTC’s strategic planning process: 



2019-2020  11 | P a g e  

 

Chambers of Commerce 

Occupational Advisory Committees 

Civic Organizations 

Department of Labor 

Department of Health and Rehabilitative Services 

Job Service of Florida 

Veterans Administration 

City and County Governmental Entities 

Vocational Rehabilitation 

School Advisory Council 

Economic Development Council 

Florida Research and Economic Database (FRED) 

Central Florida Development Council (CFDC) 

Labor Market Statistics, Occupational Employment Projections Unit 

Polk County Statistical Data Source: Central Florida Development Council 

                  State of Florida Agency for Workforce Innovations 

                                        Central Florida Health Care 

                OES - Occupational Employment Statistics and Wages 

                                           CareerSource Polk 

                                                        Polk Vision 

 

Representatives from these entities meet frequently with instructors, counselors, supervisors, and 

administrators to discuss changing community characteristics and potential enrollment of various 

populations. 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
 

 
 

 



 
 

WRITTEN PLAN FOR MEDIA SERVICES 

SCHOOL YEAR 2019 - 2020 
 

OBJECTIVES 

1. Provide students with a variety of current and relevant educational materials such as reference 

books; periodicals and manuals of a business, professional, technical, and industrial nature, audio-

visual materials and equipment and internet access 

2. Provide students with educational learning resources, a safe environment, and atmosphere conducive 

to learning, supporting Ridge Technical College’s (RTC) vision and mission 

 

PURPOSE 

1. Certify that all members of the school community have equitable access to books and reading, 

information, and information technology 

2. Provide educators with creative conceptualization and production of materials to improve instruction 

3. Create a positive impact on student achievement 

 

INTENT 

Ensure, comply and uphold our vision and mission to be Polk County’s premier workforce training institution 

that will assess, prepare and place individuals in successful and rewarding careers in an increasingly 

competitive and changing employment market. Successfully training and employing our students is the 

definitive goal of our institution. 

 

RESPONSIBLE PARTIES 

The Director is responsible for the overall function, supervision, and operation of the media services provided 

by the school.  Assistant Directors are responsible for the daily operation of the school’s media services. The 

MIS Systems Specialist is responsible for the purchase, implementation and maintenance of the school’s 

technology-based media services, including server system, network infrastructure, and computers, software, and 

help desk and audio/visual equipment.  The Media Center staff consists of the Media Specialist.  The media 

specialist has the responsibility for the implementation and coordination of daily media center operations.  Job 

duties are as follows: 

 

 Schedules use of the media center  

 Prepares lists of available materials on certain subjects and helps select materials for programs 

 Orders, catalogs, and organizes materials 
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 Inventories all media center audiovisual materials 

 Keeps media center materials up-to-date 

 Explains and assists students in the use of all reference sources 

 Assists in the operation of computers 

 Coordinates with all instructors on curriculum and curriculum resources 

 Delivers media services orientation to staff and students 

 

TIMELINE FOR REVIEW/ACCESSIBILITY 

1. A plan is maintained and in operation for evaluating the effectiveness of Media Center services and 

is accessible from the Media Specialist, the Assistant Director, and the College’s Director. 

2. The students, staff and RTC Media Advisory Committee annually evaluates the effectiveness of 

media services, and the results are used to decide the media services requests to fulfill, such as 

upgrades to the media services facility, new technology, audiovisual equipment, new learning 

resources and replacement of learning resources.  In addition, each career education program has an 

occupational advisory committee that visits the classroom and reviews the technology-related 

curriculum and equipment.   

3. The written plan for Media Services is reviewed, evaluated, and revised annually by all employees 

through professional development, staff meetings, Standards meetings, and email.  

 

PLAN 
This plan is appropriate for the institution by offering the applicable learning resources designed for the current 

occupational program offerings, access to computer-related media services either directly in their classrooms or 

through the Media Center and supporting academic curriculum by providing reference books, periodicals, 

fiction and nonfiction novels, i.e.   Each instructor may also submit requests for media equipment specifically 

needed for their curriculum.  Reference books and manuals of a business, professional, career or industrial 

nature and audio-visual materials are usually requested for purchase by individual instructors for their 

Individualized Learning Centers.  However, if there is a need for these materials to be in the Media Center, the 

instructor can request their use over a period of time. 

 

Polk County Public Schools’ District Technology Plan governs how RTC provides for the use of the network 

and Internet, prohibited uses, updates and replacement of technology-based equipment and supplies, purchases 

and installation of software, webpage criteria, electronic communication, personal electronic devices, security 

and general uses.  Please refer to Polk County Public Schools’s Technology Acceptable Use Policy below.  

 

Technology Acceptable Use Policy 

The Polk County Public School District offers access to network resources and the Internet. The use of the 

network and the Internet must be in support of educational and professional activities that are consistent with 

the educational goals and policies of the Polk County Public Schools. The user is responsible at all times for its 

proper use. Superintendent or designee may examine files to determine if a user is acting in violation of any 

district policies. Failure to comply with these policies may result in disciplinary action, legal action and/or 
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cancellation of access. Changes in policies and guidelines will be periodically posted via email. Employees are 

responsible for all noticed changes.  

I. Terms and definitions:  

A. The network is defined as all computers and other devices that are interconnected to the District 

local/wide area network and are the sole property of the Polk County School District.  

B. The Internet is defined as a network of libraries, databases and resources beyond the District 

local/wide area network  

C. Electronic Communication includes, but is not limited to, email, blogs, podcasts, discussion boards, 

web sites, video conferencing and virtual classrooms.  

D. Portable electronic devices include, but are not limited to, laptop computers, personal digital 

assistants (PDAs), cellular telephones, recording and/or storage devices.  

E. Web Page - A document designed for viewing in a web browser. Typically written in hypertext 

markup language (HTML).  

 

II. Network and Internet Use:  

A. Users should take precautions to protect access to their account(s).  

1. Network passwords must be complex.  

2. Network passwords of employees must be changed every 60 days.  

3. Users must not compromise the privacy of their password by giving it to others or exposing it 

to public view. In the normal course of system administration, the system administrator may 

have to examine user files to gather information to diagnose and correct problems; in such 

instances, users should then change their passwords to maintain security.  

4. Users may be required to supply security questions and/or answers that may be used to verify 

their identity. It is the user’s responsibility to ensure that the answers to these questions are 

confidential. Unauthorized use resulting from negligence in maintaining security will be the 

responsibility of the user.  

 

B. All security issues should be reported to school/district technology personnel immediately.  

C. Prohibited use includes, but is not limited to:  

1. Violations of federal, state and local laws and regulations:  

 

a) Copyrighted and/or trademarked material  

b) Threatening, obscene or profane material  

c) Licensing agreements  

d) Plagiarism  
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2. Vandalism, which is defined as malicious attempt to harm or destroy network resources, data 

of another user, the Internet, or other networks. This includes the creation of, or uploading of, 

computer viruses on the Internet or host site.  

3. Use of the Internet or network for financial gain, product advertisement, commercial activities, 

political campaigning, or illegal activity of any description  

4. Unauthorized use of another individual’s network access including use of another individual’s 

network username and password  

5. Consuming large amounts of bandwidth, resulting in disruption of the network, including but 

not limited to:  

 

a) Network/Internet games  

b) Streaming video and audio  

c) Non-educational teleconferencing  

d) Downloading very large files without prior approval of technology staff 

 

6. Hacking or any attempt to gain access to networks, including but not limited to:  

 

a) Browsing networks to obtain IP addresses and other network information.  

b) Accessing the networks without prior authorization.  

c) Using network resources or other resources with the intent of preventing or interfering 

with the transmission of voice, data, pictures, or anything that can be transmitted over the 

network.  

 

7. Trespassing on others’ work, files or folders, and attempting to, or taking action to access, 

modify, harm or destroy data of another user. Playing games without educational value.  

 

8. Using the computer resources for non-academic activities when other users require the system 

for academic purposes.  

 

9. Circumventing proxy servers, firewalls or other filtering software.  

 

10. Accessing chat rooms or instant messaging unless there is a legitimate work-related or 

educational purpose.  

 

11. Blogging and discussion board activities during working hours unless there is a legitimate 

work-related or educational purpose.  
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D. Student Specific:  

 

1. Students have the privilege of using school/district computers, which include the internet, 

unless said privilege has been revoked in writing by parental opt-out form or suspension of 

privileges for violations of Student Code of Conduct or this policy.  

2. Student’s access to and use of the school/district computers shall be under the direction of a 

school staff member and monitored as an educational activity.  

3. Students are responsible for avoiding access to inappropriate material and reporting incidents 

should they occur.  

4. Student users must always get permission from their teachers or facilitators before using the 

network, the internet, or accessing any specific file or application.  

5. Disciplinary action shall consist of any combination of consequences as listed in the Student 

Code of Conduct Section 7.09 Computer Misuse and this policy. 

 

III. Electronic Communication:  

 

A. Most electronic communication is a matter of public record and should never be considered private or 

secure  

B. Electronic mailbox content (i.e., calendar items, messages and attachments) is archived for a period 

of five years beginning April 2009.  

C. Any electronic mailbox content that meets records retention laws beyond five years should be stored 

in accordance with Bureau of Archive Management and GS-1.  

D. Unauthorized use includes, but is not limited to:  

1. The creation and exchange of offensive, harassing, obscene, or threatening communication.  

2. The creation and exchange of communication that uses impolite, abusive, or objectionable 

language  

3. The exchange of privileged, confidential, or sensitive information outside of the organization 

or outside the defined privileged group  

4. The creation and exchange of advertisements, solicitations, chain letters, SPAM and other 

unsolicited e-mail  

5. The creation, storage, or exchange of information in violation of copyright laws  

6. Reading or sending communication from another user’s account, except under proper delegate 

arrangements  

7. Altering or copying a communication or attachment belonging to another user without the 

permission of the originator  
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8. The installation and use of Hotbars application and similar third party email enhancements  

9. Using stationery other than what is currently available in Microsoft Outlook  

10. Using electronic communication in ways that violate School Board policies, the Student 

Code of Conduct, or district procedures  

11. Activities which cause congestion of the network or otherwise interfere with the work of 

others 

12. Impersonating any other person, entity, or organization or misrepresenting your affiliation 

with any other person, entity, or organization.  

13. Representing personal views as those of the Polk County School District.  

14. Automatic forwarding of any communication from inside the District network to an outside 

network.  

 

E. The principal/supervisor must be notified immediately of any unauthorized use of your account or 

any other breach of security. Unauthorized use resulting from negligence in maintaining security will be 

the responsibility of the user.  

F. Email addresses should not be sold to or shared with outside sources without proper authorization.  

 

IV. Purchasing and Installing Software:  

 

A. Specifying User Requirements for Software - All requests for new applications systems or software 

enhancements must be presented to IST Management with a Business Case with the business 

requirements presented in a User Requirement Specification document.  

B. Using Licensed Software - To comply with legislation and to ensure ongoing vendor support, the 

terms and conditions of all End User License Agreements are to be strictly adhered to.  

C. Implementing New /Upgraded Software - The implementation of new or upgraded software must be 

carefully planned and managed, ensuring that the increased Information Security risks associated with 

such projects are mitigated using a combination of procedural and technical control techniques.  

D. Through the Process for Utilizing Resources Effectively (PURE), all instructional software not on the 

District Adopted Instructional Materials list must be submitted on the Network Software and 

Information form prior to purchase and/or installation. The district Product Integration and Evaluation 

(PIE) committee must approve all internet/network based curriculum or resources for interoperability.  

E. Users should not connect or install any personally owned software to or in the district’s technology 

resources without the prior approval of the appropriate school/district technology personnel.  
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V. Electronic Device and Security: 

 

A. Security and Connectivity  

 

1. Devices need to be with the designated user at the work location and connected to the district 

network. The network connection allows for regular anti-virus and Windows updates.  

2. Devices must be secured in designated user’s work location when not in use.  

3. Devices must be protected from damage and theft.  

4. Devices can be configured for use at home as well as at school. In order to configure at home 

connectivity, the users’ ISP (Internet Service Provider) and home office environment may need 

to be discussed with authorized technical support personnel.  

 

a) Installation of certain ISP software on web-enabled devices is strictly prohibited as it 

interferes with connectivity on the District’s network (e.g. AOL, Verizon DSL).  

b) If ISP software is necessary, the user shall contact authorized technical support 

personnel for installation.  

 

5. Off campus forms should be completed before technology equipment is removed from District 

property.  

6. Users should not attempt to repair district owned technology resources. All requests for repair 

or service should be forwarded to the school/district technology personnel.  

7. Users should not connect or install any personally owned computer hardware or hardware 

components to or in the district’s technology resources without the prior approval of the 

appropriate school/district technology personnel.  

8. Personally-owned devices that are connected to the network must be used in compliance with 

this Acceptable Use Policy.  

9. The District is not responsible or liable for issues and/or damages caused by the connection of 

personal devices to the District’s network.  

10. The use of personal devices (jump or flash drives, including wireless devices) is allowed for 

an educational or instructional purpose with his or her instructor’s prior permission and 

supervision. Any personal devices utilized in concert with District hardware will continue to be 

the responsibility of the user. Technical support, maintenance and care for non-District owned 

equipment is the responsibility of the owner or student and use of such devices is at his/her own 

risk;  
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B. General Use  

 

1. When applicable, users will participate in any required training.  

2. School/District funds may be used, when available, to purchase any necessary District 

approved add-ons and accessories (e.g. additional battery pack, mouse, monitor, pen drive) and 

such purchases then become the property of the Polk County School District.  

3. Users will not install any unauthorized programs or applications onto their device.  

4. Devices are intended for use by the designated employee.  

5. Users are responsible for the appropriate use of their assigned device and anything stored on 

the device.  

6. All data stored on the device is the responsibility of the employee and the District cannot 

guarantee recovering lost or deleted information. The employee must back up his/her files on a 

regular basis.  

7. Users must return their assigned device to authorized technical support personnel if 

employment is terminated.  

8. Authorized technical support personnel will handle any repairs.  

9. The District reserves the right to recall any device for servicing, maintenance, software 

updating, virus updating, and audit purposes and/or to ensure compliance with District policies.  

10. All district employees have the responsibility of protecting personal data relating to pupils 

and/or staff.  

11. If a device is lost, stolen or damaged through the employee’s negligence, the employee is 

responsible for reimbursing the School and/or District for any losses incurred by the 

School/District in replacing or repairing the device.  

12. If a device is stolen, the employee must inform the police and their immediate supervisor as 

soon as possible. 

 

13. If a device is lost or damaged, the employee must inform their immediate supervisor as soon 

as possible.  

 

VI. Web Pages  

 

A. This policy applies to all district-associated web content created and hosted by the Polk County 

School District or maintained by authorized individuals.  

B. A webmaster is defined as a staff member or approved volunteer agreed upon by the school/district 

office administrator. Only webmasters shall access/work on district web servers.  
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C. Web pages may include supervised student submissions.  

 

1. Students shall work on a copy on a local workstation and will not upload directly to a district 

web server.  

2. Supervising teacher/webmaster will review all content before publishing.  

 

D. The principal will be ultimately responsible for content on the school web site.  

E. Web pages are to be considered a district authorized means of communicating with the community.  

F. Web sites must not include links to:  

 

1. Potentially offensive materials;  

2. Commercially owned businesses that are not affiliated with the district and/or school or 

do not provide any educational resources;  

3. Unsecured confidential student records;  

 

G. Schools and departments in the district shall not have or operate web servers to host a publicly 

viewable web site.  

H. Posting of student information, including but not limited to: home address(es), phone number(s), 

social security number, full name of family members, or other personal information is prohibited.  

 

1. Elementary students may have first name and first initial of last name displayed. 

Middle and high school students may have first and last name displayed;  

2. Images/videos of students may be placed on the Internet unless the parent/guardian has 

submitted the Image and Technology Opt-Out Form; 

 

I. Images/videos of staff may be placed on the Internet unless the Staff/Volunteer Image and Technology 

Opt-Out Form is submitted;  

J. Image and Technology Opt-Out Forms remain in effect until such time as the 

parent/guardians/staff/volunteer modify the permissions, in writing;  

K. Information indicating the specific physical location of staff or students at a specific time during the 

school day is prohibited.  

L. The posting of school bus routes is prohibited.  

M. Site layouts or any map-like image that depicts the layout of the school in detail is prohibited.  

 

VII. Staff/Volunteer Image and Technology Opt-Out Form  

Polk County Public Schools Staff/Volunteer Image and Technology Opt-Out Form  
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 Name: _______________________________________________________________________  

(Please print) Last Name First Name MI.  

SAP# ____________________________  

School/Location: ______________________________________________________________  

The privacy of staff and volunteers will be respected at all times. Only information considered public will be 

used without consent in accordance with Florida Law.  

However, staff qualifying for exemption from public records must also complete the Human Resource Services’ 

Request for Exemption and submit that form to Human Resources.  

_________I do not give my permission to have my photo/video image published to a school/district 

web site and/or used for any school related activities.  

Staff/Volunteer Signature(s) _______________________________Date_____________ 

 

VIII. STUDENT IMAGE AND TECHNOLOGY OPT-OUT FORM 

 

Student Name ____________________________________________________________________________ 

(Please print) Last Name   First Name   MI                 Student ID#                           Grade 

(Not Social Security number) 

Date of Birth __________________ School ________________________________________ 

 

Students will have the privileges listed below unless this Image and Technology Opt-Out Form is submitted by 

the Parent/Guardian. 

 

Published is defined as viewable by the public and/or within the District through a variety of electronic media 

(i.e., web site, television, video, etc.). This may include any combination of the options below. 

 

Please place a check in the blank provided for each of the following items of which you do NOT want your 

child to participate and sign at the end of this document. 

 

1. ________ My child does not have my permission to access the school/district networked 

computers, which include the Internet. (Other than as described below) 

 

The use of technology, which includes the Internet, will be provided to access State and District mandated 

assessments and related material according to Board Policy 4.009 and Florida Statutes 1008.22, 1008.24, 

and1008.385. Regardless of whether you opt-out or not, your child will have access to this technology. The 

Polk County School District provides internet filters and takes great care to block access to inappropriate 

material. Although a conscious effort is made to deter access to materials that are inappropriate in the school 

environment, no safeguard is foolproof. Students are responsible for avoiding access to inappropriate material. 
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2. ________ My child does not have my permission to be photographed or videotaped. 

 

By checking #2, your child’s photograph will not be in the yearbook nor will he/she be videotaped for the 

school news show or other school/district video productions. 

 

3. ________ My child does not have my permission to have photo/video image published. 

 

4. ________ My child does not have my permission to have work published. 

 

 

5. ________ My child does not have my permission to have his/her first and last name appear 

ALONG WITH their work produced, photo and/or video image. 

 

By checking #5, your child’s photo and name together will not be included in news about honors, awards and 

accomplishments. 

The Image and Technology Opt-Out Form will become a part of the student’s cumulative record. 

Parent/Guardian Name(s) 

______________________________________________________________________________ 

(Please print) Last Name             First Name     MI                                 Parent/Guardian Signature 

 

MEDIA SERVICES ADVISORY COMMITTEE 

RTC’s Media Services Advisory Committee consists of not less than 9 or more than 12 members, including an 

administrator, media specialist, instructors, a parent and/or member of the community and 2 students.  The 

Committee meets a minimum of twice annually, once in the fall and once in the spring.  

Purpose 

 developing a vision for the library media program 

 setting professional goals to meet that vision 

 developing strategies to accomplish identified goals 

Responsibilities 

 Help establish short- and long-range goals for services, resources and technology integration 

 Assure that media services program goals support and enhance RTC’s vision and mission. 

o Vision Statement: RTC will be Polk County’s premier workforce training institution. 

o Mission Statement: RTC will assess, prepare, and place individuals in successful and rewarding 

careers in an increasingly competitive and changing employment market. 

