






The Adult Workforce Diploma Program Student Handbook


















Table of Contents
Table of Contents	2
Introduction	3
Program & Provider Contact Information	4
Facility & Access Information	4
Program Purpose	5
Program Definitions	6
Student Success and Career Planning	7
Graduation Requirements	8
Workforce Readiness Activities	10
Student Policies and Responsibilities	11
Diploma/Transcript Requests	12



[bookmark: _Toc232683575][bookmark: _Toc235616325]Introduction 
Welcome to The Adult Workforce Diploma Program. This handbook provides important information regarding program expectations, graduation requirements, student supports, and participation guidelines. 
The Adult Workforce Diploma Program provides adults with the opportunity to earn a high school diploma while preparing for employment, career advancement, and post-secondary opportunities. Through workforce readiness activities, career planning, technical training, academic support, students will develop the skills necessary for success in both the workplace and everyday life.
This handbook is designed to help students understand:
· Program eligibility requirements
· Graduation pathway options
· Attendance and participation expectations 
· Workforce readiness activities 
· Student rights and responsibilities 
· Available support services and accommodations
· Important program policies and procedures
Students are encouraged to review this handbook thoroughly and reach out to their approved provider with any questions related to enrollment, coursework, graduation requirements, or available student services.
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	Name of School/Program
	

	Address
	

	Phone Number:
	

	Email Address:
	

	Website (if applicable)
	


Program / School Information

Provider / Organization Information
	Provider Name:
	

	Program Contact:
	

	Phone Number:
	

	Email:
	

	Address:
	

	Office Hours:
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	Institution name
	

	Website 
	

	Wi-Fi network 
	

	Wi-Fi password
	

	Building access information
	

	Student Support Contact
	

	Other important information
	

	Career service contact 
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The Adult Workforce Diploma Program creates pathways for adults, ages eighteen or older who are officially withdrawn from school, are residents of Ohio, and have not yet earned a high school diploma or high school equivalency diploma, an opportunity to earn their diploma at no cost to the participant. 
The program encourages individuals to enter the workforce while completing educational and career goals. Programs follow the rules listed Section 3313.902 of the Ohio Revised Code to determine who is eligible to participate.
To Participate in the Adult Workforce Diploma Program, Individuals must:
· Be at least eighteen years of age.
· Be officially withdrawn from a K-12 educational program.
· Be a resident of Ohio.
· Not possess a high school diploma or high school equivalency diploma.

Additional enrollment documentation may be required, including:
· Proof of identity.
· Proof of Ohio residency.
· Prior transcripts or educational records.
· Attendance history.
· Educational goals.
· Career interests.
· Criminal background requirements for specific career pathways.
· Drug testing or health screenings for workplace placement opportunities.


[bookmark: _Toc235616329]Program Definitions 
Competency-based educational program means any system of academic instruction, assessment, grading, and reporting in which individuals receive credit based on demonstrations and assessments of their learning rather than the amount of time they spend studying a subject. A competency-based educational program shall encourage accelerated learning among individuals who master academic materials quickly while providing additional instructional support time for individuals who need it.
Industry‑Recognized Credentials means the list of industry-recognized credentials that may be used to qualify for a high school diploma established pursuant to section 3313.6113 of the Revised Code.
OhioMeansJobs- Readiness Seal means the seal which may be attached or affixed to the high school diploma and transcript of a student enrolled in a public or charted nonpublic school pursuant to section 3313.6112 of the Revised Code
Ohio Technical Center means a center that provides adult technical education services and is recognized by the chancellor of higher education
Career-Technical Education Program or a dropout prevention and recovery program of a city, local, or exempted village school district, community school, or STEM school shall be subject to approval under this section in order for the district or school to qualify for state funding for the program. Approval granted under this section shall be valid for the five fiscal years following the fiscal year in which the program is approved and may be renewed. Approval shall be subject to annual review under division (E) of this section.



[bookmark: _Toc235616332]Student Success and Career Planning
You will receive ongoing support in academic planning, career exploration, and overall success throughout the program. You will work with the program staff to create your Student Success and Career Plan. This plan may include:
· Career interest inventories
· Setting personal and career goals
· Researching employment opportunities
· Planning for college or training programs
· Preparing for workforce readiness
· Exploring different career pathways
· Monitoring your academic progress
Your Student Success and Career Plan will be reviewed and updated regularly to make sure it stays aligned with your goals. You may also receive help with:
· Resume development
· Preparing for interviews
· Job search support
· Connecting with local businesses and industry partners
· Referrals to community resources
[bookmark: _Toc232683579][bookmark: _Toc235616333]
Graduation Requirements
Students must complete one of the approved graduation pathways. Please note that not all options may be available at every local institution. Check with your approved provider to confirm which options are offered. Demonstration of Competency Options 1 and 2

DEMONSTRATION OF COMPETENCY: OPTION 1
	[bookmark: _Toc232683580]Assessment Requirement
	[bookmark: _Toc232683581]Additional Requirements of the Program (Individuals must complete two of the following)

	Assessment Requirements 
· Achieve a competency score (684) on the Algebra 1 and English Language Arts II end-of-course exams 
                      Or 
· Attain workforce readiness (current assessment: WorkKeys) score (currently 12 over the three sections with a minimum of 4 points per section which are Applied Math, Graphic Literacy, Workplace Documents.

