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SAFETY is our first priority at BCTC!

By ensuring that every student has the fundamental safety knowledge and 
skills required in the workplace, BCTC places safety as our first priority. Safety 
instruction and testing are documented and maintained as part of the student’s 
instructional record.

All career and technical teachers at BCTC implement a safety program within their 
particular program areas. As part of that safety program, every student enrolled in 
an approved career and technical education program at BCTC must complete an 
OSHA 10-hour General Industry or Construction Industry Safety Training during 
their first year in the program. To be eligible to return the following school year, 
all students must complete and pass this required safety training. These courses 
are web-based and can be completed online whenever and wherever internet 
service is provided.

Upon successful completion of the safety training program, students earn and 
receive an OSHA credential from the Federal OSHA Training Institute. These 
programs are designed to teach entry level workers how to stay safe in the 
workplace and begin to prepare them for a safe and prosperous future in their 
chosen career.

BCTC dress code is dictated by safety rules and industry standards which may 
include the use of hard hats, eye protection, respirators, ear protection, hair nets, 
safety shoes, and uniforms, depending on the requirements. Dress that is consistent 
with industry expectations is required as established under the provisions of Act 
46 of 1998 which authorizes schools to adopt dress and uniform policies. (See 
Student Dress/Grooming Guidelines) Any deliberate act or behavior deemed 
unsafe that jeopardizes the safety and well-being of the individual or others may 
be cause for immediate suspension and dismissal from BCTC.
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The Protective Services – Law Enforcement program provides 
students with a comprehensive public safety education. The curriculum 
is designed to prepare students for careers in law enforcement, criminal 
justice, and emergency management. More specifically, students will 
study: criminal justice system, including juvenile justice and 
delinquency, corrections, and judiciary; law enforcement/police science 
including PA crimes and vehicle codes, criminal behavior, investigations 
and evidence/forensics, patrol, traffic and crowd control procedures; 
physical and mental fitness including self-discipline, defensive and arrest 
techniques and the use of force continuum; and emergency 
management. 

Students will apply and refine their communication and computer 
skills through report writing, research, and information retrieval. The 
curriculum will include discussions and case studies on professionalism, 
ethics, cultural diversity, and conflict resolution. The program combines 
lecture, practical application, and clinical experiences.  Supervised field 
trips and clinical experiences will include: municipal police, crime 
laboratories, county jails, detention and rehabilitation centers, and 
courthouses. This program provides an excellent foundation from which 
to pursue college and ultimately a career in public safety. 

Safety Inspector / Specialist 

Police & Sheriff Patrol Officer 

Security Officer 

Dispatcher: Police, Fire, & Ambulance 

Instructor  Todd Heckman  |  East Campus  |  CIP Code  43.0107 

Industry Certifications: 
EMT (Emergency Medical Technician), Hazardous Materials Awareness, Core, 
PPE, Product Control, NIMS IS 100, 200, 700, 800, OSHA-CareerSafe (10-
Hour) – Health, Monadnock Expandable Baton (MEB), Oleoresin Capsicum 
Aerosol Training (OCAT), Practical & Tactical Handcuffing (PATH), CPR / AED 
 
 

Program Entrance Recommendations: 
o Reading proficiency is critical 
o Algebra I or Geometry 
o Must demonstrate high level of emotional maturity 
o Disciplinary record must be outstanding  
o Must demonstrate a pattern of respect and self  

control at all times 
o Integrity & honesty 
o Problem-solving / critical thinking skills 
o Ability to work independently and in a team 
o Effective written / verbal communication skills 
o Physical & mental fitness – self discipline 
o Hand-eye coordination

Program 
Requirements/Costs 
There are specific costs for 
textbooks, tools, supplies, 
uniforms, certifications; 
and for some programs, 
medical and criminal 
clearances that students 
are obligated to pay upon 
acceptance. These costs 
change annually and are 
detailed on the individual 
program pages found on 
BCTC’s website.

www.BerksCareer.com

Protective Services 
Law Enforcement
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Berks Career & Technology Center 
Protective Services – Criminal Justice/Police 

Science 
Task Check Off List 

43.0107 
2020-2021 

 
P = Program of Study           N = NOCTI            R = Restoration Tasks           Asterisk (*) = Local Tasks 
 
