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Dear CPI Students and Families,  ​ 
Welcome to the Central Pennsylvania Institute of Science and Technology (CPI)! We are excited 
to have you as part of our school community. Choosing a career and technical education is an 
investment in your future, and we are committed to helping every learner develop the technical 
knowledge, professional skills, and confidence needed for success in college, apprenticeships, 
military service, and the workforce. 
 
At CPI, learning goes beyond the classroom. Students gain hands-on experience using 
industry-standard equipment while learning from instructors with real-world expertise. Through 
industry certifications, leadership opportunities, work-based learning, and community 
partnerships, students develop the skills and professionalism employers value. 
 
This handbook provides important information about our expectations, opportunities, policies, 
and procedures. We encourage you to read it carefully and refer to it throughout the school year. 
 
Our culture is centered on being Career-Ready with Purpose and Integrity. We believe 
success is built through professionalism, responsibility, teamwork, respect, and commitment to 
continuous growth. We encourage every student to challenge themselves, take pride in their 
work, and make the most of every opportunity at CPI. 
 
Thank you for choosing CPI. We are honored to be part of your educational journey and look 
forward to celebrating your accomplishments throughout the year. 
 
We wish you a safe, successful, and rewarding year at CPI! 
 
Sincerely, 
 
 
Jessica Martin​
Vice President of Secondary Education 
jmartin@cpi.edu 
814-359-2793 ext.240 
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Mission Statement 
CPI will produce highly competent individuals who are prepared and motivated to pursue the 
high-skill careers of the 21st century. 

School Information 
Address:      ​ 540 North Harrison Road, Pleasant Gap, PA 16823 
Phone:         ​ 814 – 359- 2793 
Facebook:   ​ CPI Central Pennsylvania Institute of Science and Technology 
Instagram:   ​ cpi_edu 
Website:        ​ www.cpi.edu 

Nondiscrimination Statement 
The Central Pennsylvania Institute of Science and Technology (CPI) is an equal opportunity 
educational institution and does not discriminate based on race, color, age, creed, religion, sex, 
sexual orientation, ancestry, national origin, marital status, pregnancy, disability, or any other 
characteristic protected by applicable federal or Pennsylvania law in its educational programs, 
activities, admissions, or employment practices. Questions or complaints regarding 
discrimination, harassment, or Title IX/Section 504 compliance should be directed to: Title 
IX/Section 504 Coordinator, Jessica Martin, Central Pennsylvania Institute of Science and 
Technology, 540 North Harrison Road, Pleasant Gap, PA 16823, 814-359-2793, ext. 240, 
jmartin@cpi.edu 

Handbook Disclaimer 
Students and parents/guardians are responsible for becoming familiar with the information 
contained in this handbook. Failure to read the handbook does not exempt any individual from 
complying with school policies and procedures. CPI reserves the right to revise this handbook as 
necessary to comply with changes in law, Board policy, or operational needs. Updated 
information will be communicated to students and parents/guardians as appropriate. 
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ACADEMIC SUCCESS 

Student Expectations 
The expectations outlined in this handbook reflect the standards of professionalism, 
responsibility, and accountability that employers expect in today's workforce. At the Central 
Pennsylvania Institute of Science and Technology (CPI), we expect students to be Career-Ready 
with Purpose and Integrity. This mindset guides how we learn, work, and interact with others, 
both at CPI and on the job site. That means: 

●​ 📍Be Here: Show up consistently and on time. 
●​ 📘Be Ready to Learn: Bring focus, effort, and a desire to grow. 
●​ 🦺Be Safe: Respect yourself, others, and your environment. 

  
CPI is committed to providing every student with a safe, supportive, and productive learning 
environment. In return, students are expected to act as responsible young adults by 
demonstrating courtesy, professionalism, and respect at all times. We believe every student 
shares responsibility for their own success. That includes: 

●​ Regular, on-time attendance. 
●​ Active participation and effort in learning. 
●​ Cooperation with instructors and peers. 
●​ Professional conduct and pride in your chosen field. 
●​ Goal-setting, accountability, and openness to feedback. 
●​ A strong, team-oriented work ethic. 

  
At CPI, students are preparing for careers, not simply earning grades. Every interaction, 
assignment, safety practice, and project is an opportunity to develop the knowledge, skills, and 
professional habits employers value most. Your future starts here. The choices you make today 
will shape the opportunities available to you tomorrow. Choose to be Career-Ready with Purpose 
and Integrity. 

Academic Integrity 
Academic integrity is an essential employability skill and requires students to complete and 
submit work that represents their own knowledge, skills, and effort. Demonstrating honesty, 
accountability, and ethical decision-making is essential to success at CPI and in the workplace.  
 
Academic dishonesty includes, but is not limited to: 

●​ Cheating on assignments, quizzes, tests, or examinations. 
●​ Copying or allowing another student to copy work. 
●​ Plagiarizing or presenting another person's work, ideas, or materials as one's own. 
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●​ Falsifying data, research, records, or other academic information. 
●​ Using Artificial Intelligence (AI) or other technology in a manner that violates instructor 

expectations or the Artificial Intelligence (AI) Use policy. 
●​ Assisting or encouraging another student to engage in academic dishonesty. 

  
Students are responsible for understanding the expectations for each assignment and should seek 
clarification from their instructor if they are unsure whether collaboration, technology, or AI 
tools are permitted. 
  
Violations of this policy may result in academic and/or disciplinary consequences, including, but 
not limited to, a reduced or failing grade on the assignment, completion of an alternative 
assignment, detention, in-school suspension (ISS), loss of privileges, parent/guardian 
notification, or other disciplinary action consistent with this handbook. The nature of the 
consequence will be determined based on the severity and circumstances of the violation. 

Artificial Intelligence (AI) 
CPI prepares students for the responsible use of emerging technologies while maintaining high 
standards of honesty, fairness, accountability, and academic integrity. Artificial Intelligence (AI) 
tools, including but not limited to text generators, image generators, coding assistants, grammar 
and writing assistants, research assistants, and other AI-powered applications, are becoming 
increasingly common in education and the workforce. When used appropriately, these tools can 
enhance learning, creativity, problem-solving, and productivity. CPI encourages students to 
develop the knowledge and skills necessary to use emerging technologies responsibly, ethically, 
and professionally. 
  
The use of AI must comply with instructor expectations and the requirements of each course or 
assignment. Students may use AI as a learning resource to better understand concepts, generate 
ideas, receive feedback, conduct research, or support technical work when permitted by the 
instructor. Instructors may also incorporate AI into classroom activities and assignments as 
appropriate to the curriculum. 
  
Students may not use AI in any manner that violates instructor expectations or misrepresents 
their own knowledge, skills, or work. Examples of inappropriate use include, but are not limited 
to: 

●​ Submitting AI-generated work as original work. 
●​ Using AI to complete assignments, projects, assessments, or examinations when 

prohibited by the instructor. 
●​  Fabricating information, citations, research, or data using AI. 
●​ Using AI to bypass learning objectives or gain an unfair academic advantage. 
●​ Generating harmful, inappropriate, or misleading content. 
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When AI use is permitted, students may be required to acknowledge or cite its use in a format 
specified by the instructor. Students who are unsure whether AI may be used for a particular 
assignment are responsible for seeking clarification from their instructor before using the 
technology. 
  
Faculty and staff reserve the right to review student work and investigate suspected misuse of AI 
through appropriate academic and instructional methods. Unauthorized or unethical use of AI 
may be considered academic dishonesty and will be addressed in accordance with the Academic 
Integrity section of this handbook and other applicable school policies.  

Acceptable Use of Technology 
Internet and technology resources are provided to support educational activities and career 
readiness. Students are expected to use school technology for educational purposes and in 
accordance with the CPI Acceptable Use Policy. 
 
School staff will help students develop the critical thinking skills necessary to locate, evaluate, 
and use information responsibly while promoting safe, ethical, and appropriate technology use. 
Students may access school technology resources only after the required parent/guardian 
authorization and student agreement have been completed. All students must sign the CPI 
Acceptable Use Policy before accessing school technology resources. 
 
Use of school-owned devices, networks, email, Internet services, cloud-based applications, and 
other technology resources is monitored. Students should not expect privacy when using school 
technology resources. 
 
Students who violate the Acceptable Use Policy may be subject to the loss of technology 
privileges, disciplinary action, restitution when appropriate, referral to law enforcement for 
violations of applicable law, and other consequences consistent with this handbook. 

Cell Phones, Electronic Devices, & Earbuds 
CPI prepares students for the expectations of the workforce, where appropriate technology use, 
respect for privacy, and professionalism are essential. The use of cell phones, smart watches, 
wireless earbuds, headphones, tablets, cameras, and other personal electronic devices during 
instructional time is permitted only when authorized by the instructor for educational purposes. 
Individual instructors may establish additional restrictions based on classroom expectations, 
instructional activities, or safety requirements. 
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Students may not use personal electronic devices to: 
●​ Take photographs, video recordings, or audio recordings of any student, employee, 

visitor, or school activity without the knowledge and permission of the individual(s) 
being recorded and the approval of a CPI staff member. 

●​ Post, transmit, livestream, or share photographs, videos, audio recordings, or other digital 
content involving students, employees, or school activities without authorization. 

●​ Violate another person's privacy, disrupt the educational environment, or interfere with 
instruction. 

●​ Engage in bullying, harassment, intimidation, threats, cheating, or any other violation of 
school policy. 

●​ Circumvent school network security or misuse school technology resources. 
 
Wireless earbuds, headphones, or similar listening devices may not be worn in laboratories, 
shops, or other instructional areas where they interfere with instruction, communication, or the 
safe operation of equipment unless specifically authorized by the instructor as part of an 
instructional activity or as an approved accommodation. 
 
Students are expected to comply with the CPI Acceptable Use Policy and all instructor directions 
regarding the use of personal electronic devices. Failure to follow these expectations may result 
in the temporary confiscation of the device, loss of electronic device privileges, disciplinary 
action, parent/guardian notification, or other consequences consistent with this handbook. 
Confiscated devices will be returned in accordance with school procedures. 
 
The inappropriate use of electronic devices to record, create, possess, or distribute images, 
videos, audio recordings, or other electronic content that violates school policy may result in 
disciplinary action, referral to the School Resource Officer, or referral to law enforcement when 
appropriate. 

Grading Policy 
CPI utilizes a standards-based grading system designed to accurately reflect each student's 
progress toward industry expectations and program task lists. Grades are intended to measure a 
student's knowledge, technical skills, and employability skills during each marking period. 

Components of the Quarterly Grade 
Quarterly grades are based on three areas of student performance: 

●​ Knowledge - The knowledge component measures the student's understanding of 
technical content and related academic concepts. Assessments may include, but are not 
limited to: 

○​ Tests and quizzes 
○​ Written assignments and reports 
○​ Projects and research 

10 



 

○​ Homework or out-of-school assignments 
○​ Safety knowledge and the application of safety procedures 

●​ Technical Skills - The technical skills component measures a student's ability to 
demonstrate industry-related competencies. Competencies are based on the student's 
career objective and program requirements and may include: 

○​ Completion of assigned competencies 
○​ Demonstration of safe work practices 
○​ Technical skill performance 
○​ Equipment operation 
○​ Proper use of Personal Protective Equipment (PPE) 
○​ Projects, laboratory activities, experiments, and other hands-on learning 

experiences 
●​ Employability Skills - Employability skills reflect the professional behaviors expected in 

business and industry. Students are evaluated on their ability to: 
○​ Work independently, safely, and with minimal supervision. 
○​ Remain on task and complete assigned work. 
○​ Come to class prepared and actively participate in learning activities. 
○​ Follow classroom, laboratory, and school rules. 
○​ Demonstrate respect for themselves and others. 
○​ Maintain satisfactory attendance. 
○​ Wear the required CPI program uniform and appropriate Personal Protective 

Equipment (PPE). 
○​ Communicate professionally with instructors, classmates, and others. 
○​ Demonstrate a positive work ethic, responsibility, and professionalism. 