 Help maintain and support written guidelines for Media Center’s daily operation 

 Support special media program activities  

 Review budget and policy issues 

  Promote the use of media services by the learning community 
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 Advocate for the media program, encouraging community support and funding 

 Review, evaluate and revise Written Plan for Media Services annually 

Orientation to Media Services for User Groups  

 Hours of Operation:  Monday – Friday 7:40am to 2:40pm 

 Media Center Specialist:  Mrs. Linda Minnix 

 Location: Building 1 

 Checkout Policy: Two Weeks with a Renewal 

 Reference Books (overnight only)  

 Internet Access 

 Computers and Databases Available 

 Assortment of Periodicals, Newspapers, Pictures, and Prints 

 Audiovisual Materials and Equipment 

 

Orientation to media services is provided one-on-one to new instructors by the Media Services Specialist.  As 

updates to services become available, staff are notified by email and intercom/staff announcements.  Students 

are introduced to media services during RTC’s Orientation that takes place on the first day of attendance.  In 

addition, career and academic instructors provide custom orientations to the media services for students who 

have specific requirements for their program/course curriculum. Media services and updates to those services 

can be accessed by employees, students and the public on RTC’s website www.ridge.edu. 

FAIR Use for Media Literacy Education 

The Code of Best Practices was developed in 2008 to help “educators using media literacy concepts and 

techniques to interpret the copyright doctrine of fair use.” The code established 5 principles for determining fair 

use for educators in media literacy.  

Educators… 

1. can choose illustrative material from the full range of copyrighted sources and make them available to 

learners, in class, in workshops, in informal mentoring and teaching settings, and on school-related Web 

sites. 

2. can integrate copyrighted material into curriculum materials, including books, workbooks, podcasts, 

DVD compilations, videos, Web sites, and other materials designed for learning. 

3. should be able to share effective examples of teaching about media and meaning with one another, 

including lessons and resource materials. 

4. should be free to enable learners to incorporate, modify, and re-present existing media objects in their 

own classroom work. 

5. should work with learners to make a reasoned decision about distribution that reflects sound pedagogy 

and ethical values. In some cases, widespread distribution of students’ work (via the Internet, for 

example) is appropriate. If student work that incorporates, modifies, and re-presents existing media 

content meets the transformativeness standard, it can be distributed to wide audiences under the doctrine 

of fair use.  

http://www.ridge.edu/
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Points to Consider 

All creative work is copyrighted even if it does not contain the copyright symbol 

All material found on the web is copyrighted. 

When in doubt, ask the creator for permission to use his/her work. 

Your students will follow your lead with regard to copyright. 

Media Services Facility 

The centralized Media Center is located in Building 1,   where all media materials are sent after being received 

in the warehouse.  They are then cataloged, circulated and inventoried each year.  The Media Center maintains 

comprehensive references such as encyclopedias, periodicals and books, which include best sellers for student 

and staff use.  The Internet also provides valuable online resources such as OPAC (Online Public Access 

Destiny Catalog) for Web Collection, World Book Online, and Gale Reference and Research Resources. 

 

The Media Center is an important part of the instructional program.  The Media Center and the individualized 

learning center next to each laboratory area, exists to strengthen the students’ knowledge and skills, enabling 

progress in the career educational program.  The individual learning centers contain hardware and software, 

reference books, manuals, professional books of a technical and business nature, audiovisuals and current 

periodicals.  RTC strives to maintain current and relevant resources in each program.   

Facilities available for using media services are also the individual classrooms.  Most classrooms have 

technology-related media services, such as computers and software.  Some instructors prefer to use the Media 

Center for Internet Access or computer software.  Teachers may also check out audio/visual equipment and 

materials for classroom use. 

Learning Resource Budget and Emergency Purchases 

Budgetary funds are used to purchase most technology-related equipment and supplies.  Perkins and Public 

School Technology Funds are also used to purchase both technology- and non-technology-related media 

services equipment and supplies.  RTC receives state and federal grants each year that are designed specifically 

for media materials for students’ use.  A budget is submitted by the Media Specialist each April for the next 

fiscal year. Instructors submit requests that are evaluated by administration for budgeting purposes.  A set 

budget amount is provided to the Management Information System Department for unexpected needs, repairs 

and incidental supplies.   

 

RTC has funds that are budgeted to provide instructional equipment at a level that assures quality occupational 

instruction. Funding for maintenance, replacement and the purchase of new equipment is generated through the 

Department of Education (DOE) and Workforce Development funds, as well as local capital improvement 

dollars, lottery dollars, and grants. Carl Perkins Funds are available for enhancement of adult programs. When 

grant money is available, the staff is asked for suggested supplemental learning materials that could be 

purchased for student use.  A list of all new materials are given to faculty and staff members. 
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RTC has a process for emergency purchases to assure the acquisition and/or repair of equipment within a 

reasonable period of time to support continuous instruction.  RTC’s Business Office is notified of necessary 

repairs, maintenance, and/or replacement of media equipment and supplies. Since most maintenance and repair 

activities occur in-house, the purchase of any supplies needed for maintenance or any replacement parts needed 

for the repairs of equipment must be coordinated with and purchased through the Business Office. The purchase 

of any replacement or new equipment must also be coordinated with and purchased through the Business 

Office. Advance purchase orders (up to $750), emergency purchase orders (over $500), and online credit card 

and over-the-counter credit card purchases (under $500) are all available purchasing mechanisms available through 

the Business Office for maintenance, repairs, replacement or new equipment purchases. Faculty members 

continually recommend to the Media Specialist materials and equipment that could be utilized by program 

areas. The media staff sends memorandums and emails to notify staff of availability and acquisition of new 

items.  Current catalogs are also available for them to use. 

 

Each spring a survey of current periodicals is given to instructors and staff. If a periodical is not on the list and 

an instructor wants one that will support his or her educational program, the periodical is added to the list and 

returned to the Media Center for consideration.  When there is a need for media equipment, such as additional 

televisions and DVD players, etc., the Media Specialist includes them in a budget request.  Memorandums and 

the Microsoft Outlook email system are used to keep the staff advised regarding new acquisitions or 

availability. 

 

Audiovisuals located in the Individualized Learning Centers are cataloged and issued through the centralized 

Media Center.  Most classroom equipment is listed on the instructor’s equipment inventory and is permanently 

located in each program’s Individualized Learning Center.  Equipment that is used occasionally can be checked 

out from the Media Center.   

 

Evaluation of the Effectiveness and Utilizing the Results   

The Media Specialist provides an Annual Survey of Media Services to staff and students.  The staff survey 

references items such as adequate material to support curriculum, services offered, how media services can 

improve and what are the instructors’ specific needs.  The student survey inquires how often they visit, why 

they visit and what would they like to see differently for the Media Center.  In addition, the student survey asks 

a series of ‘yes’ or ‘no’ statements relating to technology such as ‘I have a computer at home’, ‘I have access to 

the internet at home’ and ‘I download and read eBooks’. 

  

Once the surveys have been completed, the results are tabulated and a summary is prepared.  The summary 

provides the necessary information to determine if the Media Center is meeting the objectives of the written 

plan.  Is the Media Center providing students with a variety of current and relevant educational materials such 

as reference books; periodicals and manuals of a business, professional, technical, and industrial nature, 

audiovisual materials and equipment and internet access? Is the Media Center providing students with 

educational learning resources, a safe environment and an atmosphere conducive to learning, supporting RTC’s 

vision and mission? If not, what measures need to be taken to assure both staff and students are realizing gains 

from their use of the Media Center.     
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As well as answering questions about the plan’s objectives, it is a tool that allows the Media Specialist to 

understand how technologically advanced and/or challenged students are and what is necessary for budgeting 

future technology needs. The results of these surveys are shared, analyzed and evaluated annually with the 

Media Services Advisory Committee, administrative personnel and staff members.  
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WRITTEN PLAN FOR STUDENT SERVICES 

PERSONNEL EFFECTIVENESS 

SCHOOL YEAR 2019-2020 

 
OBJECTIVES 

1. Be developed and implemented 

 
2. Provide constant and consistent improvement of Student Services and the effectiveness of Student 

Services personnel 

PURPOSE 

1. Ensure that needs, desires, and abilities of current, former, and potential students are met. 

2. Provide services to all students efficiently and effectively. 

 

INTENT 

Ensure, comply, and uphold our vision and mission to be Polk County’s premier workforce training 

institution that will assess, prepare and place individuals in successful and rewarding careers in an 

increasingly competitive and changing employment market. Successfully training and employing our 

students is the definitive goal of our institution. 

RESPONSIBLE PARTIES 

1. The College’s Director supervises the operation of Student Services as a whole. 

 
2. The Assistant Director of Curriculum oversees the high school master schedule, daily operations of 

Student Services and manages all required testing. 

3. Guidance Counselors are responsible for meeting every high school and adult student prior to 

enrollment, in addition to enrollment into academics and career education program. 

4. Student Services support personnel are the face of Ridge Technical College (RTC) and are responsible 

for assisting potential, existing, and former students in all aspects of school life efficiently and effectively. 
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TIMELINE FOR REVIEW/ACCESSIBILITY 

1. Written plan for Student Services and the effectiveness of Student Services personnel 

are available to all students and general public in the Office of Student Services. 

2. Written plan for Student Services and the effectiveness of Student Services personnel 

survey is reviewed, evaluated, and revised annually by all employees through professional 

development, staff meetings, Standard Committee meetings, and email. 

PLAN 

The Written Plan for Student Services and the effectiveness of Student Services personnel 

includes the following categories: 

Student Services Staff 

Counseling and Assessment 

Orientation Program and Procedure 

Evaluation of Student Services 

Maintaining Student Records 

Student Services Advisory Committee 

Student Services Complaint 

Student Services Staff 

The Student Services Department is the hub of RTC. The services provided include, but 

are not limited to, supplying school information to potential students/parents, instructions 

on enrollment, checking in and out of school, and scheduling appointments with guidance 

counselors, financial aid coordinator, and social worker. The staff in this Department 

includes two Guidance Counselors, one Financial Aid Coordinator, one social worker, two 

secretaries, and an additional secretary for data input supplied to the district. 

Counseling and Assessment 

 
1. Counseling 
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Student Services provides counseling services prior to, upon enrollment and throughout 

their education at RTC. In addition, once enrolled, students, parents, instructors, 

administration, funding agencies, home high schools, or other agencies may request to 

facilitate counseling to insure the student’s success and potential employment 

opportunities. 

2. Assessment 

 
a. Applicants may take the Tests of Adult Basic Education (TABE) assessment – full 

battery, which is used as a diagnostic test. 

b. RTC also offers vision and hearing screening as requested. 

 
c. RTC provides aptitude and interest testing upon request (either My Career Shines and/or 

Future Plans). 

d. After taking the TABE, all applicants consult with a Guidance Counselor. 

 
e. Students are accepted according to their needs, interest, and availability of the program. 

 

Orientation Program and Procedure 

RTC’s Student Services Department provides a school-wide orientation for all students at 

the beginning of each semester. The instructors also provide individual program 

orientation. Orientation covers policies, rules, functions, and services for our students. 

Orientation also includes a school tour to acquaint students with the programs and facilities. 

Evaluation of Student Services Personnel Effectiveness 

The students and staff annually evaluate the Student Services Personnel Effectiveness by 

use of two surveys. The first survey is referred to as a ‘Marketing Survey’ and is 

administered to all students during the RTC school-wide Orientation. By performing this 

during the Orientation process, we are able to assess the student’s commencing experience 

with Student Services personnel. The second survey is performed during the student’s 

departure from the career program completion process referred to as the ‘Exit Survey’. The 

data from this survey allows us to evaluate the student’s experience with Student Services 

throughout their career education program at RTC. Student Services uses the results from 

this survey, along with input from school improvement activities, to evaluate and make 
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improvements to the Student Services Department. In essence, the two surveys give us a 

full scope analysis of the overall Student Services personnel effectiveness allowing us to 

ensure that needs, desires, and abilities of current, former, and potential students are met. 

The results of the Marketing Survey and the Exit Survey are shared in faculty meetings, 

staff development, emails, Standard Committee meetings, and with the School Advisory 

Council (SAC) annually at minimum but referenced frequently throughout the school year. 

Maintaining Student Records 

For any transaction involving a student enrolling, transferring, or withdrawing from the 

school, the following records must be maintained by the Student Services Department. 

1. Permanent Folder (adult and high school students) 

 
2. Schedules (career education program, academic classes, and/or AAAE adult education 

program) 

3. FSA, EOC and GED tests results 

 
4. Occupational Completion Points (OCPs), Certificates of Completion 

 

Student Services Concerns/Advisory Committee 

The Student Services Concerns/Advisory Committee responsibilities include the 

following: 

1. Committees shall meet a minimum of two (2) times per year. Minutes shall be taken and 

made available to all staff members. 

2. All committee meeting agendas shall support the District’s Strategic Plan and each 

respective School’s Strategic Plan. Other parties may be invited to participate in meetings 

as needed. 

3. Discuss and make recommendations to the Director regarding new student orientation, 

student discipline, student attendance, and student recognitions. The orientation program 

for new/transfer students will be completed prior to entering the classroom. Instructional 

time shall not be interrupted for clerical duties except in cases where expediency is a 



5 | P a g e  

necessity. New/transfer students will be admitted to the classroom with the least amount of 

disruption. 

Student Services Complaint 

 
RTC has established student grievance procedures in place should a student have a complaint 

concerning any personnel within the school, including but not limited to, the Student 

Services personnel. 

 
Procedure for Student Grievance 

A student has the privilege to question a decision by a staff member, including allegations 

of discrimination in any phase of education programs and activities, and the application of 

rules of behavior, sanctions, and other treatment. 

 
The purpose of these procedures is to settle a grievance at the lowest level. The following 

procedures shall be used to submit a grievance: 

 
1. If a student wishes to question a decision of an instructor or administrator other than the 

Director of the College, the student shall first talk courteously to the instructor or 

administrator. 

 
2. If the student is not satisfied after talking with the person concerned, the student may 

submit an appeal, in writing, to the Director of the College to review the matter. Such an 

appeal shall be submitted within three days of the incident. 

 
3. The Director shall investigate the problem and shall render a decision on whether to 

sustain or overrule the decision of the instructor or administrator. The decision shall be 

given to the student, in writing, within five days of the written notice of appeal. 

 
4. Any appeals beyond the Director shall be made according to the following order: Senior 

Director of Workforce Education; Associate Superintendent, Superintendent; and the 

School Board of Polk County. 
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5. If the grievance is not settled at the local level, the student may contact the accreditation 

agency: 

Council on Occupational Education 

7840 Roswell Road, building 300, Suite 325 

Atlanta, Georgia 30350 

770.396.3898 

Southern Association of Colleges and Schools, 

Council on Accreditation and School Improvement, AdvancED 

9115 Westside Parkway 

Alpharetta, Georgia 30009 

888.413.3669 



 

WRITTEN PLAN FOR WORK-BASED ACTIVITIES  

SCHOOL YEAR 2019-2020 

OBJECTIVES 

1. Provide students with the opportunity to develop and apply a ‘real-world’ work experience using the 

knowledge and skills they attain in their program of study 

2. Provide the institution with objective input from potential employers or customers of program 

graduates 

 

PURPOSE 

1. Allow students the ‘hands-on’ training, within a supervised setting, to prepare them for employment 

in their career field 

2. Combine the efforts of the student, instructor, institution and sponsor as a positive instrument for 

achieving student success while beneficially supporting the surrounding community through various 

work-based activities 

 

INTENT 

Ensure, comply and uphold our vision and mission to be Polk County’s premier workforce training 

institution that will assess, prepare and place individuals in successful and rewarding careers in an 

increasingly competitive and changing employment market. Successfully training and employing our 

students is the definitive goal of our institution. 

RESPONSIBLE PARTIES 

Each Work-Based Activity, as outlined in this written plan, will explain responsibilities of the Instructor, 

Student and Employer/Sponsor. 

TIMELINE FOR REVIEW/ACCESSIBILITY 

1. The Written Plan for individual Work-Based Activities is reviewed annually by Administration, 

Instructor, Occupational Advisory Committee, and Sponsor. 
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2. The Work-Based Activities involving agreements/contracts with Sponsors are developed and/or 

renewed annually. 

3. The Written Plan for Work-Based Activities is reviewed, evaluated and revised annually by all 

employees through professional development, staff meetings and email.  

4. The Written Plan for Work-Based Activities is accessible through the Assistant Director, Student 

Services, and Senior Coordinator for Health Science Education and the individual work-based activity 

Occupational Program Instructor. 

 

PLAN 

Ridge Technical College’s Work-Based Activities 

Practical Nursing Clinical 

Medical Assisting Clinical 

Patient Care Technician Clinical 

Pharmacy Technician Internship 

Nails Specialty Clinical 

Facials Specialty Clinical 

Cosmetology Clinical 

 

Each Work-Based Activity 

1. Has a written instructional plan 

2. Designates the on-site instructor and/or employer representative/sponsor (preceptor) responsible for: 

a. overseeing the students learning experiences 

b. participating in the students’ written evaluations 

3. Specifies the particular experiences, competencies/requirements and evaluations that are mandatory 

4. Provides guidelines and/or policies containing: 

a. Purpose/General Policies 

b. Student Eligibility Policies/Requirements 

c. Company/Sponsor Responsibility/Requirements 

d. Occupational Program Instructor Responsibility/Requirements 
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PRACTICAL NURSING 

WORK-BASED ACTIVITY  

CLINICAL INSTRUCTIONAL PLAN 

 
 

Description of Clinical Experience  

Clinical experience provides the student an opportunity to practice job related skills in an actual job setting under 

the supervision of a registered nurse.  The Florida Board of Nursing requires the practical nursing student to have 

675 hours (50%) of the nursing program in a clinical setting. These settings may include a nursing home, hospital, 

healthcare clinic or community agency.  No more than 50% of the clinical time may be spent using simulation. 

 

Clinical Hours Designation  

  
Practical Nursing Program specifies the following clinical hours by specialty: 

Geriatric (nursing home):    70 hours  

Pediatric (hospital and community):  Up to 45 hours 

Maternal /Child (hospital):     45 hours 

Medical Surgical:     515 hours 

 

Criteria for Assignment to Clinical  

  
Clinical experience will be assigned according to the following criteria: 

 All clinical days will be determined between the Senior Coordinator for Health Science Education and the 

clinical site   

 The instructor will assign all clinical experiences at his/her discretion based on the current curriculum. 

 Clinical assignments will be based upon: 

o Students maintaining 78% or better on all exams 

o Students being certified in CPR, First Aid, Blood-borne Pathogens/HIV/Aids, HIPAA, Domestic 

Violence and Prevention of Medical Errors  

o Students adhering to dress code and presenting a professional appearance 

o Students having a signed and notarized Affidavit of Good Moral Character on file  

o Students having a clear Level 2 criminal background screen 

o Medical screening requirements being met. 
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Medical Requirements for Clinical  

All medical forms are reviewed and must be completed before a student may participate in clinicals.  These 

include: 

 Medical Clearance Without Limitations 

 Titers Demonstrating Immunity to Varicella, MMR and Hepatitis B or Proof of Immunizations 

 Negative Hepatitis C Titer 

 Negative PPD or Negative Chest X-ray 

 TDAP Booster 

 Negative 10 Panel Drug Screen  

 Influenza Vaccine 

 

Student Responsibilities during Clinical  
 

 Students are responsible for transportation to and from the worksite.  

 All students must adhere to standard work practices of the selected worksite including dress code.  

Students must be clean, neat and in professional dress according to the site requirements. 

 Students are expected to report to the clinical site at the designated time as determined by Ridge Technical 

College and/or the contracted clinical facility.  If an observation day (clinical instructor not on site), the 

student must call the designated instructor or Senior Coordinator of Health Science Education as 

instructed. 

 The student may be assigned specific duties. These job-related functions must be completed and verified 

by the on-site instructor or preceptor.  

 Students are responsible for providing patient care with professionalism and respect to the 

patient’s/resident’s rights. 

 The student notifies the instructor of any difficulty in performance, site relationships or barriers to 

completion of the objectives.  He/she also immediately notifies the instructor of any event, accident, and/or 

error that occurs during the experience. 

 Site evaluations are completed at the end of the nursing home and hospital rotations by the student and 

presented to the instructor. Data is compiled as part a of quality improvement plan. 
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Instructor Responsibilities 

 

 Instructor is responsible for assuring that a ratio of 1:12 is maintained while students are in a hospital 

setting. 