Standard 
01.00 - ORIENTATION/ CULTURAL AND PROFESSIONAL AWARENESS 
01.01* - Demonstrate general lab safety 
01.02* - Describe basic work force ethics - N, POS 504 
01.03* - Demonstrate leadership/citizenship skills through Skills USA/HOSA 
01.04* - Differentiate among protective services careers - POS 531, N 
01.05* - Identify stressors and ways to reduce occupational stress - POS 416, 417, 418 
01.06* - Describe and practice the physical fitness standards in accordance to MPOETC standards - POS 420 
02.00 - INTRODUCTION TO CRIMINAL JUSTICE CONCEPTS 
02.01* - Define criminal justice, its history and process - N 
02.02* - Define multiculturalism and diversity, such as racial profiling, cultural diversity, etc.-  POS 1001, N 
02.03* - Identify crime data - POS 512 , N 
02.04* - Discuss the psychology of crimes 
02.05* - Explain the different types of law: criminal, statutory, civil, administrative, Constitutional, procedural - 
POS 304, 306, 706, 707, 708, 709, N 
02.06* - Explain the different types of crime - POS 307, 710, N 
02.07* - Identify high-tech crimes including: cyber stalking, identity theft, hacking, cyber- bullying, child 
pornography - POS 303, N 
03.00 - POLICING CONCEPTS AND SKILLS 
03.01* - Discuss the history of policing and its current structure - POS 501 
03.02* - Identify the chain of command in policing - POS 502, 525 
03.03* - Differentiate among corruption abuse of power, integrity, and ethics - POS 503, 504, 505, N 
03.04* - Explain the authority, jurisdiction, structure and purpose of PA Crimes Code and PA Vehicle Code - 
POS 305, 307 
03.05* - Describe due process and demonstrate Miranda Rights - POS 509, 701 
03.06* - Explain how the Exclusionary Rule applies to search and seizure - POS 702 
03.07* - Search/pat down a subject - POS 529, N 
03.08* - Search a vehicle - POS 506, N 
03.09* - Demonstrate the proper procedures for an arrest involving handcuffing, unarmed self- defense, and 
tactical self-defense - POS 202, 526, 527 , N 
03.10* - Demonstrate the proper procedures for use of non-lethal weapons (e.g., pepper spray) - POS 203, N 
03.11* - Demonstrate the proper procedures for use of less-lethal weapons (e.g., baton, taser) - POS 204, N 
03.12* - Define the progression of the use of force in a continuum and the force response matrix - POS  201 
03.13* - Demonstrate the proper procedures for use of lethal weapons - POS 205, N 
03.14* - Book a defendant - POS 530 
03.15* - Identify various domestic dispute/violence situations - POS 524, N 
03.16* - Describe procedures for voluntary/involuntary commitments for mental health issues - POS 1002, 1004, 
N 
03.17* - Prepare and issue a non-traffic summary offense - POS 528 
03.18* - Handle incidents of retail theft and loss prevention -  POS 904 
03.19* - Describe a police officer's rule and responsibilities when using wireless devices - POS 801 
04.00 - COURT SYSTEMS 
04.01* - Explain the structure of the American court system and the roles and responsibilities of court room 
personnel - POS 712, 713, N 