Collaborate effectively as a member of a team. 
○​ Use electronic devices appropriately and responsibly. 

Assignments, Make-Up Work, & Incompletes 
Students are expected to complete and submit all assigned coursework, assessments, and projects 
by the due date established by the instructor. Instructors may reduce credit for late assignments in 
accordance with program expectations. 
  
Students who are absent due to a legal or excused absence will be provided the opportunity to 
make up missed assignments, assessments, competencies, and instructional activities. Upon 
returning to school, students are responsible for contacting their instructor as soon as possible to 
obtain missed work and establish a reasonable timeline for completion. Instructors will provide 
make-up work and determine appropriate deadlines based on the length of the absence, the 
nature of the assignment, and program expectations. 
  
Students serving an In-School Suspension (ISS) or Out-of-School Suspension (OSS) will also be 
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provided the opportunity to complete assignments within the timeframe established by the 
instructor. Students with unexcused or undocumented absences may not be permitted to make up 
missed work unless otherwise approved by the instructor or administration. 
  
Assignments not completed within the established timeframe may receive a grade of zero. 
Failure to contact the instructor or complete assigned work within a reasonable period may also 
result in a grade of zero. 
  
An Incomplete (I) may be assigned when a student is unable to complete required coursework 
because of an excused absence, extended illness, or an approved educational activity. Unless 
otherwise approved by the instructor or administration, students will have ten (10) school days 
following the end of the marking period to complete outstanding work. Any remaining 
incomplete assignments may be recorded as a zero after the ten days have expired. 
  
An instructor's professional judgment may be used when determining reasonable timelines or 
exceptions due to extended illness, extenuating circumstances, or other situations that support 
student learning. The goal of this policy is to provide students with a fair opportunity to 
demonstrate mastery of course competencies while maintaining consistent grading practices. 

Progress Reports 
Regular communication between home and school is essential to student success. Student 
progress is monitored throughout each marking period, and parents/guardians are encouraged to 
regularly review their student's academic performance and communicate with instructors as 
needed. 
 
Progress reports will be issued each marking period in accordance with CPI procedures. 
Parents/guardians may also be contacted whenever a student's academic performance, 
attendance, employability skills, or completion of assignments indicates a need for additional 
support or intervention. 
  
When concerns arise regarding a student's progress, an instructor, school counselor, or 
administrator may recommend a parent/guardian conference to discuss strategies for improving 
student success. Parents/guardians are encouraged to request a conference at any time by 
contacting the student's instructor, the School Counselor, or the Vice President of Secondary 
Education. Questions regarding grades or student progress should first be directed to the 
student's instructor in accordance with the Student/Parent Concerns process outlined in this 
handbook. 
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Advancement 
Successful completion of one year in a program does not guarantee advancement to the next 
level. Advancement is based on academic achievement, technical competency, safety practices, 
attendance, employability skills, and program requirements. 
  
If there are concerns regarding a student's advancement or continued enrollment, the student and 
parent/guardian will be notified and provided an opportunity to discuss the concerns with school 
personnel before a final decision is made. The final decision regarding program advancement 
and continued enrollment rests with the administration. 
  
Students who do not meet program expectations or the academic requirements of their sending 
school may not be eligible to continue in or return to a CPI program. If appropriate, an 
alternative educational schedule will be developed in collaboration with the sending school. 

Course Transfers 
Students who wish to transfer from one career and technical program to another must complete 
the established course transfer process. Because enrollment in each program is limited, transfer 
requests are reviewed on an individual basis and are not guaranteed. 
  
A course transfer may be considered based on the following factors: 

●​ Space is available in the requested program. 
●​ The student has met with the school counselor to discuss the reasons for requesting the 

transfer and to review educational and career goals. 
●​ The student has completed a shadowing experience in the requested program. 
●​ The instructors, school counselor, and administration determine that the requested 

program is an appropriate placement based on the student's interests, abilities, career 
goals, academic performance, attendance, behavior, support needs, safety considerations, 
and program availability. 

●​ The transfer can be accommodated within the student's schedule and the requirements of 
the sending school. 

  
Students requesting a program transfer must complete the CPI Course Transfer Request Form. 
The completed form must be signed by the student, parent/guardian, appropriate CPI personnel, 
and the student's sending school before the request will be considered. 
  
Submission of a transfer request does not guarantee approval. The final decision regarding all 
program transfers rests with the CPI administration and is based on the student's best educational 
interests. 
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Career Portfolios & Objectives 
Each student is expected to maintain a career portfolio that documents their growth, progress, 
and achievements throughout their enrollment at the CPI. The portfolio serves as a record of the 
student's technical knowledge, employability skills, and career readiness. 
  
Portfolio contents may include work samples, projects, reflections, assessments, a current 
résumé, industry certifications, credentials, awards, and other evidence of learning and 
achievement, as determined by the program instructor. 
  
Students will establish personal learning and career objectives and regularly monitor their 
progress toward achieving those goals. Maintaining an up-to-date portfolio encourages students 
to reflect on their accomplishments, identify areas for continued growth, and take ownership of 
their learning. 
  
Career portfolios help prepare students for employment, internships, post-secondary education, 
apprenticeships, military service, and other career opportunities by providing a professional 
record of their skills, experiences, and accomplishments. 

Cooperative Education 
The Cooperative Education Program provides eligible students with an opportunity to extend 
their classroom and laboratory learning through supervised, paid or unpaid, work-based 
experiences related to their career and technical program. Cooperative Education serves as a 
capstone experience, allowing students to apply their technical knowledge, employability skills, 
and professionalism in an authentic workplace setting. 
  
Participation in the Cooperative Education Program is a privilege and is available only to 
students who consistently demonstrate academic achievement, technical competency, safe work 
practices, professional behavior, dependable attendance, task list completion, and strong 
employability skills. 
  
To be considered for participation, students must: 

●​ Be enrolled in their senior year at CPI. 
●​ Complete at least two years in their career and technical program. 
●​ Receive a recommendation from their instructor. 
●​ Demonstrate satisfactory academic, attendance, discipline, and competency records. 
●​ Meet any program-specific eligibility requirements, including required assessments, task 

completion, certifications, or industry standards. Students designated as program 
completers must perform at the Competent or Advanced level on the Pre-NOCTI 
assessment, when applicable. 
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Meeting the minimum eligibility requirements does not guarantee placement in the Cooperative 
Education Program. Final approval is based on student readiness, instructor recommendation, 
employer availability, and administrative approval. 
  
Students accepted into the Cooperative Education Program must comply with all program 
expectations outlined in the Cooperative Education Handbook. Additional information is 
available from the Business and Industry Liaison or the CPI Main Office. 
  
Students participating in Cooperative Education represent CPI in the workplace and are expected 
to maintain the highest standards of professionalism, attendance, safety, and ethical conduct. 
Failure to meet program expectations may result in removal from the Cooperative Education 
Program. Students are responsible for finding their placement site. 

Educational Trips 
Educational trips are an extension of the instructional program and are designed to enhance 
classroom and career and technical education through hands-on learning, industry experiences, 
leadership development, competitions, and recognition of student achievement. 
  
Educational trips that occur during the regular school day are considered part of the instructional 
program and generally do not require separate parent/guardian permission unless otherwise 
required by CPI or the student's sending school. Educational trips that occur outside of the 
regular school day require written parent/guardian permission. Students must also complete and 
submit any required documentation from their sending school by the established deadline. 
  
Students participating in educational trips are expected to comply with all CPI policies, school 
rules, and instructor expectations. Unless otherwise directed by the instructor or administration, 
students must wear the required program uniform or other approved attire. Wearing the program 
uniform promotes professionalism, school identity, and a positive representation of CPI while 
visiting business and industry partners, postsecondary institutions, and community organizations. 
Students are expected to demonstrate professionalism, respect, and appropriate behavior at all 
times and are responsible for their conduct throughout the duration of the trip.  
  
Participation in educational trips is a privilege and may be restricted when a student's attendance, 
behavior, academic progress, safety, or failure to meet program expectations indicates that 
participation is not in the student's or school's best interest. The administration reserves the right 
to make final decisions regarding student participation in educational trips. Students who are not 
permitted to participate in an educational trip are expected to attend school and complete 
alternate educational assignments as directed. 
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CPI is not responsible for personal items that are lost, stolen, or damaged during an educational 
trip. Students are encouraged to leave valuables at home unless they are required for the activity. 
Students should remember that educational trips provide opportunities to interact with business 
and industry partners, post-secondary institutions, and community members. Professional 
conduct is expected at all times. 

Program Completer Policy 
Eligible program completers are required to participate in the National Occupational 
Competency Testing Institute (NOCTI) assessments. These industry-recognized assessments 
measure technical knowledge and occupational skills while providing valuable information 
regarding student career readiness and program effectiveness. 
  
Students identified as program completers in accordance with Pennsylvania Department of 
Education (PDE) guidelines are required to complete both the written and performance 
components of the NOCTI assessment. Pre-NOCTI testing is administered during the fall of the 
senior year, and the official NOCTI written and performance assessments are administered 
during the spring. 
 
Completion of both the written and performance components of the NOCTI assessment is 
required for eligible program completers to participate in the CPI Certificate and Awards Night 
Ceremony and to be considered for CPI awards and recognitions. 
  
Students who do not complete the required NOCTI assessments may still receive any earned 
industry certifications, completed competencies, or other program credentials for which they 
qualify at the conclusion of the school year. Students who fail to complete the required NOCTI 
assessments may not be eligible to participate in the CPI Certificate and Awards Night Ceremony 
or receive certain CPI awards. CPI administration reserves the right to make final eligibility 
determinations based on Pennsylvania Department of Education (PDE) requirements, school 
policy, and documented individual circumstances.  

Certificate & Awards Night 
The CPI Certificate and Awards Night recognizes students who have completed their career and 
technical education program and celebrates their accomplishments. Participation in this 
ceremony is a privilege and is separate from the graduation requirements established by each 
student's sending school. 
  
To participate in the CPI Certificate and Awards Night Ceremony, students must: 

●​ Maintain a minimum of 85% attendance at CPI. Absences verified by documentation 
from a licensed medical provider will not be included when calculating the attendance 
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requirement. The administration reserves the right to consider documented extenuating 
circumstances when determining eligibility for participation. 

●​ Complete both the written and performance components of the National Occupational 
Competency Testing Institute (NOCTI) assessment if identified as a program completer 
under Pennsylvania Department of Education (PDE) guidelines. 

●​ Resolve all outstanding financial obligations to CPI. 
●​ Be in good standing by completing all assigned disciplinary consequences and meeting 

program expectations at the time of the ceremony. 
●​ Be actively enrolled in a CPI program at the time of the Certificate and Awards Night 

Ceremony. 
  
Students who do not meet the participation requirements for the CPI Certificate and Awards 
Night Ceremony will still receive any industry certifications earned, documentation of completed 
competencies, and any other program credentials for which they qualify at the conclusion of the 
school year. 
  
If graduation concerns exist at the student's sending school, participation in the CPI Certificate 
and Awards Night Ceremony may be approved by CPI administration. However, the student's 
CPI Certificate and any applicable awards may be withheld until the graduation requirements of 
the sending school have been satisfied. 
  
The administration reserves the right to make exceptions to these requirements when warranted 
by documented individual circumstances or other extenuating factors. 
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CAREER & TECHNICAL STUDENT 
ORGANIZATIONS (CTSO) 

Career and Technical Student Organizations (CTSOs) provide students with opportunities to 
develop leadership, teamwork, communication, technical, and employability skills beyond the 
classroom. Participation in CTSOs allows students to apply classroom learning through 
competitions, conferences, community service projects, leadership development, and 
career-focused activities. CPI proudly offers the following Career and Technical Student 
Organizations: 

Family, Career & Community Leaders of America (FCCLA) 
FCCLA is a national student organization that focuses on leadership, career preparation, and 
personal development through Family and Consumer Sciences education. Members participate in 
leadership activities, competitive events, service-learning projects, and career exploration that 
prepare them for success in both their personal and professional lives. 

