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New Community Corporation’s Mission is to help residents of inner cities improve the quality of 
their lives to reflect individual God-given dignity and personal achievement. The corporation’s 
workforce development programs and services are supported by Strategic Goals that are aligned 
with New Community’s mission. The Workforce Development Center’s strategic goals are:

•    Quality Services: Provide quality educational, vocational, and occupational services to 
students; provide an environment that supports and enhances a positive learning environment 
for faculty, staff, and administrators.

•    Community Partnerships: Develop and maintain meaningful relationships with community 
partners within the Greater Newark region.

•    Graduate Performance/Institutional Outcomes: Promote high academic and vocational 
standards to enhance program graduation and job placement rates.

•    Innovation: The center is committed to staying abreast of the latest developments and 
innovations in the field of workforce development in order to enhance the effectiveness of our 
programming and student job placement upon graduation.

•    Student-Centered: Promote a learning environment in which meeting the needs of each 
individual student is seen as key to helping them achieve their goals. Using this model, 
barriers to student success are greatly reduced.

OUR GOALS
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INTRODUCTION

New Community Workforce Development Center offers 
comprehensive vocational training in several disciplines. The focus 
of the Workforce Development Center is to prepare the students to 
secure employment in a number of growing industries where jobs are 
in demand.

With that goal in mind, our Center offers the following courses: 
Automotive, Building Trades, Culinary Arts, Customer Service, 
Certified Homemaker Home Health Aide and Phlebotomy Technician.

Admission to the Workforce Development Center’s training programs 
establishes a contract between you and the Center. The staff and 
administration pledge their support to assist you in obtaining your 
objectives. It is the responsibility of the student to agree to work and 
study conscientiously.
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ACADEMIC CALENDAR

New Community Workforce Development Center is open from 8:30 a.m. to 9:00 p.m. Monday 
through Friday.  Day Courses are offered between the hours of 8:30 a.m. and 5:00 p.m.  Evening 
courses are offered between 4:00 p.m. and 9:00 p.m.  Course hours are noted on your enrollment 
agreement.

New Community Workforce Development Center is closed on the following holidays:

Labor Day     September 7, 2015

Columbus Day  October 12, 2015

Thanksgiving Break      November 26-27, 2015

Christmas Break    December 23, 2015-January 1, 2016

Dr. Martin Luther King Day,  Jan. 18, 2016

President’s Day  Feb. 15, 2016

Good Friday March 25, 2016

Memorial Day May 30, 2016

Independence Day July 4, 2016

 

Labor Day      September 5, 2016

Columbus Day           October 10, 2016

Thanksgiving Break          November 24 and 25, 2016

Christmas Break           Dec. 23, 2016-Jan. 1, 2017

Dr. Martin Luther King  Day     January 16, 2017

President’s Day          February 20, 2017

Good Friday                April 14, 2017

Memorial Day               May 29, 2017

Independence Day       July 4, 2017
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GROUND RULES

Ground Rules

1.  Attendance - Students must be in class on time everyday. 

2.   Morning students from 8:16 to 8:30 you will be docked a ½ hour. Any time after 8:31 until 
10:30 you will receive 2 hours for the day. 

 Afternoon students have a 15 minute grace period, you have until 12:15 pm before you are 
considered late.  From 12:16 to 12:30 you will be docked ½ hour. Anytime after 12:31 to 2:00 
pm you will receive only 2 hours for the day unless you have written documentation.   

3.   Must call instructor if absent for illness, or emergency at (973-824-6484) and leave message.

4.   Unexcused students missing classes anytime during the day is unacceptable. All missed 
class time must be completed.

5.   Student’s must maintain appropriate appearance for their profession.  (No sunglasses, 
headsets, cell phones, beepers, or hats are allowed in the classroom).  

6.   Consumption of, or being under the influence of alcohol or drugs during the training day will 
result in suspension, and or termination from the program.        

