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[bookmark: _Toc28936513]General Information

Dear Participants:
Welcome to what we believe is one of the finest residential training institutes in the country. As a participant of the Training Center and customer of the Bureau of Services for Blind Persons (BSBP), our goal and commitment are to work with you and help you reach your goals successfully. We are pleased you have selected the Training Center to complete your customized training. This handbook contains policies and procedures that will help answer questions that you may have during your stay at the Training Center. It will also provide you with expectations and available resources to enhance your stay. 
Individuals from all parts of the state come to the Training Center to work on skills of blindness. It is a place where confidence is built, and potential is realized. Our focus is to create an environment that is respectful and inclusive to all, encouraging participants to openly share their knowledge, skills, and experiences. Many times, participants learn as much from one another as they do from the training they receive.  
Each individual’s success is dependent upon their willingness and ability to engage in the learning process. It requires the capacity and readiness to be open to change, to be tolerant of others and to accept personal responsibility. It is our hope that upon completion of your program, you will have the confidence and skills to live your life more independently, secure gainful employment, and to achieve your dreams and goals.
On behalf of all of us at the Training Center: Welcome! 
Training Center Participant Handbook
[bookmark: Introduction][bookmark: _Toc28936514][bookmark: _Toc431980964][bookmark: _Toc431981330][bookmark: _Toc431981610][bookmark: _Toc431981684][bookmark: _Toc431981784]Introduction:  The Bureau of Services for Blind Persons Training Center is a residential facility which has been in operation since 1969; it provides comprehensive and customized instruction to blind and visually impaired participants of the Bureau of Services for Blind Persons (BSBP). Work Readiness training (skills of blindness) and vocational exploration and planning are emphasized so that consumers can become independent at home and in the community. Additionally, consumers may be referred to the Training Center for assessments and other programs. 
The Training Center is open year-round and has accommodations for up to twenty-nine participants in twenty-seven private rooms and two training apartments. Wheelchair accessible rooms are available. Length of stay varies from a few weeks to several months depending upon individual needs and goals.  There are two scheduled participant breaks that allow participants to return home and take care of personal and family commitments. For stays that overlap holidays- included in those breaks are Thanksgiving week and two weeks during the holiday break at the end of December. 
[bookmark: TravelArrangements]During your stay, each participant’s skill level will be assessed and instruction will be provided in adaptive low vision and non-visual techniques from professionally trained staff in various skill areas (see Class Descriptions). The Training Center provides opportunities for both individualized and group instruction. Classes are held Monday through Friday.  Participants are encouraged to attend recreational and other activities that are frequently offered during evenings and on weekends. Participants who choose not to stay for the weekend are expected to make their own travel arrangements.
[bookmark: _Toc28936515][bookmark: ReferralProcess]How to be Referred:  The counselor or teacher from one of BSBP’s seven field offices is responsible for facilitating the referral process to the Training Center. If a participant is considering training at the Training Center, the participant may want to visit the facility prior to making a final decision. The participant, counselor or teacher can call the Training Center at 269.337.3848 to speak with a staff person and to set up a tour of the building. Family members or other significant persons are welcome and encouraged to accompany a prospective participant.  
To begin the referral process, the field counselor or teacher will put together a packet containing recent eye and medical reports and additional information which will be discussed with the participant. Once the referral packet is complete, Training Center Professionals will contact the potential participant and the field counselor to set up an entrance date to the Training Center. A follow up correspondence confirming the date of arrival and other important information will be mailed to participant. Each participant will receive a copy of this handbook in the medium of personal choice.
[bookmark: _Toc28936516][bookmark: DressCode][bookmark: _Toc431980967][bookmark: _Toc431981334][bookmark: _Toc431981614][bookmark: _Toc431981688][bookmark: _Toc431981788][bookmark: _Toc431981923][bookmark: _Toc431981982][bookmark: _Toc431982065][bookmark: _Toc431982706][bookmark: _Toc329076596][bookmark: _Toc329076597]Dress Code: 
During scheduled class hours, participants are expected to dress in business casual appropriate attire. This means the following are not acceptable clothing during scheduled class hours: 
· Plain t-shirts
· Sagging trousers and sagging shorts
· Any article of clothing advertising illegal substances or alcohol. 
· Any article of clothing containing suggestive or offensive language
· Midriff tops, halter tops, and short shorts
· Sleepwear
· Bathing suits/bikinis
During non-class hours, participants are asked to dress in a manner that is not offensive to others. In public places, participants must be fully clothed. The following are not appropriate at any time indoors, unless the participant is going outdoors: 
· Winter coats, heavy coats, or trench coats worn through the halls
· Hooded sweatshirts with the hood up or pulled tight around the face
· Hats with the bill turned to the side
Participants are expected to practice good hygiene, bathing/showering regularly and making sure their hair is clean and groomed. 
Participants who report to class dressed inappropriately will be asked to return to their room to change clothes, losing valuable class time. 
[bookmark: Amenities][bookmark: _Toc431982072][bookmark: _Toc28936517]Training Center Amenities:
· Coin-operated washers and dryers 
· Cleaning supplies are in laundry rooms
· Televisions, DVD players, accessible computers and CCTVs (video magnifiers) in lounge areas
· Refrigerator and microwave in lounge area (participants are responsible for cleaning after themselves)
· Fitness room (NOTE: The fitness room may be used once participant/legal guardina has signed waiver, and has been familiarized with the equipment unless otherwise ordered by primary healthcare provider)
· Library containing materials in various reading formats  
· Vending machines with soft drinks, candy and snacks 
· Change machine that accepts $1 and $5 bills
· Designated smoking area (Smoking is not allowed in the building or in state-owned vehicles)
· [bookmark: Mail]Incoming and outgoing mail services are available at the front desk. There is no mail delivery on weekends.
· Wi-Fi: Internet access is provided free of charge via Wi-Fi Network. Alexa and Google home enabled devices cannot be used through the state Wi-Fi network and can only be used through participant provided hot spot or data plan. Please plan accordingly if you use such a device. 