 If a community site is used, the Instructor/Senior Coordinator of Health Science Education assures that a 

preceptor is designated at each site and informs the preceptor of the job-related objectives for the 

experience and method of student evaluation. 

 An Instructor/ Senior Coordinator of Health Science Education are available by telephone during work 

hours for the community experience.  The instructor seeks a qualified replacement when absence is 

required. 

 

Preceptor Responsibilities (Community Setting) 
 

 Preceptor orients the student to the work site, assigns work and oversees work performed. 

 Preceptor provides verbal and written feedback to the student to assure adequate progress of job related 

objectives. 

 Preceptor evaluates the student upon completion of the clinical rotation.   

 Preceptor reports any work-related problem involving the student to the instructor or Senior Coordinator 

of Health Science Education as soon as possible. This may include, but is not limited to, attendance 

problems including tardy and early release, job related accidents or errors, failure to perform satisfactorily 

after instruction and/or failure to meet job related objectives. 
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MEDICAL ASSISTING 

WORK-BASED ACTIVITY 

CLINICAL INSTRUCTIONAL PLAN 
 

 

Description of Clinical Experience  

Clinical experience provides the student an opportunity to practice job related skills in an actual job setting under 

the supervision of a physician. Patient assignments focus on providing an opportunity for students to practice 

their skills in a work setting with a facility employee operating as a preceptor.  The Florida Department of 

Education requires the medical assistant to have 200 practicum hours of clinical experience in an ambulatory care 

facility. Daily clinical hours will be determined by the facility’s operating hours of the health care facility.  

 

Clinical Hours Designation 

The Medical Assisting program specifies the following clinical hours by facility: 200 hours divided among 

administrative and clinical skills within the assigned ambulatory setting. 

 

Criteria for Assignment to Clinical Experience  

The instructor will coordinate with the different ambulatory facilities for student interviews with available 

community clinics.  The ambulatory facilities will accept students for internship (clinical practicum) following 

the individual student interviews. 

o Student has been certified in CPR, First-Aid, Blood-borne Pathogens/HIV/Aids, HIPAA,  

            Domestic Violence and Prevention of Medical Errors 

o Students have completed training in communication and interpersonal skills, infection control, safety and 

emergency procedures, promoting patient’s rights and independence. 

o Students have been instructed in and must be checked off in all of the Medical Assisting skills required by 

the Florida Department of Education curriculum frameworks that prepare the student to take the national 

exam for a Registered Medical Assistant recommended by the American Medical Technologist. 

o Students must adhere to dress code and present a professional appearance. 

o Students must progress in the program as demonstrated by completion of educational objectives. 

o Students have a signed and notarized Affidavit of Good Moral Character on file.  

o Students have a clear level 2 criminal background screen. 

o Students are oriented to the facility. 
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Medical Requirements for Clinical Experience  

All medical forms are reviewed and must be complete before a student may participate in clinicals.  These include: 

 Medical Clearance Without Limitations 

 Titers Demonstrating Immunity to Varicella, MMR and Hepatitis B or Proof of Immunization 

 Negative Hepatitis C Titer 

 Negative PPD or Negative Chest X-ray 

 TDAP Booster 

 Negative 10 Panel Drug Screen  

 Influenza Vaccine  
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PATIENT CARE TECHNICIAN 

WORK-BASED ACTIVITY 

CLINICAL INSTRUCTIONAL PLAN 

 

 
Description of Clinical Experience  
  

Job related training is integrated within the Patient Care Technician program.  For approximately 50% of the 

program, students are assigned to a nursing home, hospital or other health care agency with which Ridge 

Technical College has a signed contract. 

 

Clinicals begin at 7:45am and end at 2:45pm in the Certified Nursing Assistant, Patient Care Assistant and Patient 

Care Technician clinicals. There is a post conference with the instructor from 2:00pm - 2:45pm. Allied Health 

clinicals may vary based on the facility schedule. Students are assigned the following clinical days in a job related 

occupation:  Nursing Assistant – 6 days; Patient Care Assistant - 6 days; Allied Health including Phlebotomy and 

EKG – 18 days; and Patient Care Technician – 9 days. 

 

Patient assignments focus on providing an opportunity for students to practice job related skills in a work setting 

under the supervision of an on-site instructor and facility personnel operating as a preceptor.  

 

 

Criteria for Assignment to Clinical Experience 

The instructor will assign all preceptors at his/her discretion. 

 Student has been certified in CPR, First-Aid, Blood-borne Pathogens/HIV/Aids, HIPAA, Domestic 

Violence and Prevention of Medical Errors  

 Students have completed training in communication and interpersonal skills, infection control, safety and 

emergency procedures, promoting resident’s rights and independence. 

 Students have been instructed in and must be checked off in the 21 skills that prepare the student to take 

the state certification exam for Certified Nursing Assistants. 

 Students must exhibit a professional attitude in class. 

 Students must adhere to dress code and present a professional appearance. 

 Students must progress in the program as demonstrated by completion of educational objectives. 

 Students have a signed and notarized Affidavit of Good Moral Character on file.  

 Students have a clear criminal background screen 
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 Students are oriented to the facility 

 

Medical Requirements for Clinical Experience 

All medical forms are reviewed and must be complete before a student may participate in clinicals. 

 Medical Clearance Without Limitations 

 Titers Demonstrating Immunity to Varicella, MMR and Hepatitis B or Proof of Immunizations 

 Negative Hepatitis C Titer 

 Negative PPD or Negative Chest X-ray 

 TDAP Booster 

 Negative 10 Panel Drug Screen  

 Influenza Vaccine 

 

 

ARTICULATED NURSING ASSISTANT 

Articulated Nursing Assistant (CNA) clinicals are held in long-term care facilities. The Florida Department of 

Education requires the nursing assistant to have 40 hours of clinical experience in a nursing home.  The ratio of 

instructor to student is 1:12. If the class size exceeds 12, another clinical instructor takes the next 12 students into 

another long-term care facility with whom Ridge Technical College has an Affiliation Agreement. In this setting, 

students work under the direct supervision of a registered nurse instructor and are paired to work with a certified 

nursing assistant preceptor employed by the facility caring for 6 - 10 patients at a time.  Students are not permitted 

to transfer a patient without the preceptor present to observe and intervene if needed. The clinical instructor 

constantly circulates throughout the building making sure students are on task and with their assigned preceptor. 

There is a post-conference each day when all the students meet with their instructor and discuss what was learned 

during the day. Nursing Assistant students are evaluated daily by the instructor using a designated form.  

 

 

PATIENT CARE ASSISTANT 

Patient Care Assistant clinicals are held in hospitals with Affiliation Agreements and are very much like CNA 

clinicals. The ratio is 12:1 students to instructor.  The hospital assigns floors that will accept students. Usually 2 

- 4 students are assigned by the hospital to each floor. The students again work with a CNA, a PCT, a PCA, a 

Nurse Tech, or an EMT. If none of these tech level preceptors are available, students are assigned with an LPN 

or an RN to perform tech responsibilities under their supervision. Each PCA student is usually caring for 6 - 8 

patients unless they are assigned in a more acute setting such as the Emergency Department or an Intensive Care 

Unit (ICU) in which case they may have less patients. Students do not transfer any patient without their preceptor 
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being present to observe and intervene if additional help is needed.  There is a post conference each day when all 

students meet with their instructor and discuss what was learned during the day. Patient Care Assistant students 

are evaluated daily by the instructor using a designated form.  

 

 

ADVANCED ALLIED HEALTH (PHLEBOTOMY AND EKG) 

 
Allied Health clinicals are held throughout the county in hospitals, clinics and doctor’s offices with whom RTC 

has an Affiliation Agreement. Students are assigned nine days in Phlebotomy at the same site and then nine days 

in EKG at the same site. They must participate in the orientation that each particular site requires and the hours 

that the site will allow, although each student is required to be in clinical 6.5 hours per day. The student is always 

working with a preceptor and is never allowed to function in these capacities without an employer’s preceptor 

present. The instructor is not continuously on site for these clinicals because they are spread out in 8 - 10 different 

locations throughout the county. The instructor(s) is available by cell phone for the entire period the student is 

with a preceptor.  Instructors make daily rounds checking on each student and each site to make sure the student 

is receiving a valuable clinical experience and to make sure the clinical site is satisfied with the student. Student 

performance is evaluated by the instructor and the preceptor using the Phlebotomy/ EKG Student Progress Form.  

 

PATIENT CARE TECHNICIAN 

These clinicals are at the end of the Patient Care Technician program and during this clinical, the students are 

now fully trained and competent to utilize all of their skills to include tech level patient care performing EKGs, 

watching cardiac monitors and phlebotomy. The registered nurse instructor supervises 12 students (1:12 ratio). 

These clinicals are held in hospitals, and like the PCA clinicals, students are paired with preceptors. Students are 

always under the supervision of a preceptor and never work independently. They are placed throughout the 

hospital and their instructor constantly circulates and checks on them to make sure they are receiving a valuable 

experience and the floor is pleased with the student’s participation. A post-conference is held daily to discuss 

what was learned during the day. Patient Care Technician students are evaluated daily by the instructor using a 

designated form.  

 

 

Student Responsibilities during Clinicals  

 Students are responsible for their own transportation to and from the worksite.  

 All students must adhere to standard work practice of the selected worksite including the dress code.  

Students must be clean, neat and in professional dress according to the site requirements. 
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 Students are responsible for caring for patients that are assigned to them using their job related skills 

learned in class.  

 Students are responsible for providing their patient care with professionalism and respect to the patient’s 

(resident’s) rights. 

 

Instructor Responsibilities 

 The instructor will have no more than a 12:1 student ratio in the clinical setting. 

 Instructor is responsible for assuring that a preceptor is designated at each site and informing the preceptor 

of the job-related objectives for the student. 

 Instructors are available on site for the Articulated Nursing clinicals, Patient Care Assistant clinicals and 

Patient Care Technician clinicals and by telephone and a daily visit to the preceptor and student during 

the Advanced Allied Health Assistant clinicals.   If the instructor is absent for the day, he/she assures that 

another qualified instructor is available for consultation. 

 

Preceptor Responsibilities 
 

 Preceptor orients the student to the work site, assigns work and oversees work performed. 

 Preceptor provides verbal feedback to the student and the instructor to assure adequate progress of job 

related objectives. 

 Preceptor reports any work-related problem involving the student to the instructor as soon as possible. 

This may include, but is not limited to, job related accidents or errors, failure to perform satisfactorily 

after instruction and failure to meet job related objectives. 
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PHARMACY TECHNICIAN 

WORK-BASED ACTIVITY 

INTERNSHIP INSTRUCTIONAL PLAN 
 

Description of Internship   

Internship provides the student an opportunity to practice job related skills in an actual job setting under the 

supervision of a licensed pharmacist preceptor. Students will be assigned to a retail or hospital site for up to five 

days per week the same hours the student attends school. The times are: daytime students 8:00am - 2:00pm 

Monday - Friday (sometimes 9:00am – 2:30pm for Retail) and evening students 5:00pm – 8:30pm Monday, 

Tuesday, and Thursday. Students must call their instructor every day/evening when reporting to their internship 

and must also call instructor if any problem arises. This allows the student to complete their internship and have 

a realistic view of the daily work flow within these work sites. 

  

Criteria for Assignment to Internship  

The instructor will assign all internships at his/her discretion. 

 Retail and hospital pharmacy internships will be assigned according to the following criteria: 

 All internship hours will be determined between Instructor, Trainers and Internship Site   

 Internship assignments will be based upon 

o Students are to be at least 18 years of age to participate in internship hours. 

o Students maintaining 85% or better on all exams 

o State Standards being achieved -  Math-11, Language-10, and Reading-10  

o Students meeting the Attendance Policy – students who have three absences from a site will be 

counseled and or asked to leave the program.  No calls - no show will also result in removal from 

the program 

o Students completion of all competencies up to and including Module 18- Retail 

o Students completion of all competencies up to and including Module 18- Hospital 

o Students exhibiting professional attitude in class 

o Students adhering to dress code and presenting a professional appearance 

o Students having signed and notarized an  Affidavit of Good Moral Character  

o Students having a clear criminal background screen 

o Medical screening requirements being met for both retail and hospital 
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Medical Requirements for Internship Hours   

All medical forms and internship packet will be reviewed with each student before hours are scheduled.   

 Titers, PPD, TDAP Booster 

 10 Panel Drug Screen Test (Negative)  

 The drug test will need to be repeated if over 90 days old when beginning hospital internship or returning 

from summer break. 

 

Student Responsibilities during Internship  

 Students are responsible for transportation to and from the worksite.  

 All students must adhere to standard work practice of the selected worksite including dress code.  Students 

must be clean, neat and in professional dress according to the site requirements. 

 Students are responsible for tracking their hours spent in internship and providing this information to the 

instructor by faxed signed time sheets at end of each week to instructor. 

 The student will be assigned specific duties during the internship; these duties must be completed and 

verified by the on-site preceptor.  

 The student notifies the instructor of any difficulty in performance, site relationships or barriers to 

completion of the internship objectives.  He/she also immediately notifies the instructor of any event, 

accident, and/or error that occurs during the internship. Student must call their instructor every day when 

reporting to internship site. Student should call work site and Instructor if unable to attend clinical hours 

(i.e. illness). 

 Evaluations must be completed at least monthly by the preceptor, presented to the instructor for review 

by the student and instructor and filed in the student file. 

 

Instructor Responsibilities 

 Instructor is responsible for assuring that a preceptor is designated at each site and informing the preceptor 

of the job-related objectives for the internship and method of student evaluation. 

 Instructors are available by telephone for the preceptor and students from 8:00am to 2:30pm Monday 

through Friday, or 5:00pm to 8:30pm Monday, Tuesday and Thursday evenings which is the time that 

internships are scheduled.  If the instructor is absent for the day, he/she assures that another qualified 

instructor is available for consultation. No student is assigned at a time in which an instructor is not 

available or school is closed. 
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Preceptor Responsibilities 

 Preceptor orients the student to the work site, assigns work and oversees work performed. 

 Preceptor provides verbal and written feed-back to the student to assure adequate progress of job related 

objectives. 

 Preceptor evaluates the student upon completion of the internship. 

 Preceptor reports any work-related problem involving the student to the instructor as soon as possible. 

This may include, but is not limited to, attendance problems including tardy and early release, job related 

accidents or errors, failure to perform satisfactorily and failure to meet job related objectives. 
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Ridge Technical College 
Pharmacy Technician Program 
Student Evaluation Checklist 

 
DIRECTIONS:  Complete the following checklist and have your supervisor sign and verify your 

proficiency level (NA= non-applicable, UN = unsatisfactory, NI = needs improvement, S = satisfactory, 
AA = above average, and EX = exceptional).   When completed, return to the pharmacy instructor. 

Medication Delivery/ADM/MISC.  Hospital Internship Objectives 
Student’s Name: ___________________________________________________ 
 
Site Preceptor (supervising pharmacist) Name (print) :____________________________ 
 
Site Preceptor (supervising pharmacist) Signature: ______________________________ 
 

TASK UN NI S AA EX 

 Complies with policies of work site      

 Maintains proper procedure for entry into 
pharmacy 

     

 Makes floor rounds as required.      

 Observe and/or Demonstrates proper filling 
procedures for ADM medication fill list. 

     

 Observe and/or  Demonstrates proper procedure 
for loading and unloading of medications from the 
ADM 

     

 Observe pending medication process for ADM      

 Demonstrates accuracy in processing returned 
medications for credit and returning medications 
to stock by scanning medication bin barcode and 
medication barcode 

     

 Demonstrates removal of expired medications and 
proper disposal 

     

 Properly uses “want book” and reorders needed 
medications. 

     

 Demonstrate computer knowledge and maintains 
patient confidentiality  

     

 Maintains and cleans work area daily.      

 Maintains proper procedure for reprinting labels 
for missing medications 

     

 Observe and/or demonstrate medication is 
properly labeled  for “patient specific Bin –correct 
patient, medication, strength, frequency and 
#doses 

     

 Proper storage of IV solutions      

 Observe IV  compounding       

 
Verified By: _____________________________________________, Instructor 
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Ridge Technical College 
Pharmacy Technician Program 
Student Evaluation Checklist 

 
DIRECTIONS:  Complete the following checklist and have your supervisor sign and verify your 

proficiency level (NA= non-applicable, UN = unsatisfactory, NI = needs improvement, S = satisfactory, 
AA = above average, and EX = exceptional).  Please note, certain evaluations may pertain to hospital 
or home care.  When completed, return to the pharmacy instructor. 

 
Pre-Packing/ Unit Dose Proficiency Hospital Internship Objectives 
 
Student’s Name: ___________________________________________________ 
 
Site Preceptor (supervising pharmacist) Name (print) :_____________________________ 
 
Site Preceptor (supervising pharmacist) Signature:_________________________________ 
 

TASK UN NI S AA EX 

1 Demonstrates competency in hand washing 
and wearing gloves to complete unit dose 
packaging. 

     

2 Demonstrates proper cleaning of pre-pack 
machine. And know how to identify which 
medications can be re-package using the 
machine 

     

3 Demonstrates proper use of material (i.e. foil, 
cellophane, liquid cups).  

     

4 Demonstrates organization and neatness of 
medications in the pre-pack area. 

     

5 Demonstrates accuracy in logging complete 
information for pre-packing medications 

     

6 
7 

Demonstrates accuracy in preparing computer 
generated labels for unit dose 

     

8 Verifies Control Class number is on control 
labels  

     

9 Properly uses “want book” and reorders 
needed medications. 

     

       

 
 
Verified By: _____________________________________________, Instructor 
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Ridge Technical College 
Pharmacy Technician Program 
Student Evaluation Checklist 

 
DIRECTIONS:  Complete the following checklist and have your supervisor sign and verify your 

proficiency level (NA= non-applicable, UN = unsatisfactory, NI = needs improvement, S = satisfactory, 
AA = above average, and EX = exceptional).  Please note, certain evaluations may pertain to hospital 
or home care.  When completed, return to the pharmacy instructor. 

 
Inventory Control Proficiency        Hospital Internship Objectives 
 
Student’s Name: ___________________________________________________ 
 
Site Preceptor (supervising pharmacist) Name (print) :_____________________________ 
 
Site Preceptor (supervising pharmacist) Signature:_________________________________ 
 

TASK UN NI S AA EX 

 Observe and/or Demonstrates abilities to 
properly check in medication orders (i.e 
invoices) 

     

 Describe  receiving  of controlled substances 
(i.e blue form) 

     

 Demonstrate proper procedure for stocking 
shelves (i.e. rotate stock) 

     

 Demonstrates  proper storage of medications 
(i.e refrigeration, and Chemo) 

     

 Complies with policies involved with receiving 
and checking in supplies.(i.e IVs/syringes) 

     

 Properly uses “want book” and reorders 
needed medications. 

     

 Understand the importance of maintaining 
adequate inventory levels. 

     

 Observes ordering medications from 
wholesaler. 

     

 Discuss Annual inventory      

 Maintains and cleans work area daily.      

 
 
Verified By: _____________________________________________, Instructor 
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Ridge Technical College 

Pharmacy Technician Program 

Student Evaluation Check List 
 

DIRECTIONS:  Complete the following checklist and have your supervisor sign and verify your 

proficiency level ((NA= non-applicable, UN = unsatisfactory, NI = needs improvement, S = 
satisfactory, AA = above average, and EX = exceptional).  When completed, return to the pharmacy 
instructor. 
 

1.  Community Retail Proficiency Objective Checklist  

 
Student’s Name: ____________________________________________________________ 
 
Site Preceptor (supervising pharmacist) Name (print) :______________________________ 
 
Site Preceptor (supervising pharmacist) Signature: _________________________________ 
 

TASK UN NI S AA EX 

 Observe and/or Demonstrates knowledge of 
prescription medications and manufacturers. 

     

 Observe and/or Demonstrates knowledge of 
Florida laws as they pertain to the practice of 
pharmacy. 

     

 Observe and/or Demonstrates knowledge of 
computer system. 