7 

04.02* - Describe pre-trial activities - POS 704, N 
04.03* - Describe what takes place during a preliminary hearing - POS 714, N 
04.04* - Describe what takes place during an arraignment and plea - POS 715, N 
04.05* - Describe the steps of a criminal trial process - POS 716, N 
04.06* - Explain various defenses to criminal charges, including Alibi, Justifications, Excuses, Procedural 
Defenses, Innovative Defenses, and M'Naghten Rule - POS 711 
04.07* - Explain the differences between a criminal trial and a civil trial - POS 717 
04.08* - Describe sentencing procedures - POS 705, N 
04.09* - Explain  the differences among probation, parole, home confinement, and electronic monitoring and the 
conditions necessary for each - POS 602, 603, 604 
05.00 - CORRECTIONS - PRISONS AND JAILS 
05.01* - Describe the history of corrections, including role of private corrections - POS 605, 611, N 
05.02* - Explain how jails are similar to and different from prisons - POS 607, N 
05.03* - Describe security levels, classifications, and the use of a security matrix in prisons - POS 606, N 
05.04* - Describe disciplinary procedures in jails and prisons, including solitary confinement - POS 609 
05.05* - Describe disciplinary procedures in jails and prisons, including solitary confinement - POS 609 
05.06* - Describe disciplinary procedures in jails and prisons, including solitary confinement - POS 609 
05.07* - Describe how to prepare prisoners for transport (belts, shackles, black box, shock belts) - POS 612 
05.08* - Explain what causes prison riots and define the stages in riots and riot control - POS 610 
07.00 - JUVENILE JUSTICE 
07.01* - system in America (ex. en re Gault) and how 
07.02* - Describe categories of children in todayÆs juvenile justice system - POS 719, N 
07.03* - Explain the difference between the juvenile justice system and the adult system of justice - POS 720, N 
08.00 - DRUGS AND CRIME 
08.01* - Describe the history of drug abuse and anti- drug legislation in America - POS 301 
08.02* - Identify the different types of drugs and their schedules - POS 302 
08.03* - Explain the link between drugs and criminal activity - POS 511 
08.04* - Identify signs of substance abuse and demonstrate how to handle subjects - POS 1003 
08.05* - Simulate the administration of Narcan and the recovery position - POS 423 
09.00 - TERRORISM 
09.01* - Explain US Department of Homeland Security, its components, and the USA Patriot Act POS - 901, 902 
09.02* - Describe terrorism awareness by researching domestic and international terrorism  (ex. ALICE training) - 
POS 903, N 
09.03* - Formulate a response plan for a terroristic incident - POS 907 
09.04* - Plan a response to an active shooter situation - POS 533 
10.00 - VEHICLES AND LAW ENFORCEMENT 
10.01* - Use PA Vehicle Codes to determine appropriate traffic infractions - POS 517 
10.02* - Administer Standard Field Sobriety Tests - POS 519 
10.03* - Simulate how to stop and arrest a driver who is suspected of driving under the influence of alcohol 
and/or a controlled substance - POS 518, N 
10.04* - Perform techniques for vehicle stops - POS 520, N 
10.05* - Prepare and issue a traffic warning and a traffic citation - POS 521 
10.06* - Demonstrate proper techniques for traffic control and crowd control with radio communication - POS 
523, 802 
10.07* - Explain how to use speed timing devices 
11.00 - CRIME SCENE MANAGEMENT 
11.01* - Identify and describe the preliminary investigation procedures - N 
11.02* - Secure a crime scene with officer safety in mind/search area for evidence of criminal and/or non-criminal 
activity - POS 103, 532, 905, N 
11.03* - Identify, collect, package/preserve, mark, catalog and store physical evidence ( hair blood, DNA, other 
items) while maintaining a chain of custody - POS 101, 102, 107, N 
11.04* - Explain Locard's principle of transference of trace materials at a crime scene - POS 110, N 
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11.05* - Lift fingerprints; identify characteristics of finger prints; take fingerprints on FBI card - POS 104, 108, 
515, 516, N 
11.06* - Make a casting of an impression - POS 105 
11.07* - Describe the process of making a composite sketch of a suspect and why it is necessary - POS 106 
11.08* - Measure and sketch a crime scene - POS 109, N 
11.09* - Explain the use of intelligence gathering and how informants/confidential informants assist police - POS 
507, 510 
11.10* - Describe procedures that police use to interview and interrogate subjects - POS 508 
11.11* - Perform a mock investigation 
11.12* - Prepare an affidavit of probable cause for a search warrant and for an arrest warrant - POS 514, 806, 
807, N 
11.13* - Prepare an affidavit of probable cause for a criminal complaint - POS 513, 806, 807, N 
11.14* - Complete a simulated crash report - POS 522, 806, 807, N 
12.00 - COMMUNICATION 
12.01* - Use proper radio communication protocol - POS 802, N 
12.02* - Use the international phonetic alphabet to communicate - POS 803 
12.03* - Describe communication skills used to interact with others: active listening, critical thinking, constructive 
criticism, tact, body language, etc. - POS 804, N 
12.04* - Provide proper directions to a scene - POS 805 
13.00 - FIRE SCIENCE 
13.01* - Describe the history of fire services 
13.02* - Identify firefighting principles, fire ground operations, components, and safety 
13.03* - Describe fire behavior 
13.04* - Demonstrate use of portable fire extinguishers 