Available to borrow:
· Alarm clock 
· BTBL book player
· Iron and ironing board
· Headphones to be used at computer stations

[bookmark: _Toc28936518]What to expect when you arrive: 
· [bookmark: DormRooms]Upon arrival at the Training Center (TC), participants will be asked to place personal items in the heat tent. Please see heat tent instructions within this document. 
· Participant will be given their dorm room key and be shown to their dorm room. If appropriate, a room orientation will take place, which will include thermostat, cleaning caddy, shower controls, etc. Participants will be asked to take care of their personal items.
· After the participant is settled into their room, they are asked to report to the Support Service office to complete the necessary paperwork. A TC Professional will verify the information currently on file as well as collect any updated information concerning their health, medications, physical limitations, contact phone numbers, or other necessary information. The participant and/or legal guardian will need to sign stating their understanding of their responsibilities, initial and sign the bottom of the form for the following items: Participant Handbook including Program Requirements, Emergency Medical Authorization, Acceptable Computer/Internet Use Agreement, Release of Information Form, Photo/Name Release and TC Policy Rules and Guidelines Agreement. The participant will also receive their class schedule in their preferred reading format, including large print, audio recording, braille or via email. The participant will be notified of their dorm room phone number and advised that they will be responsible to share this number with others if desired.
· Dinner is served from 5:00 – 5:45pm. 
· A complete orientation will take place the following day along with a detailed tour of the campus. 

[bookmark: _Toc28936519]Dorm rooms: 
Dorm rooms are all single occupancy.  They include a private bath, a twin bed, a small wardrobe, a nightstand, a high intensity lamp and a desk with chair. The Training Center provides a cleaning caddy stocked with various supplies, a limited number of clothes hangers and two sets of linen and towels. You are welcome to bring your own bedding sheets and/or towels if you wish.
[bookmark: Attendance]Dorm room inspections will take place once a week. Any problem areas reoccurring will be remedied by scheduling a Personal Management class.

[bookmark: _Toc28936520]Attendance/Participation:
Good attendance, punctuality and timely completion of assignments are essential for ensuring steady progress and success in your training program. Any ongoing concerns regarding your full participation, absenteeism, and/or tardiness may lead to early conclusion from the program.   
Each weekday begins with announcements which are made just prior to 8:00 a.m. Information shared includes meetings, weather, menu, special events, cancellations, and staffing changes.
[bookmark: ClassHours]
[bookmark: _Toc28936521]Class Hours: 
Classes are held from 8:00 a.m. until 4:00 p.m. (or 4:45 p.m.) daily. Staff is available weekday evenings and on weekends for outings and recreational activities.  

Class periods are as follows: 
1st hour 8:00 a.m. - 8:45 a.m.
2nd hour 8:50 a.m. - 9:35 a.m.
Morning break 9:35 a.m. to 9:50 a.m.
3rd hour 9:50 a.m. - 10:35 a.m.
4th hour 10:40 a.m. – 11:25 a.m.
Lunch 11:30 a.m. – 12:30 p.m.
5th hour 12:30 p.m. – 1:15 p.m.
6th hour 1:20 p.m. – 2:05 p.m.
Afternoon break 2:05 p.m. to 2:20 p.m.
7th hour 2:20 p.m. – 3:05 p.m.
8th hour 3:10 p.m. – 3:55 p.m.
9th hour 4:00 p.m. – 4:45 p.m.
For all incoming participants, a group orientation will be provided by Training Center counselors on the first day of class, which typically falls on a Monday. This handbook will be reviewed and there will be a time for questions and answers.  
[bookmark: FoodService][bookmark: _Toc28936522]Food Service:  
Our kitchen staff provides a variety of food choices and will make every effort to accommodate medically necessary dietary needs.        
Monday through Friday, meals are served at 7:00 a.m. – 7:45 a.m., 11:30 a.m. – 12:15 p.m. and 5:00 p.m. – 5:45 p.m.  
On Saturdays, continental breakfast is available between 7:00 a.m. and 11:00 a.m. and sack lunches are available from 11:00 a.m. to 1:00 p.m. Continental breakfast and sack lunches served on Saturdays are to be consumed in the cafeteria and participants may not take food outside of the cafeteria. 
Participants are on their own for Saturday night dinner. Options available include dining out, ordering in or enjoying items made during cooking class. Please meet with your Training Center assigned Counselor if resources are of concern.
On Sundays, continental breakfast is available between 7:00 a.m. and 11:00 a.m. Sunday’s continental breakfast must be consumed within the cafeteria and participants may not take food outside of the cafeteria. Lunch is provided from 11:30 a.m. to 12:15 p.m. and dinner from 5:00 p.m. to 5:45 p.m.
When participants are present for holidays, breakfast is served from 7:00 a.m. to 9:00 a.m. and lunch is served from 11:30 a.m. to 12:15 p.m. and dinner from 5:00 p.m. to 5:45 p.m.
[bookmark: _Toc28936523][bookmark: CaneUsage]Cane Usage: 
Your Orientation and Mobility Instructor will assist you in determining the type of mobility aid (i.e. long cane) that will best meet your travel needs and incorporate this into your training. You will be expected to utilize your mobility aid throughout the course of your training at the Training Center. Due to safety issues, Participants who are not utilizing their mobility aid will be reminded to do so. 
[bookmark: _Toc28936524][bookmark: ServiceAnimals]Guide Dogs and Service Animals:  
Participants who use guide dogs or service animals will work with the O&M Instructor to determine how to incorporate use of the animal into travel instruction. Service animals and guide dogs are the responsibility of the participant. Service animal documentation is required and will be requested during registration/check-in.
[bookmark: _Toc28936525][bookmark: ApartmentExperience]Apartment Experience:
The apartment training experience provides a unique opportunity for eligible participants to integrate the many skills they have been focusing on as part of the Work Readiness Program, and to facilitate a successful transition to living independently in the community. While living in the apartment, participants work on meal planning and preparation, shopping, budgeting, time management, cleaning and other homemaking skills.  
[bookmark: Counseling][bookmark: _Toc28936526]Training Center Counselors:
[bookmark: Holidays]Each participant will meet regularly with his or her assigned Training Center counselor to discuss scheduling, address questions or concerns and to assist the participant in progressing toward established goals. While at the Training Center, the Training Center assigned Counselor is the only individual who coordinates services rendered to participants as well as the point person to be notified for any planned/unplanned absences. The Training Center Counselor will be in communication with the Field Counselor, providing updates.  
[bookmark: _Toc28936527]Holidays:  
Classes are not scheduled on most national holidays. If the Training Center remains open, no regularly scheduled classes will be held; however, recreational activities may be offered. 
[bookmark: _Toc28936528][bookmark: ConflictResolutionAndRights]Guests:  
[bookmark: _Toc28936529]Guests are required to sign in upon entering the building and sign out when leaving the premises. The sign in/out sheet may be found at the front desk during business hours and in Support Services at all other times. Guests are encouraged to visit when classes are not in session and are requested to leave no later than 10:00 p.m. Guest visitors, except for family, legal guardians and Training Center Professionals, are not permitted in dorm rooms.
[bookmark: _List_of_Classes][bookmark: _Toc28936530][bookmark: ClassDescriptions]List of Classes and Descriptions
	ACE (Android Core Education)
	Industrial Arts
	Occupational Therapy