     

 Observe and/or Demonstrates ability to process 
prescription orders from receipt of Rx from the 
patient to returning finished product to patient. 

     

 Observe and/or Demonstrates proper protocols in 
reference to phone orders from doctors, nurses 
and patients. 

     

 Observe and/or Demonstrates ability to reorder 
medications and supplies and maintain proper 
inventory levels. 

     

 Observe and/or Demonstrates skill in checking 
stock orders and restocking shelves. 

     

 Observe and/or Demonstrates knowledge of 
auxiliary labels and child resistant closures. 

     

 Observe and/or Demonstrates proper protocols in 
reference to HIPAA and Patient Confidentiality. 

     

             
 
Comments: 
 
 
 
Verified By: _____________________________________________, Instructor 
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NAILS SPECIALTY  

WORK-BASED ACTIVITY 

CLINICAL INSTRUCTIONAL PLAN 

 

 
Description of Clinical Experience 

 
These services include, but are not limited to, manicures, pedicures and artificial nail enhancements services. 

Prior to offering clinical services to the public, students are instructed on the proper protocols and techniques for 

each service. Instruction is based on hands-on demonstrations by the instructor and reinforced by the use of 

detailed handouts and computerized video instruction. The classroom teacher is responsible for overseeing and 

observing all student performances of services and evaluating each service. 

Criteria for Assignment to Clinical Experience  

Successful program completion requires each student to be physically present in the classroom for a minimum of 

240 clock hours. In addition, the Department of Business and Professional Regulation, through Board of 

Cosmetology and the Department of Education dictate the performance of 100 services. Those services are 

outlined as follows: 

20 Manicures     

10 Pedicures     

5 Tip Applications    

45 Acrylic Nail Applications   

10 Fabric Wraps    

10 Nail Art Designs  

Clinical Experiences 

Students have the opportunity to complete the required services by performing those services in a workplace 

simulation within the classroom. State-of-the-art equipment and products are provided and available to all 

students. Services are performed on artificial practice fingers, fellow students and the paying public. 



21 | P a g e  
 

Student Clinical Agreements 

Each student makes and records service appointments in a computerized point-of-sale-program daily.  All students 

are encouraged to solicit friends and family members to make appointments to meet their services requirements 

and to gain experience in marketing themselves and their services. Since this program has been in operation for 

many years, most clients are repeat clients or referrals from regular clients. Unless a client specifically requests a 

particular student, clients are randomly assigned based on each student’s need and availability.  

During clinical, the instructor continually monitors each student as the services are being performed and 

immediately responds to questions and concerns as they arise. After the client leaves, the instructor reviews the 

performance of the service with the student and then initials the Report of Services form. 

Student Clinical Competencies and Evaluations 

After each student has completed the minimum number of services within each category, a Performance Test is 

observed. This is a timed test determined by the Board of Cosmetology and meets local area salon/spa 

performance standards. The passing score for this test is 100%. If the student is unsuccessful with this test, it may 

be repeated only after the service is performed correctly on artificial practice hands.      
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FACIALS SPECIALTY  

WORK-BASED ACTIVITY 

CLINICAL INSTRUCTIONAL PLAN 

 

 
Description of Clinical Experience 

 
These services include, but are not limited to, facials, makeup application and hair removal services. Prior to 

offering clinical services to the public, students are instructed on the proper protocols and techniques for each 

service. Instruction is based on hands-on demonstrations by the instructor and reinforced by the use of detailed 

handouts and computerized video instruction. The classroom teacher is responsible for overseeing and observing 

all student performances of services and evaluating each service. 

Criteria for Assignment to Clinical Experience  

Successful program completion requires each student to be physical present in the classroom for a minimum of 

260 clock hours. In addition, the Department of Business and Professional Regulation, through the Board of 

Cosmetology and the Department of Education dictate the performance of 100 services. Those services are 

outlined as follows: 

    10 Facial Massages 

    20 Facials, without the use of Machines (manual) 

    20 Facials, with Machines 

    20 Hair Removals 

    5 Workstation Set-ups 

    5 Extractions 

10 Eyelash/Eyebrow Tints 

10 Artificial Eyelash Applications 
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Clinical Experiences 

Students have the opportunity to complete the required services by performing those services in a workplace 

simulation within the classroom. State-of-the-art equipment and products are provided and available to all 

students. Services are performed on fellow students and the paying public. 

Student Clinical Agreements 

Each student makes and records service appointments in a computerized point-of-sale-program daily. All students 

are encouraged to solicit friends and family members to make appointments to meet their services requirement 

and to gain experience in marketing themselves and their services. Since this program has been in operation for 

many years, most clients are repeat clients or referrals from those regular clients. Unless a client specifically 

requests a particular student, clients are randomly assigned based on each student’s need and availability.  

During clinical, the instructor continually monitors each student as the services are being performed and 

immediately responds to questions and concerns as they arise. After the client leaves, the instructor reviews the 

performance of the service with the student and then initials the Report of Services form. 

Student Clinical Competencies and Evaluations 

After each student has completed the minimum number of services within each category, a Performance Test is 

observed. This is a timed test determined by the Board of Cosmetology and meets local area salon/spa 

performance standards. The passing score for this test is 100%. If the student is unsuccessful with this test, it may 

be repeated until the desired outcome is achieved.      
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COSMETOLOGY 

WORK-BASED ACTIVITY  

CLINICAL INSTRUCTIONAL PLAN 

 
 

Description of Clinical Experience 

These services include, but are not limited to, chemical hair relaxers, permanent waving and reformation curls, 

hair tinting, bleaching, foiling, braiding and hair extensions, wigs and hair pieces, hair arrangements, hair cutting, 

trimming, curling , pressing and numerous other duties and services involved in the art of cosmetology. Prior to 

offering clinical services to the public, students are instructed on the proper protocols and techniques for each 

service. Instruction is based on hands-on demonstrations by the instructor and reinforced by the use of detailed 

handouts and computerized video instruction. The classroom teacher is responsible for overseeing and observing 

performances of services and evaluating each service. 

 

Criteria for Assignment to Clinical Experience 

Successful program completion requires each student to be physically present in the classroom for a minimum of 

1200 clock hours. In addition, the Department of Business and Professional Regulation, through the Board of 

Cosmetology and the Department of Education dictate the performance of 610 services. Those services are 

outlined as follows: 

  

95   Shampoos, Conditioning and Scalp Treatments    

75   Haircuts (using different tools and implements)     

300 Hairstyling (using various tools and techniques, including wigs and hair pieces and braiding) 

65   Chemical Textural Services                                 

45   Tinting, Bleaching and High Lightening Hair    

20   Manicures, Pedicures Nail Extensions, Wraps, Gels and Polish 

10   Facial Treatments, Hair Removal, Eyelash Extensions and Make-up Application 

Clinical Experiences 

Students have the opportunity to complete the required services by performing those services in a workplace 

simulation within the classroom. State-of the art equipment and products are provided and available to all students. 

Services are performed on human hair mannequins, fellow students, friends and relatives as well as paying clients. 

Front desk duties and dispensary duties are also a part of the student’s training to learn safety and sanitation 

involved in the Cosmetology program of dispensing products with care and caution, mixing dangerous chemicals, 
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and safety of handling such items. Also student training involves cashing out client services at the front desk, 

booking and making changes to client’s appointments and selling retail products. 

 

Student Clinical Agreements 

Each student makes and records service appointments in a computerized point-of-sale program daily and walk-in 

customers are also welcome. All students are encouraged to solicit friends and family to schedule appointments 

to meet their service requirements and to gain experience in marketing themselves and their services. Since this 

program has been in operation for many years, most clients are repeat clients or referrals from regular. Unless a 

client specifically request a particular student, clients are assigned based on each student need and their 

availability. 

 

During clinical, the instructor continually monitors each student as the services are being performed and 

immediately responds to questions and concerns as they arise. Upon completion of each service, the client signs 

the individual student’s Report of Services form validating that the service was indeed performed. After the client 

leaves, the instructor reviews the performance of the service with the student and then initials the Report of 

Services form. 

 

Student Clinical Competencies and Evaluations 

After each student has completed the minimum number of services within each category, a Performance test is 

observed. This is a timed test determined by the Board of Cosmetology and meets local area salon/spa 

performance standards. The passing score for this test is 100%. If the student is unsuccessful with this test, it may 

be repeated until the desired outcome is achieved. 
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WRITTEN PLAN FOR EQUIPMENT  
(Maintenance, Replacement, Disposal) 

SCHOOL YEAR 2019-2020  

 
 

OBJECTIVES 

1. All property, however, including vehicular equipment shall be in the name of the Polk 

County Public Schools, Florida and under its full control. 

2. All property acquired from sources other than county school funds, such as PTA donations, 

shall be reported promptly, in accordance with procedures established for property 

accountability. 

3. The efficient administration of the District requires disposition of any major tangible 

personal property no longer necessary for the educational programs or the operation of the 

District. 

4. Maintenance is the upkeep of educational and ancillary plants. 

5. There is a continuous program of inspection, maintenance, and rehabilitation for the 

preservation of all District facilities and equipment in order to assure adequate educational 

facilities throughout the District. 

 

PURPOSE 

The removal, disposal, sale, replacement or exchange of major tangible property will be 

administrated according to the bylaws and policies of The Polk County Public Schools, 

adopted on November 12, 2013. 
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INTENT 

Ensure, comply and uphold our vision and mission to be Polk County’s premier workforce 

training institution that will assess, prepare and place individuals in successful and 

rewarding careers in an increasingly competitive and changing employment market. 

Successfully training and employing our students is the definitive goal of our institution. 

RESPONSIBLE PARTIES 

1. The Director of Ridge Technical College (RTC) supervises the operation of the equipment 

(maintenance, replacement, and disposal) as a whole.   

 

2. The property custodian works in conjunction with the school district to maintain the 

inventory of the RTC’s network, including server hardware and software, and 

infrastructure devices. At the discretion of the Director, the warehouse manager serves as 

the school’s property custodian for all equipment on campus. 

 

3. The Media Specialist, in collaboration with teachers, administrators and the school media 

advisory committee, is responsible for selection, maintenance, use and evaluation of library 

media and career education learning resources. 

 

TIMELINE FOR REVIEW/ACCESSIBILITY 

Written plan for Equipment (maintenance, replacement, and disposal) is reviewed, 

evaluated and revised annually by all employees through professional development, staff 

meetings, Media Center Advisory Committee, Standard’s Committee meetings and email 

based on the bylaws and policies of The Polk County Public Schools. 
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PLAN 

REMOVAL OF PROPERTY 

 

A. Property shall not be taken from any RTC building or premises for private use. Property 

may be lent to employees, outside agencies, or organizations only with the prior written 

approval of the Director.  

 

 

B. Major property items shall not be exchanged between RTC and any school or 

departments except upon the written approval of each school, division, and/or 

department heads affected.  

 

 

DISPOSAL, SALE, OR EXCHANGE 

The Polk County Public Schools believes that the efficient administration of the District requires 

disposition of any major tangible personal property no longer necessary for the educational 

programs or the operation of the District. Property which is not suitable for School District use 

shall be disposed of in accordance with State Statutes. 

 

MAINTENANCE 

Maintenance is the upkeep of educational and ancillary plants. The School Board directs RTC to 

conduct a continuous program of inspection, maintenance, and rehabilitation for the preservation 

of all RTC facilities and equipment in order to assure adequate educational facilities throughout 

the District. Wherever possible and feasible, maintenance shall be preventive. 

 

The Superintendent shall develop, for implementation by the maintenance staff, a maintenance 

program which shall include: 

 A. a regular summer program of facilities repair and conditioning;   

 B. the maintenance of a critical spare parts inventory;   

 C. an equipment replacement program;   

 
D. repair or replacement of equipment or facilities for energy conservation, safety, or other 

environmental factors;  
 



4 | P a g e  
 

 
E. a preventive maintenance program for equipment and components.  

 
 

The Superintendent shall develop and promulgate to the maintenance staff such procedures as may 

be necessary for the ongoing maintenance and good order of the physical plant and for the 

expeditious repair of those conditions which threaten the safety of the occupants or the integrity 

of RTC. 

 

DISPOSITION OF SURPLUS PROPERTY 

The School Board requires the Superintendent to review the property of RTC periodically and to 

dispose of that material and equipment which is no longer usable in accordance with the terms of 

this policy. 

 

 A. Instructional Material  

  

The District shall review instructional materials (i.e. textbooks, library books, manuals, 

support materials, etc.) periodically to determine the relevance of such materials to the 

present world and current instructional programs.  The following criteria will be used to 

review instructional materials for redistribution and possible disposal:  

 

  1. concepts or content that do not support the current goals of the curriculum  

  2. information that may not be current  

  
3. worn beyond salvage 

 
 

 B. Equipment  

  

The District shall inspect the equipment used in the instructional program periodically, 

to determine the condition and usability of such equipment in the current educational 

program. Should the equipment be deemed no longer serviceable or usable, the 

following criteria will be used to determine possible disposal:  

 

  1. repair parts for the equipment no longer readily available   

  2. repair records indicate equipment has no usable life remaining  
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  3. obsolete and/or no longer contributing to the educational program   

  4. some potential for sale at a District auction   

  
5. creates a safety or environmental hazard  

 
 

 C. Disposition  

  

The Superintendent is authorized to dispose of obsolete instructional and other property 

by selling it to the highest bidder, by donation to appropriate parties, or by proper waste 

removal. Disposal of surplus property purchased with Federal funds shall be disposed of 

in accordance with Federal procedures.  

 

 

RTC’s Selection, Maintenance, Use, and Evaluation of Learning Resources 

 

The school Media Specialist, in collaboration with teachers, administrators, and the Media 

Advisory Committee will:  

 

1. Arrange, when possible, for firsthand examination of items to be purchased.  

 

2. Use recommended, professionally prepared selection aids when firsthand examination of 

materials is not possible. 

 

3. Assess carefully any costly sets of media and items to be subscription only as specifically 

needed.  

 

4. Limit the purchase of duplicates to media that is not used extensively.  

 

5. Evaluate gift items by standard selection criteria, and upon acceptance of such items, 

reserve the right to incorporate into the collection only those meeting these specified 

criteria. 

 

6. Purchase replacements for worn, damaged, or missing media basic to the collection. 
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7. Clear continuously from the collection worn, obsolete, and inoperable items.  Emphasis 

should be on educationally useful items – quality not quantity. 

 

8. Coordinate all cable television, off-air broadcasting, and satellite television reception 

through the school media center. Each school should determine a procedure for 

documenting copyright information needed, to include but not be limited to:  

A. person requesting  

B. date copied  

C. period of copyright duration  

 

9. Coordinate or establish procedures for documenting copyright, license, and use of all 

materials purchased, borrowed, rented, or created, to include but not be limited to:  

A. number of computers that can access software  

B. identification of computers, which will access software 

 

RTC’s Criteria for Discarding, Retaining Media and/or Learning Resources 

RTC has a policy regarding weeding and discarding media so that the collection may be kept 

pertinent, effective, and appropriate to the school’s needs. The Media Specialist has the major 

responsibility with teacher involvement in questionable or content cases. Resources used in 

selection of media, curriculum guides, district reading lists, etc. should be consulted to determine 

which media are still recommended. The needs of RTC and the professional opinion of the staff 

as to the value of the materials are of utmost importance. 

 

In discarding materials, RTC staff considers the following: 

  

1. Media unused over a period of five to seven years. 

 

2. Media unattractive because of format, small print, dilapidated covers, loose pages, using 

out of-date operating systems, or with information no longer appropriate, especially in such 

fields as science, social sciences, or technology. 
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3.  Mediocre or inappropriate media of low standard which do not meet the selection criteria 

of the district or school policy. 

 

4. Media outside the developmental needs of the school community. 

 

5. Textbooks and other media not useful for reference. 

 

6. Magazines no longer of any value for reference or class use. 

 

7. Media that is no longer relevant to curriculum and student interest. Criteria for media not 

to be removed may include: 

 Classics, except when a more attractive format is available. 

 Local and state history, unless collected by another agency and available for 

interlibrary loan. 

 Major publications of the school, unless another department is responsible for 

the school’s archives. 

 Items incorrectly classified or poorly promoted that might circulate under 

changed circumstances. 

 

 



 

WRITTEN PLAN FOR FACILITY AND CAMPUS 

IMPROVEMENT  

SCHOOL YEAR 2019-2020 

OBJECTIVES 

1. Be developed and implemented 

2. Provide constant and consistent improvement of the facility and campus 

3. Insure all facility improvements include elements addressing personnel, equipment, 

supplies and relevant laws 

4. Assure all facility and campus improvements follow applicable procedures 

PURPOSE 

1. Protect the financial investment of the site, buildings and equipment  

2. Assure a safe, sanitary and attractive environment for Ridge Technical College’s 

educational activities 

3. Function as a tool to identify, address and accomplish/complete major maintenance 

items, new facilities and planned obsolescence of large items 

INTENT 

Ensure, comply and uphold our vision and mission to be Polk County’s premier workforce 

training institution that will assess, prepare and place individuals in successful and 

rewarding careers in an increasingly competitive and changing employment market. 

Successfully training and employing our students is the definitive goal of our institution. 

RESPONSIBLE PARTIES 

1. The College’s Director supervises the operation of the facility and campus as a whole.   

2. Assistant Directors oversee the daily activities for items such as facility repairs, work 

orders, custodial services, and emergency procedures.  
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3. Hamilton Security Company monitors security from electronic systems in various 

buildings on campus.  

4. Winter Haven Police Department is the local law enforcement agency that is 

responsible for patrolling and safeguarding the facility/campus against break-ins, theft 

and property damage. 

5. Two armed Guardians are assigned to the College’s campus to provide security for 

students, staff and visitors. 

6. ‘Critical Incident Response Radio System’ (CIRRS) allows for direct access from 

Ridge Technical College (RTC) to Polk County’s Sheriff’s Department offering an 

immediate response in emergency situations. 

TIMELINE FOR REVIEW/ACCESSIBILITY 

1. Written plan for facility, maintenance, operations and campus improvement are available 

to employees, students and general public via the RTC school website www.ridge.edu  

2. Written plan for facility, maintenance, operations and campus improvement is reviewed, 

evaluated and revised annually by all employees through professional development, staff 

meetings and email.  

 

PLAN  

A plan for facility, maintenance, operations and campus improvement has been developed and is 

maintained. This plan covers planned maintenance and improvements to the physical facility. The 

campus is fifty-two acres housing seventeen permanent structures and twenty-eight portables.   The 

College’s administrative staff, along with district personnel, is responsible for implementing long-

range planning and meeting priorities as outlined in the Polk County Public Schools Plan.  

Operation, Maintenance and Improvement of Facility 

RTC has developed and implemented appropriate plans for the operation, maintenance, and 

improvement of the facility, which includes elements addressing personnel, equipment, supplies, 

relevant laws, and applicable procedures.   

http://www.ridge.edu/
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RTC’s maintenance plans comply with Florida Department of Education, State Board Rule 

Chapter 6A-2, in all maintenance and improvement of the physical facility. The general operation 

and maintenance of the facilities is carried out in the following ways: through service contracts, 

by maintenance department technicians who visit the campus on a routine basis, by a full-time, 

on-campus maintenance employee and by RTC’s custodial staff.  RTC’s maintenance employee 

stocks a variety of spare parts to insure continuous operation of the physical facility.  RTC’s 

maintenance employee is responsible for the care and updating of blueprints for any on-campus 

work that is conducted.  Major renovation and project prints are supplied through the PCPS 

Facilities and Operations Department. RTC is committed to the care and maintenance of its 

physical plant; therefore, all maintenance and improvement programs are regularly evaluated for 

their effectiveness by the staff, to ensure RTC is meeting the needs of its students. Maintenance 

plans are available for review by staff and students at any time via the school website and/or a 

request to the Assistant Director.  