FFA 
FFA is a national student organization that develops leadership, personal growth, and career 
success through agricultural education. Students participate in career development events, 
leadership conferences, supervised agricultural experiences, and community service activities 
while exploring careers in agriculture, natural resources, and environmental sciences. 

National Association of Home Builders (NAHB) 
The National Association of Home Builders (NAHB) Student Chapter provides leadership, 
career development, and industry networking opportunities for students enrolled in Carpentry, 
Heating, Ventilation and Air Conditioning (HVAC), Heavy Equipment Operations (HEO), Plant 
and Landscape Management, and Welding. 
  
Through community service, leadership activities, industry partnerships, and local, state, and 
national competitions, students strengthen their technical knowledge while developing the 
professionalism, teamwork, and communication skills valued by employers. 
  
Participation is a privilege. Students are expected to maintain satisfactory academic performance, 
attendance, and represent CPI in a professional manner. Eligibility for chapter activities and 
competitions is determined by the advisor and administration in accordance with school and 
organizational requirements. 
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National Technical Honor Society (NTHS) 
The National Technical Honor Society (NTHS) is the highest scholastic honor awarded to 
students in career and technical education in the United States. Membership recognizes students 
who have demonstrated excellence in academic achievement, technical skill development, 
leadership, service, character, and professionalism. Membership is open to senior-year students 
who exemplify excellence in their career and technical program. Applications are made available 
during the spring semester of the junior year, allowing eligible candidates the opportunity to 
demonstrate continued academic achievement and professional growth. 
  
To be considered for membership, students must: 

●​ Be nominated by their career and technical instructor. 
●​ Receive approval from their sending school administration. 
●​ Meet all local chapter and National Technical Honor Society membership requirements. 

  
National membership criteria include: 

●​ Excellent character. 
●​ Creditable achievement. 
●​ Demonstrated leadership. 
●​ A minimum cumulative grade point average (GPA) of 3.0. 
●​ Excellent attendance. 

  
Students inducted into the National Technical Honor Society are expected to continue 
demonstrating the academic achievement, attendance, character, leadership, and professionalism 
that earned them membership. Members who fail to maintain these standards may be subject to 
probation, suspension, or revocation of membership in accordance with local chapter procedures 
and National Technical Honor Society guidelines. 
  
Members are expected to serve as positive role models by demonstrating integrity, responsibility, 
leadership, and professionalism in the classroom, laboratory, school, workplace, and community. 

SkillsUSA 
SkillsUSA is a national organization that prepares students for careers in the skilled trades, 
technical occupations, and service professions. Through leadership development, community 
service, and regional, state, and national competitions, students strengthen their technical 
knowledge while developing the professionalism and workplace skills valued by employers. 
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ATTENDANCE & STUDENT SERVICES 
Attendance at the Central Pennsylvania Institute of Science and Technology (CPI) is governed 
by the Pennsylvania Public School Code and the attendance policies of each student's sending 
school district. Once enrolled at CPI, students and parents/guardians are expected to comply with 
both the sending school's attendance requirements and the procedures outlined in this handbook. 

Reporting an Absence 
1.​ Parents/guardians must submit a written explanation for each legal absence within three 

(3) school days of the student's return. Failure to provide a written explanation may result 
in the absence being recorded as unexcused or illegal in accordance with the 
Pennsylvania Public School Code. 

2.​ Students who accumulate excessive unexcused or illegal absences may be subject to 
compulsory attendance procedures administered by their sending school district in 
accordance with Pennsylvania law. CPI will communicate attendance concerns with the 
parent/guardian and the sending school as appropriate. 

3.​ After ten (10) cumulative absences, CPI may require a medical excuse for any subsequent 
absences. Absences not supported by the required medical documentation may be 
recorded as unexcused or illegal. Continued failure to comply with attendance 
expectations may result in the loss of CPI privileges, placement on an attendance plan, or 
a review of the student's continued enrollment at CPI. 

 

Excused Absences 
Students may be legally excused from school for the following reasons: 

●​ Approved educational activities 
●​ Death in the immediate family 
●​ Expulsion or suspension 
●​ Illness of the student 
●​ Medical or dental appointments 
●​ Parental request in accordance with home school guidelines 
●​ Quarantine 
●​ Religious observance 

Early Dismissals 
Students requesting an early dismissal must provide the attendance secretary with a written note 
from their parent/guardian or have the request emailed in advance to cpiattendance@cpi.edu by 
the parent/guardian. The request must include the date, time of dismissal, reason for the 
dismissal, and the parent/guardian's signature or identifying information.   
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Attendance Intervention Procedures 
When a student accumulates ten (10) or more total absences, CPI administration and/or a school 
counselor will meet with the student, and a parent conference may be scheduled. The sending 
school will also be notified. 
 
Students may be placed on an attendance plan outlining attendance expectations, competency 
completion requirements, and any additional support necessary to improve attendance. The 
attendance plan must be reviewed with the students and parent/guardian. 
 
If attendance does not improve despite interventions, CPI administration, in collaboration with 
the sending school, may review the student's continued enrollment at CPI. Unavoidable illness, 
injury, or other extenuating circumstances will always be given careful consideration. 

Attendance & Academic Progress 
Regular attendance is essential in a career and technical education program. Attendance directly 
affects a student's opportunity to complete required competencies, laboratory experiences, 
projects, assessments, industry certifications, and other program requirements.  
 
Students are responsible for completing missed assignments, competencies, and assessments in 
accordance with instructor expectations. Absences do not excuse students from completing 
required coursework. Students who are unable to complete required competencies or demonstrate 
satisfactory progress because of excessive absences may receive lower grades and may be 
evaluated to determine whether continued enrollment at CPI is appropriate. 

Illness During the School Day 
Students may not excuse themselves from school under any circumstances. Students who 
become ill at either their sending school or CPI must report to the appropriate school office or 
health professional. Students may not independently contact a parent/guardian for dismissal due 
to illness without first reporting to the attendance office or designated school personnel. A CPI 
representative will determine whether a parent/guardian should be contacted and whether 
dismissal from school is appropriate. 

Leaving School 
Students are expected to remain on school property and under school supervision throughout the 
school day unless they have received authorization to leave from CPI and, when applicable, their 
sending school. Students who are approved to leave school for a medical appointment, 
educational activity, or other authorized reason are expected to return to CPI following the 
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appointment or activity whenever possible. 
 
Students may not leave school property or travel between their sending school and CPI without 
prior authorization. Leaving school without permission, failing to follow established sign-out 
procedures, or failing to obtain the required approval from CPI and/or the sending school will be 
considered an attendance violation and may result in disciplinary action. Parent/guardian 
permission alone does not authorize a student to leave school. All established school procedures 
must be followed before a student may be released during the school day. 
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INSTRUCTIONS FOR SCHOOL CLOSURES 
Under certain circumstances, CPI may implement Alternative Instructional Days when 
traditional in-person instruction cannot be provided. Depending on the nature of the situation, 
CPI may utilize either an Emergency Instructional Day (EID) or a Flexible Instructional Day 
(FID) in accordance with the Pennsylvania Public School Code and the school's approved 
instructional plans. Students and parents/guardians will be notified whenever an Alternative 
Instructional Day is implemented. 

Emergency Instructional Days 
CPI may utilize Emergency Instructional Days (EIDs) when circumstances prevent the safe 
operation of school, such as severe weather, utility outages, public health emergencies, or other 
unforeseen events. Emergency Instructional Days allow students to continue learning through 
virtual instruction or other educational platforms without extending the school calendar. 
  
When an Emergency Instructional Day is implemented, students are expected to participate in 
instructional activities, complete assigned coursework, and follow the directions provided by 
their instructors. Instruction may be delivered through online learning platforms, digital 
resources, or other methods approved by CPI. 
  
Emergency Instructional Days apply only when officially announced by CPI and do not replace  
regular attendance requirements for individual student absences. Emergency Instructional Days 
will be implemented in accordance with the Pennsylvania Public School Code and applicable 
regulations. Students who do not participate in required instructional activities during an 
Emergency Instructional Day may be considered absent and may be required to complete missed 
work in accordance with the attendance policy. 

Flexible Instruction Days (FIDs) 
CPI may utilize Flexible Instructional Days (FIDs) when circumstances, such as severe weather, 
utility outages, public health emergencies, or other unforeseen events, prevent instruction from 
taking place in its customary manner or location. Flexible Instructional Days are considered 
regular school days and count toward the instructional days and hours required by the 
Pennsylvania Public School Code. 
 
When a Flexible Instructional Day is announced, students should not report to CPI unless 
otherwise directed. Instead, students are expected to complete the instructional activities and 
assignments that would normally occur during their scheduled CPI class time. 
 
At the beginning of each school year, instructors will communicate their expectations and 
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procedures for Flexible Instructional Days. Once a Flexible Instructional Day has been initiated, 
students are required to access their program's Google Classroom and/or follow the instructional 
directions provided by their instructor. Students who experience difficulty accessing Google 
Classroom should contact their instructor or CPI as soon as possible. 
 
Attendance during a Flexible Instructional Day is based on student participation and 
engagement. Students must log into Google Classroom or communicate with their instructor 
through an approved method, such as email or telephone, regarding the day's instructional 
activities. Morning attendance will be recorded by 11:00 a.m., and afternoon attendance will be 
recorded by 3:00 p.m. Students who fail to log in or communicate with their instructor by the 
designated attendance time may be marked absent for the Flexible Instructional Day. To be 
counted present, students must actively participate in the day's learning by completing assigned 
work, communicating with their instructor, participating in required virtual activities, or 
completing other instructional tasks as directed. Assignments completed during a Flexible 
Instructional Day will be graded for credit in accordance with instructor expectations. 
Students may be required to participate in whole-group instruction, small-group activities, 
independent learning, synchronous or asynchronous lessons, or other instructional experiences 
appropriate for their career and technical program. 
 
Students who do not have access to a device or reliable internet service should notify CPI as 
soon as possible. Program-specific instructional materials or alternative assignments may be 
provided in advance, made available through other approved methods, or distributed following 
the Flexible Instructional Day when necessary. Additional information regarding Flexible 
Instructional Day procedures and expectations will be communicated by instructors and 
administration throughout the school year as needed. 
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STUDENT SUPPORT SERVICES 

School Counseling 
The CPI School Counselor is available to support students in achieving academic, career, social, 
and emotional success. School counseling services are designed to help students overcome 
barriers to learning, develop personal responsibility, and prepare for postsecondary education, 
training, military service, and employment. 
  
The School Counselor assists students with: 

●​ Academic planning, progress monitoring, and graduation requirements. 
●​ Career exploration, postsecondary planning, and workforce readiness. 
●​ Social and emotional concerns that may affect learning or school success. 
●​ Conflict resolution, problem-solving, and decision-making skills. 
●​ Referrals to community agencies and outside support services when appropriate. 
●​ Coordination with parents/guardians, sending schools, teachers, and administrators to 

support student success. 
  
Students are encouraged to seek assistance whenever they are experiencing academic, personal, 
social, or emotional challenges. Parents/guardians may also contact the School Counselor to 
discuss concerns or request support for their student. 
  

While conversations with the School Counselor are treated with respect and discretion, 
confidentiality cannot be guaranteed when there is concern for a student's safety, the safety of 
others, suspected abuse or neglect, or when disclosure is otherwise required by law. 

