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COMMONWEALTH OF VIRGINIA
DEPARTMENT FOR AGING AND REHABILITATIVE SERVICES

WILSON WORKFORCE AND REHABILITATION CENTER
	P.O Box 1500
Kathryn A. Hayfield                                       Fishersville, Virginia 22939                                                   Richard L. Sizemore   
Commissioner          	                                                                                                                                                          Director
		Office (540) 332-7214
		Toll free (800) 345-9972
		TTY Toll free (800) 811-7893
		Fax (540) 332-7132



Welcome to the Wilson Workforce and Rehabilitation Center.  I am extremely pleased that you have decided to attend the Center.  Our staff members are here to help you as you do your best to achieve your rehabilitation goals.  I have been a staff member here for over 30 years and during that time I have seen many clients overcome serious challenges and go on to excel in their jobs and personal lives.  
Our Center is a place where you can concentrate on finding hope and a path forward to employment as well as a more productive life while we build up Virginia’s workforce.   Good Luck!
 
 
 
Richard (Rick) L. Sizemore
Center Director
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Vision

To be the preferred provider of comprehensive vocational rehabilitation for Virginians with disabilities

EVERY DAY AND IN EVERY WAY WE
Put clients first
Take care of customers
Work in teams
Innovate and excel
Provide it all under one roof
Value our staff
Offer a workforce driven curriculum
Are organized, utilized and valuable
Preserve leadership ethics, accountability, Center values and public trust


Our Mission Statement

Wilson Workforce and Rehabilitation Center provides people with disabilities comprehensive, individualized services to realize personal independence through employment.
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[bookmark: _GoBack]Shared Values

Ethical

We are committed to professional standards, good stewardship of resources, full accountability and the well being and dignity of others.

Engaged

We are committed to an organizational environment that values individual 	contributions and involvement in informative communication, problem-	solving, planning and leadership.

Effective 

	We are committed to providing services that result in meaningful and
	measurable outcomes through objective assessment of performance 
	and on-going process improvement.
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CLIENT HANDBOOK


INTRODUCTION

This handbook is a “guide” to life on the campus of Wilson Workforce and Rehabilitation Center (WWRC).  It is not a final policy book.  The handbook will give you information on living, learning and being successful while at the Center.  Not all services offered by WWRC are listed in this book.  

The rules and behavior expectations listed in this handbook apply to ALL areas of the Center.  Certain programs and departments have ADDITIONAL rules specific to their area.

If you would like more information or have questions about a program or service, please talk with your WWRC case manager, instructor or residential staff.



SECTION 1
CAMPUS LIFE


RESIDENTIAL LIVING

HOUSING OPTIONS

Dormitories 
Students who are enrolled in short-term programs or who are in an assessment phase in vocational training at WWRC will reside on Carter Ashley Hall. There are natural supports in place in this minimally structured environment.

Students fully enrolled in a training program may reside on Barnett Hall. There is less structure and fewer natural supports in place. Students residing on Barnett Hall are expected to be fairly independent and well on their way to being fully trained and employed.

Rothrock Hall
Students who require assistance with daily living skills, are not able to independently perform self-care and room care tasks, may receive residential and medical services residing in a monitored room on Rothrock Hall. 

Transitional Cottages
Students fully enrolled in training who need or desire “the practice” of living independently, may reside in the cottages. Cottage living provides those that have never lived on their own experience in maintaining their home, shopping, and cooking their own meals.  Students will receive a living stipend weekly, versus eating in the dining hall. They will receive instruction on meal planning and budgeting as appropriate. They will utilize public transportation weekly to shop for their meals and must present receipts demonstrating appropriate use of funds for grocery purchases.
Space is limited and is on a first come first served basis for eligible candidates.  A recommendation from the student’s counselor and the Rehabilitation Team is required to be considered for cottage living.


DORMITORY RESPONSIBILITIES

· You will receive a key to your room and a lock box to protect personal items and medication.  For your safety, all valuables, money and medications must be kept in your lock box when not in use. You are responsible for keeping up with your keys and keeping your room locked. If you lock yourself out of your room, you can see any staff member for assistance.  You may obtain replacement keys for a fee, if you lose your original set.
· You are responsible for keeping your room and suite area clean.  Staff will check / inspect your room regularly to make sure health and safety expectations are being met and to provide instruction, as needed.  Room care is your responsibility!   You are responsible for keeping your room, hallway, bathing and toileting areas clean. Dorm staff will review the expectations for a clean room and hallway with you.  Each suite has a mop and broom.  You may request additional cleaning supplies from staff in the Barnett Hall office.  Cleaning supplies are stored in the hall closet in your dorm suite.  Inform dorm staff if you need assistance with cleaning.  Room inspections are  2  times each week.  Staff will inform you of items that need improvement to pass room inspection.  
     Staff will check to see that the: 
• bed is made			• floor is clean (swept and mopped)
     • sink and mirror are clean		• desk/table is clean and neat
     • laundry has been done		• trashcan is emptied
     • clothes are put away		• room is odor free
     • assigned duties to maintain the common areas have been completed (a    
       schedule of assigned duties is posted in the common area)
· Maintain personal hygiene to be appropriate in a shared living space.
Do not leave personal hygiene supplies, towels, wash cloths or clothes in the public bathroom or shower.  They may be considered abandoned and discarded. Staff is here to help you learn and improve your community and independent living skills!  
· You are expected to maintain the condition of your room and furniture.  When posting items on your bulletin board make sure all 4 sides are tacked down.  Do not tape, staple or tack items on the wall.  Stacking beds to make bunk beds is forbidden for safety reasons.  Please report any damage in your room or suite to the office staff.  If you intentionally caused the damage, you will be responsible to pay for the repairs. Due to limited space in dorm areas, personal furniture items such as chairs, sofas, tables, desks, etc. are not allowed.  Your room is furnished with what you will need during your stay.  Personal mattresses are not permitted in your dorm room.
· You MAY HAVE the following electronic equipment in your room: 	
·   portable stereo, 
•  small portable TV, 
•  computer, 
•  video games,
•  hair dryer/curling iron with auto shut off, 
•  coffee maker with auto shut off,
•  electric razor, 
•  fan, and
•  small dorm size refrigerator no larger than 3cu.ft. 
   

· You may only use UL1363 Stamped power strips with surge protection in your room.  NO extension cords are allowed in your room.  ALL electrical appliances listed above must have an automatic ‘off’ safety switch (Fire Marshall Safety Rule).  You may not have an electric blanket in your dorm room.  If medically necessary, you may have a heating pad in your room.  It MUST have an automatic shut off.
· Laundry facilities are available and are open daily for you to wash clothes.  There is no charge to use the washers and dryers. You must supply your own detergent, softener, and bleach.  You are expected to remain in the laundry room when doing laundry to prevent loss of your belongings.  It is a safety violation to iron in your room.  Ironing facilities are available.  You may check out an iron from the dorm office.
· Spend the night in your own room.  Spending the night in someone else’s room is not permitted. Keep your blinds closed after dark.  Please be mindful of your roommate’s right to privacy (and sleep) when you turn on lights, use your cell phone, or have visitors in your room. Quiet time is from 10:00 pm. to 6:00 am. daily.  If you do not use headphones with audio equipment, you must turn off the sound at 10:00 pm.  You may use CD and MP3 players with headphones outside your room.
· There is no sleeping or lounging across furniture allowed in the dorm lounges.  Only one person allowed per chair or cushion.  Do not run on the sidewalks or walkways.  Do not spit on areas where people walk or wheel through (sidewalks, parking lots, etc).  Do not hang or swing from walkway rafters.  Profanity, abusive, or derogatory language is not respectful and will be addressed. Be polite and respectful to everyone you meet.
· Must sign in and out in the dorm lounge when leaving campus and upon returning to campus.  When participating in Center sponsored recreational and leisure trips and activities, you must follow sign up procedures for each activity.  When leaving overnight you must turn your keys in at the dorm office.
· Appointment notices for Carter Ashley Hall will be delivered to the rooms by 
9:00 pm.  Notices for Barnett Hall residents will be posted on the message board in the Barnett lobby.  Cottage residents will have messages posted on message board in the Carter Ashley lobby.
· You may have Internet email access on center computers in Media Center (filtered and monitored).  May have wireless access on your personal computer as available across campus.  May purchase Cable TV package of your choice at your expense.   
· WWRC is NOT responsible for any personal items lost, stolen, traded, sold, or left at the Center.  Items left in your room upon discharge will be disposed of after 2 weeks.