Facility Repairs 

A maintenance plan is designed to protect the financial investment of the site, buildings, and 

equipment and assuring a safe, sanitary and attractive environment for RTC’s educational 

activities. Staff members request repairs to buildings through the work order process.  Staff 

members submit work order requests by email.  This also includes repair requests for audiovisual 

equipment, business equipment and/or facility repairs (a different form is completed for custodial 

services). Instructors and students, based on their program area, and in cooperation with the 

maintenance employee, may handle minor repairs. In addition, two-way radios are used on a daily 

basis by administration, maintenance and custodial personnel to address immediate concerns.   

Major maintenance projects that campus personnel are unable to perform are forwarded to the 

Assistant Director of Administration and entered in SAP, the PCPS’s integrated business 

management system. This, in turn, is automatically routed to the office of the PCPS Facilities and 

Operations Department for completion.  Emergency items are called in to the office of PCPS 

Facilities and Operations Department for immediate response.   

Written procedures are utilized by the maintenance employee for operation of the mechanical and 

electrical systems of the facility.  These procedures include the daily operation, scheduled periodic 
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preventative maintenance and repair of these systems.  A record is kept by the Assistant Director, 

which includes written procedures for the maintenance of all electrical and mechanical equipment.  

Personnel, Supplies, Equipment  

RTC follows the Polk County Public Schools Staffing Plan. According to the Staffing Plan, RTC 

is assigned one maintenance employee and seven custodial personnel. Custodial personnel are 

assigned based on cleanable building and facility square footage.  A budget for supplies is set 

yearly and evaluated bi-annually.  General supplies are ordered through the County Storeroom and 

additional supplies are ordered locally based on need.   

Relevant Building Codes  

RTC conforms to all relevant building codes and is inspected annually by the local fire marshal to 

insure compliance. All Fire Marshal inspections are kept on file in the Director’s Office and the 

Assistant Director maintains electronic files.  Any deficiencies that are noted by the Fire Marshal 

are immediately corrected by our maintenance employee or if necessary, Polk County Public 

Schools  Maintenance Specialists. General inspections for building code compliance are conducted 

by the administrative staff during classroom inspections and custodial daily inspections. 

Custodial Services 

RTC provides adequate, safe, and clean facilities, with appropriate supporting utilities for 

classrooms, laboratories/shops, offices, restrooms, lounges, meeting rooms, etc. Each member of 

the custodial staff utilizes written procedures and checklists for daily, weekly and periodic time 

periods to ensure cleanliness of the facility. Periodic reviews are made by RTC’s administration 

to ensure that the buildings, grounds, and equipment are being properly maintained and that plans 

are updated on an as-needed basis.  The maintenance employee is under the supervision of the 

Director of the College, and the custodians are under the immediate supervision of the Assistant 

Director of Administration. 

 

 



 

5 | P a g e  
 

Health and Safety 

RTC has developed and implemented appropriate plans for assuring the health and safety of the 

College’s employees, students and visitors. This plan includes a system for reporting and 

investigating accidents. This plan is in use, is distributed to employees and students and is regularly 

evaluated and/or revised with appropriate input from employees and students. 

Safety and sanitation inspectors of the PCPS and the City of Winter Haven inspect the College 

periodically.  In addition, the State of Florida Department of Health and the County Health 

Department conduct regular inspections in RTC’s food service area.  The College provisionally 

complies with the following codes and ordinances: 

 planning and zoning 

 building and structural disposal 

 plumbing and sanitation 

 heating and ventilation 

 electricity and gas 

 environmental impact considerations 

 sewage and waste 

 food preparation and service 

 fire alarms and safety 

 Occupational Safety and Health Act (OSHA) 

 elevators  

 

Facility Insurance 

RTC is insured through the PCPS Business Services Division.  The College carries workers’ 

compensation, comprehensive general liability, automobile liability/physical damage and property 

insurance. 



 

6 | P a g e  
 

 

Maintenance of Hazardous Materials 

The institution was designed in such a manner that interference between programs from noise, 

fumes and traffic is minimized.  The space provided for classrooms and shop areas is adequate in 

all program areas.  Each building has space provided for maintenance and electrical facilities which 

are accessible from the corridors.  Each program area, classroom and office has a temperature 

control device to maintain a comfortable temperature. Adequate non-instructional areas are 

provided, such as storage and maintenance areas, restrooms, offices, clinical and emergency areas, 

the student service center and the faculty and staff lounge. 

Oxygen and acetylene used in the welding program are stored in a fireproof building separate from 

the welding area.  The two gases are separated in that building by a concrete wall that meets 

industrial safety standards.   

Highly flammable materials are stored in National Fire Prevention Association (NFPA) approved 

storage cabinets, which are located in well-ventilated areas away from combustible materials, 

flames or sparks.  Other flammable and combustible materials necessary for use in shops and 

laboratories are stored in NFPA approved containers and are limited to quantities needed for 

immediate use. 

Emergency Procedures 

RTC has designated handicapped parking and wheelchair access to all buildings.  There are 

handicapped restrooms and water coolers available throughout the College.  Emergency 

procedures in case of natural or other disasters are followed according to written guidelines set by 

the PCPS and by RTC’s Teachers’ Handbook of Policies.  Procedures followed depend on the type 

of disaster occurring: i.e. hurricane, tornado, bomb threat, or other.  RTC conducts emergency 

evacuation drills regularly, as directed by the District Office.  All buildings are connected by an 

intercom system for additional safety and notification, and those buildings without two-way 

communication have telephones available. Emergency fire drills are held on a monthly basis, and 

rotation drills through severe weather, bomb threat and lock down, so that students, faculty and 

staff are knowledgeable in the necessary procedures for any type of emergency.  Each building has 
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evacuation plans appropriate to its location.  Plans are posted in each lab and classroom.  

Emergency drills are also conducted, on a more limited basis, during the evening hours.  Report 

results are communicated, via intranet, to the PCPS District Office.  At the beginning of each 

school year, each instructor, administrator and support staff member is issued an up-to-date copy 

of the emergency procedures. These procedures outline duties to be performed by various faculty 

and staff members in case of an emergency due to natural or other types of disasters. The PCPS 

Disaster Preparedness Plan and the PCPS Threat Assessment/Intervention Procedures and 

Guidelines are updated as needed by the PCPS’s District Office. RTC’s administrative team 

updates on-campus procedures as needed to prepare for any changes for the new school year.  

Health and Safety Committee 

RTC has a safety committee comprised of administration, faculty, and staff, which reviews safety 

issues and makes recommendations to implement changes in an effort to protect the safety and 

welfare of students, faculty, and staff.  A comprehensive safety inspection is performed annually 

to evaluate the safety and security plan.  All staff members are required to participate in 

professional development training annually to ensure safety in the workplace.  In-services include 

Active Shooter Training (3 sessions), Blood-borne Pathogens and proper disposal of materials in 

compliance with state and federal laws. RTC’s health and safety plans are available to students 

and employees in the RTC Student Handbook and the RTC Teacher Handbook of Policies, 

respectively, and both are regularly evaluated and/or revised by all employees on an annual basis 

through staff meetings, professional development, and email. 

RTC’s Teacher Handbook of Policies includes procedures for reporting employee on-the-job 

accidents. If determined necessary by administration, accidents will be investigated to decide 

whether corrective actions need to be taken to prevent similar accidents from occurring. 

Safety rules and regulations are provided during student orientation, as well as in the RTC Student 

Handbook, and provide a basis for preparing students for on-the-job safety.  Students receive 

program-specific training on safety and compliance with codes and regulations in their programs.  

This is reflected in the curriculum content of the program. 

Existing sidewalk ramps meet American Disabilities Act (ADA) requirements. Covered walkways 

are provided in some areas to facilitate access between buildings in inclement weather.  Paved 
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parking lots provide lighting for day and evening students, faculty and staff parking.  Parking areas 

are well defined by utilizing parking stripes, parking curbs and signs designating visitors, 

handicapped, staff and faculty.  The following precautions have been taken to insure against 

potential traffic hazards: 1) signs have been posted mandating a speed limit of thirty miles-per-

hour at the drive entrance and a speed limit of twenty miles-per-hour at the parking lot entrance; 

2) traffic control is also facilitated by posting yield and stop signs and having staff members direct 

traffic in the parking lots; 3) students are required to have parking permits displayed in their 

vehicles; 4) during morning arrival times and release times, the parking lot is monitored by 

guardians, instructors and administrators stationed at the school bus loading area, various parking 

lots, hallways, and patio area.  Personnel also monitor the campus in golf carts. 

Guardians 

Polk County Public Schools in partnership with the Polk County Sheriff Office developed the 

School Safety Guardian Program to improve campus security and to comply with the Marjory 

Stoneman Douglas High School Public Safety Act.  The Guardians are responsible for protecting 

students and staff at RTC.  The Guardians are place on campus to mitigate and/or prevent loss of 

life on school grounds.  Additionally Guardians assist with fire drills, lockdown drills, making sure 

classrooms doors are locked during school hours.  Guardians actively patrol the school ground and 

use surveillance video to ensure safety of students and staff. 

Responsible Parties 

RTC’s Director supervises the operation of the facility and campus as a whole. The Assistant 

Directors oversee the daily activities for items such as facility repairs, work orders, custodial 

services, emergency procedures, and the Written Plan for Health and Safety and the Health and 

Safety Committee. Hamilton Security Company monitors security from electronic systems in 

various buildings on campus. The Winter Haven Police Department is the local law enforcement 

agency that is responsible for patrolling and safeguarding the facility/campus against break-ins, 

theft and property damage.  



 
 

 

WRITTEN PLAN FOR HEALTH AND SAFETY 

EMPLOYEES, STUDENTS, AND VISITORS 

SCHOOL YEAR 2019-2020 

 

OBJECTIVES 

 

1. Be developed and implemented 

2. Assure the health and safety of the College’s employees 

3. Assure the health and safety of the College’s students and visitors 

4. To provide a system for reporting and investigating accidents  

5. Assure all facility and campus improvements follow applicable safety procedures and 

relevant laws 

6. Assure all school employees are following applicable health procedures and relevant 

laws regarding the School Health Services Act  

 

PURPOSE 

 

1. Protect all employees, students and visitors from physical harm in emergency 

situations, i.e. weather, fire, shooter on campus 

2. Provide all employees with the means to provide any health measure necessary for the 

wellbeing of all, i.e. in cases of sickness, accidents and emergency health care needs 

3. Assure a safe, sanitary, and attractive environment for Ridge Technical College’s 

(RTC) educational activities 

 

INTENT 

 

Ensure, comply and uphold our vision and mission to be Polk County’s premier workforce training 

institution that will assess, prepare and place individuals in successful and rewarding careers in an 

increasingly competitive and changing employment market. Successfully training and employing 

our students is the definitive goal of our institution RESPONSIBLE PARTIES 

 

1. The College’s Director supervises the operation of RTC as a whole.   
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2. The Assistant Directors oversees the daily activities for items such as facility repairs 

and work orders to prevent hazards in the work place.  

3. The Assistant Directors oversees planning and coordination of fire drill procedures, bad 

weather procedures, shooter on campus procedures, and all other emergency 

procedures that may arise. 

4. Administration, with the assistance of the Student Services Department and clinic 

representative,  participates in the operation of all emergency situations and the 

reporting of accidents of employees, students and visitors 

5. Hamilton Security Company monitors security from electronic systems in various 

buildings on campus 

6. Winter Haven Police Department is the local law enforcement agency that is 

responsible for patrolling and safeguarding the facility/campus against break-ins, theft 

and property damage 

7.  Because of the recent shootings and a new Florida state law all Polk County Schools 

have placed armed School Guardians at all schools full time. Ridge currently has two 

one for days and one for nights managed by the Polk County Sheriff’s Department and 

the Polk County Public Schools.  

8. The Polk County Public Schools (PCPS) Emergency Response System allows for 

direct access from RTC to Polk County’s Sheriff’s Department offering an immediate 

response in emergencies. 

9. Regular safety and sanitation inspections are administered by City of Winter Haven, 

the Fire Marshall, State of Florida Department of Health and the County Health 

Department 

 

 

TIMELINE FOR REVIEW/ACCESSIBILITY 

 

1. Written Plan for Health and Safety is available to employees, students, and visitors in the 

Administration Office and Student Services Department.  
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2. Written Plan for Health and Safety for Employees, Students, and Visitors is reviewed, 

evaluated, and revised annually by all employees through professional development, staff 

meetings, Standard committees, and email.  

 

PLAN  

 

A.  HEALTH – Employees 

1. Reporting Employee Injuries: All full-time and part-time employee injuries must be 

reported within a 24-hour period to Johns Eastern by means of the On-Line Report of Injury 

(iFROI) accessible via https://www.johnseastern.com/    

Johns Eastern Company, Inc. 

PCPS’s Worker’s Compensation Provider 

P.O. Box 110279 Lakewood Ranch, FL  34211 

941.907.3100 or 800.449.3044 

 

2. An immediate supervisor must complete “Incident Investigation Form” promptly.  This 

form http://thehub.polk-fl.net/riskmanagement/ is located on PCPS District website 

 

3. Additional information on health related issues can be located on PCPS’s website 

http://thehub.polk-fl.net/wellness/  

Such as: 

 Wellness  

 ABCs of Diabetes / DPP 

 Cancer Resources & Screenings 

 Financial Management 

 Fitness 

 Health Fairs 

 Healthy Babies 

 

https://www.johnseastern.com/
http://thehub.polk-fl.net/riskmanagement/
http://thehub.polk-fl.net/wellness/
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 Professional Development 

 Stress Management Tools 

 Tobacco Free 

 Weight Management 

B.  HEALTH – Students and Visitors 

RTC complies fully with the School Health Services Act. Emergency medical information is 

maintained on all students.  The student must have on file, a signed statement authorizing the 

institution to take the necessary emergency action on behalf of a student who becomes ill or 

injured while in attendance.  This is the yellow Medical Information Form dated 2017 – 2018 

that is maintained in the Student Services Department.  

 

1. Health and Character Education: 

The Health and Character Education area coordinates the Comprehensive Health 

Curriculum K-12 in all Polk County Public Schools and documents compliance with 

state and district mandates. Prevention contacts designated by the principal at each 

school are trained yearly and curriculum needs are addressed as they arise. Health 

education lesson plans are developed and correlated with the Next Generation Sunshine 

State Standards. Critical Issues training is provided for all school-based personnel. 

Health Education personnel coordinate CPR/First Aid/AED training for high school 

instructors to assure that updated certification is available to fulfill state requirements. 

Over 10,000 students are trained in CPR annually. Health Education personnel 

collaborate with the American Red Cross for instructor/student, CPR/First Aid training 

and documentation. 

a. Registered Nurse Educators:  Twelve itinerant registered nurses (RNs) provide 

students (grades 4-12), with age and developmentally appropriate information 

regarding human sexuality as required by Florida Statutes. The RNs provide over 

7,000 health-related classes annually and include topics such as teen pregnancy, 

sexually transmitted diseases, and HIV/AIDS education. 
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b. Character Education: The “Keys to Character” initiative emphasizes 10 different 

character traits mandated in Florida Statutes and includes applicable Next 

Generation Sunshine State Standards. Monthly bulletins are developed and 

published for all schools. 

c. Registered Nurses provide services and information in the following areas: entrance 

and immunization requirements, communicable diseases, Bloodborne Pathogens, 

head lice, health clinic aides/health contacts in schools, school nurse information, 

CPR, and First Aid training for School Board Employees, medication 

administration, emergency calls (911), and other state mandated school health 

programs and requirements and medication administration. 

d. Automated External Defibrillator (AED) Requirement: Coordination of all aspects 

of the AED program, in accordance with Florida Statute 768.1325. 

e. Bloodborne Pathogens:  Annual training for all PCPS Category I employees as 

mandated by federal and state requirements. 

f. Certified Health Contacts:  Training, clinical supervision, and monitoring of 

Certified Health Contacts (2-Registered Nurses, 39-LPNs, 65-Clinic Paras, and 

over 300-health contacts) at all school sites, as mandated by Florida Statutes. 

Training consists of Medication Administration, Allergic Reactions, Health Room 

Procedures, Communicable Diseases, First Aid, and Infant/Child/Adult CPR.  

g. Communicable Disease Policy:  Updates and maintains the policy that protects the 

rights of students/employees with infectious diseases, along with prevention, 

recognition, and control of the spread of communicable diseases within the school. 

Health Services notify the Polk County Health Department (PCHD) of reportable 

communicable diseases. 

h. Hepatitis B (HepB) Employee Vaccination Program:  Provides free HepB 

immunizations to PCPS Category I personnel. All other PCPS employees may 

receive the immunizations at cost. Clinics are offered every two weeks at the Mark 

Wilcox Center. Over 450 immunizations are given annually. 

i. Immunization Guidelines:  Monitors district-wide student records for compliance 
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with DOE and DOH immunization requirements, as mandated in the Florida 

Statutes. 

 

2. Student Accident Reporting and Procedure:   

a. Notification: In case of a student or staff member accident which is considered to 

be serious, administration must be notified immediately so that arrangements may 

be made for the injured person to get to a doctor or a hospital and notify the parents 

if the victim is a high school student and if an adult, a relative of the adult if 

applicable. (Student Accident Report should be completed at time of accident.) 

b. First Aid: The necessary first-aid should be administered by an instructor, always 

remembering not to move the injured person (except in cases of emergency) if a 

fracture or other similar injury is suspected. 

c. A Student Accident Report form must be completed anytime there is an accident 

involving a student and all Student Accident Reports should be sent to Risk 

Management: 

Email: studentaccident.PCPS@polk-fl.net 

Fax #: 863-534-5085 

 

4. Universal Precautions and Infection Control: 

Hepatitis B and Human Immunodeficiency Virus (HIV):  In response to the increase in 

Hepatitis B and HIV infections, the Centers of Disease Control have recommended 

Auniversal blood and body fluid precautions. Universal precautions pertain to blood and 

body fluids containing blood, cerebrospinal fluid, synovia fluid, vaginal secretions, semen, 

and pericardial fluid.  These precautions do not apply to other body products such as saliva, 

sputum, feces, tears, nasal secretions, vomits, and urine unless blood is visible in the 

material.  However, these other fluids and body wastes can be sources of other infections 

and should be handled as if they are infectious.  Precautions are intended to prevent 

transmission of these infections as well as others, and decrease the risk of exposure for 

caregivers and students. 
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As it is not possible to identify all infected individuals, these precautions must be used with 

every student, regardless of their medical diagnosis. The single most important step in 

preventing exposure to and transmission of, any infection is anticipating potential contact 

with infectious materials as well as emergency situations.  Based on the type of possible 

contact, the caregiver should be prepared to use appropriate precautions and techniques prior 

to providing care.  Diligent and proper hand washing, use of barriers, appropriate disposal 

of waste products and needles, and proper decontamination of spills are essential techniques 

of infection control.  Using these measures will enhance protection of both the caregiver and 

the student.  

 

4. Barriers:  

    Barriers include disposable gloves, protective eyewear, masks, and gowns.  The use of a 

barrier is intended to reduce the risk of contact with blood and body fluids for the caregiver 

as well as control the spread of infectious agents from student to student.  It is essential that 

appropriate barriers be used when there is contact with potentially infectious material. 

 

Gloves should be worn when direct care of a student may involve contact with blood or 

body fluids.  For infection control, it is recommended that gloves be worn when there is 

contact with urine, feces, and/or respiratory secretions.  Gloves should be disposed of after 

each use.  Never re-use gloves. 

Gloves should be worn when: 

* changing a diaper 

* catheterizing a student 

* changing dressings 

* providing mouth, nose, or tracheal care 

* caregiver has broken skin on the hands (even around the nails) 

* cleaning up spills of blood (especially nosebleeds), body fluids, wastes, or soiled 

supplies. 
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Gowns or aprons may be worn to protect the caregiver’s clothing from spattering of body 

fluids. The apron or gown should be laundered or disposed of after each care session where 

splashing of body fluids occurred.  Chux or other waterproof barriers should be used to 

cover any work surfaces if drainage or splashing of blood or body fluids is possible.  The 

barrier should be disposed of after each care session and should not be reused.  In the event 

CPR is needed, a disposable mask with a one-way valve should be used. 