Student Assistance Program (SAP) 
CPI partners with each student's sending school to provide access to the Student Assistance 
Program (SAP). SAP is a team-based process designed to identify and assist students who may 
be experiencing barriers to learning, emotional well-being, health, or school success. Students 
may be referred to SAP when concerns arise regarding academic performance, attendance, 
behavior, mental health, substance use, family concerns, bullying, school avoidance, or other 
circumstances that may interfere with their ability to be successful in school. The purpose of 
SAP is to connect students and families with appropriate school and community resources.  
 
Participation in SAP is intended to provide support and is not considered a disciplinary action. 
Parents/guardians, students, school staff, and community members who have concerns about a 
student's well-being are encouraged to contact the CPI School Counselor or the student's sending 
school counselor to discuss available support services and the SAP referral process.  
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HEALTH SERVICES 
CPI provides health services to support the well-being and safety of students during the school 
day. The Para Health Professional is available from 8:00 am to 3:00 pm to provide first aid, 
assess illnesses and injuries, administer medications in accordance with school policy, and 
respond to student health concerns. 

Students who become ill or are injured during the school day must report to the Para Health 
Professional or notify their instructor immediately. Students should not leave their program area 
without permission or contact a parent/guardian to arrange to leave school without authorization. 
The Para Health Professional or other designated school personnel will assess the student's 
condition and make any necessary parent/guardian notifications. 

Students who become ill or injured while attending their sending school must report to the 
appropriate school personnel at their sending school and follow that school's health procedures 
before traveling to CPI. Students may not leave school because of illness or injury without 
approval from the Para Health Professional, administration, or other authorized school personnel. 

Accident Reports/First Aid Service 
All injuries, regardless of how minor they may seem, must be reported immediately to the 
instructor, who will take the necessary steps to help the student receive appropriate care. 
Instructors will complete an accident/incident report for each occurrence and notify the school 
Para Health Professional. In a medical emergency, emergency medical services (911) will be 
contacted when appropriate. School personnel will make reasonable efforts to notify the 
parent/guardian or emergency contact as soon as possible. 
  
Students may not participate in laboratory or shop activities until all required student safety 
forms, including the Student/Parent Handbook acknowledgment and Shop Safety documentation, 
have been completed and signed. Students are responsible for wearing the required Personal 
Protective Equipment (PPE) designated for their program area. Students who are not wearing the 
required PPE will not be permitted to participate in laboratory or shop activities. 

Food Allergies 
Students and parents/guardians are responsible for notifying the CPI Para Health Professional 
and appropriate school personnel of any life-threatening food allergies or other serious medical 
conditions before the start of the school year or immediately following a diagnosis. Food 
allergies and other medical conditions should also be documented on the student's emergency 
information and health forms to ensure appropriate care during a medical emergency. Students 
with life-threatening allergies who require emergency medication, such as an epinephrine 
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auto-injector (EpiPen), should follow the procedures outlined in the Medication Policy. Students 
are encouraged to notify their instructors of any allergy-related concerns that may affect 
classroom, laboratory, or school-sponsored activities. 

Medications 
CPI will support the health and safety of students while ensuring medications are administered 
safely and in accordance with Pennsylvania law and school policy. Students are not permitted to 
possess prescription or over-the-counter medications during the school day unless authorized by 
both the student's sending school and the CPI Para Health Professional. Students who require 
medication during the school day must make arrangements with the CPI Para Health 
Professional before any medication is brought to school. 
 
Parents/guardians are responsible for delivering all prescription and over-the-counter 
medications to the CPI Para Health Professional and completing all required authorization forms 
before medication may be administered at school. Medications should never be sent to school 
with a student unless the student has been approved to self-carry in accordance with 
Pennsylvania law and school policy. Pennsylvania law permits eligible students to possess and 
self-administer certain emergency medications and medical supplies, including asthma inhalers, 
epinephrine auto-injectors (EpiPens), and diabetic medications and supplies, when all legal and 
school requirements have been met. 
 
To be approved for self-carry and self-administration, the following documentation is required: 

●​ A written order from a licensed healthcare provider specifying the medication, 
instructions for use, and authorization for the student to self-carry and self-administer the 
medication. 

●​ Written permission from the student's parent/guardian authorizing the student to possess 
and self-administer the medication and acknowledging the responsibilities associated 
with self-carry. 

●​ Verification by the CPI Para Health Professional that the student demonstrates the 
knowledge and ability to safely and responsibly self-administer the medication. 

 
Students who misuse medication, share medication with others, or fail to comply with this policy 
may lose self-carry privileges and be subject to disciplinary action consistent with this handbook. 
Medication documentation will be maintained as part of the student's confidential health record. 
Questions regarding medication procedures should be directed to the CPI Para Health 
Professional. 
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PROFESSIONALISM & STUDENT EXPECTATIONS 

Student Code of Conduct 
CPI mirrors the expectations of today's workforce. Students are expected to demonstrate 
professionalism, responsibility, integrity, respect, and safe work habits while participating in all 
school activities. These expectations apply in the classroom, laboratory, clinical settings, school 
transportation, school-sponsored activities, and whenever students represent CPI. 
 
The purpose of the Student Code of Conduct is to promote a safe, respectful, and productive 
learning environment where all students have the opportunity to develop the academic, technical, 
and employability skills necessary for future success. Students are expected to comply with the 
policies and procedures outlined in this handbook and to accept responsibility for their actions. 
CPI recognizes that positive relationships, clear expectations, and timely intervention are 
essential to student success. When inappropriate behavior occurs, school personnel will work 
with students and families to address concerns, teach appropriate behaviors, and provide 
opportunities for improvement whenever appropriate. Repeated misconduct, serious safety 
violations, or behavior that substantially disrupts the educational environment may result in 
disciplinary action, removal from a program, or removal from CPI, depending on the nature and 
severity of the violation. 
 
CPI works collaboratively with each student's sending school when disciplinary issues arise. 
Because students remain enrolled in their sending school, disciplinary consequences may involve 
both CPI and the sending school in accordance with each school's policies and applicable law. 

Levels of Student Misconduct 
Student misconduct is categorized into four levels based on the nature, severity, frequency, and 
impact of the behavior. The examples provided in the Behavior Chart are intended as guidelines 
and are not all-inclusive. CPI administration reserves the right to determine the appropriate level 
of a violation and assign disciplinary consequences based on the individual circumstances of 
each incident. 

Level I – Minor Infractions 
Level I violations involve minor misconduct that is typically addressed through classroom 
interventions, corrective action, restorative practices, or administrative support. Repeated Level I 
violations may result in more significant disciplinary action or be elevated to a higher level. 
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Level II – Repeated or Moderate Infractions 
Level II violations involve repeated Level I behaviors or misconduct that requires administrative 
intervention. These behaviors may interfere with the learning environment, school operations, or 
the safety and well-being of others. 

Level III – Serious Infractions 
Level III violations involve serious misconduct that may significantly disrupt the educational 
environment or threaten the safety of students, staff, or school operations. These violations may 
result in suspension, removal from a program, referral to law enforcement when appropriate, or 
other disciplinary action consistent with this handbook. 

Level IV – Severe Infractions 
Level IV violations involve conduct that poses a serious threat to the health, safety, or welfare of 
students, staff, or the school community. These violations may include violent acts, possession or 
use of prohibited substances or weapons, significant criminal behavior, or repeated disregard for 
school rules. Consequences may include removal from CPI, suspension, expulsion by the 
sending school when applicable, referral to law enforcement, and any other action authorized by 
school policy or law.  

Disciplinary Consequences 
CPI is committed to maintaining a safe, respectful, and productive learning environment. When a 
student violates school rules or expectations, disciplinary consequences may be assigned based 
on the nature, severity, frequency, and circumstances of the behavior. When appropriate, CPI 
administration will review the incident with the student, determine appropriate disciplinary 
action, notify the parent/guardian, and communicate with the student's sending school regarding 
the disciplinary outcome. Because students remain enrolled in their sending school district, 
certain disciplinary consequences assigned by CPI, including In-School Suspension (ISS), are 
typically served at the sending school in accordance with established procedures and in 
collaboration with the sending school administration. 
  
Students are expected to comply with all disciplinary consequences assigned by CPI or their 
sending school. Failure to do so may result in additional disciplinary action. For additional 
information regarding student behavior expectations and disciplinary procedures, please refer to 
the Student Code of Conduct section of this handbook. Student behavior is expected to reflect the 
professional standards of the workplace. Disciplinary consequences are intended to promote 
accountability, responsibility, and positive decision-making while maintaining a safe learning 
environment. 
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In-School Suspension (ISS) 
In-School Suspension (ISS) is a disciplinary consequence intended to provide students with an 
opportunity to reflect on their behavior, remain engaged in their education, and develop 
strategies for making positive choices. Students typically serve an assigned In-School 
Suspension at their sending school. Students enrolled in CPI's Cyber Program will typically 
serve their In-School Suspension at CPI unless otherwise determined by administration. 
  
While serving ISS, students may be offered the opportunity to participate in an Accountability 
Project. The Accountability Project is a student-choice activity that allows students to select from 
a variety of reflective assignments designed to promote personal growth and accountability. 
Projects encourage students to consider how their behavior affects themselves, others, the 
learning environment, future employment, and career success while strengthening skills such as 
responsibility, professionalism, communication, decision-making, and conflict resolution. 
Successful completion of an Accountability Project may reduce the amount of time a student is 
required to serve in ISS, as determined by administration. 
  
Students serving ISS are expected to complete assigned academic work and comply with all 
school expectations. Failure to meet ISS expectations may result in additional disciplinary action. 
The administration reserves the right to determine the appropriate disciplinary consequence, a 
student's eligibility to participate in an Accountability Project, and whether successful 
completion of the project warrants a reduction in the assigned ISS time based on the 
circumstances of each incident. 

Out-of-School Suspension (OSS) 
An Out-of-School Suspension (OSS) assigned by CPI will be communicated to the student's 
sending school. The sending school will determine any additional disciplinary action in 
accordance with its own policies and procedures. During the period of suspension from CPI, 
students may not be present on CPI property or participate in CPI-sponsored activities without 
prior authorization from school administration. Students are also expected to comply with any 
restrictions or disciplinary consequences established by their sending school, including 
participation in extracurricular activities, athletics, or other school-sponsored events. 
Students serving an Out-of-School Suspension are responsible for completing assigned 
coursework in accordance with the Make-Up Work Guidelines and any expectations established 
by their instructors or sending school. 
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Removal From a Program and/or CPI 
CPI provides students with unique opportunities to develop the technical knowledge, 
employability skills, and professional behaviors necessary for career success. Continued 
enrollment in a CPI program is contingent upon meeting the academic, attendance, safety, 
behavioral, and program expectations established by CPI and the student's sending school. 
Students who demonstrate a continued pattern of defiance, poor attendance, failure to participate 
in learning activities, unsafe behavior, or failure to meet program expectations may be 
considered for removal from a program and/or CPI. While a single serious incident may warrant 
immediate administrative action, repeated behaviors that interfere with student learning or the 
safe and orderly operation of the school may also result in removal. 
 
When appropriate, the following intervention process will be used: 

1.​ Classroom concerns, disciplinary incidents, attendance concerns, or lack of academic or 
technical progress will be documented. The student's disciplinary and academic records 
will be reviewed, and the parent/guardian may be contacted by the instructor or 
administration. 

2.​ A conference involving the student, parent/guardian, instructor, and administration may 
be held to discuss concerns and develop an improvement plan with clearly defined 
expectations and timelines. 

3.​ Student progress will be monitored. If the student fails to demonstrate satisfactory 
improvement or continues to violate school or program expectations, CPI administration 
may determine that removal from the program and/or CPI is appropriate. 

 
Students whose behavior presents a serious safety risk, creates an imminent danger to themselves 
or others, or involves a significant violation of school policy may be removed from the program 
or CPI immediately pending administrative review and any additional action deemed 
appropriate. 
 