You are expected to follow the behavior guidelines provided in this handbook, demonstrate positive behaviors and maintain progress in your vocational program.  The Rehabilitation Team may adjust your residential placement and restrict your privileges based on your behaviors, progress and the commitment that you demonstrate toward the success of your goals and objectives.  Clients who reside on Rothrock Hall and in the Transitional Cottages must meet the same expectations outlined above.

HAROLD B. WATSON ACTIVITIES BUILDING

Activities Building Hours
Monday through Thursday  		 8:30 am until 10:30 pm
Friday						 8:30 am until 12:00 am
Saturday and Sunday			10:00 am until 10:30 pm

DINING SERVICES

The WWRC dining hall serves a variety of fresh, healthy foods every day.  Your client photo ID allows you to receive meals in the WWRC dining hall.  In addition, there is a snack bar open during the evening hours for your convenience.

The following guidelines should be observed:
· Vegetables, salad bar, and beverages are unlimited.  
· Entrees are limited to one each meal.  
· You may have one dessert per meal.
· You may only remove one piece of fresh fruit from the dining hall.  
· All other food or beverages remain in the dining hall.  
· Please do not bring your own cups, sodas or food containers.
· Please recognize that the cafeteria is a public eating-place and behave with courtesy, and respect for others.
· Please do not use your cell phones, headphones, etc. while in the serving line.  This makes it difficult for the servers to hear your selections.
· If you have a special diet, talk to your counselor to set up a meeting with the dietician.

Dining Hall Hours 

Breakfast: 		Monday through Friday		  6:30 am - 7:45 am  	

Lunch:		Monday through Friday		11:15 am - 12:30 pm  

Dinner: 		Monday through Sunday		  5:00 pm – 6:00 pm
			 
Brunch:		Saturday and Sunday		10:00 am - 12 noon  

Those requiring assistance with their trays may enter 10 minutes earlier than the
set opening time (6:20, 11:20, 4:50 and 9:50 respectively).

Snack Bar Hours

Sunday through Friday	6:00 pm until 9:30 pm	Grill closes at 9:00 pm
Saturday 			CLOSED	

The Dining Hall and Snack Bar accept debit and credit cards for purchases.
For your convenience, there are drink and snack machines located at various locations throughout the campus.

BANKING SERVICES

WWRC provides cashier/banking services to clients and staff.  The Cashier’s window is located in the Harold B. Watson Activities Building.

Cashier’s Hours

Monday through Friday	  11:45 pm – 12:45 pm and 3:00 pm - 4:00 pm

Check Cashing & Depositing Limits

CLIENTS:  
Personal Checks 					$100.00
Client Paychecks					No Limit
Money Orders, Cashiers’ Checks			No Limit
Government Checks				No Limit
Checks made payable to a client			$100.00

STAFF:
Personal Checks					$ 50.00
Money Orders, Cashiers’ Checks			$ 50.00
Paychecks					   	Not Allowed

VISITORS:
Personal Checks					$ 50.00
Money Orders, Cashier’s Checks			$ 50.00

Upon receipt of a Not Sufficient Funds (NSF) check, your check-cashing privileges will be immediately suspended.  Once the NSF check has been collected, check-cashing privileges will be reinstated.  If there is a second occurrence, check-cashing privileges may be permanently suspended.  

MAIL SERVICES

WWRC provides incoming and outgoing mail services to clients.  The mailroom window is located in the Harold B. Watson Activities Building.  Outgoing mail may be placed in the slot at the mailroom door for delivery to the local Post Office.  Pick up time is 2:00 pm.  Clients may receive mail for pick up at the mailroom window at the following address:

Client Mailing Address:    	  	WWRC
					  	YOUR NAME (student)	
					  	P.O. Box 1500
					  	Fishersville, VA.  22939-1500

Packages from UPS/FEDEX:	WWRC
					  	YOUR NAME (student)	
						28 Andrew Russell Lane
						Fishersville, VA.  22939

Clients enrolled in a WWRC program lasting 90 days or more may apply for a personal mailbox.  The mailbox key is the responsibility of the client and replacement charges apply if lost.

Mail Room Hours
Monday through Friday	  11:45 pm – 12:45 pm and 3:00 pm - 4:00 pm


RECREATION SERVICES
WWRC has many recreational services available.  Scheduled activities are listed on the activities board as you enter the Harold B. Watson Activities Building.  There is also a list of ALL available activities posted at the receptionist desk.  You are encouraged to choose from this list or make                        suggestions and request new activities for the day, week or month.  

The Recreational Services staff offers trips, outings and groups that you may participate in.  They offer a variety of ‘special events’ scheduled throughout the year.  

While in the Activities Building, you may watch TV, play video games, socialize or play cards or board games.  You may use the gym, bowling alley, swimming pool, pool tables, foosball tables, and use the wireless internet access.  There is no charge for use of equipment.  

You need to present your photo ID at the reception desk to check out any equipment.  Your WWRC photo ID is the only form of identification accepted.
There are expectations for appropriate clothing and appearance for each activity.

Scheduled recreational activities do not begin until 3:00 pm.  Please check the activities board beside the double electric door for a list of scheduled activities.

The hours that the Activities Building remains open for Friday Late Night Activities are dependent upon the availability of staff.  The schedule is subject to change.   You must sign up at activities desk by 10:00 pm.

Swimming Pool
Swimwear is appropriate to wear ONLY in the swimming pool area.  Do not wear your swimwear outside of the swimming pool area or on the walkways without a cover up.  When sunbathing, wear a cover up to and from the area.   Locker rooms are available for you to change.

Fitness / Weight Room
Please wear t-shirts with sleeves, no midriff showing and without slits down the side.  Wearing t-shirts with sleeves reduces the risk of infection/fungus to the next person using the equipment.  (A person’s sweat carries and can pass along certain skin conditions).  

Auditorium
Center graduation and other special events are held in the auditorium.  No food or drinks are allowed in this area.

Gymnasium
Team sports and other special events are held here.  You may not carry food or drinks into the gym.  

Recreation Area
Dress appropriately for the activity you plan to participate in whether it is bowling, pool, air hockey, foosball or any of the other many activities provided.

You may play portable stereos/CD players on the back patio as long as the volume is reasonable and the content (profanity, distasteful language) does not offend or annoy others (clients, staff or community members).  
Please use headphones with CD/DVD players when inside the Activities Building.

There is no sleeping or lounging across furniture allowed in the Recreation Hall.
Only one person allowed per chair or cushion.
  
