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Mt. Olive Correctional Complex Mission Statement
It is the mission of the Department of Education staff at Mt. Olive Correctional Complex to afford each and every student the opportunity to learn and advance his individual capacities in the three main areas of learning—academic, transitional, and career and technical.
The highest quality educational environment is one in which learning is the ultimate goal in and of itself, and it is to this educational end—to help the individual become a life-long learner—that all of our knowledge, skills, resources, and auxiliary services are dedicated.
[bookmark: _Toc196726306][bookmark: _Toc239557015][bookmark: _Toc239557109][bookmark: _Toc239577496]West Virginia Department of Education Mission Statement
The mission of Institutional Education Programs is to prepare juveniles and adults for successful transition to school or employment and to life in their communities as responsible and productive citizens.
[bookmark: _Toc196726307][bookmark: _Toc239557016][bookmark: _Toc239557110][bookmark: _Toc239577497]Education Eligibility
· All education programs offered by the West Virginia Department of Education are free to all students.

· All students are eligible to attend educational programs offered by the Department of Education at the Mt. Olive Correctional Complex.

· English as a Second Language (ESL) services and materials are available for non-English speaking students.

· Los Ingleses como servicios y materiales los segundos de una lengua (ESL) están disponibles para los estudiantes no hispanohablantes.

[bookmark: _Toc196726308][bookmark: _Toc239557017][bookmark: _Toc239557111][bookmark: _Toc239577498]
West Virginia Department of Education Core Beliefs
· We believe all students can learn successfully. We have high expectations for successful learning for all students.

· We believe a student’s past is not his potential.

· We respect the dignity and worth of each individual. We believe a student’s educational program must be individually designed to meet his learning needs, styles, interests, and developmental level.

· We believe that changing a student’s beliefs will change the desire and actions that lead to antisocial behavior, substance abuse, and dependency.

· We believe in educational programs that teach people how to learn and change and programs that empower students to develop personal and social responsibility and the skills for independent living.

· We believe that lasting improvement occurs in schools when there is a degree of collaboration, cooperation, and commitment to achieve the school’s mission.

· We believe that decision making in schools must be student focused.

· We believe that a school must have a clearly defined mission and goals and that the activities of the school must be highly focused toward achieving one mission and several goals.


[bookmark: _Toc196726309][bookmark: _Toc239557018][bookmark: _Toc239557112][bookmark: _Toc239577499]
Availability of Records and Policies
Individuals can view their educational records, policies, and procedures upon request.  Students may come in and review this information with the lead teacher on Monday, Wednesday, and Friday from 1:00 – 2:00 p.m.
[bookmark: _Toc196726310][bookmark: _Toc239557019][bookmark: _Toc239557113][bookmark: _Toc239577500]Attendance Policy
It is the sole responsibility of the student to attend school on a daily basis. If a student fails to attend class without good cause (determined solely by the instructor) his instructor will send a notice as follows:
	Class that meets 4-5 days per week
	after two unexcused absences within the past ninety days

	Class that meets 2-3 days per week
	after one unexcused absence in the duration of the class

	Class that meets 1 evening per week
	after one absence in the duration of the class



A drop slip will be issued upon the next unexcused absence.
Many classes meet for a limited number of sessions. For these classes, all absences must be made up. It is the responsibility of the student to schedule a make-up meeting with his instructor.


[bookmark: _Toc196726311][bookmark: _Toc239557020][bookmark: _Toc239557114][bookmark: _Toc239577501]
Classroom Schedules
Academic, Transition Skills, and Business Courses
	Period 1	7:45 -	9:15 am
	Period 2	9:15 -	10:45 am
	Period 3	12:15 -	1:45 pm
	Period 4	1:45 -	3:15 pm

CTE Courses
	Period 1	7:45 -	10:45 am
	Period 2	12:15 -	3:15 pm

[bookmark: _Toc196726312][bookmark: _Toc239557021][bookmark: _Toc239557115][bookmark: _Toc239577502]Open Door Policy
The Education Department operates under an open door policy. Mondays, Wednesdays, and Fridays, between 1:00 - 2:00 pm, students are invited to discuss educational programs and opportunities. Individuals are counseled to determine their interests and to access programming to pursue those interests.  Following the open-entry policy, students are enrolled for classes.
*When signing up for classes, each student must bring his IRPP with him


[bookmark: _Toc196726313][bookmark: _Toc239557022][bookmark: _Toc239557116][bookmark: _Toc239577503]
Classroom Rules and Procedures
1.	All students will be expected to conform to the MOCC haircut/shave and dress code in the Education Department areas. Those students who do not conform to those codes will be refused entry into the Education Department and will receive a disciplinary report. Rule 3.5 - Personal Hygiene.

2.	Eating, drinking, or use of any tobacco products will not be permitted in the classroom or labs. Rule 3.10 - Smoking and State Board of Education Policy 2422.5A

3.	Disruptive behavior will not be permitted in the Education areas.  Rule 3.6 - Creating a Disturbance

4.	Students will be assigned a classroom for designated instruction. Inmates will not be permitted to enter other rooms without authorization of the teacher to whom he is assigned. Rule 3.1 - Restricted Area

5.	No student shall be tardy in reaching a place of assignment or engage in poor work or school habits through inattention, cheating, or sleeping. Rule 3.8 - Attentiveness

6.	Any student who is terminated from any education program as a result of poor attitude, uncooperative behavior, “Academic Misconduct,” or other Education Department rule will not be allowed to re-enter for 90 days.