For students with an Individualized Education Program (IEP) or other protected educational 
plan, CPI will follow all applicable federal and state laws, including required team meetings and 
procedural safeguards, before making decisions regarding a change in educational placement. 
Students who are removed from CPI by their sending school because of academic performance, 
attendance, disciplinary concerns, or other reasons, or who are absent from CPI for an extended 
period without an approved excuse, may be subject to review for continued enrollment. CPI 
administration will work collaboratively with the sending school to determine whether continued 
enrollment is appropriate based on the individual circumstances. 
 
Students who are removed from CPI and are not subsequently re-enrolled may become ineligible 
to participate in the CPI Certificate and Awards Night Ceremony, end-of-year activities, and 
other program recognitions, as determined by CPI administration. 
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Dress Code & Uniform Policy 
CPI prepares students for careers where professionalism, safety, and personal responsibility are 
essential. Each career and technical program has a required uniform and dress code based on 
industry standards and safety requirements. Students are expected to wear the required program 
uniform and present themselves in a clean, neat, and professional manner during the school day, 
field trips, cooperative education experiences, competitions, conferences, and other 
school-sponsored activities unless otherwise directed by school personnel. 
  
Students are responsible for purchasing and maintaining their required program uniform. 
Financial assistance may be available for families demonstrating financial need. Students and 
their parent/guardian must sign the Uniform Policy Agreement acknowledging their 
understanding of the program's uniform requirements. 

General Expectations 
Students are expected to: 

●​ Wear the required program uniform and appropriate footwear. 
●​ Keep uniforms clean, in good condition, and free from unauthorized alterations or 

decorations. 
●​ Ensure clothing provides appropriate coverage. Clothing that exposes the midriff, reveals 

undergarments, or contains profanity, discriminatory language, sexually explicit content, 
or references to alcohol, tobacco, vaping products, illegal drugs, weapons, or violence is 
prohibited. 

●​ Remove hats, hoods, or other head coverings while indoors unless approved for religious, 
medical, or school-authorized purposes. 

Safety Requirements 
Student safety is the highest priority. Clothing, jewelry, body piercings, accessories, or other 
personal items that create a safety hazard, including loose clothing, hanging straps, chains, 
spiked accessories, or any item that could interfere with equipment or machinery, may be 
prohibited. Program instructors and administration will determine whether an item presents a 
safety concern. 
  
Students who fail to meet dress code or uniform expectations will be given an opportunity to 
correct the concern before participating in laboratory or shop activities. If the concern cannot be 
corrected, the student may be assigned an alternative educational setting or other disciplinary 
consequence until the issue is resolved. Repeated violations may result in disciplinary action or a 
review of the student's continued enrollment at CPI. The administration reserves the right to 
make the final determination regarding compliance with the CPI Dress Code and Uniform 
Policy. 
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Food & Drink 
To maintain a safe, clean, and professional learning environment, food and beverages are 
permitted only in areas approved by school personnel. Students are not permitted to enter the 
post-secondary lounge or use the vending machines unless authorized by administration. 
  
Individual instructors will determine whether food and beverages are permitted in their program 
areas based on safety requirements, equipment, instructional activities, and sanitation 
considerations. Food and beverages are prohibited in any laboratory, shop, clinical, or 
instructional area where they present a safety, health, or contamination hazard. Students are 
expected to properly dispose of trash, clean their work areas, and help maintain a safe and 
orderly learning environment. 

Personal Belongings 
Students are responsible for the security and care of their personal belongings while at CPI or 
participating in school-sponsored activities. Students are encouraged to bring only those personal 
items necessary for the school day and to avoid bringing valuables whenever possible. CPI is not 
responsible for personal property that is lost, stolen, or damaged, including but not limited to 
clothing, jewelry, money, electronic devices, books, equipment, vehicles, or other personal items. 
  
Students are expected to properly secure their personal belongings and lockers. Personal items 
that create a disruption to the educational environment or present a safety concern may be 
confiscated by school personnel. Confiscated items will be returned in accordance with school 
procedures and may result in disciplinary action consistent with this handbook. 

Personal Protective Equipment (PPE) 
Safety is a shared responsibility at CPI. Students are expected to wear and properly use all 
required Personal Protective Equipment (PPE) while participating in laboratory, shop, classroom, 
clinical, or other instructional activities where safety equipment is required. PPE requirements 
are based on industry standards, safety regulations, and the specific hazards associated with each 
career and technical program. 
 
Required PPE may include, but is not limited to: 

●​ Safety glasses or goggles 
●​ Face shields 
●​ Hearing protection 
●​ Protective gloves 
●​ Respirators or face coverings, when required 
●​ Welding helmets and protective clothing 
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●​ Steel-toed or other approved safety footwear 
●​ Protective aprons, lab coats, or other specialized safety equipment 
●​ Any additional PPE required by the instructor or specific program 

  
CPI will provide required PPE as determined by each program. Students are responsible for 
maintaining school-issued PPE, bringing required PPE to class each day, and replacing personal 
PPE or school-issued PPE when required due to loss, damage, or misuse. 
  
Students who report to class without the required PPE may be provided with a temporary 
replacement, if available. Students who repeatedly fail to bring required PPE or repeatedly lose 
or damage school-issued PPE may be required to purchase replacement equipment. 
Students who fail to wear or properly use the required PPE will not be permitted to participate in 
laboratory, shop, clinical, or other instructional activities until the appropriate safety equipment 
is worn. Failure to comply with PPE requirements may also result in disciplinary action 
consistent with this handbook. 
  
Students are expected to immediately report damaged, defective, or improperly fitting PPE to 
their instructor. PPE should never be modified, shared when prohibited, or used in a manner 
inconsistent with manufacturer recommendations or instructor directions. 

Professional Communication 
Students are expected to communicate in a respectful, courteous, and professional manner at all 
times. The use of profanity, vulgar, abusive, obscene, or discriminatory language, inappropriate 
gestures, or other offensive communication directed toward students, staff, visitors, or members 
of the public is prohibited. Inappropriate language or gestures that disrupt the educational 
environment, intimidate others, threaten safety, or interfere with the rights of others will not be 
tolerated. This expectation applies to verbal, written, electronic, and nonverbal communication. 
Students who engage in inappropriate language or conduct may be subject to disciplinary action 
consistent with this handbook. Serious incidents, including threats, harassment, or conduct that 
violates the law, may also be referred to law enforcement when appropriate. 
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STUDENT MISCONDUCT 

Damage, Destruction, or Theft of School Property 
Students are expected to respect and properly care for all school property, including equipment, 
tools, technology, instructional materials, facilities, vehicles, and other school-owned resources. 
Students and their parents/guardians may be held financially responsible for damage to or 
destruction of school property resulting from negligence, misuse, horseplay, unsafe behavior, 
vandalism, or intentional acts. The cost of repair or replacement may be assessed as appropriate. 
  
Students are expected to report damaged or malfunctioning equipment to their instructor 
immediately. Deliberate damage to, destruction of, theft of, attempted theft of, possession of 
stolen property, or unauthorized removal of school property constitutes a serious violation of 
school rules. Students found responsible for these actions may be subject to disciplinary action, 
restitution, referral to law enforcement, and other consequences consistent with this handbook 
and applicable law. 

Discrimination, Harassment, Bullying, Retaliation, and Sexual 
Harassment 
CPI strives to provide a safe, respectful, and inclusive learning environment where all students 
have the opportunity to learn and succeed. Discrimination, harassment, bullying, retaliation, and 
sexual harassment interfere with the educational process and will not be tolerated. 
  
Students are expected to treat others with dignity, respect, and professionalism at all times. 
Conduct that threatens, intimidates, humiliates, discriminates against, or causes physical or 
emotional harm to another individual is prohibited. 
  
Prohibited conduct includes, but is not limited to: 

●​ Discrimination based on race, color, religion, ancestry, national origin, sex, disability, 
age, or any other protected characteristic as provided by applicable federal and 
Pennsylvania law. 

●​ Harassment that creates an intimidating, hostile, or offensive educational environment. 
●​ Bullying, including verbal, physical, social, relational, or electronic behavior intended to 

intimidate, harm, isolate, or repeatedly target another individual. 
●​ Cyberbullying through text messages, email, social media, websites, gaming platforms, 

artificial intelligence, or other digital technologies. 
●​ Hazing, intimidation, threats, coercion, or conduct intended to embarrass, humiliate, or 

degrade another individual. 
●​ Sexual harassment, including unwelcome conduct of a sexual nature that is sufficiently 
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severe, pervasive, and objectively offensive that it effectively denies a person equal 
access to CPI's educational programs or activities. 

●​ Retaliation against any individual who reports or participates in the investigation of 
discrimination, harassment, bullying, or sexual harassment. 

●​ Knowingly making a false report of discrimination, harassment, bullying, or sexual 
harassment. 

  
Students, parents/guardians, employees, and community members are encouraged to report 
incidents as soon as possible. Reports may be made to any teacher, school counselor, 
administrator, or the Title IX Coordinator. All reports will be taken seriously and reviewed 
promptly in accordance with applicable laws and school policies. Supportive measures may be 
provided, when appropriate, to help ensure continued access to educational programs and 
activities while concerns are being reviewed. 
  
Verified violations may result in disciplinary action, referral to law enforcement when 
appropriate, or other corrective measures consistent with this handbook and applicable law. 
Incidents that indicate a potential threat to the safety of students, staff, school property, or the 
community may also be referred to CPI's Threat Assessment Team for evaluation and 
appropriate action. 
  
Questions or reports regarding discrimination, harassment, bullying, retaliation, or sexual 
harassment should be directed to the Title IX Coordinator. Contact information is provided in the 
Equal Opportunity and Nondiscrimination Statement included in this handbook.  

Disorderly Conduct 
CPI fosters a safe, orderly, and respectful learning environment. Students are expected to conduct 
themselves in a manner that supports learning, promotes safety, and demonstrates 
professionalism. Behavior that disrupts the educational environment or interferes with the rights 
of others will not be tolerated. 
  
Examples of disorderly conduct include, but are not limited to: 

●​ Using profanity, obscene language, or inappropriate gestures. 
●​ Engaging in disruptive or disrespectful behavior toward students, staff, or visitors. 
●​ Instigating or participating in a physical altercation. 
●​ Assaulting or attempting to assault another person. 
●​ Making verbal, written, or electronic threats. 
●​ Repeatedly disrupting classroom instruction or other school activities. 
●​ Engaging in behavior that creates an unsafe or disorderly school environment. 

 
Students who engage in disorderly conduct may be subject to disciplinary action consistent with 
this handbook. Serious incidents may also be referred to law enforcement when appropriate. 
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Drug, Alcohol, Tobacco, Vaping, & Controlled Substances 
CPI promotes a safe, healthy, and drug-free learning environment. Because many career and 
technical programs prepare students for employment in safety-sensitive industries, students are 
expected to demonstrate sound judgment and comply with all laws and school policies regarding 
the possession and use of alcohol, tobacco, nicotine products, vaping devices, controlled 
substances, medications, and other unauthorized substances. 
  
Students are prohibited from using, possessing, distributing, selling, purchasing, being under the 
influence of, or attempting to distribute any of the following while on school property, in a 
school vehicle, on buses, in personal vehicles parked on school property, while traveling to and 
from school, during school hours, while participating or attending any school-sponsored 
activities, or while representing CPI: 

●​ Alcoholic beverages. 
●​ Controlled substances or illegal drugs. 
●​ Cannabis or marijuana products, including THC products. 
●​ Tobacco products, including cigarettes, cigars, cigarillos, pipes, chewing tobacco, and 

snuff. 
●​ Nicotine products, including electronic cigarettes, vaping devices, vape cartridges, 

nicotine pouches, or other electronic nicotine delivery systems. 
●​ Unauthorized prescription medications. 
●​ Unauthorized over-the-counter medications. 
●​ Drug or tobacco–related paraphernalia. 
●​ Inhalants, volatile solvents, or substances intended to produce a drug-like effect. 
●​ Look-alike or counterfeit controlled substances. 
●​ Any other substance prohibited by law or school policy. 