	Adaptive Kitchen Skills & Nutrition
	Introduction to Basic Computers
	Orientation and Mobility

	ATAC (Adaptive Technology & Computers)
	IOS Core Education (iPhone/iPad)
	Personal Finance

	Braille
	Job Seeking Skills
	Personal Management

	Counseling/Career Planning
	Keyboarding
	Finer Diner

	Diabetes Education
	Seminar
	Low Vision/OCR Class

	Essential Fundamentals for Employment
	Medication Management/Health Ed
	[bookmark: _GoBack]


[bookmark: _ANDROID_CORE_EDUCATION]
[bookmark: _Toc28333255][bookmark: _Toc28936531]ANDROID CORE EDUCATION
Provides adaptive training in the Android operating system. Basic accessibility features and assistive applications are addressed. 

[bookmark: _ADAPTIVE_KITCHEN_SKILLS][bookmark: _Toc28936532][bookmark: _Toc28333256]ADAPTIVE KITCHEN SKILLS & NUTRITION 
Participants in this class learn adaptive skills to become more independent in the kitchen. Training ranges from simple food preparation to the planning and cooking of complete meals for oneself and others. Participants will also learn the fundamentals of cooking preparation to include knife skills, measuring, pouring, kitchen safety and orientation. Within the course, participants will gain knowledge of incorporating healthier food choices. They will explore different methods of healthy eating to fit their desired nutrition goals. At the end of training, participants will be prepared with the skills they need to feel confident about cooking and eating healthy, at home and on the go. 

[bookmark: _ADAPTIVE_TECHNOLOGY_AND][bookmark: _Toc28333257][bookmark: _Toc28936533]ADAPTIVE TECHNOLOGY AND COMPUTERS (ATAC)
[bookmark: _Hlk23757756]Designed to provide participants with in-depth instruction in the operation of computers using assistive technology. The training is to help participants attain their goal of pursuing employment and/or academic interests, this course provides instruction in the use of Microsoft Office with assistive technology, e-mail, internet access and navigation, presentation development, and various other products for the blind.

[bookmark: _BRAILLE][bookmark: _Toc28333258][bookmark: _Toc28936534]BRAILLE
Braille class is designed to prepare participants to be successful in both grade I and grade II (contracted) Braille. Participants will learn the fundamentals of Braille to include tactually identifying the Braille alphabet, Braille numbers, common punctuation and reading comprehension. Participants will also learn how to use the slate and stylus and Perkins Braillewriter to write braille and will learn how to make braille labels.

[bookmark: _COUNSELING/CAREER_PLANNING][bookmark: _Toc28333259][bookmark: _Toc28936535]COUNSELING/CAREER PLANNING 
Training Center counselors will assist the VR participants in identifying viable vocational goals by administering assessments and conducting career exploration. A plan on how to successfully reach the goal will be completed as well as development of a Personal Data Sheet and Resume. 

[bookmark: _DIABETES_EDUCATION][bookmark: _Toc28333260][bookmark: _Toc28936536]DIABETES EDUCATION
The Diabetes Education Curriculum is designed to educate participants in the diabetes disease process, self-management of diabetes and self-management of medications.

[bookmark: _ESSENTIAL_FUNDAMENTALS_FOR][bookmark: _Toc28333261][bookmark: _Toc28936537]ESSENTIAL FUNDAMENTALS FOR EMPLOYMENT (EFE) 
The EFE class has four main sections, communication, decision making, interpersonal, and life-long learning. The class specifically looks at topics through the lens of a person with a visual impairment and how these topics may be impacted in a work environment. This class is very interactive and includes activities, homework, and vocabulary building. Additionally, information can be sent home with the consumer to better prepare their family, friends, and significant others for them obtaining employment. 

[bookmark: _FINER_DINER][bookmark: _Toc28333262][bookmark: _Toc28936538]FINER DINER
Learn how to confidently dine with others in a variety of settings.