[bookmark: _Toc196726314][bookmark: _Toc239557023][bookmark: _Toc239557117][bookmark: _Toc239577504]
Educational Goals
· Establish high quality standards and performance measures for programs for adult male offenders at MOCC
· Develop and implement a school improvement plan on a yearly basis.
· Continue to fulfill standards that allowed the West Virginia Department of Education at MOCC to maintain Correctional Education Association (CEA) accreditation.
· Assist DOC in achieving accreditation through the American Correctional Association (ACA).
· Improve systems of communication, staff development, staff recognition, and particularly decision making to ensure high morale, unity of effort and development of an achievement-oriented organization focused upon teaching, and student success through the Faculty Advisory Committee (FAC).
· Develop and implement a system to evaluate the effectiveness of institutional education programs at MOCC.
[bookmark: _Toc196726315][bookmark: _Toc239557024][bookmark: _Toc239557118][bookmark: _Toc239577505]OPENGATE – Orientation Program
All students enrolling in a West Virginia Department of Education program at MOCC will participate in a half-day orientation program in order to provide the student with the best possible education. This program consists of an academic placement test, learning style inventory and Career Scope (pre-vocational assessment). These tests will be followed by individual counseling and an overview of courses and certificates.


Operational Procedure #5.02
01 December 2003
Attachment #2
Education Building General Rules & Procedures
1. Inmates will be able to enter the Education Building only under the following circumstances:
a. Inmate is on an approved call-out list for the Education Department or has a valid pass for the Education department, or Library, 
b. Inmate is enrolled in College Class.
i. Inmate must be registered for the college course being presented at the time.
ii. Inmate’s name is on the weekly college list.
iii. Inmates will not enter the building until such time as the college Instructor has arrived and is prepared to receive inmates.
c. Inmate holds a valid written work assignment agreement as a janitor, library worker, or teacher’s aide.
d. Inmate’s presence has been requested by Administrative personnel within the Building or by other Senior Management staff.
2. Inmates on the Recreation Yard will not be permitted access to the Education Building for the purpose of utilizing the restroom or water fountain. These facilities are available in either the inmate’s assigned housing unit or within the gymnasium.
3. Inmates entering the Education Building will adhere to current policies and procedures concerning personal hygiene (haircuts and shaves) and dress codes.
4. Eating, drinking, or the use of any tobacco product is strictly prohibited within the Education Building nor is it permitted to bring into the Education Building any food or beverage product, unless authorized by the Warden/ designee.
5. Disruptive behavior of any type is strictly prohibited within the Education Building.
6. Violation of any of the above rules, as well as any other current policy or procedure governing inmate behavior, will be subject to disciplinary action in accordance with WVDOC Policy Directive 325.00 “Discipline of Inmates.”




[bookmark: _Toc196726316][bookmark: _Toc239557025][bookmark: _Toc239557119][bookmark: _Toc239577506]Program Description
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Adult Basic Education
[bookmark: _Toc196726318][bookmark: _Toc196787343][bookmark: _Toc239557027]Adult Basic Education
Course Length: Varies
Adult Basic Education (ABE) is designed to improve skills in the areas of writing, reading comprehension, and math. The course is geared toward obtaining a General Education Diploma (GED); however, it is open to anyone desiring to improve basic skills. Students take an academic assessment (TABE) to determine reading, math, and language levels. The instructor reviews the scores of this exam with the student and determines areas where improvement is needed. Students work at their own pace. Students exit the program when they pass the GED or achieve personal goals.
[bookmark: _Toc196726319][bookmark: _Toc196787344][bookmark: _Toc239557028]Refresher Writing
Course Length: 7-8 Weeks, 15-20 Hours
Refresher writing is a basic review of English and writing skills. The course covers the areas of vocabulary, sentence structure, grammar and usage, capitalization, punctuation, composition, and study skills.
The course is designed for those who need to improve their basic skills either for their own knowledge or to enroll in college courses.
Quiz scores and composition scores will be given throughout the course. A final exam will be given and upon completion, each student will receive a certificate containing his grade point average.
[bookmark: _Toc196726320][bookmark: _Toc196787345][bookmark: _Toc239557029]Refresher Math
Course Length: 10 weeks - 1.5 hours daily
Refresher math is a basic review of math skills. The course covers whole numbers, fractions, decimals, percents, geometry, measurements, and equations, which are covered in 8 units. The course is designed for those who need to improve their basic skills either for their own knowledge or to enroll in college courses.
Homework and quizzes will be given throughout the course. A final comprehensive exam will be given. Upon completion, each student will receive a certificate with his grade average.

[bookmark: _Toc196726321][bookmark: _Toc196787346][bookmark: _Toc239557030]
Math Calculator Class
Course Length: 10 weeks - 1.5 hours daily
The math calculator class is geared not only toward students taking the GED but also toward students who want to review or improve math skills. The calculator used in class, the Casio FX-260, is the required calculator for the GED test. Students learn how to use this calculator to solve problems dealing with whole numbers, fractions, decimals, percents, proportions, exponents and roots, mean and median, equations and algebraic expressions, geometric formulas, signed numbers, and correct order of operations. Students also learn problem solving strategies for word problems.
It is recommended that the math calculator class follow the refresher math course. Upon completion, each student will receive a certificate with his grade average.
[bookmark: _Toc196726322][bookmark: _Toc196787347][bookmark: _Toc239557031]Consumer Math Class
Course Length: 10 weeks - 1.5 hours daily
(See Attachment)
Consumer math includes the following units: 
1.  Review of basic math skills
2. “Earning Money” covers things like hourly wage, overtime, payroll deductions, medical insurance, calculator application, mark up, profits, and others.
3. “Money Handling,” deals with comparative shopping, family budgets, checking and savings accounts, savings bonds, certificate of deposits, stocks, loans, credit cards, and more.
4. “Driving a Car,” includes information and problems about new & used car buying, renting a car, financing, insurance, mileage tables, miles per gallon, maintenance, and more.
5. “Owning a Home” covers closing costs, down payments, mortgages, reading gas and electric meters, insurance, insulation and roofing, floors and plumbing, and others.
6.  “Paying Taxes,” deals with federal income tax, Social Security tax, income reports, 1040 EZ forms, tax tables, and the 1040 A forms. A certificate of completion showing grade average will be awarded to each student upon successful completion of this class.
[bookmark: _Toc196726324][bookmark: _Toc196787349][bookmark: _Toc239557033]
Math Preparation Program

This program consists of three different courses which are recommended to be completed in a cycle.  A diploma will be issued upon completion.  The courses are refresher math, math calculator, and consumer math.