Small Unmanned Aircraft System Usage at WWRC
Small Unmanned Aircraft Systems ( sUAS), units weigh more than 0.55 pounds but less than 55 pounds must be operated in compliance with Federal Aviation Administration (FAA) and all applicable federal, state and local laws.  It is the operator’s responsibility to know and follow these laws, to include FAA registration, FAA flight rules and the rules at WWRC.
Per the FAA the sUAS operator must first notify airfields within a 5 mile radius from the desired flight location before operating their drone.  The Eagles Nest Airport in Waynesboro, VA falls within this area and may be contacted at 540-943-4447.  If no answer the airport manager has instructed that you can simply leave a voice message along with your name and cell phone number and you may then fly your sUAS.
The developed portions of WWRC are designated a No Fly Zone unless otherwise noted.  This includes but is not limited to all structures, the quad, tennis courts, fields, sidewalks and parking lots.
sUAS may be flown in the Wilson Outdoor Recreation Center (WORC) area and the      field adjacent to Parking Lot A that is across from the WORC provided they are operated in a safe and courteous manner so that no one feels personally intimated.  
· Operators are not to disrupt activities occurring at the WORC.
· The operator must maintain a visual line of sight with the drone at all times.
· The sUAS may not be flown above 400 feet above ground level.
· Drones will not be flown as to interact with vehicular or air traffic.
· Users are not to take photos or videos of WWRC consumers without their permission.	

     		Those failing to follow established guidelines will be subject to administrative sanctions  
    		outlined in the WWRC student code of conduct. 

EXTRACURRICULAR ACTIVITIES

There is a number of sporting, civic minded and faith based activities available to participate in after your classes are over for the day, or on weekends.  You may request more information about other activities such as team sports (basketball, softball, bowling), participating in a talent show, clubs, or other after class projects from one of the Recreational Services staff. 

Your first priority is the vocational or medical program for which you came to WWRC.  If participation in activities outside the classroom/therapy interferes with your program or progress, these concerns will be addressed on an individual basis with your Rehabilitation Team.

Chapel and Chaplaincy Services  
The Chaplain and the William A. Cashett Chapel are available to you regardless of your religion.  An INTERFAITH WORSHIP SERVICE is held SUNDAY at 1:30 pm.

The Chaplain is also on campus during the week to lead discussion groups, Bible studies and do general visitation with clients and staff. Please see schedule posted on the Dorms and in the Recreation Hall. 
COMPUTER USE  

You will receive a password to access the WWRC system when you complete the Appropriate Use Agreement for Computers during orientation.  We encourage you to use your WWRC Internet account to: 
· help you continue to learn how to use computers,  
· access your WWRC email account, 
· keep in touch with your DARS Field Counselor, family and others, and  
· let them know how you are doing in your program.  

You cannot go to any Internet site not related to your classes DURING class time. This goes for EVERY computer on campus.

If you do not follow these rules, you may not be allowed to use WWRC computers.

Computer and Internet Access 
Clients may have Internet access available in their room at no cost.  You may bring your computer from home with you to WWRC and request connection in your room.  You may not hook up a personal computer in the Media Center.

Wireless Internet Service 
Wireless service is available all around campus.  Here are some things you should know:

· Your laptop needs to be Wireless Enabled (most modern laptops have wireless built in, while older models used a plug-in card).  
· When you search for available wireless networks, you will see WWRC Community Network .  The connection is not protected so NO password is required.
· If this connection becomes a burden to our network during the hours of 7:00 am – 5:00 pm we MAY need to disconnect it, so please help us keep it open for your use.
· We strongly encourage anyone using this connection to have appropriate protection (Antivirus, Spam Filtering, Personal Firewall, etc.) to protect your machine from intrusion/infection.  You are responsible for your machine.
· When you came to the campus and completed Orientation, you signed an Appropriate Use Agreement for Computers.  Those rules apply to this wireless connection as well.

If you have any questions regarding the use of this Wireless Connection, please seek out staff from the Activities Building or Dorm who should be able to help you or will know how to direct your question.  

We hope you enjoy this Internet Café type environment in your off hours.


Computer Loan Committee
There are computers available for you to borrow for use in your room.  You must request a computer by completing the application that is available in the Media Center and returning it to the collection box, which is also in the Media Center.  Computers will be issued on a first come first served basis as long as they are available.


MEDIA SERVICES CENTER  

The Media Services Center is located in the Harold B. Watson Activities Building and offers a variety of resources including computers with Internet access, books, newspapers, and videos.  

Media Center Hours
Morning hours:  
Monday - Friday		9:15 am - 4:00 pm
Evening and Weekend hours:
	Monday – Friday		6:00 pm - 10:00 pm
	Saturday-Sunday		1:00 pm – 4:00 pm and 6:00 pm – 10:00 pm

Media Center hours are subject to change.  All changes will be posted on the calendar on the bulletin board outside the Media Center.


NOTES

SECTION 2
PROGRAMS AND SERVICES


ORIENTATION 

All clients enrolled at WWRC participate in a one or two day orientation to the rules and expectations of campus life.  Participation in Orientation is mandatory.

VOCATIONAL SERVICES

WWRC offers a wide range of vocational services including:
· Vocational Evaluation (VE)
· Occupational Skills / Vocational Training (OST)
· Pre-Employment Readiness & Education Program (PREP)
· Postsecondary Education Rehabilitation Transition (PERT)
· Educational Support Services (ESS)
· Assistive Rehabilitation Technology (ART)
Your case manager is the best source of support to begin your discovery of areas of interest.

Pre-Employment Readiness & Education Program (PREP)
Provides an introduction to life skills, independent living skills, interpersonal skills and employment skills while supporting goals to enhance an individualized transition plan.
Clients participate in structured programming throughout the day. 

There are a number of self-improvement classes offered to include:  
Employment Skills                        	Foundations 				
Work Strategies			Communication Skills
I’m Determined			Workplace Diversity
Money Matters			Managing Conflict
Team Building			Seminar
Live Well				Leisure Education
Work Readiness/Career Development
Leisure Skill Set

Educational and other Support Services
In addition, there are also a variety of educational and support groups, services, and classes offered across the Center for your participation, such as:
Peer Mediation 			Controlling Anger and Behaviors (CAB)
Autism Support			Fitness
Communication Skills		Socialization Through Recreation
LGBTQ				Stress Management Support 
Movement for Relaxation	Wellness Series 
Healthy Relationships	Regulating Your Emotions
Yoga	Dance	
Learning Independence through Functional Experience (LIFE)
Substance Abuse Education and Treatment 

CLASS ABSENCES
All class absences must be approved by your instructor.  Personal time off should be 
requested at least 2 days in advance. For sick leave, you must come to class/work and 
make your request.  If you are too sick to come in, you must personally call your 
instructor by your check-in time.  Be sure to know your instructor’s name and office 
phone number.  It is your responsibility to notify your instructor when you will not be in 	class.  Calling counseling or having someone else call for you does not qualify as a 	personal contact with your instructor.   When you are out due to illness, the following 	expectations apply for non-class time:	

1. Participation in physical or recreational activities such as center sponsored trips, 
sports, and clubs is prohibited.
2. Clients are allowed to relax in the dorm lounge and surrounding areas (i.e. 
smoking section) with the expectation that they are not exerting themselves.
3. Clients should only be in the Recreation Hall transitioning to/from meals or the snack bar. 

REHABILITATION COUNSELING

You are assigned a Case Manager or Rehabilitation Counselor during your time at WWRC. Case managers work with you to plan and to get the services that you and your Sponsor have agreed you need.  In addition to case management, your rehabilitation counselor can help you to understand and adjust to your disability, to understand how your disability might affect you on a job, and what you can do about it.  The counselor can also help you make decisions about choosing a career and choosing what services will be most useful for you at WWRC.  The counselor helps you to learn to be independent, to take responsibility for your own program, and to practice skills for employment. The Rehabilitation Counselor is the leader of your Rehabilitation Team and will work with you in managing your program.  