  
Possession includes prohibited substances or paraphernalia found on a student's person, in 
personal belongings, lockers, vehicles, or any other area under the student's control. 
Students may possess and use prescription or over-the-counter medications only in accordance 
with the Medication Policy and with appropriate authorization from the school. 
  
Violations of this policy are considered serious offenses and may result in disciplinary action, 
confiscation of prohibited items, referral to law enforcement when appropriate, notification of 
the student's parent/guardian and sending school, restitution when applicable, educational 
interventions or counseling, and other consequences consistent with this handbook and 
applicable law. Searches related to suspected violations will be conducted in accordance with the 
Search and Seizure section of this handbook. 

Fighting / Physical Confrontation 
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Fighting, physical aggression, and other violent behavior are strictly prohibited. Physical 
confrontation includes, but is not limited to, punching, hitting, slapping, kicking, pushing, biting, 
choking, or any other intentional physical act directed toward another person. Students who are 
involved in or witness a physical confrontation should immediately move to a safe location, if 
possible, and report the incident to a teacher, administrator, or other school employee.  
  
When a physical confrontation occurs: 

●​ Appropriate disciplinary action will be taken by CPI. 
●​ Parents/guardians and the student's sending school will be notified. 
●​ The incident may be referred to law enforcement when appropriate. 
●​ CPI administration will review the circumstances of the incident in collaboration with the 

student's sending school to determine appropriate disciplinary consequences and whether 
continued enrollment at CPI is appropriate. 

  
Students who engage in fighting or physical aggression may be subject to disciplinary action, 
removal from extracurricular or school-sponsored activities, restitution when applicable, referral 
to law enforcement, or other consequences consistent with this handbook and applicable law. 
Physical confrontations that involve threats, harassment, bullying, discrimination, or property 
damage may also be addressed under other applicable sections of this handbook. 

Forgery 
Honesty and integrity are expected of all students at CPI. Forgery, falsification, or alteration of 
school documents, records, signatures, or electronic communications is strictly prohibited. 
  
Forgery includes, but is not limited to: 

●​ Signing or attempting to sign the name or initials of a parent/guardian, student, teacher, 
administrator, or other individual without authorization. 

●​ Altering or falsifying school records, forms, passes, attendance notes, tardy slips, early 
dismissal requests, or other school documents. 

●​ Creating, using, or distributing fraudulent or altered electronic communications or digital 
documents. 

  
Students who engage in forgery or falsification may be subject to disciplinary action consistent 
with this handbook. Consequences may include detention, suspension, loss of privileges, 
parent/guardian notification, restitution when appropriate, referral to law enforcement when 
warranted, or other disciplinary action based on the nature and severity of the violation. 
Students who submit forged absence excuses, tardy notes, or early dismissal requests may also 
be required to provide parent/guardian verification for future attendance-related documentation. 
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Theft 
Students are expected to respect the property of others and may not take, possess, use, conceal, 
or attempt to take the property of another person without permission. This includes the property 
of students, staff, visitors, CPI, and any other individual or organization. 
  
Students are responsible for securing their personal belongings. While CPI encourages students 
to safeguard their property, theft of personal or school property is a serious violation of school 
rules and will not be tolerated. Students found responsible for stealing, attempting to steal, 
possessing stolen property, or assisting others in the theft of property may be subject to 
disciplinary action, restitution, loss of privileges, referral to law enforcement, and other 
consequences consistent with this handbook and applicable law. 
  
When appropriate, parents/guardians and the student's sending school will be notified of the 
incident and the resulting disciplinary action. Theft of school property is addressed in the 
"Damage, Destruction, or Theft of School Property" section of this handbook. 

 

39 



 

SAFETY, SECURITY, & SUPPORT RESOURCES 
CPI strives to provide a safe, supportive, and caring learning environment. Students and families 
are encouraged to seek assistance whenever they have concerns about their own safety or 
well-being or the safety and well-being of others. The following resources are available to 
provide support and assistance. 
 
Students who need assistance are encouraged to speak with a trusted adult. Support is available 
through CPI administrators, the School Counselor, the Para Health Professional, instructors, the 
School Resource Officer, and the student's sending school. When appropriate, students may also 
be referred to the Student Assistance Program (SAP), the Threat Assessment Team, or other 
community resources to help address academic, behavioral, social, emotional, or safety concerns. 
Knowingly making a false report through any school safety reporting system is prohibited and 
may result in disciplinary action and other consequences as permitted by law. 

Confidential Communications 
CPI respects the privacy of students and recognizes the importance of maintaining confidential 
communications with appropriate school personnel. Information shared by a student will be 
handled in accordance with applicable federal and Pennsylvania laws and school policies. 

Although school personnel make every effort to protect student privacy, confidentiality cannot be 
guaranteed in all situations. Information may be shared with parents/guardians, school 
administrators, law enforcement, child protective services, or other appropriate authorities when 
necessary to protect the health, safety, or welfare of the student or others, to comply with legal 
requirements, or as otherwise permitted or required by law. 

Students are encouraged to speak with a trusted teacher, school counselor, administrator, or other 
school employee if they have concerns about their own safety or the safety and well-being of 
another person. Students should understand that school employees cannot promise to keep 
information confidential if there is concern that a student or another person may be in danger. 

Threat Assessment Team 
CPI utilizes a multidisciplinary Threat Assessment Team (TAT) to identify, assess, and respond 
to behaviors or situations that may pose a potential threat to the safety and well-being of 
students, staff, visitors, or the school community. The purpose of the Threat Assessment Team is 
to proactively identify concerns, evaluate potential risks, implement appropriate interventions, 
and help prevent acts of violence or other behaviors that may jeopardize school safety. The 
Threat Assessment Team focuses on prevention, early intervention, and connecting students with 
appropriate supports whenever possible. 
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Students, parents/guardians, staff members, and community members are encouraged to 
immediately report any behavior, statements, writings, social media posts, or other actions that 
may indicate a threat to the safety of an individual or the school community. Reports should be 
made to a teacher, administrator, the School Resource Officer, school counselor, or another 
trusted school employee. 
  
The Threat Assessment Team may review concerns involving, but not limited to: 

●​ Threats or acts of violence. 
●​ Possession or suspected possession of weapons. 
●​ Terroristic threats or bomb threats. 
●​ Harassment, intimidation, or bullying involving safety concerns. 
●​ Suicidal or homicidal statements or behaviors. 
●​ Significant behavioral changes or concerning communications. 
●​ Other behaviors that may indicate a potential risk to the safety of the school community. 

  
When a concern is reported, CPI will promptly evaluate the information and determine the 
appropriate response. Depending on the circumstances, the Threat Assessment Team may 
recommend interventions, develop safety plans, involve parents/guardians, coordinate with the 
student's sending school, refer the student to appropriate support services, or notify law 
enforcement or other agencies when required or appropriate. Threat assessments are conducted 
in accordance with applicable federal and Pennsylvania law while respecting student privacy and 
due process rights. Participation in a threat assessment does not automatically result in 
disciplinary action. However, disciplinary consequences may be imposed when a student violates 
school policy or the law. 
 
Students are encouraged to report safety concerns in good faith. Reports made with the intent to 
protect the safety of others are an important part of maintaining a safe school environment. 
Knowingly making false reports or intentionally providing false information may result in 
disciplinary action. 

Safe2Say Something 
CPI participates in Pennsylvania's Safe2Say Something program, a statewide school safety 
reporting system that allows students, parents/guardians, school staff, and community members 
to confidentially report concerns about school safety or the well-being of a student. Report safety 
concerns 24 hours a day, 7 days a week via the website, www.safe2saypa.org, or mobile app.  
  
Examples of concerns include, but are not limited to: 

●​ Threats of violence or school attacks 
●​ Weapons or suspected weapons 
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●​ Bullying, harassment, or intimidation 
●​ Self-harm or suicidal concerns 
●​ Substance abuse 
●​ Suspicious or concerning behavior 
●​ Any situation that may threaten the safety of a student, staff member, or the school 

community 
  
Students are encouraged to report concerns to a trusted adult, teacher, school counselor, 
administrator, School Resource Officer, or through the Safe2Say Something program. If there is 
an immediate emergency or an imminent threat to life or safety, call 911 immediately or notify 
a school employee. 

ChildLine 
ChildLine is Pennsylvania's 24-hour hotline for reporting suspected child abuse or neglect. 
Anyone who is concerned about the safety or welfare of a child is encouraged to make a report 
by calling 1-800-932-0313. 

988 Suicide & Crisis Lifeline 
Students or family members experiencing a mental health crisis, emotional distress, thoughts of 
suicide, or concerns about someone else should seek help immediately. The 988 Suicide & 
Crisis Lifeline is available 24 hours a day, 7 days a week by calling or texting 988 to connect 
with a trained crisis counselor. Students who prefer to communicate by text message can contact 
the Crisis Text Line for free, confidential support from a trained crisis counselor. Text HOME 
to 741741 to connect with a Crisis Counselor anytime, 24 hours a day, 7 days a week. 

Emergency Response Procedures 
Throughout the school year, students and staff participate in emergency preparedness drills and 
training in accordance with Pennsylvania law and school safety requirements. These drills help 
prepare students and staff to respond appropriately during emergencies. 

When an emergency occurs, students are expected to remain calm, immediately follow the 
directions of school personnel, and comply with all emergency procedures. Students should 
never share emergency procedures on social media during or immediately following an 
emergency unless authorized by school officials. Depending on the nature of the emergency, 
students may be directed to evacuate, shelter in place, secure in a classroom, or follow other 
protective actions as instructed by school personnel or emergency responders. 

If a student is not in their assigned program area when an emergency is initiated, they should 
immediately report to the nearest safe location as directed by school personnel and remain there 
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until further instructions are provided. Students should never leave the building, enter restricted 
areas, or attempt to return to their program area unless directed to do so by school personnel or 
emergency responders. 

CPI utilizes age-appropriate emergency response training, including the ALICE (Alert, 
Lockdown, Inform, Counter, Evacuate) program, to help prepare students and staff to respond to 
human-caused emergencies. Emergency response procedures are practiced throughout the school 
year to promote preparedness and ensure a coordinated response during an actual emergency. 

Students are expected to participate appropriately in all emergency drills. Failure to follow 
emergency procedures, interfering with a drill or emergency response, or making false reports of 
an emergency may result in disciplinary action and, when appropriate, referral to law 
enforcement. 

Active Intruder, Lockdown, Severe Weather, & Evacuation 
Drills 
In accordance with Pennsylvania law and school safety requirements, CPI conducts Active 
Intruder, Lockdown, Severe Weather, and Evacuation Drills to prepare students and staff to 
respond appropriately during a potential emergency. 
  
Students are expected to: 

●​ Follow all directions provided by school staff, administrators, and law enforcement 
personnel. 

●​ Remain calm, quiet, and attentive throughout the drill. 
●​ Take all drills seriously and participate in a safe and orderly manner. 
●​ Refrain from using cell phones or other electronic devices during a drill unless 

specifically directed by school personnel. 
●​ Avoid actions that disrupt the drill or create confusion. 

  
Any student who intentionally disrupts a drill, refuses to follow directions, or engages in 
behavior that compromises the safety of others may be subject to disciplinary action. The 
specific procedures used during these drills are part of CPI's Emergency Response Plan and are 
not published for security purposes. 

Fire Drills 
Fire drills are conducted regularly to prepare students and staff to respond safely in the event of a 
fire or other emergency requiring evacuation. When the fire alarm sounds, students are expected 
to remain calm and immediately follow the evacuation route posted in their program area or the 
directions provided by school personnel. Students should leave the building quickly, quietly, and 
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in an orderly manner without delaying or stopping to gather personal belongings. 

Once outside the building, students must report to their program's designated assembly area and 
remain with their instructor until further instructions are provided. Students should not stand in 
driveways, parking lots, or other areas that could interfere with emergency personnel or vehicles. 