13.05* - Identify, inspect, use and maintain personal protective equipment including SCBA 
13.06* - Perform rescue and extrication 
13.07* - Use ground ladders 
14.00 - EMERGENCY MEDICAL TECHNICIAN 
14.01* - Identify history, components, roles and responsibilities of Emergency Medical Services systems 
14.02* - Assess reactions to trauma, illness, death and dying 
14.03* - Identify and ensure scene safety and immediate life threats 
14.04* - Don, duff, dispose of, decontaminate, and/or disinfect personal protective equipment following standard 
safety precautions - POS 419, N 
14.05* - Follow advance directives and consent/refusal of treatment 
14.06* - Demonstrate patient confidentiality 
14.07* - Prepare EMS-related documentation 
14.08* - Demonstrate body mechanics to prevent work-related injuries 
14.09* - Lift and move patients using emergency/non- emergency moves, lifts and equipment - POS 404 
14.10* - Maintain asepsis to control the transmission of disease - POS 422 
14.11* - Interpret/use human body sections terms, medical terms and abbreviations in written and oral 
communication 
14.12* - Measure and record vital signs: temperature, pulse, respirations and blood pressure 
14.13* - Demonstrate process of patient assessment for trauma and/or medical issues - P 403 
14.14* - Describe cardiovascular system structure, function and management of acute coronary syndrome, 
aneurysm, thromboembolism, heart failure, hypertension, stroke, sickle cell anemia, clotting disorder 
14.15* - Demonstrate management of patient in cardiac arrest  using AED/CPR - POS 405 
14.16* - Describe respiratory system structure, function and management of pulmonary edema, asthma, COPD, 
pertussis, cystic fibrosis, pulmonary embolism, anaphylactic reactions, chest trauma 
14.17* - Demonstrate management of patient in respiratory arrest/distress - POS 405, 406, 411 
14.18* - Describe digestive system structure, function and management of gastrointestinal bleeding/hemorrhage, 
peritonitis, ulcerative disease, abdominal trauma 
14.19* - Describe reproductive system structure, function and management of vaginal bleeding, sexual 
assault/trauma, infections 
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14.20* - Describe musculoskeletal system structure, function and management of non-traumatic and traumatic 
fractures, dislocations, sprains/strains, amputations, orthopedic trauma - POS 410, 411 
14.21* - Describe nervous system structure, function and management of epilepsy, headache, seizure, 
stroke/TIA, traumatic brain injury, spinal cord injury, psychosis, suicidal impulse, agitated delirium 
14.22* - Describe urinary system structure, function and management of renal dialysis complications, urinary 
catheter management, kidney stones and genitourinary trauma 
14.23* - Describe endocrine system structure, function and management of acute diabetic emergencies 
14.24* - Describe symptoms and management of inhaled, ingested, injected, absorbed poisons, alcohol/drug 
intoxication and withdrawal - POS 1003 
14.25* - Explain  pharmacology used in EMS treatment 
14.26* - Demonstrate treatment for shock, with and without trauma - POS 407 
14.27* - Assess and manage soft tissue trauma: bleeding, puncture wounds, four types of burns, bite wounds, 
cuts, crush syndrome - POS 408, 409 
14.28* - Demonstrate providing care of obstetric patient with pregnancy complications: third trimester bleeding, 
miscarriage, ectopic pregnancy/management of normal/abnormal delivery 
14.29* - Assess and manage care of newborn, including neonatal resuscitation 
14.30* - Assess and manage emergency medical care of infants and children, including mandatory reporting - 
POS 405, 412 
14.31* - Assess and manage emergency medical care of geriatric patients 
14.32* - Assess and manage environmental emergencies: near drowning, temperature- related illness, 
dysbarism 
14.33* - Manage triage of multiple casualty incident - POS 414, 415 
14.34* - Describe proper operation of emergency vehicles (EVO) - ground transport, air medical transport - POS 
413 
96.00 - HEALTH AND WELLNESS 
96.01* - Participate in health and wellness activities - Level 1 
96.02* - Participate in health and wellness activities - Level II 
96.03* - Participate in health and wellness activities - Level III 
96.04 - Self care in the 21st century 
97.00 - CERTIFICATION 
97.01* - Prepare to obtain BLS certification - POS 408, 409 
97.02* - Prepare to obtain BLS re-certification 
97.03* - Prepare to obtain EMT Certification 
97.04* - Prepare to obtain Hazardous Materials Awareness - POS 402, N 
97.05* - Prepare to obtain Hazardous Materials Operations, Core, PPE, Product Control certification 
97.06* - Obtain CareerSafe-OSHA Health Certification - POS 421 
97.07* - Prepare to obtain NIMS IS 100 Certification 
97.08* - Prepare to obtain NIMS IS 200 Certification 
97.09* - Prepare to obtain NIMS IS 700 Certification 
97.10* - Prepare to obtain NIMS IS 800 Certification 
97.11* - Prepare to obtain Emergency Vehicle Operation certification 
98.00 - STUDENT PROJECT/CAPSTONE 
98.04* - Complete student capstone project 
99.00 - CAREER EDUCATION AND WORK 
99.01* - Explore your value system to determine how it affects your job performance 
99.02* - Complete application forms 
99.03* - Prepare a resume 
99.04* - Write a cover letter 
99.05* - Participate in a mock job interview 
99.06* - Evaluate employer-employee relationships & analyze your own on-the-job 
99.07* - Prepare your career portfolio 