Your Rehabilitation Team includes you, your rehabilitation counselor, behavior specialist, instructor, and other WWRC staff who are working with you.  The rehabilitation team will review feedback and observations and then decide your residential placement based on: 
· assessment of your independent living and personal care skills,
· your behaviors and ability to meet residential expectations,
· your ability to meet workplace expectations.

During your program, your rehabilitation team will review your progress and recommend new services or changes in services that might be needed. Before graduating from WWRC, your rehabilitation team meets with you and helps you plan your move back to your home community to begin looking for a job.

BEHAVIOR SPECIALISTS 

Behavior specialists will work with you to adapt to campus life, help you keep track of your progress and then help you get ready to graduate and leave WWRC.  They will help you learn how to deal with day-to-day campus life and provide guidance to help you work through issues that may arise.  They may help you with referrals to groups or other services that can help you address your concerns.  They are an active part of your TEAM and work closely with your counselor and other staff.  

PSYCHOLOGICAL SERVICES 

Provides confidential services to help clients deal with issues such as stress, being away from home, relationships, learning problems, anger, feeling sad and depressed, and other concerns.  These experts are a part of a client’s Rehabilitation Team to help make WWRC a positive experience.

MEDICAL SERVICES
 
WWRC has a variety of medical staff to assist you with medical needs.  Available services may include:
Physician 				Assistive Rehabilitation Technology
Nursing 					Speech, Language, and Audiology 
Physical Therapy 			Dietary 
Occupational Therapy 			Pharmacy 
Recreational Therapy 			Lab 
Rehabilitation Engineering 		

More information regarding these services is available from your case manager.

Scheduled Appointments
Appointment cards are sent to the dorm, your counselor and your instructor.  Appointments cards for Carter Ashley residents will be delivered to your room before curfew.  Appointment cards for Barnett residents will be posted on the message board in the Barnett lobby.  Barnett residents are responsible for picking up your own appointment cards.   You should check the message board on a regular basis.

If you are NOT able to make an appointment due to illness or any other reason, you must notify your instructor and the person that you are scheduled to see as soon as possible before the scheduled time.   Failure to do so may result in a delay in receiving the service requested.



Medical Restriction
There are certain medical conditions which may result in you needing to remain in your room with no visitors until you are well. In that instance, meals will be delivered to you. The only time you will be allowed to leave your room is to come to Student Health. If you are told that you are medically restricted you will be released from class/work. Failure to follow medical advice by not following the medical restriction could result in disciplinary actions.
STUDENT HEALTH 
You will participate in an orientation to Student Health services during the first week of your WWRC program and will receive more information about services offered.

Hours
Medication dispensed:				Walk- in illness/injury appointments:
Monday through Friday 				Monday through Friday	
6:15 am until 8:00 am				9:00 am – 10:30 am
11:30 am until 12:30 pm				3:00 pm – 6:00 pm	
3:00 pm until 6:00 pm				8:00 pm – 10:00 pm	
8:00 pm until 10:00 pm				Saturday and Sunday 									7:00 am until 10:00 pm

EMERGENCY SERVICES ARE AVAILABLE 24 HOURS A DAY.
Physician services in Student Health are provided by appointment.   Student Health physician sees clients Monday through Friday from 9 am until 4 pm. 
1. If you need to schedule a non-emergency appointment, you are encouraged to come to Student Health before class, during morning or afternoon break, during lunch, or after class. 
2. When you come to Student Health, you should sign in on the "nurse" clipboard to indicate that you want to be seen and to let someone know that you are waiting. 
3. If you want to make an appointment with a doctor or nurse, you may do so in person, following the guidelines above, or by telephone (ext. 27018 from Center phone or 
540-332-7018).  

If you receive your daily medications from Student Health, you may pick them up at the nursing window at the times you are scheduled to do so.  Medications should be picked up before class time so that you will not be late to your scheduled class

Clients must have their PHOTO ID with them when requesting services or picking up medication.

Over the counter medications are available without the need to come to Student Health.  Items such as cough drops, ibuprofen, acetaminophen, etc. may be obtained from one of several medication/first aid boxes located in the Dorm office, Counseling office, Vocational Evaluation, Recreation, PREP, and PERT areas.

CAMPUS POLICE

                         “Your Right to Know”                                            

       		Your personal safety and the security of the campus community are of vital 
concern to the Wilson Workforce and Rehabilitation Center (WWRC). Copies of the  Annual Campus Security Report and Fire Safety Report, Daily Crime Log and Daily Fire Log are available upon request.  

         		The yearly Campus Security Report includes statistics for the most recent 
three-year period concerning certain reported crimes, including “hate- motivated” crimes,  that occurred on campus, in certain off-campus buildings or property owned or controlled by the Wilson Workforce and Rehabilitation Center , and on certain public property within or immediately adjacent to and accessible from the campus. The report also includes information regarding the law enforcement authority of the WWRC Police Department; means of immediate notification of students and staff upon confirmation of a significant emergency on campus; policies/procedures concerning campus security such as crime prevention, alcohol and drug use, sexual assault, harassment, missing person investigation, the reporting of any crimes that may occur on the campus and disciplinary procedures for serious incidents. 

       		The report provides information regarding various organizations and resources 
related to the State Sex Offender Registry, victim support, crime prevention and crime reporting, drug and alcohol addiction/abuse assistance and missing persons/children etc.

       		The Daily Crime Log is a documented daily log of all reported crimes on 
campus , in certain off-campus buildings or property owned or controlled by WWRC, on certain public property within or immediately adjacent to and accessible from the campus and within the patrol jurisdiction of the WWRC Police.  

       		The Annual Fire Safety Report includes fire statistics and a description of  the 
fire safety system for each on-campus student housing facility, the number of fire drills held the previous calendar year, policies and rules regarding portable electrical appliances, smoking and open flames in student housing facilities, procedures for student housing evacuation, policies for fire safety training for students, faculty and staff, a list of  the titles of persons or organizations to which you should report that a fire has occurred,  and any  plans for future improvements in fire safety.
        
The Fire Log is a log of all fires which have been reported on the campus and identifies the nature, date, time and general location of each fire.

You may obtain a copy of any or all of these reports by contacting the WWRC Police Department or Risk Management Department at P.O. Box 1500 Fishersville VA 22939-1500 or you may request that a copy be mailed to you by calling the WWRC Police at (540) 332-7317 or WWRC Risk Management at (540) 332-7163 during normal hours of office operation. The yearly Campus Security Report and Fire and Safety Report will also be posted on the WWRC Police Department web site at: http://wwrc.virginia.gov/PoliceDepartment.htm. Scroll down the page for links located under the following:  

WWRC Annual Campus Security Report
Annual Fire and Safety Report


Reporting a Crime
If you feel you have been the victim of harassment, sexual assault or any other crime, or if you have information about a crime, you should report this to the WWRC Police Department. You may also notify any WWRC staff member who will then assist you in notifying the police and/or other appropriate support staff.   
Every effort will be made to assist you and provide you with appropriate support while maintaining your confidentiality. An investigation of incidents reported will be conducted in accordance with the current related policies, procedures, state and federal laws and local ordinances. Privileges of confidentiality in criminal matters that are referred for prosecution in a court of law may be subject to exposure.
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Woodrow Wilson Rehabilitation Center
Police Department
243 Woodrow Wilson Avenue
P. O. BOX 1500-W230
Fishersville, VA  22939-1500

     Office Phone/Duty Officer:  540-332-7317   Fax:   540-332-7008
http://wwrc.virginia.gov/PoliceDepartment.htm
For emergencies, please dial 911

The WWRC Police Department monitors and responds to calls dispatched through the Augusta County Emergency Communications Center (ACECC).  WWRC staff may also contact the Police department directly by radio on the Police channel.