Students who are not in their assigned program area when the alarm sounds should exit the 
building through the nearest safe exit. Once outside, they must immediately report their name 
and program area to the nearest CPI staff member or instructor. Students should never re-enter 
the building or attempt to return to their program area until the building has been declared safe 
and school personnel have authorized re-entry. Every fire alarm must be treated as a real 
emergency. Students are expected to follow all directions from school personnel and emergency 
responders throughout the evacuation. 

Search & Seizure 
To protect the health, safety, and welfare of students, staff, and visitors, school officials may 
conduct searches and seize prohibited, unauthorized, or illegal items in accordance with 
applicable federal and Pennsylvania law and school policy. 

Student Searches 
School officials may search a student or a student's personal belongings when there is 
reasonable suspicion that the search will produce evidence of a violation of school policy or the 
law. Reasonable suspicion is based on specific facts and circumstances that would lead a school 
official to reasonably believe that prohibited, unauthorized, or illegal items are present. 
  
Personal belongings subject to search may include, but are not limited to, backpacks, book bags, 
purses, gym bags, tool bags, lunch boxes, coats, electronic devices, containers, and other 
personal property brought onto school grounds. Searches will be conducted in a manner that is 
reasonable in scope and, whenever practical, in the presence of another school employee. 
Students may be asked to open backpacks, bags, or other personal belongings and to empty their 
pockets as part of a lawful search. Refusal to cooperate with a lawful search may result in 
disciplinary action and, when appropriate, referral to law enforcement. Searches will be 
conducted in a manner that respects the student's dignity while maintaining school safety. 

Vehicle Searches 
Student vehicles parked on school property may be searched when school officials have 
reasonable suspicion that the vehicle contains evidence of a violation of school policy or the law. 
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Seizure of Prohibited Items 
Any prohibited, unauthorized, or illegal items discovered during a search may be confiscated 
and, when appropriate, turned over to law enforcement. Students found in possession of 
prohibited or illegal items may be subject to disciplinary action consistent with this handbook 
and applicable law. 

School Safety Inspections 
To help maintain a safe and secure learning environment, CPI may conduct periodic safety 
inspections on school property in accordance with applicable law and school policy. Safety 
measures may include the use of trained detection dogs, handheld metal detectors, and other 
reasonable security measures deemed necessary to protect students, staff, visitors, and school 
property. 
  
Students are expected to cooperate with lawful school safety procedures and security screenings. 
Refusal to comply with a lawful safety inspection or screening may result in disciplinary action 
and, when appropriate, denial of access to school property or school-sponsored activities. 
Students participating in school-sponsored activities, educational trips, competitions, or 
overnight events may also be subject to reasonable searches of personal belongings, luggage, or 
other property when necessary to maintain the safety and security of students, staff, and the 
public. 

Locker Policy 
Student lockers are for the temporary storage of books, clothing, school materials, and other 
personal property needed during the school day. Student lockers remain the property of CPI. 
Students have no expectation of privacy regarding the contents of school lockers. School 
officials may inspect or search lockers at any time, with or without prior notice or individualized 
suspicion, in accordance with applicable law and school policy. 
  
Combination locks are available through the Main Office for a refundable $5.00 deposit. 
Personal locks are not permitted. Students are responsible for securing their assigned locker and 
should keep it closed and locked at all times. Locker combinations should not be shared with 
other students. 
  
CPI is not responsible for the loss, theft, or damage of personal property stored in lockers. 
Students are encouraged to leave valuable items at home whenever possible. 
  
Students are responsible for maintaining their assigned locker in a clean and orderly condition. 
Any damage, vandalism, or malfunction should be reported to an instructor or the Main Office 
immediately. Students may be held financially responsible for damage to their assigned locker 
beyond normal wear and tear. 
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Fireworks, Explosives, & Incendiary Devices 
The possession, use, sale, or distribution of fireworks, firecrackers, smoke bombs, sparklers, 
explosives, incendiary devices, or any other combustible or explosive materials is strictly 
prohibited on school property, in school vehicles, at school-sponsored activities, or while 
representing CPI. Students found in possession of or using these items may be subject to 
disciplinary action, confiscation of the prohibited items, referral to law enforcement, and other 
consequences consistent with this handbook and applicable law. Any item determined by school 
administration to present a fire, explosion, or safety hazard may also be prohibited. 

Terroristic Threats & Acts 
Terroristic threats, threats of violence, acts of violence, or conduct intended to intimidate, 
frighten, disrupt school operations, or place others in fear for their safety will not be tolerated. 
  
This policy applies to student conduct that occurs: 

●​ On school property. 
●​ While traveling to or from school or school-sponsored activities. 
●​ During school-sponsored activities, regardless of location. 
●​ Off school property when the conduct substantially disrupts the educational environment, 

threatens the safety or welfare of students or staff, or otherwise affects the orderly 
operation of the school. 

  
Students who make terroristic threats, engage in threatening behavior, or commit acts of violence 
may be subject to immediate removal from the classroom or program pending administrative 
review. Disciplinary action may include suspension, removal from a program, removal from CPI, 
referral to the student's sending school for additional disciplinary action, referral to law 
enforcement, restitution when appropriate, and any other action authorized by school policy or 
applicable law. 
  
All reported terroristic threats or acts of violence will be promptly investigated. When 
appropriate, incidents will be referred to CPI's Threat Assessment Team to determine the level of 
risk, identify appropriate interventions, and recommend actions necessary to protect the safety of 
students, staff, visitors, and the school community. Knowingly making a false report of a threat, 
bomb threat, or other emergency is also prohibited and may result in disciplinary action, referral 
to law enforcement, and criminal prosecution. 
 
 
 

46 



 

Video Surveillance 
To promote a safe, secure, and orderly learning environment, CPI utilizes video surveillance on 
school property. Surveillance cameras may be located in and around school buildings, hallways, 
laboratories, common areas, entrances, parking lots, and other areas of the campus as determined 
appropriate by the administration. 
  
Video recordings may be used to help protect students, staff, and visitors; safeguard school 
property; investigate accidents, safety concerns, disciplinary incidents, or criminal activity; and 
assist in enforcing school rules and applicable laws. Student behavior captured through video 
surveillance may be used as evidence in disciplinary proceedings and, when appropriate, may be 
shared with law enforcement or other authorized agencies in accordance with applicable law. 
  
The presence or absence of surveillance cameras in a particular location does not guarantee that 
an incident will be recorded. Students should not expect privacy in areas of the school where 
video surveillance is authorized and permitted by law. 

Weapons 
In accordance with Pennsylvania law and school policy, students are prohibited from possessing, 
using, attempting to use, transmitting, selling, or distributing any weapon or dangerous 
instrument on school property, in school vehicles, in personal vehicles parked on school property, 
or while participating in any school-sponsored activity on or off campus. Students who become 
aware of a weapon, suspected weapon, or credible threat of violence are expected to immediately 
report the information to a teacher, administrator, School Resource Officer, or another trusted 
school employee. Reports made in good faith are encouraged and help maintain a safe learning 
environment. Students should never attempt to handle a weapon or intervene in a potentially 
dangerous situation themselves. 
 
For purposes of this policy, a weapon includes, but is not limited to, any firearm (loaded or 
unloaded, operable or inoperable), look-alike firearm, BB gun, pellet gun, paintball gun, knife, 
cutting instrument, razor, metal knuckles, stun gun or conducted electrical weapon, explosive 
device, ammunition, chemical or noxious substance, or any object designed, intended, possessed, 
or used in a manner capable of threatening, intimidating, or causing bodily injury to another 
person. 
 
Students who are suspected of violating this policy may be subject to immediate removal from 
the classroom or program pending an administrative investigation and review. Disciplinary 
action may include suspension, removal from a CPI program, referral to the student's sending 
school for additional disciplinary action, expulsion by the sending school when applicable, 
referral to law enforcement, and any other action authorized by applicable law and school policy. 
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Incidents involving weapons, suspected weapons, or credible threats of violence will be reported 
to the student's parent/guardian, the student's sending school, appropriate law enforcement 
agencies, and the Pennsylvania Department of Education when required by law. Incidents 
involving weapons or threats of violence will also be referred to CPI's Threat Assessment Team 
to evaluate the level of risk, identify appropriate interventions, and recommend actions necessary 
to protect the safety of students, staff, visitors, and the school community. 
 
Students with disabilities will be afforded all procedural safeguards and disciplinary protections 
required by the Individuals with Disabilities Education Act (IDEA), Section 504 of the 
Rehabilitation Act, and other applicable federal and state laws. 
 
When required by law or deemed appropriate by CPI administration, students, parents/guardians, 
staff, and the school community may be notified of safety-related incidents in a manner 
consistent with applicable law, student privacy requirements, and the need to protect the safety 
and security of the school community. 
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TRANSPORTATION & CAMPUS PROCEDURES 
Students are expected to conduct themselves in a safe and respectful manner while traveling to 
and from CPI and while on school property. 

School Bus Transportation 
School bus transportation is provided by each student's sending school. Students are expected to 
follow the transportation rules and expectations established by their sending school. Misconduct 
on a school bus, at a bus stop, or while entering or exiting the bus may result in disciplinary 
action by CPI and/or the sending school. Transportation privileges may be suspended or revoked 
in accordance with the sending school's policies, and parents/guardians may be required to 
arrange alternative transportation. 

Student Driving & Parking 
Driving and parking on CPI campus is a privilege, not a right. Students who wish to drive to CPI 
must register their vehicle with the school, obtain a valid CPI parking permit, and display the 
permit in accordance with school procedures. Parking permits are issued to individual students, 
are non-transferable, and must be returned to CPI at the conclusion of the school year. 
  
Student drivers are expected to: 

●​ Park only in designated student parking areas. 
●​ Obey all posted traffic signs, speed limits, parking regulations, Pennsylvania traffic laws, 

and directions from school personnel. 
●​ Operate vehicles safely and responsibly while on school property. 
●​ Keep vehicles locked and secure while parked on campus. 
●​ Report directly into the building upon arrival and promptly leave school property after 

dismissal unless participating in an approved school activity. 
  
The parking lot is considered part of the school campus. All school rules and expectations apply 
while students are on school property, including parking areas. Students are not permitted to 
loiter in the parking lot before school, during the school day, or after dismissal. CPI is not 
responsible for vehicles or personal property that is lost, stolen, or damaged while parked on 
school property. 
  
Students may not return to their vehicle during the school day unless authorized by the Main 
Office, administration, or an instructor for an approved educational activity. Students are also 
prohibited from transporting or having student passengers in their vehicle during the school day 
unless specifically authorized by administration. 
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Students are responsible for ensuring that no prohibited or illegal items are present in their 
vehicle. Vehicles parked on school property may be searched when school officials have 
reasonable suspicion that the vehicle contains evidence of a violation of school policy or the law, 
as outlined in the Search and Seizure section of this handbook. 
  
Students receiving automotive or other vehicle-related services through a CPI instructional 
program must obtain instructor approval and a temporary parking permit from the Main Office 
before parking the vehicle on campus. 
  
Failure to comply with these expectations may result in disciplinary action, parking citations 
when applicable, suspension or revocation of parking privileges, referral to law enforcement 
when appropriate, or other consequences consistent with this handbook. Students who drive to 
CPI without an approved parking permit assume the risk of receiving a parking citation and may 
lose future parking privileges. CPI does not have the authority to dismiss or appeal parking 
citations issued by law enforcement. 

Obtaining a Parking Permit 
Students requesting permission to drive to CPI must: 

●​ Obtain a parking permit application from the Main Office. 
●​ Complete the application and obtain all required student, parent/guardian, CPI, and 

sending school signatures. 
●​ Return the completed application with the required $5.00 refundable deposit. 
●​  Display the parking permit as directed while the vehicle is parked on school property. 