[bookmark: _Toc196726325][bookmark: _Toc196787350][bookmark: _Toc239557034]Math Preparation Program Diploma
Obtained only if ALL courses are completed


[bookmark: _Toc196726326][bookmark: _Toc196787351][bookmark: _Toc239557035]
GED Test
To qualify for the General Education Development Test (GED Test) you must;
· Be enrolled in an ABE/GED class.
· Have been a member of this class for at least a month.
· Achieve a score of 450 average on a Pre-GED test, with a 420 minimum in any area.
· Obtain a total score of 2250
There are five (5) parts of the GED Test. These areas include Language Arts Writing and Language Arts Reading (which, together, are equivalent to high school English), Social Studies, Science, and Mathematics. The Language Arts Writing area consists of two (2) parts. Part I contains fifty (50) questions covering areas such as reconstructing paragraphs, topic sentences, correcting sentence fragments and run-ons, comma splices, subject-verb agreement, verb tense, correcting errors in capitalization, spelling, and others. Part II is an essay about an issue or subject of general interest. The topic will be assigned.
The math test is also divided into two (2) parts. In Part I, you will be using a Casio FX-260 calculator to solve the given problems. Part II will be taken without the use of a calculator.
To pass the GED test you, must have an average score of 450. Also, you must have a minimum score of no less than 410 on each of the five (5) parts of the GED, with a total score of at least 2250. 
PER DOC POLICY, YOU MUST HAVE A HIGH SCHOOL DIPLOMA OR GED, OR BE ENROLLED IN ABE CLASS TO BE ELIGIBLE FOR EMPLOYMENT.
[bookmark: _Toc196726330][bookmark: _Toc196787355][bookmark: _Toc239557039]


Work Keys
Course Length: 20 weeks - 30 hours
This course was developed by American College Testing System (ACT) to help improve the quality of America’s workforce.  Work Keys is used across the nation to help individuals, educators and employers identify the skills they need to be successful on the job and to determine where additional training can help develop a higher caliber workforce.  In this course, students will work and test in four areas: Locating Information (using information taken from workplace graphics such as diagrams, floor plans, tables, forms, graphs, flowcharts and instrument gauges), Reading for Information (reading and understanding work-related materials), Applied Mathematics (applying mathematical reasoning and problem-solving techniques to work-related problems), and Observation (developing an understanding of the memory process and the importance of good observation skills, recognizing barriers to effective listening, and demonstrating ways to retain observed information).  Once the student has completed the appropriate tests to gauge his skill levels, this information is then used for self-assessment, resumes, or can also be used as a benchmark for future career development.  
This class is self-paced, and work will be done using the Key Train program in the ABE lab. After course work is concluded, students will take the WorkKeys test. Those who have passed the test, and have completed the other components of Hit the Ground Running curriculum will receive the Ready to Work certification.

Ready to Work Certification consists of:
1. Life Skills – HTGR
2. Introduction to Computers – HTGR
3. WorkKeys

Life Skills-HTGR and Introduction to computers-HTGR must be completed before WorkKeys can be taken. However, they can be taken in any order.
Also, those students who complete CTE programs are encouraged to take WorkKeys. This test will verify skills levels to prospective employers.