Searches for Illegal Drugs
WWRC is fully committed to maintaining a Drug-Free School Zone as established by the Code of Virginia 18.2-255.2.  WWRC cooperates completely with all law enforcement authorities.  Police may conduct searches of the 
grounds using drug dogs or conduct undercover investigations at any time. You are subject to arrest if you do not follow the state and federal laws while on Wilson Workforce and Rehabilitation Center property.



Personal Property

The Police recommend you have your personal items engraved for your protection.  The Recreational Services staff can engrave your identification number on personal items at no charge to help you identify them if lost or stolen.  

Police will investigate items that are lost or stolen.  

Make sure you keep your belongings locked up and always keep the door to your room locked.

It is up to you to keep up with your personal belongings. We are not responsible if you choose to borrow or loan money or other personal items while at WWRC.

VIDEO SURVEILLANCE

Video cameras are located around the Center.  Police staff monitors these cameras for everyone’s safety.  There are no cameras in any private areas such as bathrooms, dorm rooms or locker rooms.


RECORDS MANAGEMENT SERVICES

Virginia Law allows every person who has received services at Wilson Workforce and Rehabilitation Center, to request a copy of their records.  Individual records are maintained for 10 years from the last date you received services.  

To obtain a copy of your records, you must use an Authorization For Use or Disclosure of Protected Health Information form and make the request in writing before this 10-year period has expired   You need to indicate if you are requesting specific reports or if you are interested in getting a copy of the entire chart.  The form is available to download from the WWRC internet web site or by calling (800) 345-9972 between 8:30 AM and 4:00 PM Monday through Friday.  

If your records are to be transferred to another provider, you will need to complete the Authorization For Use or Disclosure of Protected Health Information form located on the WWRC internet.   You or your legal guardians, or other representatives for you, must show proper identification before your records can be released.  Legal representatives are those who have a valid ID and a copy of a Power of Attorney, specifically stating to sign a HIPAA release, or an official copy of a full guardianship document, specifically stating to sign a HIPAA release.

CONSENT TO RELEASE PHOTO OR VIDEO INFORMATION

On occasion, WWRC may request to use your photo, video of you in an activity, or statements that you have made in support of WWRC.  Your image and or statements may be used in articles, publications (brochure) or other media format, which promote or better explain services available at WWRC. 
Your written permission is required to use these items in materials meant for marketing purposes and expires 1 year after your DARS case is closed.

If you choose not to be photographed or video taped you will not interfere with others that chose to participate.  You should also dismiss yourself from the area where photographs and videos are being made.  If you do not do so, you may not claim that your rights were violated afterwards.

NOTES


SECTION 3
STUDENT CODE OF CONDUCT


INTRODUCTION

WWRC’s Student Code of Conduct describes student rights and responsibilities, general behavior standards and expectations, and what can be expected for any violation of these standards and expectations.   Reflective of its workforce readiness/training and return-to-work mission, the Wilson Workforce and Rehabilitation Center (WWRC) reinforces the guiding values of self-control, respect, and safety in its Student Code of Conduct.    Behavior interventions and disposition of Student Code of Conduct violations are designed to be supportive and therapeutic in nature, with the goal of employment-focused rehabilitation, while ensuring a safe ‘living and learning’ environment for the entire campus community. 

STUDENT RIGHTS AND RESPONSIBILITIES

Student Rights – as a WWRC student, YOU have the RIGHT to:

· Be treated with dignity and respect.
· Be oriented to campus and area-specific/program expectations for actions and behaviors and know what may happen if these expectations are not met.
· Determine your own actions and behaviors as long as they are consistent with your rehabilitation plan and do not violate public law, facility rules, and the rights of others. 
· Have social, religious, and personal relationships with other WWRC students, as long as rules of the facility are observed. 
· Be told about services, changes, or decisions made regarding your program. 
· Receive an answer when you ask for services and a reason if services are denied or not received. 
· Talk with your Rehabilitation Counselor and Rehabilitation Team about your program on a regular basis and request a team meeting through your assigned Rehabilitation Counselor if you feel that your needs are not being met. 
· Have someone pay attention if you make a complaint, without fear of retaliation.  
· Be told, in writing, of any reasons for a program change and/or an early program termination/campus discharge and how to appeal the decision. 
· Be treated fairly in any appeal process and remain on campus during consideration of disciplinary violations unless there is a clear and present danger to self and/or others.  
· See your WWRC bills and records (if they are not restricted by law).
· Get medical care if needed, and have a qualified medical professional tell you about any medical issues and what to expect if you turn down recommended medical care.
· Leave campus unless prohibited by a guardianship or other legal action.
· Be free from discrimination on the basis of race, creed, disability, color, sex, religion, national origin, sexual orientation or age.
· Be free from violence, abuse, force, the threat of force, entrapment, coercion, sexual harassment and intimidation.
· Have protection from disclosure of personal records to unauthorized persons – No information will be released without written consent by you or your authorized agent, as determined by law. 

Student Responsibilities – as a WWRC student, YOU have the RESPONSIBILITY to:

· Respect the rights and privacy of others.
· Treat others the way you would like to be treated.
· Comply with your rehabilitation program, including any defined medical treatment plan and medication management.
· Follow program and area-specific rules.
· Cooperate with WWRC staff and your home counselor.
· Voice any issues or concerns to your assigned Rehabilitation Counselor and let a member of your rehabilitation team know when you have an appointment you cannot keep.  
· Tell your assigned Rehabilitation Counselor of financial benefits that may be available from other programs or resources and/or if your benefits change.
· Report a crime to the WWRC Police, if you believe you have been the victim of harassment, sexual assault, or any other crime.   You may also notify any WWRC staff member who will then assist you in notifying the police and/or other appropriate support staff.  


STUDENT BEHAVIOR STANDARDS AND EXPECTATIONS

WWRC students are expected to comply with campus behavior standards and expectations to maintain enrollment and program status.  These standards and expectations are general in nature and apply to all students, both residential and day, regardless of program enrollment or residential area.  See your assigned Rehabilitation Counselor or Medical Case Manager for questions.   

In addition to these general standards and expectations, there may be additional and/or more restrictive area-specific standards and expectations based on program or industry requirements.  Area-specific standards and expectations, if applicable, will be covered during orientation.  See Program staff for any questions about area-specific standards and expectations. 

Below are descriptors of general campus behavior standards and expectations which may include, but are not limited to:

Student Identification

For safety purposes, it is important that staff, students, and visitors can be recognized safely and easily.  You are expected to wear a photo ID tag at all times when on campus.  The photo ID is expected to be visible in the area between the shoulder and waist at all times.  If you lose your photo ID or need a replacement, you are expected to obtain a new one from the WWRC Admissions Office within one business day.  If on a weekend or non-business hour, you are expected to contact a dorm staff member who will provide you a temporary nametag until the Admissions Office opens on the next business day.  

The wearing of a facemask, full-face paint, or any other disguise is prohibited as it obstructs identification.  Exceptions are granted for special events sponsored on campus through the Recreation Hall and Residential Program. 


SARA Alerts and Participation in Emergency Action Plan Drills

The Situational Awareness and Response Assistant (SARA) System is an alert system that notifies you when there is an emergency on campus.  You can receive information directly through your cell phone voice or text messages.  Using this system is not a requirement, but something you may choose to participate in.  You may remove your name from the SARA system at any time.  Your name will be removed from the SARA system after you have completed your program or graduated from WWRC.  