 

5. Clinic:   

Clinic services are available for first aid or in the case of an accident or injury at school. In 

case of an accident or injury at school, authorized school staff provide first aid services. A 

Student Accident Report is completed by the clinic representative and sent to the Director’s 

secretary within 24 hours of the accident. If the student is referred to a hospital or health 

care provider, the student may obtain an insurance card from the Directors’ secretary to 

assist with payment. There is no guarantee that health services will be paid in full with the 

card. In all cases of accident or injury of secondary students, the parent or guardian is 

notified. If a parent or guardian, or significant other in case of adult students, cannot be 

notified and administration confirms that the student’s condition requires immediate 

action, 911 may be called to transport the student to a hospital emergency department.  

However, the student is responsible for payment of all 911 services. 

 

Medications can only be dispensed to students per Polk County Public Schools regulations. 

Secondary students who use an inhaler, epinephrine, or other physician prescribed 

medication that must be taken at school are required to provide the medication to 

administration at the beginning of the year. The physician prescribed and correctly labeled 

medication is kept in the School Clinic in a locked cabinet.  The parent must provide written 

permission for administration to administer the prescribed or over the counter medication. 

Parent or guardian Medication Authorization forms may be obtained from the Student 

Services Department.  Over-the-counter medications, as Tylenol, are not stocked in the 

clinic for distribution. 
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C.  PROGRAM SAFETY - Students 

 

State and Federal law requires each instructor, in all career programs at RTC, to present 

program safety to all students.  This should not only include safety requirements in general, 

but specific safety regulations, which apply to each individual program. 

1.  Requirements: 

a. Safety instructions are given to all students; both high school and adult, before 

starting lab work in program. 

b. Comprehensive knowledge test on safety.  Each student should score high on this 

test before being allowed to start lab work. 

c. Firm enforcement of all safety procedures 

d.  Review of safety procedures as needed throughout the year. 

2.  Program Safety Pledge 

In orientation, each student is given a Program Safety Pledge.  The orientation-learning 

manager should discuss this document in detail with all students and students should 

indicate their willingness to comply with it by signing and dating the form. Instructors will 

review the pledge in detail as it pertains to each laboratory area. In the case of high school 

students, a parent or guardian must also sign the “Program Safety Pledge”.  A student may 

not begin work in a program until this pledge, properly signed, and has been turned into 

the instructor.  Instructors are to keep these in the student’s personal file in their office. 

 

D.  FIRE SAFETY – Employees, Students, and Visitors 

Fire Drills:   

Detailed, step-by-step fire drill procedures for RTC have been prepared by administration 

and will be issued in their most up-to-date form at the beginning of each school year. 

Florida School Law makes it mandatory that every public school in the State carry out at 

least one complete fire drill evacuation during each month while school is in session. 

Official reports on every fire drill held at RTC are posted electronically on the District’s 

Drill Reporting System.  Instructors are asked to discuss the applicable fire drill procedures 

with their students several times and very thoroughly.  The importance of these drills 

should be stressed to students and each of these drills should be carried out as though there 
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was an actual fire. 

E. BAD WEATHER INFORMATION – Employees, Students, and Visitors 

1. Thunderstorms and/or Lightning 

a. School Grounds: Get out of open areas and into and enclosed building as 

quickly as possible upon the approach of a storm.  

b. Do not seek shelter under isolated trees or close to metal fences, playground 

equipment, or shelters in exposed locations. 

c. School Buildings: Stay indoors.  Do not venture outside unless absolutely 

necessary. Stay away from open doors and windows, metal objects, 

electrical appliances and      plumbing until the storm has passed. 

2. Tornado Watch:   

Weather conditions are right for the formation of tornadoes. 

a. Learn about the following tornado danger signs:  *Bad Thunderstorms - 

thunder, lightning, hard rain, and strong winds.*Hail - Bullets of ice from a 

dark cloudy sky*Roaring Noise - Like ten jet planes or a hundred railroad 

trains*Funnel - A dark spinning “rope” or column from the sky to the 

ground. 

b. Avoid structures with wide, free span roofs  

c. If a building is not of reinforced construction, go quickly to a nearby-

reinforced building, or to a ravine or open ditch and lie flat. 

d. Move students and faculty from portable classrooms and outside locations 

to permanent facilities. 

e. Keep doors unlocked. 

f. Close windows and doors. 

g.  

3. Tornado Warning: 

A tornado has been sighted in the area visually and /or on radar. 

a. Monitor progress of the storm 

b. Evacuate portable classrooms and take shelter in permanent facilities. 

c. Close windows and outside doors. 
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d. Direct everyone to seek cover where floors and walls meet and take a 

protective seated position with hands/arms covering the head and face.  

(Duck and Cover) 

4. Hurricanes:  

This school will be closed in the event of an approaching hurricane if the Superintendent 

of Schools or his/her designee so directs.  RTC is not a designated emergency shelter.  

Advance planning for makeup days due to weather related school closures is addressed on 

the annual school calendar. 

 

F. SHOOTER ON CAMPUS/HOSTAGE – Employees, Students, and Visitors 

Florida School Law makes it mandatory that every public school in the State carry out at 

least one complete Active Shooter / Threat Drill during each month while school is in 

session in the event that a hostage or armed subject situation occurs, the following 

provisions should be adhered to: 

1. CODE FOR LOCKDOWN: LOCKDOWN—ANNOUNCEMENT WILL BE 

MADE TO LOCK ALL DOORS.  

2. During this process, the assigned SRO or Guardian will proceed to clear the campus 

of the threat until local law enforcement arrives and assumes control of the 

situation. 

3. Each staff member shall check the hallways and corridors for any students who may 

not be in their assigned class.  

4. Once the hallways and corridors are cleared, every classroom shall proceed to a 

lockdown mode.  (Locking classroom doors and windows if applicable)  

5. Staff and students will position themselves in the safest place available in the 

classroom.  A locked closet or other available safe space, or the hard corner marked 

by tape on the floor.   

6. If students or staff are not able to lock themselves in a classroom or other safe area 

they will use the “run, hide, fight” decision making process.  They will run if 

available, hide if necessary, fight as a last resort.  

7. Staff will direct their students to form a barricade with available tables and chairs.  

The best formation is either a circle or semi-circle.  Staff and students will then 
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conceal themselves within the circle; either in the sitting position with arms over 

head or in the prone position with arms over head.  

8. Staff will keep their classrooms in the lockdown mode until they are advised that 

the situation is under control.  This shall be done by either person-to-person contact 

or through the intercom system.  

9. Once the situation is under control, attendance shall be taken. 

10. Check for injured students within your room. Locate an administrator and seek 

medical assistance if needed. 

G. THREAT OUTSIDE OF SCHOOL GROUNDS - Employees, Students, and Visitors 

1. Doors remained locked at all times. If outside, evacuate students to a safe area until 

directed to do otherwise. 

2. Each staff member shall check the hallways and corridors for any students who may 

not be in their assigned class.  

3. Once the hallways and corridors are cleared, every classroom shall proceed to a 

lockdown mode.  (Locking classroom doors and windows if applicable)  

4. Teaching will continue after attendance has been taken and no one is allowed to leave 

room. 

5. Staff will keep their classrooms in the threat mode until they are advised that the 

situation is under control.  This shall be done by either person-to-person contact or the 

intercom system.  

In the event of an emergency, PCPS will use the Emergency Response System that allows 

for direct access from RTC to Polk County’s Sheriff’s Department offering an immediate 

response in emergency situations. For more information on PCPS’s Emergency Response 

Plan, contact the PCPS’s Safe Schools: Jill Seymour Director of Safe Schools @ 534-7309 

Ext. 110. 

 

H. VISITORS ON CAMPUS – Employees, Students, and Visitors 

 

THE RAPTOR SYSTEM  

The Raptor Visitor Management System is the core of an integrated set of technology 
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solutions designed to protect students, faculty, and staff. 

1. Instant Screening 

Each visitor is instantly screened against the registered sex offender databases in all fifty 

states. 

2. Custom Databases 

Raptor can check visitors against custom databases set by each school, which can contain 

custody alerts and/or banned visitors. 

3. Accurate Records 

The Raptor System ensures that accurate and reliable records are kept for every visitor that 

enters your school, every day. 

4. Efficient Reporting 

The Raptor Visitor Management System can quickly and easily create reports for 

individual schools or entire districts. 

 

CAMPUS SECURITY – Employees, Students, and Visitors 

 

1. The College Campus is equipped with multiple security cameras disperse 

throughout. 

2. The main entrance to the administration building and to the health science building 

are restricted by a controlled access system controlled by a staff member. 

3. The College has two assigned Guardians responsible for protecting students and 

staff. 
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WRITTEN PLAN FOR PHYSICAL FACILITIES AND 

TECHNICAL INFRASTRUCTURE 

(Data Privacy, Safety, Security, and Operation & Maintenance) 

SCHOOL YEAR 2019-2020 

OBJECTIVES 

1. Be developed, implemented and maintained 

 

2. Provide continuous and consistent operation and maintenance of the facility and technical 

infrastructure 

 

3. Make available constant and reliable adequacy and expansion of the physical facilities and 

technical infrastructure 

 

4. Insure all facility operations and maintenance include elements addressing personnel, 

equipment, supplies and relevant laws 

 

5. Ensure that the technology used to deliver services and program content to students meets the 

needs of the students without creating barriers to student support or learning 

 

6. Ensure all physical improvements include elements addressing personnel, equipment, 

supplies and relevant laws 

 

7. Assure all physical plant and technical infrastructure needs and requirements follow 

applicable procedures 

 

8. Ensure privacy, safety and security of data within the technical infrastructure 

PURPOSE 

1. Protect the financial investment of the site, buildings and equipment  

2. Assure a safe, sanitary and attractive environment for Ridge Technical College’s (RTC) 

educational activities 
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3. Function as a tool to identify, address and accomplish/complete major maintenance items, 

new facilities and planned obsolescence of large items 

4. Protect the privacy, safety and security of data of all employees and students 

INTENT 

Ensure, comply and maintain our vision and mission to be Polk County’s premier workforce 

training institution that will assess, prepare and place individuals in successful and satisfying 

careers in an increasingly competitive and changing employment market. Effectively training 

and placing our students in careers in their field of training, is the definitive goal of our 

institution. 

RESPONSIBLE PARTIES 

1.  The Director supervises, as a whole, the physical plant, and technical infrastructure (Data 

Privacy, Safety, Security, Operation and Maintenance).   

2. Assistant Directors oversee the daily activities for items such as facility repairs, work orders, 

custodial services, and emergency procedures.  

3. The IT MIS Systems Specialists manages the technical infrastructure programs and 

equipment; coordinates all functions and standard procedures necessary to maintain computer 

software applications; oversees routines necessary for networking computers to servers.  

Additionally, the IT MIS Systems Specialists confers with users and others in the 

development and maintenance of computer software programs; implements changes and 

updates to programs based on identified problems and new requirements.  Furthermore, 

he/she tests all programs and assists in developing documentation for trainers and users; 

identifies potential safety and security risks to school-wide system and sets procedures in 

place to prevent invasive cyber activity; coordinates with District Technology personnel on 

system security, equipment and software updates, repairs and preventative maintenance. 

4. Hamilton Security Company monitors security from electronic systems in various buildings 

on campus.  

5. Winter Haven Police Department is the local law enforcement agency that is responsible for 

patrolling and safeguarding the facility/campus against break-ins, theft and property damage. 
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6. The Polk County Public Schools (PCPS) Emergency Response System allows for direct 

access from RTC to Polk County’s Sheriff’s Department offering an immediate response in 

emergencies. 

 

TIMELINE FOR REVIEW/ACCESSIBILITY 

1. The Written Plan for Physical Facilities and Technical Infrastructure (Data Privacy, Safety, 

Security, and Operation & Maintenance) is available to employees, students and public via 

the RTC school website www.ridge.edu and at the office of the Assistant Director. 

2. The Written Plan for Physical Facilities and Technical Infrastructure (Data Privacy, Safety, 

Security, and Operation & Maintenance) is reviewed, evaluated, and revised annually by all 

employees through Standard Committee meetings, professional development, staff meetings, 

and email.  

PLAN 

A plan for the physical facilities and technical infrastructure maintenance, operations and 

technical infrastructure inclusive of data privacy, safety, and security has been developed and is 

maintained. This plan covers planned maintenance and ongoing operations to the physical 

facility and technical infrastructure, all property structures and improvements to the physical 

facility and the safety and security of data in the technical infrastructure. The campus is fifty-two 

acres housing seventeen permanent structures and twenty-eight portables.  RTC’s administrative 

staff, along with district personnel, is responsible for implementing strategic planning and 

meeting priorities as outlined in the district plan. Every year, Polk County Public Schools 

(PCPS) Facilities and Operations Department, in conjunction with RTC Administrators, 

completes a Capital Outlay/Maintenance Survey for RTC’s physical plant.  These forms 

represent major maintenance items, renovations, new facilities and planned obsolescence of large 

items. Based on funding, PCPS district personnel determine each item that will be addressed the 

coming year. 

The RTC’s administrative staff, along with district personnel, is responsible for implementing 

strategic planning and meeting priorities as outlined in the Polk County Public Schools District 

Plan.  

http://www.ridge.edu/


4 | P a g e  
 

PHYSICAL FACILITIES 

RTC has developed and implemented appropriate plans for the operation, maintenance, and 

improvement of the physical plant, which includes elements addressing personnel, physical 

structures, equipment, supplies, relevant laws, and applicable procedures. 

RTC’s maintenance plans comply with Florida Department of Education, State Board Rule 

Chapter 6A-2, in all maintenance and improvement of the physical facility. The general 

operation and maintenance of the facilities is carried out in the following ways: by service 

contracts, by maintenance department technicians who visit the campus on a routine basis, by a 

full-time, on-campus maintenance person and by RTC’s custodial staff.  RTC’s maintenance 

person stocks a variety of spare parts to insure continuous operation of the physical facility.  

Major renovation and project prints are supplied through the PCPS Facilities and Operations 

Department. RTC is committed to the care and maintenance of its physical plant, therefore, all 

maintenance and improvement programs are regularly evaluated for their effectiveness by the 

staff, to ensure RTC is meeting the needs of its students.  

A maintenance plan is designed to protect the financial investment of the site, buildings, and 

equipment and to assure a safe, sanitary, and attractive environment for RTC’s educational 

activities. The staff members via the school email system request repairs to buildings through the 

work order process.  Instructors and students, based on their program area, and in cooperation 

with the maintenance, may handle minor repairs. In an emergency, two-way radios are used on a 

daily basis by administration, maintenance and custodial personnel to address immediate 

concerns.   Major maintenance projects that campus personnel are unable to perform are 

forwarded to the Assistant Director and entered in SAP, the PCPS’s integrated business 

management system. This, in turn, is automatically routed to the office of the PCPS Facilities 

and Operations Department for completion.  Emergency items are also called in to the office of 

PCPS Facilities and Operations Department for immediate response.   

Written procedures are utilized by maintenance for operation of the mechanical and electrical 

systems of the facility.  These procedures include the daily operation, scheduled periodic 

preventative maintenance, and repair of these systems.   
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OPERATION AND MAINTENANCE PHYSICAL FACILITY 

RTC has developed and implemented appropriate plans for the operation and ongoing 

maintenance of the facility that includes elements addressing personnel, equipment, supplies, 

relevant laws, and applicable procedures.   

RTC’s maintenance plans comply with Florida Department of Education, State Board Rule 

Chapter 6A-2, in all maintenance and improvement of the physical facility and technical 

infrastructure. The general operation and maintenance of the facilities and technical 

infrastructure is carried out in the following ways: through service contracts, by maintenance 

department technicians who visit the campus on a routine basis, by a full-time, on-campus 

maintenance employee, RTC’s custodial staff, and the IT MIS Systems Specialist. 

ROLES AND RESPONSIBILITIES - FACILITY MAINTENANCE 

RTC’s maintenance employee stocks a variety of spare parts to insure continuous operation of 

the physical facility.  RTC’s maintenance employees are responsible for the care and updating of 

blueprints for any on-campus work that is conducted.  Major renovation and project prints are 

supplied through the PCPS Facilities and Operations Department. RTC is committed to the care 

and maintenance of its physical plant; therefore, all maintenance and improvement programs are 

regularly evaluated for their effectiveness by the staff, to ensure RTC is meeting the needs of its 

students. Maintenance plans are available for review by staff and students via a request to the 

Assistant Director. A maintenance plan is designed to protect the financial investment of the site, 

buildings, and equipment and assuring a safe, sanitary and attractive environment for RTC’s 

educational activities. Staff members request repairs to buildings through the work order process.  

Staff members submit work order requests by email.  This also includes repair requests for 

audiovisual equipment, business equipment and/or facility repairs (a different form is completed 

for custodial services). Instructors and students, based on their program area, and in cooperation 

with the maintenance employee, may handle minor repairs. In addition, two-way radios are used 

on a daily basis by administration, maintenance and custodial personnel to address immediate 

concerns.   Major maintenance projects that campus personnel are not capable to perform are 

forwarded to the Director’s Secretary and entered in SAP, the PCPS’s integrated business 

management system. This, in turn, is automatically routed to the office of the PCPS Facilities 
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and Operations Department for completion.  Emergency items are called in to the office of PCPS 

Facilities and Operations Department for immediate response.   

Written procedures are employed by the maintenance employee for operation of the mechanical 

and electrical systems of the facility.  These procedures include the daily operation, scheduled 

periodic preventative maintenance and repair of these systems.  A record is kept by the Assistant 

Director, which includes written procedures for the maintenance of all electrical and mechanical 

equipment.   

PERSONNEL, SUPPLIES, EQUIPMENT  

RTC follows the PCPS County Staffing Plan. According to the Staffing Plan, RTC is assigned 

one maintenance employee and seven custodial personnel. Custodial personnel are assigned 

based on cleanable building and facility square footage.  A budget for supplies is set yearly and 

evaluated bi-annually.  General supplies are ordered through the County Storeroom and 

additional supplies are ordered locally based on need.  The Assistant Directors are responsible 

for custodial and maintenance services. The maintenance staff requests supplies and equipment 

through the Assistant Directors review and approve their request. 

RELEVANT BUILDING CODES  

RTC conforms to all relevant building codes and is inspected annually by the local fire marshal 

to insure compliance. All Fire Marshal inspections are kept on file in the Assistant Director’s 

Office.  Any deficiencies that are noted by the Fire Marshal are immediately corrected by our 

maintenance employee or if necessary, PCPS Maintenance Specialists. General inspections for 

building code compliance are conducted by the administrative staff during classroom inspections 

and custodial daily inspections. 

PREVENTATIVE MAINTENANCE DAILY PROCEDURES 

1. Water towers for proper operation. 

2. Water chillers for proper operation including temperature pressure readings. 

3. Water treatment for towers, including ph testing, addition of chemical biocides, sanitizers, 

meter calibration, and logging all readings. 
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4. Pneumatic Air Compress for System Operation. 

5. Pneumatic Air Dryer Operation. 

6. Water pumps. 

7. Electrical panels G building. 

8. Boiler when operating. 

9. Ventilator operation. 

10. "INVENSYS" Energy Management System checks all status alarms, security screens, etc. 

11. Update database when changes are made daily. 

12. Complete work orders according to priority. 

13. Record all work order repairs completed on equipment items in logbook. 

14. Situations unable to be accomplished on site to be reported on PCPS SAP System in the form 

of a work order request for maintenance. 

PREVENTATIVE MAINTENANCE MONTHLY PROCEDURES 

1. Check and or change filters in all air handlers, general check of AHU Systems. 

2. Check belts, take voltage and amperage readings of larger AHU Systems   log results. 

3. Check Local Panel Groups of Energy Management System including controllers, fire alarm 

system, motor controls, variable frequency drives, and security systems.   

4. Check of water heaters, pumps, and electrical workings. 

5. Check electrical rooms and panels. 

6. Check exit lamp bulbs for operation. 

7. Check parking lot and perimeter lighting.  

8. Check of all refrigerator/freezer boxes, compressor sight glass, and blowers. 
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9. Check of mechanical rooms all buildings. 