eSD Export 2/2/2021 
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PROGRAM OF STUDY (POS)

Program of Study (POS) is based on a straightforward idea: students, parents, educators, and 
employers work together to help students graduate prepared for high-paying, technical jobs, and 
further education. SOAR. (Students Occupationally and Academically Ready) as defined by the PA 
Department of Education, the POS educational plan articulates the high school-level career and 
technical programs to a post-secondary degree, diploma, or certificate program.

WHO participates?
Any Berks County high school student attending the Berks Career and Technology Center is 
part of the Program of Study. Students work in conjunction with their sending school counselor 
to develop the most appropriate rigorous academic schedule to foster preparedness for 
post- secondary education.

WHAT is a POS?
Berks County High Schools, the Berks Career and Technology Center, post-secondary 
institutions, and trade apprenticeships work together to develop a planned program of 
technical and academic courses for students to pursue careers in a technical field. Working 
with people from business and industry, secondary and post-secondary schools develop a 
seamless curriculum of courses, combining at least the final two years of secondary school 
with two years of post-secondary education, leading to an associate, two-year certificate, a 
trade apprenticeship or a bachelor’s degree.

WHEN does a POS begin?
The POS begins at the high school and continues with the Berks Career and Technology 
Center in a technology cluster or an advanced technically-specific occupational program. In 
cooperation with the PA Department of Education, career and technical programs have an 
identified core of competencies to master called POS.

WHY a POS?
Advances in technology and increasing global competition mean a need for a better-
skilled workforce with more technical knowledge. To fill high-skill positions, employers need 
employees that are both academically well rounded and technically proficient. POS grads 
are well-educated and career/college ready! POS benefits students, parents, schools, and 
employers. It is a win-win situation!

POS provides a smooth transition between secondary and post-secondary schools with no 
duplication of courses or credits loss. The SOAR program offers a tool to find post-secondary 
schools that recognize and accept BCTC’s coursework as part of the state-wide articulation 
agreement and provide college credits that are earned before the student even begins at 
the college. Saving money and saving time are the reasons why students should strive to 
take advantage of POS!
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Occupations Available to 
Protective Services Students  

 
 

 
Emergency Management:  

 
911 Dispatcher Communication Technician 

Emergency Planner Exercise Designer 
Health and Human Services Coordinator Emergency Management Specialist 

 
 
 
 

Emergency Medical Services:   
 

Emergency Medical Responder Emergency Medical Technician 
Advanced Emergency Medical Technician Paramedic 

Flight Medic Tactical Medic 
Licensed Practical Nurse Registered Nurse 

Flight Nurse Emergency Medical Dispatcher 
 
 

 
 

Intro to Fire Science:  
 

Fire Fighter Fire Marshall 
Rescue Technician Fire Police 
Arson Investigator Safety Officer 

 
 
 
 

Law Enforcement:  
 

Municipal Police Officer State Police Officer 
Corrections Officers Corrections Officers 

Security Officer Sherriff 
Park Ranger Military Police 

Probation Office Conservation Officer 
FBI / DEA / NIS / ATF Police Dispatcher  
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Potential Certifications Available to 
Protective Services Students  

 
 

 
Emergency Medical Services:  

 
Emergency Medical Responder National Registered Emergency Medical 

Technician 
PA Emergency Medical Technician Health Care Provide CPR 

Blood Borne Pathogens   
 

 
 
 

Intro to Fire Science:   
 