To ensure timely receipt of emergency notifications or changes to the center’s operating status via text, please verify you have enabled your phone to receive MMS messages.  If you do not use MMS messaging, please notify Safety and Risk Management (SRM) to ensure we have your correct recipient text address entered into the SARA system.
To enable MMS:
iPhone
1. Open your iPhone Settings. This icon will be located on your Home Screen and will have gray gears.
1. Tap Messages. It’s about halfway down the page.
1. Slide the "MMS Messaging" button to the “On” position. It is located in the SMS/MMS section and will turn green when it’s On.
Android
1. Open your Android text messaging app. 
1. Next, in the right hand corner, tap the three-dot menu button and select Settings. 
1. Scroll down to auto-retrieve and make sure the box is checked.
Please let SRM know if you have any questions or concerns regarding the SARA emergency notification system.

WWRC holds emergency and fire drills on a routine basis.  As a safety measure and to prepare you for a real emergency, you are expected to participate in any planned Emergency Action Plan Drills on campus.  When you hear an alarm or receive a SARA alert, you are expected to follow WWRC emergency procedures and follow staff member directions.  

Medication Management

It is your responsibility to take all medications as prescribed by your doctor and to have an adequate supply of medications available at all times throughout your program.  Student Health or your WWRC Rehabilitation Counselor can assist you if you have questions about medication management or supply.  

You may be asked to leave campus if you are not taking medications as prescribed. 

The following expectations apply:
· Medications may be kept in your room if you are able to take medications as prescribed without reminders, AND if you are able to manage medication refills and prescriptions without assistance.  
· WWRC medical areas can administer your medications and provide education if assistance is needed.
· If nursing assists with your medication, it is your responsibility to come to the designated WWRC medical area during scheduled times to obtain the medication.  
· You must have a plan in place to refill medications or to obtain prescriptions from your home doctor. Transfer to a local pharmacy is recommended if you will be here longer than 30 days.
· Prescription refills at most local pharmacies (Walmart, CVS, Rite Aid) will require that you are independent with managing medication pick-up and with using Center or area transportation. 
· Mailing of medication is unreliable and is strongly discouraged. We do not receive mail on weekends or state and federal holidays – delays in receiving medications on time is common. 
· Any cost related to medication is your responsibility and follows Agency policy. Please make sure that cash or a credit card is available if cash payment or copays are required.
· Prior to departing the center for leave or discharge, you must notify Student Health that you will be off campus and pick up any medications stored there.  Upon returning from leave, you must return medications to Student Health as soon as you return. 

Personal Transportation

If you use personal transportation on campus, you are expected to follow the rules:

· Automobiles – Having an automobile on campus is a privilege and a responsibility.  Your automobile must be parked in Lot E or F (located adjacent to the Chapel).   If you need accessible parking, you may park in any area of the Center with the appropriate placard or vehicle registration.   You are responsible for the people in your vehicle at all times.  You are expected to maintain compliance with all Virginia road and vehicle laws.  Virginia law requires proof of insurance, current vehicle inspection, valid driver’s license, and seat belt use.   If you are involved in a vehicle accident on campus, you are expected to leave the vehicle where it is (unless doing so would put you or others at great risk) and contact the WWRC Police Department immediately.   

· Bicycles – If you bring a bicycle to the Center, you are expected to bring your own lock and helmet.  You may store your bike on the bike rack located in Parking Lot F.   Bicycles are prohibited in dorm rooms.   It is unsafe to ride your bicycle on sidewalks or walkways as this presents a danger to others.   

Use of the WWRC/BRITE Transit System 

If you use the WWRC or BRITE transit system, you are expected to demonstrate safe ride practices and observe all posted rules.  Drivers reserve the right to refuse service to anyone not following rules or whose behavior is unsafe. WWRC Drivers act as student supervisors while on the bus.   Remember, you are representing WWRC when you leave campus and your behavior is a reflection of the Center.  

· Wait for the bus in designated areas only.  
· If no seat is available, grip one of the bars and hold tightly to avoid falling if the bus comes to an unexpected or sudden stop.
· If you use a wheelchair or other mobility device, you must be properly secured.
· Allow a few minutes for delays in scheduled arrival times, as traffic is unpredictable. 
· Please have EXACT fare or your WWRC ID ready when you board, drivers DO NOT carry change. 
· In case of inclement weather, routes will operate if possible. However, it may not be possible to operate the routes on schedule. Please be patient and listen to local radio for additional information, or call the customer service telephone number. 
· Note bus stops that are “Call”, and telephone to request service when using these stops. 
· Riders choosing to transport a bicycle can secure it on the rack in front of the bus before boarding.  All buses and trolleys are equipped with bike racks.
· Smoking, profanity, eating and drinking, or food in open containers are prohibited on buses.  Violators will be asked to exit the bus and may be subject to legal action.
· No distractions to the driver or fellow passengers. 
· NO animals, except service animals, permitted on buses. 
· NO standing in front of white or yellow line or in stairwells. 
· Shirts and shoes are required for all passengers. 
· Carry-on items (groceries, laundry, packages, etc.) are limited to what passengers can bring on and take off the bus by themselves in one trip.
· When using cell phones, please be considerate.  Speak quietly when conversing with other passengers or when using a cell phone.
· Headphones are required for portable music and gaming devices. 
· No alcohol may be transported from a site back to the center.
· No excessive displays of affection.
· No inappropriate or offensive interactions or gestures with other motorists or pedestrians.
· No horseplay.
· Student is responsible to clean any trash and report any messes to the driver.

Leaving Campus

All students living on campus must sign out when exiting campus and sign in upon return.  When leaving overnight, you are expected to turn in your keys and WWRC ID tag to a dorm staff before you leave.  Sign-out stations are located in both dorms and Rothrock Hall.  These rules are in place for safety reasons.  In the event of an emergency, WWRC staff must be able to account for all persons on campus.  You may be asked to obtain a pass from your assigned Rehabilitation Counselor prior to leaving campus if your Rehabilitation Team decides this is necessary for you to safely navigate and make appropriate decisions while off campus.  

When walking off campus, observe traffic and safety rules.  Stay on the right side of the roadway and use marked pathways, where available, to avoid traffic obstruction.  For pedestrian travel crossing Route 250, be aware of the “Right on Red” law and traffic exiting the campus complex turning right onto Route 250.   

Respecting Off-Limit Areas

You are expected to respect off-limit areas for your own safety.  These areas include (but are not limited to):

· Physical Plant Facilities and Marked Areas
· Switzer Building (unless you have an immediate family member staying in the Switzer
Building and you have prior authorized permission from your assigned Rehabilitation Counselor)
· All wooded areas behind the Transitional Cottages 
· Valley Career and Technical Center and Augusta County School property
· Wooded areas that are not clearly marked as part of the TRAILS project.


Relationships
  
Workplace Interactions/Harassment – You are expected to treat peers and staff with respect.   It is not acceptable to discriminate or make negative comments to another person based on race, color, national origin, age, sex, religion, disability, marital status, pregnancy, gender preference or gender identity.  It is not acceptable to use sexually inappropriate language or sexually oriented communication in which others do not wish to be involved.  If a person’s conversation or behavior is offensive or makes you uncomfortable, please talk with your assigned Rehabilitation Counselor or other staff member.

Tolerance, Diversity, and Settling Differences – WWRC serves people from different locations, different cultural and religious backgrounds, and with different disabilities.  Therefore, you will have contact with people whose likes, dislikes, and values may be different from yours.  If another person’s behavior is annoying or offensive to you, and you are unable to resolve it in a manner that is satisfactory to all involved, bring your concern to the attention of your assigned Rehabilitation Counselor or other staff member to discuss options that may help resolve the issue.