Transition Skills
[bookmark: _Toc196726333][bookmark: _Toc196787358][bookmark: _Toc239557041]Opengate
Course Length: 1/2 day – 3 hours
This is an Education Department orientation program in which students are informed of educational classes and resources and the three types of programs available to all students: ABE/GED and special needs programs, the transition skills programs, and career and technical education programs, including the business education.  Students also identify and define motivation to change and begin short-term and long-term educational goal setting.
[bookmark: _Toc196726334][bookmark: _Toc196787359][bookmark: _Toc239557042]Character Education
Course Length: 7 Weeks – 1.5 hours – 2 days a week
Students examine their thinking and behavior within the context of moral thinking and development
[bookmark: _Toc196726335][bookmark: _Toc196787360][bookmark: _Toc239557043]Cognitive Skills -Phase I: (Thinking for a Change)
Course Length: 7 weeks - 1.5 hours - 2 days a week
Participants observe thoughts, feelings, attitudes and behaviors objectively and control the direction of life by taking control of thoughts, feelings and actions.
Participants learn theories and strategy of cognitive change, including the importance and techniques of objective self-examination. They identify destructive thinking patterns, and alternative thinking patterns and how to use them. Participants also learn the six steps of problem solving, as well as several important social skills.
[bookmark: _Toc196726336][bookmark: _Toc196787361][bookmark: _Toc239557044]Cognitive Skills -Phase II:  Patterns of Problem Thinking & Criminality
Course Length: 7 weeks - 1.5 hours - 2 days a week
Participants continue to develop skill in observing thoughts, feelings and risk, and identifying patterns of criminal thinking.  They learn strategies to detect, challenge, and replace these thinking patterns.  They examine and understand criminal behavior and the criminal lifestyle. They identify ways to avoid criminal behavior and make positive changes in lifestyles.  They learn social skills for successfully avoiding criminal situations. 
[bookmark: _Toc196726337][bookmark: _Toc196787362][bookmark: _Toc239557045]
Cognitive Skills Phase III:  Practicing Rational Thinking - Independent Study
Course Length: 12 - 1 hour sessions and 3 -1 ½ hour video sessions with the instructor.
Participants continue to develop skill in observing thoughts, feelings, and risk and identifying patterns of criminal thinking.  They practice strategies to detect, challenge, and replace these thinking patterns.  
This is an ongoing maintenance program that aids in personal development, where students practice skills acquired in previous phases.  Twelve Thinking Reports are required for award of certificate. 
[bookmark: _Toc196726338][bookmark: _Toc196787363][bookmark: _Toc239557046]Empathy & Social Responsibility
Course Length: 7 weeks - 1.5 hours - 2 days a week
Participants identify, challenge, and replace destructive thinking patterns that prevent awareness of the costs and consequences of behavior, especially as it relates to victims, family and society.  They learn and practice social skills to aid understanding others and identify ways to begin restitution and healing.
[bookmark: _Toc196726339][bookmark: _Toc196787364][bookmark: _Toc239557047]Life Skills (Hit The Ground Running)
Course Length: 20 weeks - 30 hours
Participants enter the workforce prepared.  Hit the Ground Running is an employment readiness program created by the West Virginia Department of Education, Division of Adult Education and Workforce Development. Life Skills is one of the three components necessary to get the “Ready to Work” Certificate from the WV Dept. of Ed.
[bookmark: _Toc196726340][bookmark: _Toc196787365][bookmark: _Toc239557048]Critical Thinking
Course Length: 7 weeks - 1.5 hours - 2 days a week
Participants think critically and rationally and solve problems in a pro-social and responsible manner.  They make decisions that reflect pro-social values and aid them with their goal of arrest-free living. They utilize critical thinking skills and techniques. (Created by Edward de Bono)
[bookmark: _Toc196726341][bookmark: _Toc196787366][bookmark: _Toc239557049]Assertiveness
Course Length: 7 weeks - 1.25 hours - 2 days a week
This class is designed to teach students how to communicate more assertively in their interaction with others. Emphasis is placed on identifying one’s own communication style and then expanding or restructuring this style according to the principles and processes of assertive communication.
[bookmark: _Toc196726342][bookmark: _Toc196787367][bookmark: _Toc239557050]Relaxation (Stress Education)
Course Length: 7 weeks - 1.25 hours - 14 classes a week
This class teaches students how to manage and prevent stress in their lives. Students learn how to assess their own stress and how to identify the causes/effects of stress.
[bookmark: _Toc196726343][bookmark: _Toc196787368][bookmark: _Toc239557051]Transitions - 99 Days & A Get Up
Course Length: 20 - 1 hour sessions - facilitated by independent study
Participants prepare for five years of arrest-free living. This program provides a brief overview of the Transition Program.  It is designed for participants serving brief periods of incarceration and as a review for those serving longer periods.  It is based on 99 Days & A Get Up, from Open, Inc.  Participants identify changes in the economy and how to survive in it and gain a realistic picture of earning potential. They understand the requirements for successfully completing parole. They understand changes in society and local community.  Participants practice stress reduction techniques, identify high - risk situations nearing release, and develop a plan to overcome them.  They identify prison survival techniques that are unacceptable for free living and recognize the danger in them.  Participants write a personal history in order to develop a sense of responsibility for actions.  They recognize that destructive behavior is rationalized or justified and practice accepting feedback.  They look for ways to accept responsibility and practice self-control.  They conduct or review self-inventories.  They explore the reality of release and form reasonable expectations.
[bookmark: _Toc196726345][bookmark: _Toc196787370][bookmark: _Toc239557053]This class is for those inmates referred because they are expected to discharge or to be paroled within six months.

Parenting  
Course Length: 9 Weeks
This is a course designed to give students exposure to the skills necessary to effectively parent children from a distance.   Curriculum content such as communication, parenting styles, understanding children, discipline, responsibility, cooperation, and mutual respect are included.  Also included are how to explain incarceration to children. The class will conclude with an autobiography project.
Notes


[bookmark: _Toc196726347][bookmark: _Toc239557056][bookmark: _Toc239557122][bookmark: _Toc239577509]


Career and Technical Education Programs
Business Education
Graphic Communications
Welding
Culinary Arts

Business Education

We see the effects of technology all around us. There is not one area of our lives that has not been touched by the rapid advancements in technology. In order to keep up with this fast pace, it is imperative that we stay aware of the latest developments. That is the intent of the Business Education Program at MOCC. We offer the chance to become computer literate, learn keyboarding, learn the ins and outs of the business world, and to learn the latest software programs that most corporations use.
An articulation agreement exists between the West Virginia Department of Education at MOCC and Bridgemont Community and Technical College so that students can receive college credit for some business courses completed if a grade of “C” or better is earned. Once a student has earned 15 college hours through Bridgemont, the student then can receive college credit for certain designated MOCC business / computer courses.
For those students not interested in college credits, the Business Education Department at MOCC also offers courses necessary to complete the state approved certification in business. A description of those programs is listed in this catalog at the end of the business section.



Business Program Approved by the
West Virginia Department of Education
[bookmark: _Toc196726348][bookmark: _Toc196787373][bookmark: _Toc239557057]Accounting
Course Length: 18 weeks, 3 hours a week
This area of study is designed to teach students the fundamental accounting concepts, principles, and practices. There is an emphasis on checking accuracy, promoting honesty, and encouraging efficiency. The student will become familiar with automated accounting software. (3 Cr. Hr)
*Accounting I articulates as college credit under ACCT 201: Principles of Accounting.
Accounting II
Course Length: 18 weeks, 3 hours a week
The area of study covers the basic principles of accounting for merchandizing companies. Topics include Accounting Concepts and Procedures (Review); Accounting for Bad Debts; Notes Receivable and Notes Payable; Accounting for Merchandise Inventory; Accounting for Property, Plant, Equipment, and Intangible Assets; Partnerships; Corporations: Organizations and Stock; Corporations: Stock Values, Dividends, Treasury Stocks, and Retained Earnings; Corporations and Bonds Payable; Statement of Cash Flows; Analyzing Financial Statements; The Voucher System; Departmental Accounting; and Manufacturing Accounting.
* Accounting II articulates as college credit under BTEC 122: Principles of Accounting II