7.  No Smoking eating or drinking while in training class.

8.   Any student(s) involved in fighting, or disrespectful conduct (abusive language) with another  
Staff or School property will be suspended, and may be terminated from the program.

9.   Stealing or vandalizing NCC property will result in a student(s) being terminated from the 
program.

10. Telephones are for business emergency calls only.  Permission must be granted to use office 
telephone(s).
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ATTENDANCE

Attendance 
There is a high correlation between punctuality and attendance in school, and punctuality and 
attendance on the job.  The rewards for good attendance include increased opportunities to learn 
and increased probability that students will be successful, interactive, and productive members 
of their community. 

In  view of this, attendance is taken at the beginning of each class. If a student misses 2  
consecutive days, the instructor will attempt to contact the student. After 5 days without contact, 
a student may be removed from the roster.

Attendance & Absenteeism
Upon returning to school from an absence, the student is to turn in to the program instructor a 
written excuse stating the reason for the absence.  The instructor will turn in student excuses to 
the Registrar’s office.  Excused absences include documented illness, death in the family, jury 
duty, disability, etc.  After three (3) consecutive days of any type of absence, the student must 
report to the Registrar’s Office to be readmitted to class.

If the instructor does not receive a reinstatement form from Administration,  the student will not 
be admitted to class under any circumstances.  

Three (3) consecutive incidents of late arrival to class will constitute an unexcused absence.  

Suggestions for Student to Ensure Classroom Progress

1. Schedule doctors and other appointments after school hours.

2.  If you must be out of school for part of the day, allow yourself to miss only the time that is 
necessary.

3.  In cases of prolonged absences due to hospitalization, illness, etc., notify the Program 
Instructor as soon as possible to request a leave of absence.

Tardiness 
In order not to interrupt valuable instructional time, tardiness cannot be tolerated.  Arriving late to 
class or leaving class before it is dismissed constitutes a tardy.  See Ground Rules.
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REPORTING ABSENCE, MAKE-UP WORK

Reporting Absence
All students are expected to notify their instructor when they cannot attend class. Calls should be 
placed prior to the absence (except emergencies).  This policy reinforces expected workplace 
behavior and good employability skills.

Make-Up Work By Absent Students
A student who has an excused absence or an unexcused absence resulting from suspension 
shall be expected to make up work missed.  In the case of all other unexcused absences, 
students are expected to make up work.

Students are responsible for obtaining information missed during  their absence. Students, who 
are absent only on the date of an assignment or test, should submit the assignment or take the 
test on the date of their return to class or make arrangements with their instructor.

Students who do not provide their instructors with a written note explaining their absence within 
(3) days of the absence as required, will receive a zero grade for all work missed during the 
period of the unexcused absence.

Departments with special requirements, such as laboratories or special projects, will establish 
their own criteria for the completion of such work.
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DISMISSAL

Dismissal 

Students may be dismissed for:

1. Unsatisfactory conduct

2. Excessive Absences

3. Violation of Safety regulations

4. Unsatisfactory academic progress

5. Stealing

6. Defacing Property

7. Financial Delinquency
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CURRICULUM CONTENT AND DESCRIPTION 

Certified Homemaker Home Health Aide
This program is designed to provide 
students with basic knowledge and 
practical skills to enable them to work 
in healthcare settings, including home 
care, geriatric centers, child care 
centers and nursing homes. Graduate 
Certified Homemaker Home Health 
Aides can provide home care to 
chronically ill, handicapped, injured 
and pediatric patients. The curriculum 
is approved by the New Jersey Board 
of Nursing. Students will be prepared 
to sit for the New Jersey State Home 
Health Exam.