[bookmark: _INDUSTRIAL_ARTS][bookmark: _Toc28333263][bookmark: _Toc28936539]INDUSTRIAL ARTS 
The Industrial Art class teaches people who are blind how to plan and build a variety of projects. Use of adaptive techniques and strategies enable participants to safely use tools while relying on tactual and auditory information for measurement and fabrication. Work on developing home mechanic skills which deal with a variety of home areas. 

[bookmark: _INTRODUCTION_TO_BASIC][bookmark: _Toc28333264][bookmark: _Toc28936540]INTRODUCTION TO BASIC COMPUTER SKILLS 
This class provides instruction in general skills including properly turning the computer on and off, open applications, close applications, save a file, open a file, save and retrieve files from a USB drive and eject and remove a USB drive from a computer.

[bookmark: _IOS_CORE_EDUCATION][bookmark: _Toc28333265][bookmark: _Toc28936541]IOS CORE EDUCATION
Introduces the iPhone and iPad for those persons who own these devices.  This course covers the basics of both devices including voice over, accessibility options, the app store, email and general settings.

[bookmark: _JOB_SEEKING_SKILLS][bookmark: _Toc28333266][bookmark: _Toc28936542]JOB SEEKING SKILLS TRAINING 
This class will assist individuals in developing self-marketing skills to help implement career goals. It will address the value of work, overcoming barriers to employment, identifying skills and learning how to communicate these skills to perspective employers, effective methods of job search, understanding your rights under the American’s with Disability Act, disclosure of disability, reasonable accommodation, preparing for interviewing, mock interviewing and follow up. 

[bookmark: _KEYBOARDING][bookmark: _Toc28333267][bookmark: _Toc28936543]KEYBOARDING
Participants will learn how to touch type on the keyboard computer. 

[bookmark: _SEMINAR][bookmark: _Toc28333268][bookmark: _Toc28936544]SEMINAR
Seminar is designed to prepare participants to be successful in obtaining information pertinent to their needs. Participants will learn the fundamentals of the National Library Service, ordering and downloading books, using a digital voice recorder, accessible telephone dialing, tactile labeling, handwriting, money identification, audio labeling devices, descriptive video and eye physiology.

[bookmark: _LOW_VISION][bookmark: _Toc28333269][bookmark: _Toc28936545]LOW VISION/OCR 
Participants are exposed to strategies, techniques, and various adaptive devices to increase knowledge and enhance functional vision. They are shown various strategies of accessing print material including Optical Character Recognition (OCR), the identification of printed characters using cell phone apps or computer software.
[bookmark: _MEDICATION_MANAGEMENT/HEALTH_EDUCAT][bookmark: _Toc28333270][bookmark: _Toc28936546]MEDICATION MANAGEMENT/HEALTH EDUCATION 
Build participant’s knowledge, skills and positive attitudes about health and motivate participants to improve and maintain their health, prevent disease and reduce risky behaviors. The Medication Management Curriculum is designed to educate participants in self-management of medications and healthy living.
[bookmark: _NUTRITION_EDUCATION]
[bookmark: _OCCUPATIONAL_THERAPY][bookmark: _Toc28333272][bookmark: _Toc28936548]OCCUPATIONAL THERAPY 
Occupational Therapy is designed to prepare participants to be successful in all aspects of daily living. Participants will learn the fundamentals of accessing and adapting skills for personal, family, community, continuing education and employment. 
· Physical Capacities
· Fine Motor Manipulative Skills
· Academic Skills – Reading/Math/Auditory Comprehension
· Access to Print/Written Communication/Note Taking

[bookmark: _ORIENTATION_AND_MOBILITY][bookmark: _Toc28333273][bookmark: _Toc28936549]ORIENTATION AND MOBILITY SKILLS 
Teaches adaptive travel techniques while building self-confidence and promoting independence. Participants will learn how to safely travel in various environments using multiple transportation options. 

[bookmark: _PERSONAL_FINANCE][bookmark: _Toc28333274][bookmark: _Toc28936550]PERSONAL FINANCE
This is a course in Personal Financial Management designed to give participants the tools necessary to manage their own finances over their lifetime. It would be of interest to anyone who plans to have a job, buy a car, buy a house, have a family, and retire to a comfortable life. It is meant to be a general interest course and therefore does not require any previous knowledge.

[bookmark: _PERSONAL_MANAGEMENT][bookmark: _Toc28333275][bookmark: _Toc28936551]PERSONAL MANAGEMENT 
The Personal Management Class is designed to prepare participants to be successful in skills of personal hygiene, cleaning, organization, money and time. Students will learn the fundamentals of grooming, laundry, cleaning and organizational skills.

	[bookmark: _Toc28936552]Conflict Resolution and Rights

	Most conflicts arise out of miscommunication. The following steps are to assist in the resolution of the conflict: 
1. Administrative Review - A meeting between you and:
1. Training Center counselor;
2. Training Center management;
3. Your field counselor/teacher; 
4. Field supervisor;
5. And if none of the above meetings lead to a resolution of the conflict - an agency administrator for the purpose of resolving the conflict prior to seeking outside intervention. 
2. You have the right to obtain assistance through CAP – Consumer Assistance Program by calling 1.800.288.5923.
3. Fair Hearing - A hearing before an Administrative Law Judge designed to settle conflicts. The Administrative Law Judge will render a ruling regarding your issues. If you are not satisfied with the decision of the Administrative Law Judge you may appeal this decision to the Director of the Department of Labor and Economic Opportunity (LEO). 
4. At no time will the Administrative Review be used to delay the scheduling of a Fair Hearing, if you choose. 
To arrange for a Fair Hearing or Administrative Review, you may contact the Michigan Bureau of Services for Blind Persons Hearing Coordinator at 1.800.292.4200 or by making the request by phone or in writing to your Counselor/Teacher or the Hearing Coordinator. There is no cost to you for these activities. However, the agency will not pay the costs, if any, for an advocate or attorney. 