[bookmark: _Toc196726349][bookmark: _Toc196787374][bookmark: _Toc239557058]Business Principles and Management
Course Length: 18 weeks, 3 hours a week
This course provides instruction in both supervisory management and business principles. The course provides background for understanding the nature of business, impact of global competition on business, human resource issues, ethical issues, social responsibility of business, economic systems, importance of international business, managing technology, nature of management and supervision, the importance of leadership and leadership styles, and handling of employee problems.  (3 Cr. Hr)
*Business Principles of Management articulates as college credit under BSSU 201 – Supervisory Management
[bookmark: _Toc196726350][bookmark: _Toc196787375][bookmark: _Toc239557059]
Entrepreneurship
Course Length: 18 Weeks, 3 hours a week
This course provides students with the opportunity to learn and discuss issues involving the starting of a business, including aspects involved with finding a business, developing a business, or buying a business or acquiring a franchise business. Elements include such aspects of entrepreneurship as choosing a business location, identifying the market and competition, advertising the business, financing the business, and attracting, training, and developing employees. Students will create a business plan.
*Entrepreneurship articulates as college credit under ENTR 201 – Business Planning 
Business Math
Course Length: 18 Weeks, 3 hours a week
This area of study is designed to prepare the student with the use of mathematics in the business world.  Concepts such as payroll, banking discounts, sales, and loans are included. (3 Cr. Hr)
*Business Math articulates as college credit under OTEC 182 – Business Math
[bookmark: _Toc196726351][bookmark: _Toc196787376][bookmark: _Toc239557060]Business Law
Course Length: 20 weeks, 3 hours a week
This course focuses on the impact of law as it relates to businesses and individuals.  Students will examine civil law with a concentration on consumer contract, property, and employment laws while accessing ethics as they relate to each. (3 Cr. Hr)
*Business Law articulates as college credit under BLAW 301 – Business Law
[bookmark: _Toc196726352][bookmark: _Toc196787377][bookmark: _Toc239557061]Keyboarding I
Course Length: Varies (Open Entry, Open Exit)
This course is designed to provide learners with keyboarding skills required for success in academic and occupational areas.  Concepts in this area include keyboarding operation, formatting skills, appropriate work habits, and career awareness. Lessons 1-75 must be completed with minimum speed attainment of 30 wpm with 95% accuracy at the conclusion of the course.
[bookmark: _Toc196726353][bookmark: _Toc196787378][bookmark: _Toc239557062]
Keyboarding II
Course Length: Varies (Open Entry, Open Exit)
Course description is the same as Keyboarding and Information Processing 1. Lessons 76-150 must be completed with minimum speed attainment of 35 wpm and 95% accuracy at the conclusion of the course. (2 Cr. Hr)
*Keyboarding I & II articulate as college credit OTEC 100 – Office Keyboarding
[bookmark: _Toc196726354][bookmark: _Toc196787379][bookmark: _Toc239557063]Keyboarding III
Course Length: Varies (Open Entry, Open Exit)
Course description is the same as Keyboarding and Information Processing 1. Lessons 151-225 must be completed.
[bookmark: _Toc196726355][bookmark: _Toc196787380][bookmark: _Toc239557064]Keyboarding IV
Course Length: Varies (Open Entry, Open Exit)
Course description is the same as Keyboarding and Information Processing 1. Lessons 226-300 must be completed.  (2 Cr. Hr.)
*Keyboarding III & IV articulate as college credit under OTEC 171 – Basic Formatting
[bookmark: _Toc196726356][bookmark: _Toc196787381][bookmark: _Toc239557065]Introduction to Computers (Hit The Ground Running)
Course Length: Varies (Open Entry, Open Exit)
This is a non-college credit course consisting of an introduction to the Microsoft Office Application Suite of Word Processing, Spreadsheets, Databases, and Presentation Graphics Software.
[bookmark: _Toc239557066]Introduction to Microsoft Office 2007
Course Length: Varies (Open Entry, Open Exit)
This is an introduction to the new Microsoft Office 2007 suite including Word, Excel, PowerPoint, and Access.  This class guides beginners through Microsoft Office and gets them prepared for the Microsoft Office 2007 course.
[bookmark: _Toc196726357][bookmark: _Toc196787382][bookmark: _Toc239557067]



 Microsoft Office 2007
Course Length: Varies (Open Entry, Open Exit)
Prerequisite:
 Introduction to Computers/Introduction to Office 2007