Peer Relationships – Please remember that we have families, visitors and others on our campus every day.  Your behaviors should reflect respect for self and others.  Displays of intimate affection should remain a private interaction and should not be shared in public.  Please contact your assigned Rehabilitation Counselor or other staff member with any problems before they get out of hand.  Verbal and/or physical threats will be investigated               by the WWRC Police Department.  

Campus Residence Visitation 

Carter Ashley Hall

· Opposite sex (co-ed) visitation is not allowed.  WWRC clients living on Carter Ashley Hall cannot visit opposite sex clients on either Carter Ashley or Barnett residence halls.
· Curfew is 11:00 p.m. Sunday through Thursday nights.  All clients are to be in their assigned rooms and/or suites by 11:00 p.m.  There is no curfew on Friday and Saturday nights.   Roommates/suitemates are expected to work together if issues/conflict arises about other clients visiting their room.  Suite mentors and/or dorm staff should be notified to help with resolving issues/conflict if clients need assistance.

Barnett Hall

· Opposite sex (co-ed) visitation is allowed only from 12:00 pm to 9:00 pm with the door open, lights on, and feet on the floor.  WWRC clients living on Barnett Hall cannot visit opposite sex clients on Carter Ashley Hall.  Clients on Carter Ashley Hall cannot visit opposite sex clients on Barnett Hall.   
· Curfew is 1:00 a.m. Sunday through Thursday nights.  All clients are to be in their assigned rooms and/or suites by 1:00 a.m.  There is no curfew on Friday and Saturday nights.   Roommates/suitemates are expected to work together if issues/conflict arises about other clients visiting their room.  Suite mentors and/or dorm staff should be notified to help with resolving issues/conflict if clients need assistance

Rothrock Hall 

· Visitors and dorm students must sign in and out at the Rothrock Hall Nurse’s station in a timely manner.  Families are welcome to visit at any time that it does not interfere with your program.
· Coed visitation may take place from 12 noon until 9 p.m. with the door and curtain open, and the lights on. Any visitor must have permission from the charge nurse to visit in your room.
· Dorm student visitation with Rothrock Hall clients in their rooms is from 12 noon to 9:00 p.m.
· The nurse in charge may need to discontinue any visit that interferes with privacy, treatments, or unit routine.  
· Roommates may request that a visitor leave their respective assigned room at any time.
· Visitation in the Rothrock Hall Lounge and on Rothrock Hall ends at 10:00 p.m.  All doors to the medical unit are locked after 10:30 p.m., and require a swipe card to enter the building.

Cottage Residence

· Visitors of the SAME sex are allowed to visit in the WWRC cottages.  
· Visitors of the opposite sex are NOT allowed in the WWRC cottages.  This includes students and visits from friends in the community (See Off Campus Visitors)..
· NO overnight guests will be allowed.  Student visitors must leave the cottage by 11:00 p.m. no matter what time curfew is on campus. You may participate in all activities that were offered to you prior to moving to the cottage. 

     Off Campus Visitors

· You may have off campus visitors (including family members, friends, and former 
 		     students who have permission to be on campus) after class and on the weekends           
                as long as visits do not interfere with your program and as long as they are not on 
		     the posted “No Trespass List”.   
· Visitors are expected to leave WWRC no later than 10 p.m.  All visitors must sign in with the receptionist at the Admissions Desk or with a staff member in designated areas during the evening, weekend, and other non-business hours.  You are expected to check in with a dorm staff member when a family member is going to your room.   Remember to respect your suitemates’ right to privacy.  

Day Students

· Day students are permitted access to campus activities and services.
· Day students must exit campus by 10 p.m. (May be modified by Rehabilitation Team or administrative decision).
· Day students are not permitted in any residential student room, but may access any common area on campus such as the Recreation Hall and Dorm Lobby.

On Campus Work Opportunities

If you are fully enrolled in a vocational training program, are in good standing, and are making satisfactory progress in your program, you may be eligible to apply for a paid campus work opportunity such as in the recreation hall, snack bar, or media center.  Your Rehabilitation Counselor is available to assist you, as needed. 

If you are hired for an on campus work opportunity, you are expected to follow these guidelines to maintain employment:

· demonstrate self-control; 
· respect the rights of others and property;
· conduct him or herself in a safe manner; and,
· meet area specific expectations.  

 

Personal Appearance

Your appearance is an introduction to who you are and is what others will remember about you.   All clothing should be clean, neat, and appropriate to the setting you are in.  For example, in your evaluation and learning areas, your clothing should reflect what is appropriate in the work world for that area.  In therapy areas, your clothing should be appropriate for the type of evaluation and/or treatment you are receiving.    In residential settings, clothing standards and expectations are typically more relaxed.  Clothing standards and expectations for each program area will be discussed during orientation.  If you have any questions, ask a staff member who will help you understand what is appropriate clothing for their specific area.  

You are responsible for maintaining personal grooming and hygiene standards appropriate for daily interactions in work and community settings.   If you are asked by a staff member to change your clothes for a specific reason, you are expected to cooperate with the request.   

Clothing that is not acceptable includes (but is not limited to):

· Clothing that allows personal body parts to be uncovered, such as pants that hang below the waist, shirts that expose the stomach or breast area, and shorts that expose private body areas.   Shorts are not allowed in classroom areas, but may be worn in the residential environment during evening hours and on the weekends.
· Hats, shirts, and other articles of clothing with obscene, vulgar, or offensive language and/or graphics with messages related to gangs.  

Performing tattooing, piercing, scarring, or body modification of any kind on another student is prohibited.


Cell Phone Use

Cell phones are expected to remain on vibrate during classes, therapies, and appointments.  It is up to the instructor, therapist, or other staff member to determine if cell phone usage is to be allowed on an as needed basis such as to conduct business related to class/appointment goals.  

Be mindful of others around you when speaking on your phone in public use areas.  The expectation is that your call/voice volume is in a quiet, conversational tone so as not to be disruptive to others.  


Tobacco Product Use

Tobacco products include those that produce smoke such as cigars and cigarettes, as well as those that do not produce smoke such as snuff, chewing tobacco, e-cigarettes, and vaping devices.    The use of any tobacco product by a person UNDER the age of 18 is illegal. 

· If you use tobacco products that produce smoke, you must use designated smoking areas.   Smoking is not allowed in any building on campus.  You are expected to be considerate and courteous of others in the WWRC community and to leave the smoking locations free of cigarette butts and other trash materials, disposing of products in designated receptacles. Spitting on sidewalks is not permitted.  Chewing tobacco by-products must be kept in a container that can be sealed when not in use and kept, used, and disposed of in a sanitary manner.  All students, staff and visitors are expected to share the responsibility of keeping the campus clean, attractive and litter free.
· Electronic Nicotine Delivery Systems: The Use of Electronic Nicotine Delivery Systems is prohibited in any building at WWRC.  These devices must be used outdoors and are restricted to designated smoking areas.  


Walkie-Talkie and Emergency/Police/Fire/Weather Scanner Use

If you have a Walkie-Talkie or an Emergency/Police/Fire/Weather Scanner, you are expected to use the item in a manner that does not interfere with WWRC Police or staff communications.   If there is a compliance issue, you are expected to understand it may result in the loss of the privilege to have the item on campus.  