10. Check of all air compressors, oil levels, filters, and drain valves. 

11. Check of commercial washers, dryers and clean lint traps   general operation. 

12. Check of all time clock settings and operation not on Energy Management System. 

PREVENTATIVE MAINTENANCE QUARTERLY/SEMI ANNUAL/ANNUAL 

PROCEDURES AND SCHEDULES 

1. Condensate drains checked for operation, treated if needed on AHU's. 

2. Air compressor cleaned, oil changed, filter changed, belts inspected, and electrical inspection. 

3. Grease or oil all motors on machinery. 

4. Test of battery exit lamps.  

5. Test of battery emergency lights.  

6. Coils cleaned on air handlers. 

7. Thermostats recalibrated. 

8. Pressure readings, amp readings done on all package A/C units and refrigerator/freezer units, 

ice machines cleaned and serviced, and water filters changed. 

   9. Water heaters drained, inspected, serviced and refilled. 

10. Boiler serviced and inspected. 

11. Water towers cleaned and serviced. 

12. Sensors hooked to Energy Management System "DMS 35", recalibrated and tested for proper 

operation. 

13. Check of rooftops for debris, and ventilator operation. 

14. Campus prints updated as needed. 
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CUSTODIAL SERVICES 

RTC provides adequate, safe, and clean facilities, with appropriate supporting utilities for 

classrooms, laboratories/shops, offices, restrooms, lounges, meeting rooms, etc. Each member of 

the custodial staff utilizes written procedures and checklists for daily, weekly and periodic time 

periods to ensure cleanliness of the facility. Periodic reviews are made by RTC’s administration 

to ensure that the buildings, grounds, and equipment are being properly maintained and that 

plans are updated on an as-needed basis.  The maintenance employee is under the supervision of 

the Director, and the custodians are under the immediate supervision of the Assistant Director. 

HEALTH AND SAFETY 

RTC has developed and implemented appropriate plans for assuring the health and safety of 

RTC’s employees, students and visitors. This plan includes a system for reporting and 

investigating accidents. This plan is in use, is distributed to employees and students and is 

regularly evaluated and/or revised with appropriate input from employees and students. 

Safety and sanitation inspectors of the PCPS and the City of Winter Haven inspect the College 

periodically.  In addition, the State of Florida Department of Health and the County Health 

Department conduct regular inspections in RTC’s food service area.  The College provisionally 

complies with the following codes and ordinances: 

 planning and zoning 

 building and structural disposal 

 plumbing and sanitation 

 heating and ventilation 

 electricity and gas 

 environmental impact considerations 

 sewage and waste 

 food preparation and service 

 fire alarms and safety 

 Occupational Safety and Health Act (OSHA) 

 elevators  
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FACILITY INSURANCE 

RTC is insured through the PCPS Business Services Division.  The College carries workers’ 

compensation, comprehensive general liability, automobile liability/physical damage, and 

property insurance. 

MAINTENANCE OF HAZARDOUS MATERIALS 

The institution was designed in such a manner that interference between programs from noise, 

fumes and traffic is minimized.  The space provided for classrooms and shop areas is adequate in 

all program areas.  Each building has space provided for maintenance and electrical facilities that 

are accessible from the corridors.  Each program area, classroom and office has a temperature 

control device to maintain a comfortable temperature. Adequate non-instructional areas are 

provided, such as storage and maintenance areas, restrooms, offices, clinical and emergency 

areas, the student service center and the faculty and staff lounge. 

Oxygen and acetylene used in the welding program are stored in a fireproof building separate 

from the welding area.  The two gases are separated in that building by a concrete wall that 

meets industrial safety standards.   

Highly flammable materials are stored in National Fire Prevention Association (NFPA) approved 

storage cabinets, which are located in well-ventilated areas away from combustible materials, 

flames or sparks.  Other flammable and combustible materials necessary for use in shops and 

laboratories are stored in NFPA approved containers and are limited to quantities needed for 

immediate use. 

EMERGENCY PROCEDURES 

RTC has designated handicapped parking and wheelchair access to all buildings.  There are 

handicapped restrooms and water coolers available throughout the College.  Emergency 

procedures in case of natural or other disasters are followed according to written guidelines set 

by the PCPS and by RTC’s Teachers’ Handbook of Policies.  Procedures followed depend on the 

type of disaster occurring: i.e. hurricane, tornado, bomb threat, or other.  RTC conducts 

emergency evacuation drills regularly, as directed by the District Office.  All buildings are 

connected by an intercom system for additional safety and notification, and those buildings 
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without two-way communication have telephones available. Emergency fire drills are held on a 

monthly basis, and rotation drills through severe weather, bomb threat and lock down, so that 

students, faculty and staff are well versed in the necessary procedures for any type of emergency.  

Each building has evacuation plans appropriate to its location.  Plans are posted in each lab and 

classroom.  Emergency drills are also conducted, on a more limited basis, during the evening 

hours.  The Assistant Director via ERIP communicates report results: EMERGENCY 

RESPONSE INFORMATION PORTAL to the PCPS District Office.  ERIP is a comprehensive, 

all-hazards emergency preparedness solution.  At the beginning of each school year, each 

instructor is issued an up-to-date copy of the emergency procedures in the Teacher Handbook of 

Policies. These procedures outline duties to be performed by various faculty and staff members 

in case of an emergency due to natural or other types of disasters. RTC’s administrative team 

updates on-campus procedures as needed to prepare for any changes for the new school year.  

SAFETY COMMITTEE 

RTC has a safety committee comprised of administration, faculty, and staff that reviews safety 

issues and makes recommendations to implement changes in an effort to protect the safety and 

welfare of students, faculty, and staff.  A comprehensive safety inspection is performed annually 

to evaluate the safety and security plan.  All staff members are required to participate in 

professional development training annually to ensure safety in the workplace.  In-services 

include weather emergency procedures, Blood-borne Pathogens and proper disposal of materials 

in compliance with state and federal laws. RTC’s health and safety plans are available to students 

and employees in the Student Services Department, Administrator’s, and Evening Programs 

Office respectively, and is regularly evaluated and/or revised by all employees on an annual 

basis through staff meetings, professional development, and email. 

RTC’s Teacher Handbook of Policies includes procedures for reporting employee on-the-job 

accidents. If determined necessary by administration, accidents will be investigated to decide 

whether corrective actions need to be taken to prevent similar accidents from occurring. 

Safety rules and regulations are provided during student orientation, as well as in the career 

program orientation, provide a basis for preparing students for on-the-job safety.  Students 
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receive program-specific training on safety and compliance with codes and regulations in their 

programs.  This is reflected in the curriculum content of the program. 

Existing sidewalk ramps meet American Disabilities Act (ADA) requirements. Covered 

walkways are provided in some areas to facilitate access between buildings in inclement weather.  

Paved parking lots provide lighting for day and evening students, faculty and staff parking.  

Parking areas are well defined by utilizing parking stripes, parking curbs and signs designating 

visitors, handicapped, staff and faculty.  The following precautions have been taken to insure 

against potential traffic hazards: 1) signs have been posted mandating a speed limit of thirty 

miles-per-hour at the drive entrance and a speed limit of twenty miles-per-hour at the parking lot 

entrance; 2) traffic control is also facilitated by posting yield and stop signs and having staff 

members direct traffic in the parking lots; 3) students are required to have parking permits 

displayed in their vehicles; 4) during morning arrival times and release times, the parking lot is 

monitored by instructors and administrators stationed at the school bus loading area, various 

parking lots, hallways, and patio area.  Personnel also monitor the campus in golf carts. 

TECHNICAL INFRASTRUCTURE & OPERATION AND MAINTENANCE OF 

TECHNICAL INFRASTRUCTURE PURPOSE 

The purpose of this Technical Infrastructure Plan (“Plan”) is to verify the presence and adequate 

maintenance of the technical infrastructure appropriate and essential for the operation of the 

institution and the achievement of the objectives for each program offered. Additionally, assure 

that the institution’s technical infrastructure provides for the privacy, safety, and security of data 

contained within it, and lastly to assure that the institution’s technical infrastructure provides for 

the reliable accessibility and backup of data contained within it. 

POLICY STATEMENT 

The PCPS and RTC have enacted various technology-related policies to direct the use of 

Internet, computer, electronic information/data, and technology, as well as provide for the 

privacy, safety, and security of data and online copyrights, by students, employees, and guests. 

The PCPS and RTC disseminate these regulations, rules, procedures, and forms to students, 

parents, and employees to aide in managing and enforcing these policies. 
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To ensure effective and efficient operations of RTC and provide the best possible learning and 

work environment to students, employees and guests, the PCPS and RTC expects students, 

employees and guests to adhere to the technology standards outlined in these policies. 

ROLES AND RESPONSIBILITIES 

Each school site has a network manager/ IT MIS Systems Specialist position responsible for the 

technology at their site to include hardware, software, network, and professional development 

training. Quarterly network manager trainings/meetings provide up-to-date information for 

optimal user support. Two of these training meetings are conducted face to face and two are 

conducted via live video meetings. Additional live video meetings are broadcast for network 

managers needing technical support with State and district assessments as needed. The district’s 

Information Systems & Technology Division provides network managers with a clearinghouse 

of updated information through online collaboration tools. 

In addition to the school level support provided by the network manager, the district maintains a 

staff of eleven Computer Support Technicians, four Audio-Visual Technicians, four Copier 

Technicians, fourteen Telecommunications Technicians, nine Network Specialists, one 

Electronics Equipment Manager, and one Wide Area Network Engineer who are responsible for 

providing technical support to the district’s schools and departments. Each year, the district 

staffing plan is evaluated to assess the need for adjusting support staff. 

Additionally the district maintains a centralized Help Desk to respond to the computing 

technology needs of all district staff. The six-person Help Desk staff provides on-line and 

telephone support for our business, student information, and other district-wide applications as 

well as network and PC software in general use throughout the district. They create and maintain 

documentation to support these applications and maintain the IST Help Desk web page where 

documentation is published. The Help Desk provides on-line, classroom and one-on-one training. 

They coordinate resolution of issues with other support staff groups including Software 

Development, Information Services, Systems Applications (SAP), Computer Support 

Technicians, and Network Specialists as necessary. 
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BACKUP & DISASTER RECOVER PROCEDURES 

The servers used for all district-based applications are located in the district server farm at the 

district office located in Bartow, FL. Backups are done daily on all servers in the data farm. 

Disaster recovery and fault tolerance are designed into the server farm. On site hardware and 

software technicians are available during the workday. 

Any file servers at RTC that contain data that can be archived are backed up incrementally (only 

files that have changed since the last backup) each evening during non-working hours, and full 

backups are performed over the weekend.  

In the event we lose our entire network connection to Bartow and do not have access to FOCUS, 

which is our student management system, an emergency flash drive that contains student 

schedules and student emergency contact information can quickly be made available to Student 

Services staff. The files on this flash drive are updated nightly from Genesis. 

The laptop computer that maintains this flash drive is located in the main server room in 

Building 1 and may only be removed by an administrator or the IT MIS Systems Specialist. The 

laptop is configured to retain these two files on the flash drive for the previous five (5) days. 

In the event of a campus evacuation, a designated person from guidance is to contact an 

administrator or the IT MIS Systems Specialist and take possession of the entire laptop AND the 

laptop power supply from the main server room. This laptop can then be used either on battery or 

on AC power to access the student schedules and student emergency contact information files 

stored directly on the laptop. 

GENERAL USE 

1. When applicable, users will participate in any required training. 

2. School/District funds may be used, when available, to purchase any necessary District 

approved add-ons and accessories (e.g. additional battery pack, mouse, monitor, pen drive) and 

such purchases then become the property of the Polk County School District. 

3. Users will not install any unauthorized programs or applications onto their device. 
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4. Devices are intended for use by the designated employee. 

5. Users are responsible for the appropriate use of their assigned device and anything stored on 

the device. 

6. All data stored on the device is the responsibility of the employee and the District cannot 

guarantee recovering lost or deleted information. The employee must back up his/her files on a 

regular basis. 

7. Users must return their assigned device to authorized technical support personnel if 

employment is terminated. 

8. Authorized technical support personnel will handle any repairs. 

9. The District reserves the right to recall any device for servicing, maintenance, software 

updating, virus updating, and audit purposes and/or to ensure compliance with District policies. 

10. All district employees have the responsibility of protecting personal data relating to pupils 

and/or staff. 

11. If a device is lost, stolen or damaged through the employee’s negligence, the employee is 

responsible for reimbursing the School and/or District for any losses incurred by the 

School/District in replacing or repairing the device. 

12. If a device is stolen, the employee must inform the police and their immediate supervisor as 

soon as possible. 

13. If a device is lost or damaged, the employee must inform their immediate supervisor as soon 

as possible.  

NETWORK AND INTERNET USE 

A. Users should take precautions to protect access to their account(s). 

1. Network passwords must be complex. 

2. Network passwords of employees must be changed every 120 days. 
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3. Users must not compromise the privacy of their password by giving it to others or exposing it 

to public view. In the normal course of system administration, the system administrator may 

have to examine user files to gather information to diagnose and correct problems; in such 

instances, users should then change their passwords to maintain security. 

4. Users may be required to supply security questions and/or answers that may be used to verify 

their identity. It is the user’s responsibility to ensure that the answers to these questions are 

confidential. Unauthorized use resulting from negligence in maintaining security will be the 

responsibility of the user. 

SERVER INFORMATION SECURITY, NETWORK MONITORING, 

VULNERABILITY SCANNING 

The servers used for all district-based applications are located in the district server farm at the 

district office located in Bartow, FL in a limited access and secure facility.  

Servers located at RTC are stored in one of two location: 1) mission critical servers and file 

servers are stored in Building 1 in the Main Distribution Framework (MDF) room behind two 

locked doors. 2) an IT file server and an IT deployment server are stored in a secured area of the 

IT department located in Building 2. These servers can only be accessed directly by the IT MIS 

Systems Specialist. 

In order to protect the integrity of the network, the district uses a firewall and spam filter. In 

addition to this, the district subscribes to an anti-virus program that is updated automatically on 

each networked server on a regular basis. Continual maintenance and upgrades of circuits and all 

related equipment is the responsibility of the Computer Networking Department located out of 

Bartow. 

ACCEPTABLE USE GUIDELINES AND PROCEDURES 

The district has an Acceptable Use Policy (6Gx53-9.001) for staff and students that is 

continually reviewed and revised to ensure it is a comprehensive document, as follows: 

PCPS offers access to network resources and the Internet. The use of the network and the 

Internet must be in support of educational and professional activities that are consistent with the 
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educational goals and policies of the PCPS. The user is responsible at all times for its proper use. 

Superintendent or designee may examine files to determine if a user is acting in violation of any 

district policies. Failure to comply with these policies may result in disciplinary action, legal 

action and/or cancellation of access. Changes in policies and guidelines will be periodically 

posted via email. Employees are responsible for all noticed changes. 

I. Terms and definitions: 

A. The network is defined as all computers and other devices that are 

interconnected to the District local/wide area network and are the sole 

property of the PCPS. 

B. The Internet is defined as a network of libraries, databases and resources 

beyond the District local/wide area network 

C. Electronic Communication includes, but is not limited to, email, blogs, 

podcasts, discussion boards, web sites, video conferencing and virtual 

classrooms. 

D. Portable electronic devices include, but are not limited to, laptop computers, 

personal digital assistants (PDAs), cellular telephones, recording and/or 

storage devices. 

E. Web Page - A document designed for viewing in a web browser. Typically 

written in hypertext markup language (HTML). 

II. Network and Internet Use: 

A. Users should take precautions to protect access to their account(s). 

1. Network passwords must be complex. 

2. Network passwords of employees must be changed every 120 days. 

3. Users must not compromise the privacy of their password by giving it to 

others or exposing it to public view. In the normal course of system 

administration, the system administrator may have to examine user files to 

gather information to diagnose and correct problems; in such instances, 

users should then change their passwords to maintain security. 

4. Users may be required to supply security questions and/or answers that 

may be used to verify their identity. It is the user’s responsibility to ensure 

that the answers to these questions are confidential. Unauthorized use 
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resulting from negligence in maintaining security will be the responsibility 

of the user. 

B. All security issues should be reported to school/district technology personnel 

immediately. 

C. Prohibited use includes, but is not limited to: 

1. Violations of federal, state and local laws and regulations: 

a) Copyrighted and/or trademarked material 

b) Threatening, obscene or profane material 

c) Licensing agreements 

d) Plagiarism 

2. Vandalism, which is defined as malicious attempt to harm or destroy 

network resources, data of another user, the Internet, or other networks. 

This includes the creation of, or uploading of, computer viruses on the 

Internet or host site. 

3. Use of the Internet or network for financial gain, product advertisement, 

commercial activities, political campaigning, or illegal activity of any 

description 

4. Unauthorized use of another individual’s network access including use of 

another individual’s network username and password 

5. Consuming large amounts of bandwidth, resulting in disruption of the 

network, including but not limited to: 

a) Network/Internet games 

b) Streaming video and audio 

c) Non-educational teleconferencing 

d) Downloading very large files without prior approval of technology 

staff 

6. Hacking or any attempt to gain access to networks, including but not 

limited to: 

a) Browsing networks to obtain IP addresses and other network 

information. 

b) Accessing the networks without prior authorization. 
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c) Using network resources or other resources with the intent of 

preventing or interfering with the transmission of voice, data, pictures, 

or anything that can be transmitted over the network. 

7. Trespassing on others’ work, files or folders, and attempting to, or taking 

action to access, modify, harm or destroy data of another user. Playing 

games without educational value. 

8. Using the computer resources for non-academic activities when other 

users require the system for academic purposes. 

9. Circumventing proxy servers, firewalls or other filtering software. 

10. Accessing chat rooms or instant messaging unless there is a legitimate 

work-related or educational purpose. 

11. Blogging and discussion board activities during working hours unless 

there is a legitimate work-related or educational purpose. 

D. Student Specific: 

1. Students have the privilege of using school/district computers, which 

include the internet, unless said privilege has been revoked in writing by 

parental opt-out form or suspension of privileges for violations of Student 

Code of Conduct or this policy. 

2. Student’s access to and use of the school/district computers shall be under 

the direction of a school staff member and monitored as an educational 

activity. 

3. It is student responsibility for avoid access to inappropriate material and 

reporting incidents should they occur. 

4. Student users must always get permission from their teachers or 

facilitators before using the network, the internet, or accessing any specific 

file or application. 

5. Disciplinary action shall consist of any combination of consequences as 

listed in the Student Code of Conduct Section 7.09 Computer Misuse and 

this policy. 
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III. Electronic Communication: 

A. Most electronic communication are a matter of public record and should never 

be considered private or secure. 

B. Electronic mailbox content (i.e., calendar items, messages and attachments) is 

archived for a period of five years beginning April 2009. 

C. Any electronic mailbox content that meets records retention laws beyond five 

years should be stored in accordance with Bureau of Archive Management 

and GS-1. 

D. Unauthorized use includes, but is not limited to: 

1. The creation and exchange of offensive, harassing, obscene, or threatening 

communication. 

2. The creation and exchange of communication that uses impolite, abusive, 

or objectionable language 

3. The exchange of privileged, confidential, or sensitive information outside 

of the organization or outside the defined privileged group 

4. The creation and exchange of advertisements, solicitations, chain letters, 

SPAM and other unsolicited e-mail 

5. The creation, storage, or exchange of information in violation of copyright 

laws 

6. Reading or sending communication from another user’s account, except 

under proper delegate arrangements 

7. Altering or copying a communication or attachment belonging to another 

user without the permission of the originator 

8. The installation and use of Hotbars application and similar third party 

email enhancements 

9. Using stationery other than what is currently available in Microsoft 

Outlook 

10. Using electronic communication in ways that violate School Board 

policies, the Student Code of Conduct, or district procedures 

11. Activities which cause congestion of the network or otherwise interfere 

with the work of others 
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12. Impersonating any other person, entity, or organization or misrepresenting 

your affiliation with any other person, entity, or organization. 

13. Representing personal views as those of the Polk County School District. 

14. Automatic forwarding of any communication from inside the District 

network to an outside network. 

E. The principal/supervisor must be notified immediately of any unauthorized 

use of your account or any other breach of security. Unauthorized use 

resulting from negligence in maintaining security will be the responsibility of 

the user. 