Students enrolling in this course should already possess “hands-on” familiarity with applications in the area of word processing, electronic spreadsheets, database management systems, and presentation graphics software.  This course will provide more advanced “hands-on” applications than offered under the Introduction to Microsoft Office 2007 course.  Students taking this course will demonstrate their competencies in these four Microsoft Office areas. (3 Cr. Hr)
*Microsoft Office articulates as college credit under CMIS-101 Fundamentals of Computer Applications
[bookmark: _Toc196726361][bookmark: _Toc196787386][bookmark: _Toc239557070]Presentation Graphics (PowerPoint 2007)
Course Length: 5 Weeks
Students will use Microsoft PowerPoint to create an appropriate presentation graphic Title Page with appealing background; create bullet slides with and without clipart or other graphic images; create a presentation Table or Graph; apply Fill Color, Fill Effects; create an appropriate End of Presentation Slide.(1 Cr. Hr)
*Presentation Graphics articulates as college credit under OTEC-280 Software Applications: Presentation Graphics
[bookmark: _Toc196726362][bookmark: _Toc196787387][bookmark: _Toc239557069]Spreadsheet Applications (Excel 2007)
Course Length: 5 Weeks
Students will use Microsoft Excel to create workbooks, enter labels, values, and formulas, use absolute references, and apply formatting to worksheet information. (1 Cr. Hr)
*Spreadsheet Applications articulates as college credit under OTEC-280 Software Applications: Spreadsheets
[bookmark: _Toc196726364][bookmark: _Toc196787389][bookmark: _Toc239557068]Word Processing Applications (Word 2007)
Course Length: 5 Weeks
Students will use Microsoft Word to create, edit, and format documents.  (1 Cr. Hr)
*Word Processing Applications articulates as college credit under OTEC 280: Software Applications (Word Processing)
[bookmark: _Toc196726363][bookmark: _Toc196787388][bookmark: _Toc239557071][bookmark: _Toc196726359][bookmark: _Toc196787384]
Database Applications (Access 2007)
Course Length: 5 Weeks
Students will use Microsoft Access to create and add fields to a relational database table and perform database searches using a query. (1 Cr. Hr)
*Database Applications articulates as college credit under OTEC 280: Software Applications:  Database
[bookmark: _Toc196726360][bookmark: _Toc196787385][bookmark: _Toc239557073]Discovering Computers
Course Length: Varies (Open Entry, Open Exit)
This course may be taken for college credit, and is a combination of computer technology, literacy, and introduction to word processing, spreadsheets, databases, and presentation software, and involves textbook examinations for certification of content competency.
*Discovering Computers articulates as college credit under OTEC 172: Discovering Computers (3 Cr. Hr)
Microsoft Office Specialist Exam
Microsoft Corporation awards Office Specialist Certification to individuals who satisfy demanding skill standards for individual Microsoft Office Programs. This certification is recognized worldwide as a global standard for desktop computing skills.
Requirements
Before a student may attempt one of the certification exams, the course in Microsoft Office 2007 must be taken and completed, successfully before specializing in one of the four exam categories: Word 2007, Excel 2007, PowerPoint 2007, and/or Access 2007. After completing one or more of these individual courses, the student must obtain approval in order to attempt one of the Microsoft Specialist Certification Exams. 








Business Management Certificate
Students are introduced to the dynamic and changing world of business and are presented with fundamentals related to financing operations, accounting practices, and legal principles which effect business firms and individuals. Students will attain an understanding of how technologies are used in business and will start using computers and some of the latest application software packages. Students who complete this program are better prepared for entry into business as beginning employees, will be knowledgeable of organizational change, diversity in the workforce, ethics in business and, ultimately, will have learned what is needed to own and operate their own business. Students may also continue business programs at vocational-technical centers, community colleges, or universities.
Requirements: Students must complete at least one of the options below
	Option 1
	Keyboarding I
	Introduction to Computers
	Accounting I
	Business Principles & Management

	Option 2
	Keyboarding I
	Introduction to Computers
	Accounting I
	Business Math

	Option 3
	Keyboarding I
	Introduction to Computers
	Business Law
	Business Principles & Management


[bookmark: _Toc196726366][bookmark: _Toc196787391][bookmark: _Toc239557075][bookmark: _Toc239557124][bookmark: _Toc239577511]		Information Systems Certificate
The Information Systems program provides students with practical knowledge and experience with business software applications, programming, and the application of finance and accounting principles to be utilized in the workplace. Students who complete this program are better prepared for entry level occupations and are able to utilize computer application software within the business environment. Students may also continue Information Systems programs at vocational technical centers, community colleges, or universities.
Requirements: Students must complete at least one of the options below
	Option 1
	Keyboarding I
	Introduction to Computers
	Accounting I
	Microsoft Office 
2007

	Option 2
	Keyboarding I
	Introduction to Computers
	Accounting I
	Microsoft Access 
2007

	Option 3
	Keyboarding I
	Introduction to Computers
	Business Math
	Microsoft Excel 
2007




[bookmark: _Toc196726367][bookmark: _Toc239557076][bookmark: _Toc239557125][bookmark: _Toc239577512]
[bookmark: _Toc196726369][bookmark: _Toc196787394][bookmark: _Toc239557077]Graphic Communications
Welding
Culinary Arts

Students who do not have a GED or high school diploma must be actively participating in ABE/GED classes 30 days before enrolling in a CTE class. If the student withdrawals from or is suspended from ABE/GED, he is automatically withdrawn from any career and technical education classes in which he is participating.  No student may participate in more than one vocational program at the same time, nor may any inmate be signed up for more than one.
Any student who enrolls in Culinary Arts must have a verified GED or a high school diploma and must be cleared for participation through medical.


[bookmark: _Toc196726374][bookmark: _Toc196787399][bookmark: _Toc239557080][bookmark: _Toc239557126][bookmark: _Toc239577513]
Graphic Communications 
and 
Digital Design & Print Production
Length Varies
AM 3 hours - 5 days a week
PM 3 hours - 4 days a week 

Printing is the process of manufacturing visual products that are intended to communicate a message through permanent graphic images. The printing industry is made up of many occupational groups. These include printers of books, newspapers, magazines, packaging, and all types of commercial printing.
At the completion of the course, the students will have employable skills along with knowledge to enter the job market.
The projected course for Graphic Communications is one and a half years. The course is broken down into five components which should be completed within four months. The five components are:
· Fundamentals of Graphic Design and Production
· Offset Press and Bindery Operations
· Image Assembly and Plate making
· Desktop Publishing
· Screen Printing

PrintED, administered by the Graphic Arts Education Research Foundation (GAERF), is a national accreditation and certification program based on industry standards for graphic communications courses of study at the secondary and post-secondary levels
PrintEd provides a career pathway to enter the workplace with verifiable credentials, or to pursue further education with college credit already in hand (3 hrs. of EDGE College Credit).
The Digital Design & Print Production Associate’s Degree from Bridgemont is projected as two years. The Digital Design & Print Production Program only covers the Printing related classes (PRNT) for a total of 46 hours of college credit.  All other classes that must be completed to receive this degree are the student’s responsibility. These are Bridgemont Core Curriculum Classes. Students are to get in touch with Melissa Richmond to find out when these classes will be offered.