Hazardous Materials Awareness OSHA 10 Hour General Industry 
Special Event Planning (IS 15) Leadership & Influence (IS 240) 

 
 

 
 

Law Enforcement:  
 

OC Spray Certification Handcuffing 
Expandable Baton Articultation Agreement 3 Credits  

Decision Making & Problem Solving (IS 
241) 

Effective Communication (IS 242)  

 
 
 
 

Homeland Security:  
 

Intro to Incident Command (IS 100) Basic Incident Command (IS 200) 
Intro to National Incident Management 

Systems (IS 700) 
National Response Framework (IS 800) 

Developing & Managing Volunteers (IS 
244) 

Fundamentals of Emergency 
Management (IS 230) 

Emergency Planning (IS 235) An Introduction to Exercises (IS 120) 
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Program Goal: 
 

The core curriculum for Protective Services Students is to provide a well round exposure to the different  
task’s individuals could be exposed to in our service cluster.  This curriculum prepares the students for  
entry level positions or to further their education in a respective discipline. 

 
Students are expected to complete standardized testing scoring at the “competent” level. 

 
Those students whom take full advantage of the program, will earn them industry certification/credentials  
that will make them “job ready” upon graduation. 
 

Curriculum Sequence and Schedule: 
 

Level 1’s  
o Core Curriculum / Law 290 hours 
o OSHA 10 hours 
o CPR / First Aide 7 hours 
o Incident MGMT 13 hours 
o Professional Development 40 hours 
o Total 360 hours 

 
Level 2’s  

o EMS Curriculum / EMS 230 hours 
o EMS Field Exposure 20 hours 
o HCP Professional CPR 6 hours 
o Medical Terminology 34 hours 
o Professional Development 40 hours 
o Total 360 hours 

 
Level 3’s – Law Enforcement  

o Criminal Investigation 220 hours 
o Hazardous Materials 4 hours 
o HCP CPR 6 hours 
o Professional Development 40 hours 
o Capstone 90 hours 
o Total 360 hours 

 
Level 4’s - Homeland  

o Into to Fire Science 112 hours 
o Intro to Preparedness 112 hours 
o HCP CPR 6 hours 
o Professional Development 40 hours 
o Capstone 90 hours 
o Total 360 hours 

 
Students shall be graded on all work submitted.  Additionally, the submission and successful completion of all  
work is required to be eligible for industry certification.  The absence of submitted work jeopardizes the student’s  
eligibility to attempt industry certifications. 
 
Clinical / Field exposure is a required element in this program.  Students are expected to schedule clinical / field 
experiences to be eligible for industry certifications.    
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Uniforms: 
 
Students should have uniforms by the second week of school.  The following items are required for a  
complete uniform: 
 

Class Uniform: 
 

Black Boots Black (dark) socks Black Belt 
Black or Navy BDU uniform pants Black / Navy embroidered polo shirt  

 
Physical Training Uniform: 

 
Black Shorts Black T-shirt Running Shoes 

Black Sweatshirt (cold weather) Black Sweatpants (cold weather)  
 
 
Text / Study Guides: 
 
During the student’s time with Protective Services the students will need several textbooks: 
 
Level 1’s: 

̶ Criminal Justice Today / ISBN 978-0-013474-97  
o This text must be purchased for all first-year students.   

 
Level 2’s: 

̶ Emergency Care and Transportation of the Sick & Injured / ISBN 978-128-11-0-524 
o This text is loaned to the student and must be returned.   

̶ Accompanying workbook is an optional book that can be purchased; however not required. 
o ISBN 978-1-284131-0-62 

 
Level 3’s (Criminal Justice Only): 

̶ Criminal Investigation / ISBN 978-0-13351-440-7 
o Must be purchased for the senior year.   

 
 

To order required textbooks & uniforms, please see the on-line ordering instructions on page 23. 
  



15 

Protective Services Uniform Requirements 
 

 
1. School I.D. 
 

2. Clean hands, hair, body and mouth 
 

3. Grooming 
a. Females:  Hair tied back, off shoulders, neatly styled and out of eyes 
b. Males:  short, neatly styled, off the collar and out of the eyes.  No facial hair.   