	· Industry-Recognized Credential 
· Earn a cumulative score of proficient or higher on three or more state technical assessments (WebXam) 
· Complete a pre-apprenticeship program and get accepted into a registered apprenticeship program, or complete a registered apprenticeship 
· Complete 250 hours of Work-Based Learning with documented positive evaluations 
·  Obtain an OhioMeansJobs Readiness Seal-



DEMONSTRATION OF COMPETENCY: OPTION 2
	Earn Course Credits
	Additional Requirements of the Program 
(Individuals must complete two of the following)

	· Four credits in English Language Arts 
· Four credits in mathematics 
· One credit may be career-based mathematics 
· Three credits in science 
· Three credits in social studies 
· One-half credit in financial literacy 
· This credit may be applied toward the total number of credits in either mathematics or social studies 
	· Industry-Recognized Credential 
· Earn a cumulative score of proficient or higher on three or more state technical assessments (WebXam) 
· Complete a pre-apprenticeship program and get accepted into a registered apprenticeship program, or complete a registered apprenticeship 
· Complete 250 hours of Work-Based Learning with documented positive evaluations 
· Obtain an OhioMeansJobs Readiness Seal




Provider Responsibilities 
Approved providers are responsible for helping you throughout the Adult Workforce Diploma Program. They are here to guide you, answer questions, and make sure you have what you need to succeed. Providers may:
· Support you with academic and career planning
· Help you understand your graduation requirements
· Keep your student records safe and confidential
· Share important program updates and expectations
· Assist with workforce readiness and career exploration activities
· Provide information about available resources and accommodations to ensure a safe, respectful learning environment

Please contact the Office of Career-Technical Education at CTE@education.ohio.gov or 
(614) 466-3430 with any questions.

[bookmark: _Toc232683584]Attendance and Participation 
Students are expected to attend classes, take part in required activities, and stay in regular communication with program staff.
If something affects your ability to participate, it’s important to let program staff know as soon as possible. This includes absences, emergencies, or any challenges that make participation difficult. Staying in touch helps us support you and keep you on track toward graduation.


[bookmark: _Toc232683585][bookmark: _Toc235616334]Workforce Readiness Activities 
The Adult Workforce Diploma Program is designed to help you prepare for work, build confidence, and explore career opportunities. Throughout the program, you’ll take part in activities that support your job readiness and future goals.
These may include:

· Work-based learning experiences
· Exploring different career pathways
· Job shadowing opportunities
· Meeting and learning from industry partners
· Information on apprenticeships
· Workshops on employment skills
· Resume and interview preparation
· Technical or hands-on training
· Financial literacy education

You will be expected to participate in workforce activities that match your interests and career goals.

[bookmark: _Toc232683586]Costs, Materials, and Equipment
There is no cost to participate in the Adult Workforce Diploma program your approved provider may supply the materials, equipment, or technology needed for your coursework and workforce activities. If you have questions about what is provided, contact your provider directly.
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Student Policies and Responsibilities
Your privacy is important. Program providers follow all federal and state privacy laws, including the Family Educational Rights and Privacy Act (FERPA). Your educational records will only be shared if the law allows it or if you give permission.
You may be asked to sign release forms for things like:
· Work-based learning placements
· Apprenticeship participation
· Employment partnerships
· Community support services
These releases help providers coordinate opportunities that support your success.
[bookmark: _Toc232683588]
Non-Discrimination Policy
Every student has the right to a safe, respectful learning environment.
Providers must follow federal and state non‑discrimination laws. No student will be treated differently because of race, color, national origin, sex, disability, religion, age, or any other protected status. If you have a disability and need accommodation, contact your provider. Reasonable accommodation is available based on your needs.
Reasonable accommodation will be provided to eligible students in accordance with Revised 504 of the Rehabilitation Act and applicable disability laws. Students needing accommodation should contact their provider.
[bookmark: _Toc232683589]Follow-Up Requirements 
After you graduate, your provider will check in with you at:
· Six months
· Twelve months
· Eighteen months
You may receive phone calls, emails, texts, or other approved communication
These follow-ups help the program understand your progress and success. They may ask about:
· Employment
· Further education
· Credentials earned
· Workforce participation
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If something serious happens that affects your ability to finish your graduation requirements on time, you may request a hardship waiver.
Situations may include:
· Medical issues
· Family emergencies
· Financial difficulties
· Natural disasters
· Legal concerns
· Other significant challenges
Your provider will help you submit the request in LACES if you qualify. The approved provider shall submit the documentation in LACES on the student's behalf.
[bookmark: _Toc232683591]Contact Information
If you ever have questions or need support, reach out to your approved provider. They can help with:

· Enrollment
· Attendance
· Coursework
· Graduation requirements
· Career planning
· Accommodation
· Technology
·  Support Student services
Your provider is there to support you and help you succeed.
[bookmark: _Toc235616336]Diploma/Transcript Requests
Once you have completed the requirements to earn your Adult High School Diploma, you can request your transcripts and diploma through DiplomaSender.  Program completers will need to create an account via DiplomaSender to view your completed activities, and order credentials (diploma and transcript). Individuals who have earned their diploma through this program will receive their first diploma and transcript free. 
Delivery methods and more can be found by visiting: https://beta.diplomasender.com/services
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Student Acknowledgment 
I acknowledge that I have received and reviewed The Adult Workforce Diploma Program Student Handbook. I understand the expectations, policies, and requirements outlined in this handbook.
	Student Name:

	Student Signature:

	Provider Name:

	Provider Signature:

	Date:



Vision Statement/Student Expectations 
Provider Vision Statement:
	



Student Expectations:
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