[bookmark: _Toc196726375][bookmark: _Toc196787400][bookmark: _Toc239557081][bookmark: _Toc239557127][bookmark: _Toc239577514]
Welding
Length Varies
AM 3 hours - 5 days a week (Basic Welding)
PM 3 hours - 3 days a week (Advanced Welding)
[bookmark: _Toc196726376][bookmark: _Toc196787401][bookmark: _Toc239557082]Welding and Cutting 
Welding and cutting is a specialized vocational technical field encouraging those learners with special hand skills in welding and an eye for detail, to develop career skills in welding and cutting metals. Those training for work in the field must develop the skills, attitudes, and work habits necessary to complete specialized, highly significant tasks individually. The welder is a master craftsman whose work must withstand continuous tests of strength.
Through study, continuous practice and careful supervision, any average learner can master the area of welding. It is an excellent field for those wishing to work independently. Students move at their own pace.
Shielded metal arc welding E6010 open root E7018 filler.
Shielded metal arc welding with backing, E7018 filler.
Gas metal arc welding ER70S-6 no backing strip.
Welding offers national certification for Welding Level I, and core through NCCER (3 hrs. of EDGE College Credit).
Machining Fundamentals
Length Varies
PM 3 hours - 2 days a week

	Machinists are considered skilled workers who are capable of operating all standard machine tools found in a machine shop. They must also be able to read technical drawings and use the latest precision measuring instruments. Machinists should also have a basic knowledge of numerical control programming and machining process. A good technical background, which allows them to perform any bench, layout, or machine tool operation and includes knowledge about mathematics, metallurgy, and heat treating, is essential for a machinist.

[bookmark: _Toc239577515]
Occupational Safety and Health Administration (OSHA)
The General Industry Outreach Training Program
Course Length: 10 Hours
The student will be offered the ability to locate and apply OSHA Safety and Health standards, policies, and procedures.  They will learn to utilize OSHA standards and regulations to supplement and on-going safety and health program.  The student will be able to identify common violations of OSHA standards and propose abatement actions.  The student will be able to describe the appropriate abatement procedures for selected safety and health hazards.
Culinary Arts
2 Year Program
AM 3 hours - 4 days a week
PM 3 hours - 4 days a week

ProStart is a two-year academic and hands on curriculum that introduces students to instruction in 25 subject areas, ranging from basic food preparation, accounting, and cost control, marketing, sanitation, and workplace safety. The ProStart program is an industry-driven curriculum designed by The Educational Foundation of the National Restaurant Association.  The ProStart School to Career program was developed for individuals to explore careers, obtain job skills, or continue education in the hospitality industry.  Under an articulation credit agreement with Bridgemont, students receive 21 hours of college credit upon completion of the two-year program, which can be used towards an Associate’s of Applied Science – Board of Governor’s Degree. 
Course Includes:
· Baking & Pastry
· Stocks, Soups, Sauces
· Vegetable Cooking
· Meat & Seafood Cooking
· Legumes, Rice, & Pasta

ServSafe – Become nationally certified in food safety
[bookmark: _Toc196726378][bookmark: _Toc196787403][bookmark: _Toc239557084]
WV Literacy - Tutoring Program and Lab
Extra help with all academic subjects and assignments is available to MOCC students through the Education Department’s Tutoring Program. Trained tutors are available to assist students on an individual tutoring basis both in class and out of class.
Our class tutoring sessions are held in DOE’s ABE lab, which is in the Education Building. The lab is open to individual and group tutoring sessions during specified times and days during the week. One of the main goals of the program is to assist the student in the completion of his GED.
Both in class and out of class tutoring sessions are scheduled by the tutor and tutee in order to accommodate the student’s schedule and academic needs. Scheduling and tutoring sessions are coordinated by Mr. Paul Baker, Transitions Skills Teacher.
For any information concerning Tutoring and the Tutoring Lab see Mr. Baker in his office in the Education Building.
Please see the tutor lab coordinator.
[bookmark: _Toc196726379][bookmark: _Toc196787404][bookmark: _Toc239557085]Special Learning Needs 
Special classes shall be provided for educating exceptional individuals who differ from the average or normal in physical, mental, or communicative characteristics. Provision shall be made to educate these students in accordance with their capabilities, limitations, and needs.
In the spirit of the law, the WV Department of Education Special Learning Needs section at MOCC shall organize, promote, administer, and be responsible to those who are in need of special instruction for reading, writing, and arithmetic.
To the greatest extent possible, MOCC’s Special Learning Needs classes will exhaust all efforts to provide for the needs of our special students. Our efforts, of course, are subject to the approval of the State Board of Education, and shall at all times be in accordance with the safe and secure operation of the complex.


[bookmark: _Toc196726380][bookmark: _Toc196787405][bookmark: _Toc239557086]
Quality of Life (Quilliams) - 18 Months
The Education Department offers classes to the inmates in Administrative Segregation under Quality of Life. This is a stratified incentive program based on an increased level of privileges for demonstrating appropriate inmate behavior and program compliance. This program consists of 5 levels, and the inmate has to work his way out of a level to move to the next. Level I is an orientation level. Levels II and III include videos, which the student must view on a daily basis to complete the written assignments in Transition Skills, ABE/GED, and Substance Abuse. Levels IV and V include face-to-face instruction and assignments. Students are selected for participation by the Department of Corrections and are referred to the Education Department.
*Special needs students who are housed in segregation will be given instruction by a qualified teacher.
ABE/Tutor Lab
	A 15-station lab is available to students Monday through Friday.  Three of the stations are built to accommodate wheelchairs.  Students using the lab must sign a usage agreement.  Students are not to use this lab for legal work or personal correspondence.  A tutor, trained and certified through Proliteracy America is available to assist teachers and students in the lab.