Length of Program:     4-11 weeks

 

Automotive Technician
The Automotive Technician program prepares students for a career in the automotive industry. 
The program is sponsored by Ford Motor Company. Students are trained on Ford vehicles 
and automotive software. Upon completion of this program, students will be able to enter the 
automotive workforce in an entry level position.
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CURRICULUM CONTENT AND DESCRIPTION 

Building Trades
The Building Trades program course consists of four modules in basic carpentry, basic electricity, 
basic plumbing and an internship. Students will gain knowledge in building trade techniques and 
equipment use as well as safety measures.

Electrocardiogram Technician
The objective of this course is to prepare students with adequate knowledge needed to perform 
duties and responsibilities of the electrocardiogram technician, such as demonstrate professional 
attire, attitude and communication; know the facility’s policies and procedures; properly identify 
patients; and accurately perform and interpret a 12 lead EKG tracing. Further, students will 
master the reading of frequently encountered normal and abnormal heart rhythms, cardiac 
emergencies, diagnostic test and the ability to learn about cardiac disease and medication.

Length of Program:     4-11 weeks
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CURRICULUM CONTENT AND DESCRIPTION 

Medical Assistant
Medical Assistants are professionals who coordinate the activities of a medical office. Multi-
skilled practitioners are qualified to provide clinical and administrative health care services under 
the supervision of a physician. They assist the doctor during examinations, keep all medical 
equipment in order and maintain medical records. This program will prepare the graduate for 
entry level positions in hospitals, medical offices or ancillary health care facilities. Clinical students 
also are exposed to phlebotomy, EKG, vital signs, X-rays, anatomy and are CPR certified.

Length of Program:     3-5 months

 

Culinary Arts Specialist
The Culinary Arts Specialist Program is designed to provide a quality, competency-based 
education for individuals who wish to pursue a career in the food service industry. The objective of 
the program is to prepare students in the areas of food preparation, workplace skills, leadership, 
human relations, customer service, nutrition and safe efficient work practices are taught.

Length of Program:     6-12 months
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Phlebotomy Technician
The objective of this course is to prepare students with adequate knowledge needed to perform 
duties and responsibilities of the phlebotomist. Upon successful completion of this course, 
graduates will be prepared to take the national certification exam with the National Center for 
Competency Testing.

Length of Program:     4-11 weeks

CURRICULUM CONTENT AND DESCRIPTION 
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GRADING POLICY 

Grading Policy

Letter grades have the following meaning: 
A+  = 95 - 100
A    = 90 - 94                    
B+  = 85 - 89
B    = 80 - 84              
C+ = 75 - 79
C =  70 - 74
D+ = 65 - 69
D = 59 - Below
F = Below 65
W = Withdrawn
Dr = Dropped

Attendance  25%
Chapter Tests 25%
Shop Time  25%
Module Tests  25%
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WITHDRAWAL POLICY 

Add/Drop

Students may add or drop their program within the first week of class without penalty.

Withdrawal
Withdrawal from a program must be authorized by Administration. Add/Drops and withdrawals 
do not become official until all of the required forms and paperwork have been processed.

Students who discontinue a course or who do not attend class or submit assignments, will 
automatically receive a grade of  F on their transcript.

Withdrawals and Leave of Absence
A student may request a leave of absence in advance if the student must miss more than five 
consecutive days of class.  A student may not request more than one leave of absence during 
the course of training.  All missed work and exams must be completed based on a schedule set 
forth by the instructor and department manager.  Any student who withdraws from training must 
notify Administration.

Transfers From Other Educational Institutions
New Community Workforce Development Center does not accept the transfer of credits or clock 
hours from other institutions.
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ACADEMIC REGULATIONS

Academic Integrity
The Workforce Development Center maintains that the grades earned by students reflect only 
their own individual efforts and achievements.  Each segment of the academic community, i.e., 
instructors, students, and administration, is responsible for the academic integrity of the Center.  
Academic dishonesty, in any form, will not be tolerated.  Students found to have committed an 
act of academic dishonesty may be subject to failure in the course, suspension from the Center, 
or both.
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NON-DISCRIMINATION POLICY

Non-Discrimination Policy
New Community Workforce Development Center does not discriminate on the basis of race, color, 
national origin, sex, handicap or age in admissions or access to, or treatment, or employment 
in its programs and activities.  Inquiries may be directed to the School Director at 201 Bergen 
Street, Newark, NJ.