You have the right to be represented by an advocate of your choosing at any time during the rehabilitation process or the conflict resolution activities mentioned above. 




[bookmark: _Toc28936553]PARTICIPANT RESPONSIBILITY - PARTICIPANT CODE OF CONDUCT: 
Training Center Participants conduct themselves in a poised, due-no-harm fashion, always being positive even when faced with adversity. 

As a participant of the Training Center, I will:
· At all times treat other participants and professionals with respect.
· Participate in the planning of my program and inform Training Center Professionals of any changes. 
· Be well groomed and appropriately dressed for all occasions. 
· Be responsible for my behavior, both in class and after hours. 
· Be truthful and honest in my classroom and dormitory life. 
· Learn and develop work skills in order to get a job. 

The Training Center is a community of active participants and the rules and regulations are the laws of the community. Participants who enjoy the rights of citizenship in the Training Center community must also accept the responsibilities of citizenship. A basic responsibility of those who enjoy the rights of citizenship is to respect the laws of the community. 
As citizens of the Training Center community, participants need to understand and adhere to all Training Center rules and regulations and be willing to accept the responsibilities that go along with their rights and privileges. 
The sections, which follow, provide detail to the program requirements and responsibilities as well as define disciplinary responses. 

[bookmark: _Toc28333278][bookmark: _Toc28936554]BUREAU OF SERVICES FOR BLIND PERSONS 
[bookmark: _Toc28333279][bookmark: _Toc28936555]Training Center 
[bookmark: _Toc28936556][bookmark: Harassment]Program Requirements
1. All individuals within the Training Center shall maintain a learning environment that is always respectful and free from harassment. Harassment is defined as “unwelcome advances, requests for favors and other verbal or physical conduct or communication under any of the following conditions: 
a. Submission to the conduct or communication is made a term or condition, either explicitly or implicitly, to obtaining training.  
b. Submission to or rejection of the conduct or communication by a person is used as a factor in decisions affecting the person’s training. 
c. The conduct or communication has the purpose or effect of substantially interfering with a person’s training or creating an intimidating, hostile, or offensive learning environment.” *
*Amended from Michigan Department of Labor and Economic Opportunity (LEO) Discriminatory Harassment Policy and Work Rules.  
2. [bookmark: Guardians]For any participant over 18 who has a legal guardian, documentation must be provided, outlining the terms and conditions of the guardianship and designating the name and contact information of the guardian.  Written instructions regarding permissions and/or restrictions for the participant are required from the guardian.

3. For any minor, contact information of custodial parent or guardian must be provided, along with written instructions regarding permissions and/or restrictions for the minor (See permission section).

4. Any participant who has a legal guardian shall remain on Training Center grounds unless written permission has been submitted by his or her guardian or is accompanied by staff (See permission section).  

5. Each participant is expected to be present, on time and ready to begin all activities as scheduled. 

6. To ensure proficiency and ongoing success, each participant is expected to utilize acquired skills on weekends, afterhours, and at home. Examples of acquired skills include: Utilizing tactual and auditory information processing for measuring, safe operation of tools, reading Braille, maneuvering through computer applications, fine motor manipulation, and safely traveling in various environments.    

7. [bookmark: QuietHours]The Training Center will observe quiet hours from 10:00 p.m. until 7:00 a.m. each weekday, Sunday through Thursday and 11:00 p.m. until 8:00 a.m. each weekend, Friday and Saturday. 

8. [bookmark: Visitors]Fellow participants and visitors, with the exception of family (utilizing the legal definition of family), legal guardians and Training Center staff, are not permitted in dorm rooms. The Legal Definition of Family: A group of individuals related by blood, marriage, or adoption.

9. As part of the apartment training experience program requirement, individuals who are participating in the apartment training experience may have visitors as long as both the participant and the visitor are their own guardian. Visitors must comply with all other program requirements.

10. Visitors are not permitted on the premises between 10:00 p.m. and 8:00 a.m. All visitors are required to sign in and out and must wear a visitor badge. Be
drugs, and weapons
11. [bookmark: AlcoholIllegalDrugsWeapons]Alcoholic beverages, illegal drugs, and weapons shall not be permitted in the Training Center building or on the Training Center grounds at any time. If it is determined that there is reasonable suspicion of the use of an illegal substance, the participant must submit to drug testing. In the event a participant tests positive for illegal substances or refuses to be tested, said participant shall be immediately concluded from the program. Any participant who engages in an unlawful activity under any circumstances is subject to immediate conclusion from the program.

12. [bookmark: MedicalMarijuana]The use or possession of medical and/or recreational marijuana in any form shall not be permitted on state/Training Center property at any time. Immediate dismissal from the program will result if this rule is violated without exception.  
[bookmark: _Toc28936557]Smoking
13. [bookmark: Smoking]Smoking is prohibited in the Training Center and in Training Center vehicles. Smoking on the grounds is only permitted in the outdoor designated smoking areas and must be properly disposed of by the smoker. 

14. [bookmark: MotorVehicles]Program participants shall not operate motor vehicles.  

15. [bookmark: StaffMayEnterDorms]TC Professionals may enter dorm rooms/apartments at any time and without permission for instructional purposes, maintenance purposes, to check for cleanliness and at any time there are concerns regarding a participant’s health or safety. 

16. [bookmark: NoCooking]No cooking, cooking devices, heaters and fans are permitted in dorm rooms (Training apartments are excluded). Food items are allowed in dorm rooms only if kept in closed or re-sealable containers.   
[bookmark: _Toc28936558]Incense burners, candles and steamers
17. [bookmark: NoIncenseBurnersCandles]Incense burners, candles and steamers are prohibited in dorm rooms and apartments.