[bookmark: _Toc196726382][bookmark: _Toc239557088][bookmark: _Toc239557129][bookmark: _Toc239577517]
Graduation Requirements
[bookmark: _Toc196726383][bookmark: _Toc196787408][bookmark: _Toc239557089]ABE
Graduation:	Passing score on the GED
[bookmark: _Toc196726384][bookmark: _Toc196787409][bookmark: _Toc239557090]Math Preparation Program
Completion of:	Consumer Math, Refresher Math, Math
Calculator Class
[bookmark: _Toc196726385][bookmark: _Toc196787410][bookmark: _Toc239557091]Business Education
Completion of:	One of the state approved business curricula: Business Management or Information Systems.
[bookmark: _Toc196726387][bookmark: _Toc196787412][bookmark: _Toc239557092]Graphic Communications
Graduation:	Complete the entire course and all 
	competencies and NCCER Soft Skills
	Complete PrintEd curriculum
[bookmark: _Toc196726388][bookmark: _Toc196787413][bookmark: _Toc239557093]Welding
Graduation:	Complete the entire course and all 
competencies.
	Complete NCCER Core Safety, NCCER Soft Skills,
and NCCER Welding Level I curriculum
[bookmark: _Toc196726389][bookmark: _Toc196787414][bookmark: _Toc239557094]Culinary Arts
Complete:	The entire course and all competencies, to 
	include college classes

Food Service Apprenticeship Program
Complete:	Completion of the 2 year program, consisting of 3 hours of Related Studies weekly and daily on-the-job-training with Aramark.


[bookmark: _Toc196726390][bookmark: _Toc196787415][bookmark: _Toc239557095]
Graduation Requirements con’t

[bookmark: _Toc196726391][bookmark: _Toc196787416][bookmark: _Toc239557096]Transition Skills
[bookmark: _Toc196726392][bookmark: _Toc196787417][bookmark: _Toc239557097]Thinking Skills Diploma
[bookmark: _Toc196726393][bookmark: _Toc196787418][bookmark: _Toc239557098]Class Completion Requirements:
OPENGATE
Cognitive Skills I
Cognitive Skills II
Cognitive Skills III
Critical Thinking
Empathy & Social Responsibility
Life Skills (HTGR)
Character Education
(+ 3 Electives)

Electives:
Parenting
Consumer Math
Assertiveness
Relaxation
Incarceration Grief & Loss
99 Days and A Get Up (can be taken only by
students who are within 6 months of parole/discharge)

One of Elective of Choice (With Instructor Approval)
CVA, BIPPS, Anger Control, etc.
[bookmark: _Toc196726394][bookmark: _Toc196787419][bookmark: _Toc239557099]Applied Criteria:
No Class One write-ups for one year
Submission of portfolio for review


[bookmark: _Toc196726395][bookmark: _Toc239557100][bookmark: _Toc239557130][bookmark: _Toc239577518]
Mt. Olive Correctional Complex Staff

Kathryn Toler	Lead Teacher
Pamela Reynolds	Special Learning Needs Instructor
Ron Smith	ABE/Transitions Skills Instructor
Christopher Blake	ABE Instructor
Paul Baker	Transitions Skills Instructor
Steve Logan	Business Technology Instructor
Tim Grigsby	Welding Instructor
Joel Williamson	Graphic Communications Instructor
Brett Thompson	Culinary Arts Instructor
Brenda Surber	Secretary


[bookmark: _Toc196726397][bookmark: _Toc239557101][bookmark: _Toc239557131][bookmark: _Toc239577519]
Degrees and Certificates
	In addition to those certificates and diplomas awarded by the Department of Education at MOCC, students have the opportunity to earn extra recognition.  These include:

	Institution / Agency
	Course
	Certification / Degree

	WVDOE
	Welding
	Welding Certification: Process; SMAW

	NCCER
	Welding
	Core Safety Certification Welding Level I

	ServSafe

	Culinary Arts
	ServSafe

	ProLiteracy America
	Literacy
	Volunteer Tutor Certification

	WV Workforce Development
	Life Skills 
Computer Literacy WorkKeys
	Hit the Ground Running “Ready to Work” Certification

	WVDOE
	Business Education
	Information Systems Business Management

	PrintED
	Graphic Communications
	PrintED National Credentialing

	Bridgemont
	
	Graphic Communications and Digital Design and Print Production

	Bridgemont
	
	Board of Governors

	Bridgemont
	
	General Studies





 (
SAMPLE FOR REFERENCE ONLY
)
Mount Olive
.
Department of Education
Class Registration


Name _______________	DOC Number ______________		Date __________

Adult Basic Education	Transitions		Business Education
ABE/GED			Assertiveness		Accounting
Refresher Math		Character Education		Accounting II
Math Calculator		Critical Thinking		Business Law
Consumer Math		Cognitive Skills I		Business Mgmt
Classical Literature		Cognitive Skills II		Entrepreneurship
Refresher Math		Cognitive Skills III		Business Math
			Empathy & Social 		Discovering Computers
Responsibility		2010
			HTGR – LifeSkills		Introduction to Computers / 
						    HTGR Computer Components
			HTGR – WorkKeys		Keyboarding
			OpenGate
 (
Introduction to Office 2007
Microsoft Office 2007
Introduction to Office and Microsoft Office 2007 must be taken before any of the other Microsoft classes can be taken.
Microsoft Access 2007
Microsoft Excel 2007
Microsoft PowerPoint 2007
Microsoft Word 2007
)			Parenting
			Stress Eduation	
			99 Days
			Incarceration Grief & Loss



Career Technical Education

Culinary Arts

HIGH SCHOOL DIPLOMA or GED
MUST BE ON FILE TO SIGN UP


Graphic Communications
OSHA – General
Machining Fundamentals

 (
Welding – Basic
Welding – Advanced (PM ONLY)
Mr. Grigsby’s Basic Welding class must be completed before Advanced Welding can be taken.
)
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