Employment opportunities may be limited for individuals who cannot perform the essential 
functions of a job.  Students who have special needs or particular questions are urged to 
communicate directly with the School Director.  If a disabled student requires any reasonable 
accommodation to participate in any school program or activity, the disabled student must notify 
the School Director of such requirement upon enrollment to allow the School a reasonable and 
sufficient period of time to consider the disabled students’ request and provide any requisite, 
reasonable accommodation.  
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ACADEMIC REGULATIONS AND PROCEDURES

Academic Regulations And Procedures
New Community Workforce Development Center sets forth in this handbook regulations and 
procedures which constitute student rights and responsibilities.  Failure to note the regulations 
does not excuse non-compliance.

The Center reserves the right to change its regulations, schedule of classes, procedures, course 
offerings and schedule of fees without previous notice.
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GRIEVANCE POLICY

Grievance Procedure 
To resolve academic grievances or appeal a disciplinary action, students should follow this 
procedure: 

1.  A student with a grievance must first identify the grievance and discuss the matter at hand with 
the Instructor who may be a party to the grievance. 

2.  If no resolution of the grievance was achieved during that first step, then the student must 
request, in writing, a meeting between him/herself, the manager of the relevant department 
and the faculty member who is party to the grievance. The student must request this meeting 
within one week of the date in which the grievance occurred.  The student will make clear to 
the manager  that there is a grievance matter, and that the issue was unresolved in a meeting  
with the Instructor. The meeting will be set by the manager within two weeks of receiving the 
written request. At this meeting, the grievance issues must be identified. The manager will 
facilitate an attempt, to resolve the grievance. 

3.  If no resolution of the grievance is achieved at the second step, the student may make a 
request for a formal hearing of the grievance by the Director.  The request must be in writing 
and presented to the director within one week of the meeting between the manager and 
Instructor. A detailed statement with supporting evidence of the facts must accompany the 
hearing request.  The Director will decide its jurisdiction over the issues identified by the 
grieving student. 

The Director will notify all parties concerned, in writing, of his/her decision and recommendations. 
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STUDENT CONDUCT AND DRESS

Student Conduct
The New Community Workforce Development Center expects students to conduct themselves 
at all times in an acceptable manner. The forms of conduct listed below are considered to be in 
conflict with the educational objectives of this institution, and thus, grounds for dismissal.
1.  All types of dishonesty, including cheating, plagiarism, furnishing false information to the 

institution, forgery and/or alteration or use of the institutions documents of identification with 
intent to defraud.

2.  Intentional disruption of teaching, research, administration or disciplinary proceedings, 
meeting, programs and other school activities.

3.  Physical abuse of any person on school premises or at functions sponsored or supervised by 
the New Community Corporation.

4.  Theft or damage to the school premises or damage to the property of a member of the school 
community on school premises.

5.  Failure to comply with the directions of institutional officials acting in the performance of their 
duties.

6.  Violation of the law on school premises in a way that affects the school community’s pursuit 
of its proper educational objectives. This includes but is not limited to, the use of alcoholic 
beverages and/or controlled substances on school premises.

7. Cell phones are NOT to be used inside the Center.

Student Dress
Students attending classes at New Community Workforce Development Center are expected to 
exhibit good manners, have a neat personal appearance, and  conduct themselves in and out 
of school as men and women preparing for responsible careers. Students are expected to wear 
footwear at all times. Outer garments (coats, jackets) may not be worn in the classroom or shop. 

Note: Clothing and apparel worn for either religious reasons and/or medical purposes is allowed 
with legitimate documentation justifying the necessity of such clothing and/or apparel.  