18. [bookmark: MedicalInterruption]If a participant’s training program is interrupted for medical reasons (medical interruption), clearance from the primary care provider, which outlines any restrictions, must be submitted in order for training to resume. If participant is unable to resume training within two weeks of such medical interruption, the participant will be concluded early due to medical reasons and may resume training at a later date. A new referral will be needed to re-enter and resume training. 

19. [bookmark: Policy18]When a service animal is present, care of the animal shall be the responsibility of the participant.

20. [bookmark: Safety]All safety procedures shall be followed at all times.

[bookmark: _Toc28936559]Policy, Rules, Guidelines, and Cardkey Agreement
The following agreement is entered into by the participant 
AND the Bureau of Services for Blind Persons Training Center  

1. I agree to comply with the terms and conditions set forth in this agreement at all times relevant to my participation in any and all programs that are operated by the Training Center, and/or the Bureau of Services for Blind Persons; 

2. I understand that my continued participation in the programs and services that are offered by the Bureau of Services for Blind Persons is wholly contingent upon my compliance with all of the terms and conditions that are set forth in this agreement;  

3. I understand that this agreement is intended to maximize the benefits I receive from my training at the Training Center and to assist in the achievement of my goal to return to gainful employment, post-secondary education, and/or independent living. 

4. In addition to my agreement to comply with all policies, rules, guidelines and the Training Center Handbook that have been established, or may be established, by the Training Center, I agree to the following special terms:  

a. I understand that alcoholic beverages, marijuana, illegal drugs, and weapons are not permitted in the Training Center building or on the Training Center grounds at any time.  If it is determined that there is reasonable suspicion that I may have used an illegal substance, I must submit to drug testing.  In the event I test positive for an illegal substance or refuse to be tested, I shall be immediately concluded from the program.  If I engage in an unlawful activity under any circumstances, I will be subject to immediate conclusion from the program.

b.  I understand that the Training Center reserves the right to conduct a room search, with or without cause, at any time; provided that I am present whenever a search is performed. 

c.  I understand that I must comply with attendance policies as excessive absenteeism or chronic tardiness can interfere with achieving my goals. In such case, I understand I may be subjected to early conclusion from the program.   

5. I understand that it is my responsibility to cover any payment for hospitalizations, medical services or emergency services that I may incur while at the Training Center and I will not hold the Training Center nor the Bureau of Services for Blind Persons or its staff members/vendors responsible for such fees/costs. 

6. I understand that if I violate any of the above terms and conditions, my participation in all Training Center programs will be immediately concluded. 

I have read this agreement in its entirety and I understand all its provisions and agree to everything that is set forth in this document.  

Cardkey System Rules
Due to heightened security and for the building occupant’s safety, participants will be issued a numbered access card that will allow convenient and safe access to the facility.

Proper care and usage of the Cardkey is important. The Cardkey should be protected at all times. This card is your responsibility. 

Please DO NOT:
· Allow others into the building
· Expose the card to direct heat
· Tamper with it
· Loan it to someone else
· Mark or bend it
· Leave it lying around where others may gain access to it
· Wash the card
· Use it as a tool
· Place the card in a back pocket or wallet as this will bend or break the card

This access card is the property of the State of Michigan and is a critical element in the security of this facility. Lost, broken or damaged cards will result in the assigned user being charged a $25.00 card replacement fee, with no exceptions.
Those with repeated card losses may lose their privilege of having an access card.

[bookmark: _Toc28936560]Acceptable Computer/Internet Use Agreement
The Bureau of Services for Blind Persons (BSBP) Training Center computers and network are provided for participants to conduct research, complete assignments, and communicate with others. Access to network services is given to participants who agree to act in a considerate and responsible manner. Participants are responsible for their behavior on Center computers, networks, and the internet just as they are in a classroom or Center hallway. Access is a privilege - not a right.  The privilege to access the Internet brings with it several responsibilities.  In order to use the internet services available at the Training Center, each participant must read the following information and sign the computer/internet agreement.  For participants who are not their own legal guardian, the legal guardian must also sign the computer/internet agreement.  General Center rules for behavior and communications apply and users must comply with State of Michigan laws, policies, and standards and honor the agreements they have signed.    
Participants are responsible for any of their visitors who use the Training Center computers or internet.  The Training Center is not responsible for restricting, monitoring or controlling the communications of individuals utilizing the network. 
*At this time the use of Alexa enabled devices through the state network is prohibited due to system security reasons. 
Computer storage areas shall be treated like public areas. BSBP Training Center staff may review files and communications to maintain system integrity and ensure that all users are using the system responsibly.  Users should expect that files and emails stored on the Training Center computers will NOT be private.  The Training Center reserves the right to inspect any material stored in files to which users have access and will edit or remove any material which the Training Center staff, in its sole discretion, believes may be objectionable. 
Access to the Internet and e-mail enables participants to use millions of resources.  Participants should understand that some material accessible via the Internet may contain items that are illegal, defamatory, inaccurate or potentially offensive to some people. 
Filtering software is in use, but no filtering system is capable of blocking 100% of the inappropriate material available on the Internet. 
The Training Center does not warrant that the functions of the computers or Internet will meet any specific requirements, or that it will be error-free or uninterrupted; Nor shall the Training Center be liable for any direct or indirect, incidental, or consequential damages (including lost data, information, or profits) sustained or incurred in connection with the use, operation, or inability to use the system. 
For participants who have a legal guardian, ultimately, parents and guardians are responsible for setting and conveying the standards to be followed when using media and information sources. The Training Center supports and respects each participant’s right to decide whether to access the Internet.  
Unacceptable uses of computer, network, and internet resources include, but are not limited to the following:
· Use that violates State or U. S. law and regulations. 
· Use for immoral, illegal or unethical purposes. 
· Use that will cause harm to, or invade the privacy of, another individual.
· Creating or forwarding of chain mail or “spam” regardless of content. 
· Posting agency information to external newsgroups, bulletin boards or other public forums without permission.  
· Use for commercial purposes, financial gain, or fraud.  
· Use for personal profit, political fundraising, or gambling. 
· Use to obtain, view, download, or otherwise gain access to potentially objectionable or pornographic materials, including text materials, video images, or sound files that may be considered objectionable.  
· Sending or receiving offensive messages, pictures, or other materials over the Training Center’s email system. 
· Using obscene language. 
· Harassing, insulting or attacking others.  
· Any use that violates public safety or compromises the privacy of legally protected resident or citizen information. 
· Violating copyright laws, including, but not limited to, downloading or copying of copyrighted materials, music, video, text or pictures. 
· Hacking systems and databases or acting to disrupt systems or cause unnecessary network congestion or application delays.  
· Intentionally wasting limited resources, including bandwidth, ink, paper, etc. 
· Knowingly installing viruses, spyware, or adware.
· Use of any remote-control software on any internal or external host personal computers and/ or networks or attempts to gain unauthorized access to remote systems.  
· Damaging or modifying computers, computer systems or computer networks, including installing or removing software.
· Using others' passwords or trying to change passwords without permission.
· Trespassing in others’ folders, work or files. 
· Removal of any Center property, either hardware or software. 
· If the participant has a legal guardian, giving personal information, such as complete name, phone number, address or identifiable photo, without permission from parent or guardian and supervision of TC professional staff.