 
4. No jewelry except for small post earrings. 

 
5. No nose, eyebrow or lip rings. 
 

6. Uniforms: 
a. Law:  Black BDU style pant / black embroidered golf shirt, white or black undershirt,  

dark socks, black boots and black belt. 
b. Homeland:  Black BDU style pant / navy embroidered gold shirt, white or black  

undershirt, dark socks, black boots and black belt. 
c. Physical Training:  black t-shirt, black shorts, white socks, running shoes.  Cold weather,  

black sweatshirt and black sweatpants. 
 

7. No hats, or hoods over head.   
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PROTECTIVE SERVICES 
 

CLASSROOM PROCEDURES 
 

1. Upon arrival, go to your locker and put away all book bags, clothes, and 
material not related to class. 

 
2. Change into the uniform of the day. 

 
3. Prepare for the day’s activities: textbook, study guide, modules, and pencil/paper. 

 
4. You will have 7 minutes to get into the uniform of the day, update journal 

activities, study for test/quizzes, patrol notes, etc. 
 

5. Be seated in assigned cluster doing appropriate work. If you are assigned to a 
special patrol or duty, inform teacher and sign out. 

 
6. No food or drink allowed in the classroom. 

 
7. Always have your notebook, learning guides, or activity module with you at all times. 

Under no circumstance should you be wandering around aimlessly without 
something to do. 

 
8. Always work in your assigned station, desk, or duty area. 

 
9. No hats or excessive jewelry. You should always look professional whether you are 

in the uniform of the day or your civilian clothes. 
 

10. No foul or disrespectful language will be tolerated! 
 

11. Clean-up and inventory will begin 15 minutes prior to the end of class. 
 

12. Do not ever sit behind the teacher’s desk or use his computer 
 

13. No games, personal programs, or disks are allowed on the student computers. 
 

14. No horseplay, running, shoving, or hitting. 
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PROTECTIVE SERVICES 
 

CLASSROOM ACTIVITY 
 
 

1. Always have a paper, pen or pencil ..... no exceptions. 
 

2. Always have the appropriate text, study guide, homework, etc. 
 

3. Take notes, but listen to the instructor. 
 

4. Participate in class discussions (part of your daily grade). 
 

5. Work cooperatively with your cluster. 
 

6. Keep a detailed and orderly notebook. 
 

7, Keep track of assignment in your journal. 
 

8. All assigned projects and homework are due at the beginning of class. 
 

9. be respectful of each other’s questions and/ or ideas. 
 

10. Ask appropriate questions. 
 

11. If the instructor is directly unavailable, the assigned upper classmen are in 
charge. 
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PHYSICAL FITNESS 
 

Physical training is an integral part of the Protective Services program. Throughout the 
year, the student will be involved in physical conditioning, physical training, and basic 
self-defense maneuvers. The student will also be given the opportunity to use various 
strength and conditioning equipment and various occupational equipment. 

 
The student’s safety is the primary concern of Berks Career and Technology Center. If 
the student is ill or has a temporary physical handicap, he/she will be dismissed from 
these activities with a note from a parent/guardian stating the reason for the request to 
be excused from the activity. The student will still be required to participate in the 
activities by watching and learning, for he/she will have to perform these activities in 
the future. 

 
Attached is a parental consent form for physical activity. On this form, please fill out 
any and all pertinent health information about your child. Detach and return on the first 
day of school. 

 
If you have any concerns or questions, feel free to telephone me at the Berks Career 
and Technology Center: 610-987-6201, ext. 3547. Thank you for your attention to this 
matter. 

 

Student: Date:   
 

I/We give permission for (student name) to engage 
in the physical training aspect of the Protective Services Program. Listed below are any 
health or physical concerns that may hamper his/her physical training. 

 
Asthma: Heart Ailments:   

 

Medications: 
 

Other Health Concerns: 
 
 
 

 
Parent/ Guardian Signature:    
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Protective Services 
 

GUIDELINES FOR ADMISSION AND CONTINUATION IN 
PROTECTIVE SERVICES PROGRAM 

 
Prior to admission and for continuation in the program students must: 

* Not have a criminal record which includes arrests and/or convictions for 
summary, misdeameanor, and felony offenses. 

* Not be involved with substance abuse. 
* Have the ability to read, understand and interpret complex text materials. 
* Be self-disciplined, and display common sense and good decision making skills. 
* Demonstrate the ability to adhere to the discipline code of both the district and 

the BCTC. 
* Demonstrate good attendance. 
* Be honest, even-tempered and not prone to violent or aggressive behavior. 