Contraband and Compliance with Search/Seizure Policies and Procedures

Contraband means any item that may be considered dangerous.  Dangerous means any item that is not safe.  Contraband is not allowed on campus.  Examples of contraband include (but are not limited to):

· Firearms (real or look-alike)
· Ammunition 
· Weapons 
· Knives
· Explosives or fireworks
· Candles, incense, or flammable fuels
· Gang or drug paraphernalia
· Alcohol
· Unauthorized prescription drugs
· Drugs, including ‘look-alike’ drugs
· No items allowed with exposed heating elements which may produce heat, smoke or hazardous fumes

Dorms rooms are residential environments.  Due the absence of safety and environmental controls designed to eliminate risks and reduce hazards, shop work/lab work is not allowed in a residential setting.
If you have any of these items in your possession (room or car), you should turn the item in to a WWRC staff member.  An amnesty period of no more than one week (7 days) is granted for new students to turn in contraband items without consequences.  Items that are not determined illegal may be retrieved from the WWRC Police Department and taken home at any point.   Items not retrieved within one year may be destroyed. 

If WWRC staff members have reasonable cause to believe that you have contraband on campus, they may request permission to search you, your personal belongings, and your vehicle if you have one and if necessary to the investigation.  You are expected to cooperate during a search.  A WWRC Police Officer will conduct the search, and may be accompanied by a Residential staff member, counselor, or a supervisor.  

Safety and Security 

You are expected to follow safety and security requirements presented in this Handbook and reviewed in New Student Orientation. Willful and/or repeated failure to do so will result in review by the Conduct Review Board and may result in sanctions outlined in the Code of Conduct.


SANCTIONS FOR BEHAVIOR VIOLATIONS

Given WWRC’s mission and target population, it is reasonable to expect that WWRC students will present behaviors that periodically require intervention, remediation, and/or more restrictive consequences as part of their rehabilitation experience.  Family members and funding sources expect WWRC to provide a safe campus where behavior standards are monitored and exceptions are addressed.  WWRC believes that proactive behavior education and intervention, with support from law enforcement, as needed, provide the foundation for a safe and stable ‘living and learning environment’.   

The process by which sanctions are defined vary by such factors as type of behavior violation, patterns of behavior over time, level of risk to environmental stability, and legal parameters.    Sometimes a student will openly break rules, be disruptive, or oppose staff.  When this action becomes a repeated pattern of behavior, the student’s assigned Rehabilitation Team may meet to determine what happens or you may be required to meet with the WWRC Conduct Review Board.  Some behaviors may result in program interruption/suspension, immediate termination and/or arrest through Conduct Review Board or Law Enforcement Interventions.

In addition to possession of illegal contraband, there are some behaviors which are considered ‘Zero Tolerance’ in the WWRC campus community and may result in immediate dismissal, with possible legal charges and arrest through the WWRC Police Department.  The immediate dismissal may result in a WWRC Discharge or may be followed by a meeting with the WWRC Conduct Review Board through phone.   These behaviors include but are not limited to: 

· Violence
· Firearms
· Assault and Battery
· Instrumental Aggression
· Predatory Behavior
· Arson
· Drug Distribution
· Felony possession of illegal substances
· Contributing to the delinquency of a minor
· Public Indecency
· Bullying/Intimidation
· Gang Participation
· Felony and Certain Misdemeanors 
· Embezzlement

If you fail to take your medications as prescribed, or try to harm yourself or others and your behavior is not controllable OR requires constant monitoring to assure the safety of yourself or others, you may receive an immediate dismissal from campus and/or be scheduled to meet with the WWRC Conduct Review Board.    

The WWRC Conduct Review Board meets on a scheduled weekly basis.  If you are scheduled to meet with the Conduct Review Board, your WWRC Rehabilitation Counselor will meet with you ahead of time to review the process and serve as your advocate.  Your DARS Counselor in your home community is also available to serve as your advocate and will be invited to participate.  You will be given the opportunity to tell your side of the story and answer any questions the Review Board may have.   The Conduct Review Board will tell you their decision at the conclusion of the meeting.   If you do not appear at the scheduled day/time, the Conduct Review Board will meet and determine a decision based on available information.  Actions the Conduct Review may take include: 

· No Action Taken
· Referral back to the Rehab Team 
· Disciplinary Warning
· Disciplinary Probation, Suspension, or Discharge
· Residential Discharge
· Restitution for Damages
· Modification of Privileges




Student Appeal Procedures 

If you do not agree with a decision made about a documented behavior issue, or a related Rehabilitation Team or Conduct Review Board (CRB) action, you have the right to an appeal.   

To make an appeal regarding a Rehabilitation Team decision, contact the Associate Dean of Student Services.  All disciplinary discharges from the Conduct Review Board are automatically appealed to the Dean of Student Services.  

If you have a complaint about your vocational training program, and you cannot resolve the issue at any stage in the appeal process, you may also contact the Council on Occupational Education, an independent postsecondary accreditation body:




www.council.org 

7840 Roswell Road                                 Telephone (Local):  770-396-3898  
Building 300, Suite 325			Telephone (Toll-Free):  800-917-2081
Atlanta, Georgia  30350			FAX:  770-396-3790      
                                                                               
                                             
At any time, you may request a hearing or mediation through the disAbility Law Center of Virginia:

1512 Willow Lawn Drive			Telephone:  1-800-552-3962
Suite 100
Richmond, Virginia 23230

NOTES



SECTION 4
QUICK REFERENCE PAGES

IMPORTANT TELEPHONE NUMBERS

My counselor’s name and telephone number is:

						        	(540) 332 -7		

My address at WWRC is:

(Name)_____________________________________, client
WWRC, P. O. Box 1500
Fishersville, VA 22939-1500

TOLL FREE WWRC NUMBER	1 - 800 - 345 - 9972
(Note:  this is a business line and is not to be used for personal phone calls)

Collect calls for clients will not be accepted by WWRC.

WWRC Information Desk Phone		(540) 332-7390

Counseling					(540) 332-7482

Student Health				(540) 332-7018

Campus Police				(540) 332- 7317

Barnett Hall Office				(540) 332-7147

Carter Ashley Hall Office			(540) 332-7146

Rothrock Hall				(540) 332-7192

Training Department			(540) 332-7383

Recreation Services				(540) 332-7184

Inclement Weather Phone			(540) 332-7941



HOURS OF OPERATION

STUDENT HEALTH
Medication dispensed:				Walk- in = illness/injury appointments:
Monday through Friday 				Monday through Friday	
6:15 am until 8:00 am				9:00 am – 10:30 am
11:30 am until 12:30 pm				3:00 pm – 6:00 pm	
3:00 pm until 6:00 pm				8:00 pm – 10:00 pm	
8:00 pm until 10:00 pm					

Saturday and Sunday 				
7:00 am until 10:00 pm   

Emergency services are available 24 hours a day.

CASHIER’S WINDOW/ MAIL ROOM
Monday through Friday	 11:45pm until 12:45 pm     &   3:00 pm until 4:00 pm               

MEDIA SERVICES CENTER
Morning hours:  
Monday - Friday		8:30 am - 4:30 pm
Evening and Weekend hours:
	Monday – Thursday		6:00 pm - 10:00 pm
	Friday				6:00 pm - 11:45 pm
	Saturday-Sunday		1:00 pm – 4:00 pm and 6:00 pm – 10:00 pm

Media Center hours are subject to change.  All changes will be posted on the calendar on the bulletin board outside the Media Center.

ACTIVITIES BUILDING
Monday through Thursday		  	  8:30 am until 10:30 pm
Friday					  	  8:30 am until 12:00 am
Saturday and Sunday			10:00 am until 10:30 pm	

DINING SERVICES
Monday through Friday:	Breakfast	  6:30 am until   7:45 am
Lunch		11:20 am until 12:30 pm
Dinner	  	  4:40 pm until   5:30 pm
Saturday and Sunday:	Brunch	10:00 am until  12 noon
                                     	Dinner		  4:40 pm until   5:30 pm

Snack Bar
Sunday through Friday	6:00 pm until 9:30 pm  	Grill closes at 9:00 pm
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