F. Email addresses should not be sold to or shared with outside sources without 

proper authorization. 

IV. Purchasing and Installing Software: 

A. Specifying User Requirements for Software - All requests for new 

applications systems or software enhancements must be presented to IST 

Management with a Business Case with the business requirements presented 

in a User Requirement Specification document. 

B. Using Licensed Software - To comply with legislation and to ensure ongoing 

vendor support, the terms and conditions of all End User License Agreements 

are to be strictly adhered to. 

C. Implementing New /Upgraded Software - The implementation of new or 

upgraded software must be carefully planned and managed, ensuring that the 

increased Information Security risks associated with such projects are 

mitigated using a combination of procedural and technical control techniques. 

D. Through the Process for Utilizing Resources Effectively (PURE), all 

instructional software not on the District Adopted Instructional Materials list 

must be submitted on the Network Software and Information form prior to 

purchase and/or installation. The district Product Integration and Evaluation 

(PIE) committee must approve all internet/network based curriculum or 

resources for interoperability. 
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E. Users should not connect or install any personally owned software to or in the 

district’s technology resources without the prior approval of the appropriate 

school/district technology personnel. 

V. Electronic Device and Security: 

A. Security and Connectivity 

1. Devices need to be with the designated user at the work location and 

connected to the district network. The network connection allows for 

regular anti-virus and Windows updates. 

2. Devices must be secured in designated user’s work location when not in 

use. 

3. Devices must be protected from damage and theft. 

4. Devices can be configured for use at home as well as at school. In order to 

configure at home connectivity, the users’ ISP (Internet Service Provider) 

and home office environment may need to be discussed with authorized 

technical support personnel. 

a) Installation of certain ISP software on web-enabled devices is strictly 

prohibited as it interferes with connectivity on the District’s network 

(e.g. AOL, Verizon DSL). 

b) If ISP software is necessary, the user shall contact authorized technical 

support personnel for installation. 

5. Off campus forms should be completed before technology equipment is 

removed from District property. 

6. Users should not attempt to repair district owned technology resources. 

All requests for repair or service should be forwarded to the school/district 

technology personnel. 

7. Users should not connect or install any personally owned computer 

hardware or hardware components to or in the district’s technology 

resources without the prior approval of the appropriate school/district 

technology personnel. 

8. Personally owned devices that are connected to the network must be used 

in compliance with this Acceptable Use Policy. 
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9. The District is not responsible or liable for issues and/or damages caused 

by the connection of personal devices to the District’s network. 

10. The use of personal devices (jump or flash drives, including wireless 

devices) is allowed for an educational or instructional purpose with his or 

her instructor’s prior permission and supervision. Any personal devices 

utilized in concert with District hardware will continue to be the 

responsibility of the user. Technical support, maintenance and care for 

non-District owned equipment is the responsibility of the owner or student 

and use of such devices is at his/her own risk; 

B. General Use 

1. When applicable, users will participate in any required training. 

2. School/District funds may be used, when available, to purchase any 

necessary District approved add-ons and accessories (e.g. additional 

battery pack, mouse, monitor, pen drive) and such purchases then become 

the property of the Polk County School District. 

3. Users will not install any unauthorized programs or applications onto their 

device. 

4. Devices are intended for use by the designated employee. 

5. Users are responsible for the appropriate use of their assigned device and 

anything stored on the device. 

6. All data stored on the device is the responsibility of the employee and the 

District cannot guarantee recovering lost or deleted information. The 

employee must back up his/her files on a regular basis. 

7. Users must return their assigned device to authorized technical support 

personnel if employment is terminated. 

8. Authorized technical support personnel will handle any repairs. 

9. The District reserves the right to recall any device for servicing, 

maintenance, software updating, virus updating, audit purposes and/or to 

ensure compliance with District policies. 

10. All district employees have the responsibility of protecting personal data 

relating to pupils and/or staff. 



24 | P a g e  
 

11. If a device is lost, stolen or damaged through the employee’s negligence, 

the employee is responsible for reimbursing the School and/or District for 

any losses incurred by the School/District in replacing or repairing the 

device. 

12. If a device is stolen, the employee must inform the police and their 

immediate supervisor as soon as possible. 

13. If a device is lost or damaged, the employee must inform their immediate 

supervisor as soon as possible. 

VI. Web Pages 

A. This policy applies to all district-associated web content created and hosted by 

PCPS or maintained by authorized individuals. 

B. A webmaster is defined as a staff member or approved volunteer agreed upon 

by the school/district office administrator. Only webmasters shall access/work 

on district web servers. 

C. Web pages may include supervised student submissions. 

1. Students shall work on a copy on a local workstation and will not upload 

directly to a district web server. 

2. Supervising teacher/webmaster will review all content before publishing. 

D. The principal will be ultimately responsible for content on the school web site. 

E. Web pages are to be considered a district authorized means of communicating 

with the community. 

F. Web sites must not include links to: 

1. Potentially offensive materials; 

2. Commercially owned businesses that are not affiliated with the district 

and/or school or do not provide any educational resources; 

3. Unsecured confidential student records; 

G. Schools and departments in the district shall not have or operate web servers 

to host a publicly viewable web site. 

H. Posting of student information, including but not limited to: home address 

(es), phone number(s), social security number, full name of family members 

or other personal information is prohibited. 
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1. Elementary students may have first name and first initial of last name 

displayed. Middle and high school students may have first and last name 

displayed; 

2. Images/videos of students may be placed on the Internet unless the 

parent/guardian has submitted the Image and Technology Opt-Out Form; 

I. Images/videos of staff may be placed on the Internet unless the 

Staff/Volunteer Image and Technology Opt-Out Form is submitted; 

J. Image and Technology Opt-Out Forms remain in effect until such time as the 

parent/guardians/staff/volunteer modify the permissions, in writing; 

K. Information indicating the specific physical location of staff or students at a 

specific time during the school day is prohibited. 

L. The posting of school bus routes is prohibited. 

M. Site layouts or any map-like image that depicts the layout of the school in 

detail is prohibited. 

 

TECHNOLOGY PROTECTION MEASURE 

In order to protect the integrity of the telecommunication/network services, the district uses a 

firewall and spam filter. In addition to this, the district subscribes to an anti-virus program that is 

updated automatically on each networked computer during workstation logon. Installation of the 

client is provided through the use of a desktop management system. Similar anti-virus service is 

installed on all servers in the district. Continual maintenance and upgrades of circuits and all 

related equipment is the responsibility of the Computer Networking Department located in 

Bartow. 

In addition, network security protects students' confidentiality, intellectual property rights, and 

licensing agreements. This security allows the district to observe legal and ethical standards for 

sharing resources with other educational entities and maintain system security. 

INTERNET SAFETY 

PCPS utilizes a web filtering system that blocks or filters Internet access for all users within the 

district Wide Area Network in compliance with the Children’s Internet Protection Act (CIPA). 



26 | P a g e  
 

The district has an industry standard filtering system which provides the secure environment for 

students to learn and do research safely. 

The PCPS has also implemented an Internet Safety Curriculum that is used by all students in the 

district to teach responsible Internet use. An Internet Safety for Educators course is also offered 

through the district LMS. 

Throughout Polk County, students are being taught Internet Safety Curriculum in the classroom. 

Every student in every grade level must be taught, and all 2nd, 5th, 7th, and 9th graders must 

complete the online assessment. Teachers are using a district-developed curriculum that contains 

a variety of resources to accomplish this. Some of those resources include videos, handouts, 

online games, and other materials. Brochures are also being sent home and some schools are 

holding parent's night to present this information. 

Seven main objectives that the curriculum covers:  

• Students will demonstrate safe and responsible use of social networking, web sites, chat 

rooms, electronic mail, bulletin boards, instant messaging, and texting on cell phones. 

• Students will recognize, avoid, and report online solicitations by sexual predators.  

• Students will recognize and avoid the risks of transmitting personal information on the 

Internet.  

• Students will recognize and avoid unsolicited or deceptive online communication.  

• Students will recognize and report online harassment and cyber bullying.  

• Students will understand the procedures for reporting illegal online activities and 

communications.  

• Students will understand copyright laws on written materials, photographs, music and 

video. 



 
 

WRITTEN PLAN FOR PLACEMENT AND FOLLOW-UP 

SCHOOL YEAR 2019-2020  
 

OBJECTIVES 

 

1. Be developed and implemented 

2. Provide systematic and continuous placement and follow-up of student 

completers  

 

PURPOSE 

1. Ensure the highest possible percentage of students exiting the College are 

employed in their career field or continuing in a higher education program  

2. Promote good public relations between the school and business/industry 

3. Provide accurate data for program improvement and development 

 

INTENT 

 

Ensure, comply, and uphold our vision and mission to be Polk County’s premier 

workforce training institution that will assess, prepare, and place individuals in 

successful and rewarding careers in an increasingly competitive and changing 

employment market. Successfully training and employing our students is the 

definitive goal of our institution. 

 

RESPONSIBLE PARTIES 

 

1. The Director supervises placement and follow-up as a whole.   

2. The Assistant Director is the facilitator of the process of placement and 

collection of follow-up data.  This process includes: 

 Receiving incoming job listings and forwarding all needed information to 

appropriate instructors 

 Identifying possible public and private employment opportunities for RTC 

students 
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 Coordinating in-service for instructors on current procedures in the 

identification and follow-up of students 

 Coordinating scheduled employer visits to RTC 

 Evaluating placement and follow-up system and recommending changes as 

needed 

 Maintaining communication among all stakeholders 

 Coordinating placement and follow-up activities 

 Assimilating placement and follow-up data 

 Collecting placement data for instructors 

 Overseeing the high school master schedule, daily operations of Student 

Services, and required testing 

 Developing forms and materials for follow-up  

 Determining timelines for surveys to assure coordination with needed 

reports (for example COE, etc.) 

 Facilitating and monitoring the overall process of follow-up 

 Developing and maintaining up-to-date placement status database of exiting 

and completing students utilizing school withdrawal forms, Student 

Placement/Follow-up Telephone Records form, and other means 

 Coordinates with outside agency case managers to be available on a 

regular basis on campus to advise, consult and assist current students on 

employment opportunities 

 Mailing surveys to current employers of completers evaluating job 

performance and career knowledge 

 Developing needed reports utilizing student placement database 

3. School  Counselors are responsible for meeting every student prior to and 

during their time at RTC to provide the support necessary for student success. 

4. Career Education Instructors are responsible for:  

 Informing current and former students of job vacancies within their training 

field 
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 Maintaining current student placement information such as a listing of 

placed students, their job titles, and place of employment 

 Forwarding current student placement information to the Assistant Director  

 Soliciting information from Occupational Advisory Committee members 

on labor market trends  

 Assisting in collecting information on all students exiting a program 

utilizing the school withdrawal form to ensure all placement information is 

current 

 Assisting in curriculum modifications based on analysis of student follow-

up data and employer surveys 

 

TIMELINE FOR REVIEW/ACCESSIBILITY 

 

1. Written Plan for Placement Services and Follow-up is maintained with the 

Assistant Director. 

2. Written Plan for Placement Services and Follow-up is reviewed, evaluated, and 

revised annually by all employees through Standard Committee meetings, 

professional development, staff meetings, and email.  

PLAN 

 

Ridge Technical College (RTC) uses a comprehensive program of placement services and 

follow-up.  These services provide career counseling and placement assistance to 

individuals completing or exiting a career education program and entering the workforce 

based on the student’s training experience and gather follow-up data to integrate into the 

improvement process of current educational programs. 
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Placement Services Communication Network 

 

 

RTC offers a network of communication to assist students who are completing a career 

program or who are exiting a program having achieved an Occupational Completion Point.  

From coordinating efforts through RTC Administration, counseling students in Students 

Services and support of the faculty and staff, students at RTC have a continued opportunity 

for success in the career of their choice as well as a source for placement into the workforce. 

 

Placement 

A “placement” is defined as being accepted into initial employment related to career 

education training, a promotion, going into a higher or more advanced postsecondary 

educational program or entering the military. 

The primary responsibility of assisting the student to achieve his/her career goal is that of 

the classroom instructor.  Instructors maintain communication with employers in 

business/industry and their Occupational Advisory Committee members for feedback to 

improve and upgrade their programs.  Instructors must be knowledgeable of the needs of 

business and industry as it relates to employment.  Frequently, the instructors are the first 

line of contact with employers who are seeking employees.   
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Employability skills training is an ongoing part of all career education programs. Students 

are evaluated in many areas, such as quality and quantity of work, dependability, 

punctuality, attendance, and attitude.  By incorporating employability skills throughout the 

career education-training program, a student’s probability of finding and keeping a job is 

enhanced. 

 At RTC, employability skills are taught as a part of career preparation.  These 

employability skills include: 

 

 Reports on time 

 Attends school daily 

 Uses authorized equipment and supplies 

 Avoids wasting materials and time 

 Returns tools usable and in place 

 Dresses as required by policy 

 Keeps accurate records 

 Works only on assigned tasks 

 Leaves work area clean and orderly 

 Follows safety practices 

 Accepts supervision in a positive manner 

 Works cooperatively with others 

 Avoids interfering with others 

 Works cooperatively with others 

 Stays in authorized areas 

 

In addition, RTC incorporates the Florida Department of Education Career and Technical 

Education Common Career Technical Core - Career Ready Practices.  These are integrated 

into the curriculum.  The Career Ready Practices describe the career-ready skills that 

educators should seek to develop in their students.  These practices are not exclusive to a 

Career Pathway, program of study, discipline, or level of education.  Career Ready 

Practices should be taught and reinforced in all career exploration and preparation 
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programs with increasingly higher levels of complexity and expectation as a student 

advances through a program of study: 

 

 Act as a responsible and contributing citizen and employee.  

 Apply appropriate academic and technical skills.  

 Attend to personal health and financial well-being.  

 Communicate clearly, effectively and with reason.  

 Consider the environmental, social, and economic impacts of decisions.  

 Demonstrate creativity and innovation.  

 Employ valid and reliable research strategies.  

 Utilize critical thinking to make sense of problems and persevere in solving them.  

 Model integrity, ethical leadership, and effective management.  

 Plan education and career path aligned to personal goals.  

 Use technology to enhance productivity.  

 Work productively in teams while using cultural/global competence.  

 

By implementing job-keeping skills as a normal part of career education training, each 

student becomes a wise job seeker in his or her own right.  This greatly enhances a 

graduate’s chances of securing responsible and rewarding employment. If the student who 

is exiting needs further assistance, there are resources available for helping the student one-

on-one in the areas of job search, resume preparation, and interviewing skills.    Also 

available is help in financial resources for continuing education, including college 

information and college scholarships.   Arrays of software and internet sites provide up-to-

date electronic information. 

 

Employment Opportunities 

The counselors, financial aid coordinator, and staff in the Student Services Department are 

available to assist students with program information and career counseling. Registration 

and student files are handled in these offices. Counselors provide services to students in 

the areas of testing, test interpretation, financial assistance, career development, and 

employment opportunities. Counselors also work with students who are being sponsored 
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for vocational training by special agencies. The Student Services staff assists students by 

placing current employment information and opportunities on a large display board in the 

main hallway of Building A.  In addition, the Student Services staff emails job 

opportunities, job fair information, and employability skills flyers to RTC career 

instructors.  

 

Career Education Instructors network with their Occupational Advisory Committees, 

Business and Industry and one another when employment opportunities arise.  It is 

common practice for Career Education Instructors to email each other when there is an 

opening in a particular occupational area.  In addition to sharing job openings, Career 

Instructors also email information on job fairs, new businesses in the area and possible 

occupational advisory candidates to the staff. 

 

Maintenance of Placement Records 

A list of employers and/or potential employers is maintained by the Assistant Director.  

This information is made available to all Career Instructors.  It is also used to obtain data 

on student completers in the areas of effectiveness of their teaching methods, program 

content and performance standards.  This follow-up enables instructors to determine 

whether former students were adequately prepared for employment and whether their 

training program is actually serving the needs of students and the business community. 

 

Data from these follow-up activities are summarized, disseminated, and fed into the 

decision¬ making processes of the system. Appropriate opportunities are provided for 

instructors, administrators, Occupational Advisory Committee members, and the School 

Advisory Council to have input into the planning for improvement to career education 

programs. 

 

RTC uses a comprehensive program of placement services that support the College’s 

Mission Statement: ‘Ridge Technical College will assess, prepare, and place individuals in 

successful and rewarding careers in an increasingly competitive and challenging 

employment market.’ 
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Collection of Information from the Student Exit Survey 

In order for the Placement and Follow-up to be continually evaluated and RTC’s 

administration to be informed about the student’s career-program expectations and 

successful program completion, students are required to participate in an ‘Exit Survey’.  

The ‘Exit Survey’ is a tool designed to reveal the student’s sense of accomplishment 

regarding program content, program materials, and equipment and the delivery of program 

subject matter.   On a subjective level, the survey asks if they feel prepared for the job 

market, will they recommend the program to others, did the instructor have satisfactory 

knowledge of the material, and did the instructor serve all students equally.  It is imperative 

it be consistent, constant and thorough in the examination of career education program 

relevance and the systematic process by which each program and program instruction 

evaluation are measured. 

 

Student Exit Survey Evaluation  

The analyzed data is used to provide insight into budgeting, the need for professional 

development and relevance to demand in the marketplace. The results of the Exit Survey 

are shared in faculty meetings, professional development sessions, email and with the 

School Advisory Council annually at a minimum but referenced frequently throughout the 

school year. 

 

Collection of Follow-up Information from Employers  

In an effort to continually monitor the success of our completers and the need to ensure 

that we are meeting the needs of our business community, RTC has developed the 

Employer Evaluation form to survey current employers of RTC students.  Included with 

the form is a self-addressed stamped envelope to better ensure the likelihood of the 

completed returned survey.  
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Employer Survey Evaluation 

This information is collected, separated by the program, and then analyzed.  It is imperative 

to differentiate by the program in order to determine if the completer was prepared for 

employment, prepared for the tasks of the job, knowledgeable in the area of study and 

demonstrated proper employability skills.  The results of the Employer Survey Evaluations 

are shared in faculty meetings, professional development sessions, email and with the 

School Advisory Council annually at a minimum but referenced frequently throughout the 

school year. 

  

Follow-up Information on Former RTC Career Education Students 

Each year RTC conducts follow-up of former career education students who completed or 

exited career education programs.  This is performed by the career instructors completing 

the Student Placement/Follow-up Telephone Record.  This information is utilized for the 

completion of the COE Annual Report and allows instructors to judge the effectiveness of 

their teaching methods, program content, and performance standards.  Follow-up enables 

instructors to determine whether former students were adequately prepared for 

employment and whether their training program is actually serving the needs of students 

and the business community. 

 

Former RTC Career Education Students Evaluation 

Data from these follow-up activities are summarized, disseminated, and fed into the 

decision making processes of the system. Appropriate opportunities are provided for 

instructors, administrators, Occupational Advisory Committee members, and the School 

Advisory Council to have input into the strategic planning for improvement to career 

education programs. 

 

Conclusion 

RTC uses a comprehensive program of placement and follow-up services that serve and 

support the College’s Mission Statement: ‘RTC will assess, prepare, and place individuals 

in successful and rewarding careers in an increasingly competitive and changing 

employment market.’ 
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Sample Employer Evaluation Form 

 

RTC Program:   Air Conditioning, Refrigeration & Heating Technology 1 

 

1. Career Training Evaluation.  In the following areas, please rate the career training 

received by our graduate(s).  

 Very Good Good Average Poor 

Technical Knowledge     

Work Attitude     

Quality of Work     

     

2. Overall Rating.  What is your overall rating of our graduate(s) career training as it 

relates to the requirements of his or her job? 

Very Good  Good  Average  Poor  

 

3. Relative Preparation.  As a result, of our graduate(s) career training, how would 

you rate his or her preparation in relation to other employees in his or her 

workgroup who did not receive the same training? 

           No basis for comparison   Both are about the same 

Is better prepared     Is less prepared 

 

4. If and when the need arises, would you be willing to hire additional employees who 

completed the same or similar career education programs? 

 Yes  No 