  
CPI administration reserves the right to approve exceptions to these procedures when warranted 
by documented individual circumstances or other extenuating factors. 
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STUDENT RECORDS & COMMUNICATION 

Student Contact & Emergency Information 
Parents/guardians are responsible for notifying the CPI Attendance Office as soon as possible 
whenever there is a change to a student's contact or emergency information. This includes 
changes to a student's or parent/guardian's: 

●​ Home or mailing address 
●​ Telephone number(s) 
●​ Email address 
●​ Emergency contact information 
●​ Legal name (when applicable) 

  
Updated information may be provided to the Attendance Office by phone at 814-359-2793, ext. 
259, in person, or through other school-approved communication methods. Accurate contact 
information is essential to ensure timely communication regarding attendance, emergencies, 
school notifications, and other important matters. Parents/guardians are also responsible for 
notifying the school of any changes to the student's health information, including medical 
conditions, medications, allergies, or emergency medical contacts. 

School Reach Notification System 
The School Reach Notification System is used to communicate important information to 
students, parents/guardians, and staff. School Reach may be used to send notifications about 
school delays, cancellations, emergencies, safety information, attendance, school events, and 
other important announcements. School Reach may also be used to distribute notifications 
required by law, including safety notifications involving weapon incidents and other 
emergencies. School Reach may deliver notifications through telephone calls, text messages, 
email, or other approved communication methods. 
 
During an emergency, School Reach may also be used to provide updates, emergency 
instructions, and reunification information for students and parents/guardians when appropriate. 
To ensure timely communication, parents/guardians are responsible for notifying CPI of any 
changes to their telephone numbers, email addresses, or other contact information. If you do not 
receive School Reach notifications, please contact the Main Office to verify that your contact 
information is current. 
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Directory Information 
CPI may designate certain student information as directory information, including a student's 
name, address, telephone number, date and place of birth, career and technical program, 
participation in officially recognized activities, dates of attendance, awards and honors received, 
and other information permitted by law. Parents/guardians or eligible students who do not wish 
directory information to be released must notify CPI in writing. 

FERPA 
CPI maintains student education records in accordance with the Family Educational Rights and 
Privacy Act (FERPA), applicable Pennsylvania law, and school policy. FERPA protects the 
privacy of student education records and provides parents/guardians and eligible students with 
specific rights regarding those records. 
  
Under FERPA, parents/guardians and eligible students have the right to: 

●​ Inspect and review the student's education records within 45 days of CPI receiving a 
written request. 

●​ Request the amendment of education records they believe are inaccurate, misleading, or 
otherwise in violation of the student's privacy rights. 

●​ Provide written consent before personally identifiable information is disclosed, except 
when FERPA authorizes disclosure without consent. 

●​ File a complaint with the U.S. Department of Education concerning an alleged failure 
by CPI to comply with FERPA requirements. 

FERPA rights transfer from the parent/guardian to the student when the student becomes an 
eligible student, as defined by FERPA. 

Military Recruiter Access 
Federal and state law require school districts to provide the names, addresses, and telephone 
numbers of junior and senior students to military recruiters upon request unless the 
parent/guardian or eligible student has submitted a written request to withhold this information. 
Parents/guardians or eligible students who wish to opt out of military recruiter disclosures must 
notify CPI in writing. 
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Transcripts & Student Records 
Official high school transcripts are maintained by each student's sending school. Requests for 
official transcripts should be directed to the student's sending school. CPI maintains records 
related to a student's career and technical education, including competency completion, technical 
assessments, industry certifications, credentials, and other program-related records. Requests for 
CPI educational records should be directed to the CPI Main Office and will be processed in 
accordance with FERPA, applicable law, and school procedures. 

Student & Parent Concerns 
CPI encourages students and parents/guardians to communicate concerns promptly so they can 
be addressed in a timely, respectful, and constructive manner. Every effort should be made to 
resolve concerns at the lowest appropriate level. 
  
Concerns involving grades, disciplinary actions, school procedures, teacher actions, or 
educational programs should first be discussed with the appropriate teacher. If the concern is not 
resolved, students and parents/guardians should continue through the following chain of 
communication: 
​ Level​ ​ ​ Contact 
​ First Level​ ​ Teacher 
​ Second Level​ ​ Vice President of Secondary Education 
​ Third Level​ ​ President 
​ Fourth Level​ ​ Superintendent of Record 
 
CPI encourages open communication and collaborative problem-solving. Every effort will be 
made to review concerns fairly, consistently, and in accordance with applicable school policies 
and procedures. 
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FINANCIAL RESPONSIBILITIES 

Cost of School Work 
Students may complete projects or services as part of their instructional program. Projects 
intended for personal use or that become the personal property of the student or parent/guardian 
are subject to the cost of materials and supplies used in their construction or repair. The cost of a 
project is based on the actual cost of materials, components, consumable supplies, finishing 
products, and reasonable waste associated with the project. Students and parents/guardians are 
responsible for all approved project costs. 
  
For programs involving vehicle or equipment repairs, payment for all parts and materials must be 
received before the parts are installed or incorporated into the completed project, unless prior 
arrangements have been approved by the instructor or administration. 
  
Completed projects or personal property may not be removed from school premises until all 
financial obligations have been satisfied. CPI reserves the right to withhold projects or personal 
property until payment has been received. Students and parents/guardians are encouraged to 
obtain instructor approval before bringing personal projects or property to CPI for instructional 
purposes. 

Unpaid Debts 
Students and parents/guardians are responsible for resolving all financial obligations owed to the 
CPI in a timely manner. Financial obligations may include, but are not limited to, unpaid 
fundraiser balances, instructional materials, uniforms, tools, equipment, textbooks, damaged or 
unreturned school property, and other authorized charges. Parents/guardians will be notified of 
outstanding balances and provided the opportunity to resolve unpaid debts. CPI reserves the right 
to pursue available legal remedies to recover outstanding financial obligations when appropriate. 
Outstanding financial obligations may affect a student's eligibility to participate in the CPI 
Certificate and Awards Night Ceremony, receive certain awards or recognitions, or participate in 
other school-sponsored activities, as determined by CPI administration. 
 
CPI administration reserves the right to consider documented individual circumstances or other 
extenuating factors when determining eligibility for participation in school-sponsored activities 
or recognition events. 
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Appendix 

Behavior Chart 

Level I Violations 
Seriousness of the violation may require initiation of discipline at a higher level 

Examples of Violation Examples of Possible Consequence(s) 
●​ Driving violations 
●​ Electronic device violation 
●​ Inappropriate display of public 

affection 
●​  Inappropriate language/profanity 
●​  Horseplay, running, throwing items, 

littering 
●​ Late to class / Leaving without 

permission/ Leaving early 
●​  Off-task behavior 
●​  Uniform policy violation 
●​ Violating classroom procedures 
●​ Violations of food and beverage 

policy 

●​ Warning 
●​ Reteach 
●​ Accountability Project 
●​ Parents/Guardians contacted 
●​ Loss of privileges 
●​ After-school Detention 
●​ Saturday Detention 
●​ In-school Suspension 

Level II Violations 
Seriousness of the violation may require initiation of discipline at a higher level 

Examples of Violation Examples of Possible Consequence(s) 
●​ Abuse of tools/materials 
●​ Classroom disruption 
●​ Gambling 
●​  Inappropriate language/profanity 

towards other people 
●​  Insubordination 
●​ Minor safety violation (no injury) 
●​ Not in assigned area 
●​  Persistent Level 1 violations 
●​ Possession of tobacco, vapes, 

e-cigarettes, nicotine pouches, 
look-alike substances 

●​  Untruthful 

●​ Warning 
●​ Reteach 
●​ Accountability Project 
●​ Parents/Guardians contacted 
●​ Loss of privileges 
●​ After school detention 
●​ In-school/Out-of-school 

Suspension 
●​ Saturday school 
●​ Electronic device confiscated 
●​ Behavior Contract 
●​ Restitution for damage 

  
  

55 



 

Level III Violations 
Seriousness of the violation may require initiation of discipline at a higher level 

Examples of Violation Examples of Possible Consequence(s) 
●​ Persistent violation of Level II 
●​ Fighting / Physical Violence 
●​ Safety violation with injury 
●​ Verbal assault/threatening behavior 
●​ Deactivating safety equipment 
●​  Filing a false report 
●​ Bullying, cyberbullying, or extortion 
●​ Repeated electronic device violation 
●​ Chronic disruption of the educational 

environment 
●​ Harassment: physical, sexual, and/or 

repeated 
●​  Failure to serve assigned discipline 
●​ Inappropriate use of internet 
●​ Any act intended to bring harm to 

another 
●​  Disorderly, vicious or obscene 

conduct 
●​ Refusal of a search 
●​ Theft or vandalism 

●​ Parents/Guardians contacted 
●​ Reteach 
●​ Accountability Project 
●​ Loss of privileges 
●​ In-school/Out-of-school 

Suspension 
●​ Saturday school 
●​ Removal from CPI 
●​ Expulsion 
●​ Police notification/citation 
●​ Referral to Student Assistance 

Program 
●​ Restitution for all damage or loss 

if appropriate 
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Level IV Violations 
Examples of Violation Examples of Possible Consequence(s) 

●​ Repeated Level III violations 
●​ Possession of controlled substance / 

drug paraphernalia 
●​  Possession of a weapon 
●​ Terroristic Threats 
●​ Sexual misconduct 
●​ Arson 
●​  Possession, use or distribution of a 

controlled substance 
●​ Possession, use or distribution of 

fireworks 
●​ Physical attack towards a school 

employee 
●​ Activating the fire alarm in a 

non-emergency situation 
●​ Violation of any federal, state or 

local law while on school property 
or at any school event 

●​  Participation in or responsible for 
causing willful defacing, damage, 
destruction, vandalism of school 
property or of personal property of 
school employee 

●​ Parents/Guardians contacted 
●​ Removal from CPI 
●​ Expulsion 
●​  Police notification/citation 
●​  Referral to Student Assistance 

Program 
●​  Restitution for all damage or loss 

if appropriate 
  

The examples of consequences listed above are intended as guidelines. CPI administration 
reserves the right to assign consequences based on the severity and circumstances of each 
incident. 
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School Calendars 
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CPI Directory 

Administration Title Email 

MaryAnn Volders President mavolders@cpi.edu  

Jessica Martin Vice President of Secondary Education  jmartin@cpi.edu  

Theresa Brickley Executive Secretary tbrickley@cpi.edu  

Faculty Program Area Email 

Tim Beckenbaugh Culinary Arts tbeckenbaugh@cpi.edu  

Alicia Breon Cosmetology abreon@cpi.edu  

Greg Butterworth HEO gbutterworth@cpi.edu  

Deneen Carlson Para Health Professional dcarlson@cpi.edu  

Don Crane Advertising Arts dcrane@cpi.edu  

Officer Dickey School Resource Officer sdickey@cpi.edu  

John Fike Diesel Repair jfike@cpi.edu  

Erin Gearhart Early Childhood Education egearhart@cpi.edu  

Chris Hartley Medical Science chartley@cpi.edu  

Evan Helsley Carpentry ehelsley@cpi.edu  

Brian Hummel Collision Repair bhummel@cpi.edu  

Cheniene Leiter Emergency Services cleiter@cpi.edu  

Jeff McCardle HVAC jmccardle@cpi.edu  

Renee Owens Receptionist rowens@cpi.edu  

Brent Riggle Welding briggle@cpi.edu  

Curtis Runyan Plant and Landscape Management crunyan@cpi.edu  

Mike Sipe Automotive Technology msipe@cpi.edu  

Michelle Siruc Attendance Secretary msiruc@cpi.edu  

Brianna Sten Career Counselor bsten@cpi.edu  

Mindi Tobias Dental Assisting mtobias@cpi.edu  

Heidi Wagner Business Liaison / Co-Op hwagner@cpi.edu  
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