Nothing in this policy may be construed in such a way as to deny any other constitutional or 
civil protection, nor should anything in this policy be construed in such a way as to conflict with 
statutory law.

1. Violation of any of these policies may result in suspension or expulsion from this institution.
2.  Students may appeal disciplinary actions (see “Grievance Procedures” for more information).

New Community Workforce Development Center 
Visit the New Community home page, www.newcommunity.org, to access a variety of New 

Community Corporation and school information.
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Security and Safety
The Security department should be notified immediately of any threat to the safety of any 
person, building, equipment and personal property.  Dial extension 101 to report any safety 
issue.

Lost and Found  
Lost and found items should be brought to the Security Office located on the first floor.

Safety
Fire bells or sounds of “fire” are your signal to evacuate the building immediately.  Do not re-
enter the building for any reason until you are told it is safe by security or the fire department.

Reaching Students in an Emergency
The Center will make every reasonable effort to contact you in case of an emergency.  We 
recommend that you leave word with your children’s school, family or friends as to where you 
can be reached. Please inform your children’s school if anything changes in your schedule. 

Emergency Closings
The Center generally does not close during scheduled operation, except in cases of severely 
inclement weather or other emergency situations. Students are encouraged to call the school 
at (973) 824-6484.

Cancelled Classes
In the event of a delayed opening or school closing due to inclement weather, or other emergency, 
a message will be left on the main switchboard phone (973) 824-6484 and a message will also 
be posted on the home page of the NCC Website at www.newcommunity.org.

School Closure
In the event of an unannounced school closure, students enrolled at the time of the closure 
must contact the Department of Labor and Workforce Development’s Training Evaluation Unit 
within ninety (90) calendar days of the closure.  Failure to do so within the ninety (90) days may 
exclude the student from any available form of assistance.  The contact number to call is (609) 
292-4287.

We are here to help all students succeed!  

SECURITY AND SAFETY, SCHOOL CLOSINGS



Refunds

1. Refunds for Classes canceled by the Institution

a) If tuition is paid in advance of the start date of a program and the 
institution cancels the class, 100% of the tuition collected will be 
refunded.

b) The refund shall be made within thirty (30) days of the planned start 
date.

2. Refunds for Students Who Withdraw on or Before the First Day of Class
a) If tuition is collected in advance of the start date of classes and the 
student does not begin classes or withdraws on the first day of classes, 
no more than $100 of the tuition may be retained by the Center.
b) Appropriate refunds for a student who does not begin classes shall 
be made within 30 days of the class start date.

3. Refunds for Students Enrolled Prior to Visiting the Institution
Students engaged in short-term training under any contracts would 
not be eligible for a refund as there are no direct charges billed to the 
student by the Center. Refunds to the employer or other vendor would be 
predetermined by the contract.

4. Refunds for withdrawal after class commences for programs obligating 
students for periods of 12 months or less:

a) Refunds, when due, are made within thirty (30) days (a) of the 
student’s last day of attendance if written notification has been provided 
to the institution by the student, or (b) from the date the institu tion 
terminates the student or determines withdrawal by the student.
b) Calculation of refunds paid in advance or sums due the Center shall 
be as follows:

For courses of 300 hours or less, the center will retain the registration 
and application fee plus a pro-rated portion of the tuition calculated 
on a weekly basis.
For Courses of more than 300 hours

i. After the first day of classes and during the first 10% of the 
period of financial obligation, the institu tion shall refund at least 
90% of the tuition;
ii. After the first 10% of the period of financial obligation and until 
the end of the first 25% of the period of obligation, the institution 
shall refund at least 50% of the tuition;
iii. After the first 25% of the period of financial obligation and until 
the end of the first 50% of the period of obligation, the institution 
shall refund at least 25% of the tuition; and,
iv. After the first 50% of the period of financial obligation, the 
institution may retain all of the tuition.
v. Application and Registration Fees are non-refundable.
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