Violations of this agreement may result in a loss of access as well as other disciplinary or legal action.

[bookmark: _Toc28936561]______________________________________________________________
Emergency Medical Authorization
The Bureau of Services for Blind Persons Training Center is hereby authorized to obtain emergency medical and/or
hospital services under medical consultation without further instruction for the above referenced Participant. This enables the BSBP Training Center to safeguard the health and welfare of its participants.
Please note that it will be the participant or legal guardian’s responsibility of payment for any emergency services/first responders, medical visits, etc. incurred during your stay. 
[bookmark: _Toc28333286][bookmark: _Toc28936562]______________________________________________________________
[bookmark: _Toc28936563]Photo Release
I authorize the Bureau of Services for Blind Persons to record my image, name and voice and to use such photos, videos and recordings for educational and BSBP publicity which may include BSBP authorized social media, news outlets (including the news outlets social media sites) and BSBP quarterly and annual reports.

I also authorize the Bureau of Services for Blind Persons to announce my name over the PA system at the training center.
[bookmark: _Toc28936564]Release of Information
While participating in training at the Bureau of Services for Blind Persons Training Center, there may be individuals who are not employed by BSBP observing and/or providing services as listed below.

	 
	Interns 
Practicum students
Registered volunteers  
Community partners 
Substitute teachers 

Some of the above non-employees of BSBP may also observe and provide services which may require that they have access to case information. 



The purpose(s) and need for such disclosure is to develop and carry out vocational rehabilitation planning and provision of services.

This release gives permission for the release or exchange of information and remains in effect for a period of one year, or until training is complete. The participant has the right to revoke this release in writing except to the extent that the agency has acted in reliance upon this release.
_______________________________________________________________
ONLY FOR INDIVIDUALS WHO HAVE A LEGAL GUARDIAN
_______________________________________________________________
[bookmark: _Toc28936565]Permission to Participate in Off-Site Activities
My minor son/daughter or an individual for whom I am legal guardian will be attending the Bureau of Services for Blind Persons Training Center for evaluation and/or training.  I hereby give my permission for them to go on any Training Center sponsored activity, such as shopping trips, camping, amusement parks, swimming and sports events or other educational activity. I understand these activities will always have an adult Training Center professional or volunteer(s) in attendance.
_______________________________________________________________
[bookmark: _Toc28936566]Permission for Housing On 2nd Floor of the Training Center
My minor son/daughter or an individual for whom I am legal guardian will be attending the Bureau of Services for Blind Persons Training Center for evaluation and/or training. I hereby give my permission for them to be housed on the 2nd floor of the dormitory area. The Training Center’s usual procedure is to house individuals who have a guardian only on the 1st floor in order to provide additional supervision. However, this procedure sometimes needs to be adjusted in order to house all the students arriving for a specific program. _______________________________________________________________
[bookmark: _Toc28936567]Permission to Independently Leave the Training Center
My minor daughter/son or an individual for whom I am legal guardian will be attending the Bureau of Services for Blind Persons Training Center for evaluation/training. Training Center rules require that all minors and individuals who have a legal guardian remain on the premises at all times, unless written permission is explicitly given by parents or legal guardians to leave the Training Center campus independently.  I hereby give my permission allowing my child or ward to independently leave the Training Center property, after informing Training Center Professionals of their intentions. Minor students and individuals who have a legal guardian must return to the Training Center by 10:00 pm during the week and by midnight on Fridays and Saturdays.
______________________________________________________________
[bookmark: _Toc28936568]Permission to Use Fitness Room and Equipment
My minor daughter/son or an individual for whom I am guardian will be attending the Bureau of Services for Blind Persons Training Center for evaluation/training. Training Center rules require that all minors and individuals who have a legal guardian get written permission from the guardian before they can be allowed to use the Fitness Room and/or the Fitness Equipment.  I hereby give my permission for my child or ward to use the Training Center Fitness Room and/or Fitness Equipment, after receiving an orientation to the room and the equipment. I understand that I will need to sign a liability form when granting such permission. 
Please note: The Fitness Room/Equipment is unsupervised. 
[bookmark: _Toc28936569]
Protocol – Heat Tent (ZappBug Room)
For the safety of you and others, the Bureau of Service for Blind Persons Training Center has installed a heat tent (ZappBug Room) to protect you and the building from an infestation of bed bugs. The ZappBug room is a safe, nonchemical heater that kills 100% of bed bugs in all life stages, including eggs, nymphs, and adults as a non-toxic and all-natural bed bug killer. The temperature inside the heat tent ranges from 120 – 155 degrees and lasts for four hours. 
We will place your luggage in the heat tent when you arrive and each time you return from weekend leave.  Please make sure your luggage and any other belongings are clearly marked with your name so that they can be easily identified.
There are certain items that cannot be placed in the heat tent.  Please place the items listed below in plastic bags clearly marked with your name so that they can be easily separated from your luggage when you arrive and easily identified.
Items not allowed in heat tent / Please pack separately:
· Medications / Insulin / Glucometer Test Strips
· Food of any kind (pop, gum, candy etc.)
· Toiletries/Shoes/Boots
· Electronics (computers, cell phones, tablets, blood pressure machines, CPAP machines)
· Musical Instruments

[bookmark: _Toc28936570]What to Bring:  As you are preparing to arrive to the Training Center, please note: Participants will be asked to place their belongings in the heat tent, except for those items that are too sensitive to withstand the heat (please see heat tent instructions). Items will be placed in the heat tent for participants who are new, returning and for those who are bringing in newly purchased items. This is to maintain the high level of health and safety standards. Support Services Professionals will inspect items that are not placed in the heat tent. Total time the items will be in the heat tent is four hours, please plan accordingly. 

Please bring clothing that is appropriate for the season. Participants will be traveling in the community and should bring comfortable walking shoes and be prepared for all types of weather. A casual to business casual dress code will be observed. For those seeking employment as their goal, their training may include participating in mock interviews or actual interviews with potential employers. In such case, participants should plan to bring clothing appropriate for formal interviews.    
Please be sure to bring a supply of your prescription medications and any over the counter medications that you may need. The Training Center does not supply over the counter medications. If you use an EpiPen, please be sure to bring two with you and let the Training Center Professionals know where you keep them, in case they are needed.  
The following is a list of other items to bring:
· Picture I.D.
· Medical insurance cards
· Prescription and over the counter medications  
· A written copy of special dietary instructions
· Toiletries 
· Laundry supplies 
· Alarm clock
· Spending money for recreation, snacks, transportation, etc.
· Accessible technology and adaptive equipment such as computers, braille notetakers, Pen Friend, digital recorders
· Low vision aids such as prescription glasses, sunglasses, monocular, magnifiers
· Hearing aids 
· Braille and Talking Book Library (BTBL) book player (if one has been issued to you)
· Hangers
· Pillow (although pillows are provided, many participants prefer to sleep on their own.)

[bookmark: _Hlk34127853]The Training Center is not responsible for loss, theft or damage of any personal items. Items left behind for more than 30 days after conclusion will be discarded. 

Please be mindful of the number of items that you bring with you to the Training Center and acquire while you are here, as you are solely responsible for the return of your items home. BSBP is not responsible for coordinating shipping of your items if you are unable to get the items home independently.










[bookmark: _Toc28936571]If You Are Arriving by Public Transportation (Amtrak/Greyhound/Indian Trails)
If you require cab service to travel from the Kalamazoo Transit Center to the Training Center, please contact Bronco Express Cab company for transportation from the Kalamazoo Transit Center to the Training Center.  We will provide the cab driver with a voucher for the cost of the trip.  The voucher will not include a tip. The phone number for Bronco Express is 269-343-3000.  Please place this number in your cell phone.
It is best to call the cab company a day or so ahead of time to let them know your arrival date and time.   Explain that you are legally blind and will need assistance out of the station.
You should call again when you are on the train (or bus) to confirm the pick-up time and to confirm that you will be needing assistance.
Bring the cab driver into the Training Center when you arrive.  We will give the cab voucher to the driver at that time.
Please note that there is no Amtrak-train attendant at this station. 









[bookmark: Directions]
[bookmark: _Toc28936572]Driving Directions:
Address: 1541 Oakland Drive Kalamazoo, MI 49008
[bookmark: _Toc431981708][bookmark: _Toc431981808][bookmark: _Toc431982085][bookmark: _Toc431982728][bookmark: _Toc431984234]From US-131, travel to exit 36A (Stadium Drive east).  Proceed on Stadium Drive approximately 2.2 miles to the traffic light at the intersection of Stadium Drive and Howard Street. Turn right (east) at the traffic light onto Howard Street and proceed up the hill.  Turn left (north) at the top of the hill onto Oakland Drive.  The Training Center is on the right (east) side of Oakland Drive, just past the fire station. 
[bookmark: _Toc431981709][bookmark: _Toc431981809][bookmark: _Toc431982086][bookmark: _Toc431982729][bookmark: _Toc431984235]From I-94, take Exit 75 (Oakland Drive).  Go north on Oakland Drive for about 2.7 miles. The Training Center is located just past the intersection at Howard Street, on the right (east) side of Oakland Drive.
[bookmark: _Toc431981710][bookmark: _Toc431981810][bookmark: _Toc431982087][bookmark: _Toc431982730][bookmark: _Toc431984236]Please take the second drive and park in the lot on the north side of the building. You can gain entrance to the building by pressing the buzzer at the north door; this will alert the staff that you have arrived.
For Specific Needs or Questions:
Should you have special circumstances that we need to be aware of or if you have any questions, please contact us at (269) 337-3848, Monday through Friday, 8:00 a.m. to 4:30 p.m.
TTY services are available through the Michigan Relay Center by dialing 1-888-864-1212.  Then indicate you wish to contact the BSBP Training Center at (269) 337-3848. 
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