 
I have read and understand the guidelines of the Protective Service Program. I 
hereby agree that the following statements are true and initialing each statement 
that is correct: 

 
   I do not have a criminal record which includes arrests and/or convictions for 

summary, misdeameanor, and felony offenses. 
   I am not currently, nor have i in the past been involved with substance abuse. 
   I have the ability to read and understand complex text materials. 
   I am self-disciplined and display common sense and have good decision 

making skills. 
   I will adhere to the discipline code of my district and the BCTC. 
   I have demonstrated good school attendance. 
   I am honest, even-tempered and not prone to violent or aggressive behavior. 

 

I understand that falsification of any of the above information will result in my 
removal from the Protective Services Program. 

 
 
 

Student signature Date 
 
 

Parent/Guardian Date 
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PROCEDURE FOR TASK EVALUATION 
 
 
 

1. You will be required to practice a task on time with the instructor before your final 
evaluation. This practice will be recorded on your learning guide. (You will not 
receive an evaluation until you have practiced at least once with the instructor). 

 
2. You may be evaluated after you have practiced one time with the instructor. 

 
3. Your instructor may request that you practice a second time with him/her. This will be 

recoded on the learning guide. 
 

4. If your instructor feels that you need more practice after the second practice with 
him/her, he/she will assign a fellow student to assist you with practicing. 

 
5. You will have two or three lab days to practice with your fellow student. Then you 

must practice with your instructor again. At this point, your instructor may request 
more practice or complete the evaluation. 
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HOW TO WRITE A 5-PARAGRAH ESSAY 
 

1. Before you begin writing, decide on your answer to the question asked of you. This 
is your basic thesis. 

 
2. Before you begin writing, decide on what three pieces of evidence/ support you will 

use to prove your thesis. 
 

3. Write your introduction paragraph. Place your thesis along with your three pieces 
of evidence in order of strength (least to most) at the end of this paragraph. 

 
4. Write the first paragraph of your body. You should begin by restating your thesis, 

focusing on the support of your first piece of evidence. 
 

5. End your first paragraph with a transitional sentence that leads to paragraph number 
two. 

 
6. Write paragraph two of the body focusing on your second piece of evidence. Once 

again make the connection between your thesis and this piece of evidence. 
 

7. End your second paragraph with a transitional sentence that leads to paragraph 
number three. 

 
8. Repeat step #6 using your third piece of evidence. 

 
9. Begin your concluding paragraph by restating your thesis. Include the three points 
you have used to prove your thesis. 

 
 

Tips: 
 

1. Never use I or you (unless specifically told that it is allowed). 
 

2. Do not use contractions in formal writing. 
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SkillsUSA is the largest of the six organizations. It emphasizes respect for the dignity of work, 
high standards  and  trade  ethics,  workmanship,  scholarship,  safety,  and  partnership  
with  business.  Students  may  participate  in  district,  state  and  national  competitions.  
All  students  are  eligible  to  participate in SkillsUSA and/or one of the other career specific 
organizations.  

HOSA (Health Science Education) is open to students enrolled in the Health-care and 
Protective Services program. Activities focus on training, developing skills, and serving others. 
The school’s members enjoy a winning tradition of competing at annual state and national 
HOSA conferences.  

FCCLA  (Family,  Career  and  Community  Leaders  of  America)  is  open  to  students  
enrolled  in  Early  Childhood  Education,  Culinary  Arts,  and  Service  Occupations  programs.  
Emphasis  is  on  promoting  personal  growth  and  leadership  development  through  
family  and  consumer  science  education, focusing on the multiple roles of family members, 
wage earners, and community leaders. Students participate in leadership training events, 
competitions, and state and national conferences.  

FFA  (Agricultural  Education)  is  open  to  students  enrolled  in  the  Horticulture  program.  
This  co-curricular experience assists students by developing their potential for leadership, 
personal growth, and career success.  Students participate in community service and 
competitions.  

National  Technical  Honor  Society  is  open  to  11th  and  12th  grade  students  that  meet  
certain  requirements.  NTHS encourages higher scholastic achievement, cultivates a desire 
for personal excellence, and helps top students find success in today’s highly competitive 
workplace. NTHS is committed  to  the  recognition  of  excellence  in  every  arena  of  career  
and  technical  education  –  student achievement, community service, outstanding chapters, 
and contributions from business, industry, and educational professionals. 

PBA  (Pennsylvania  Builders  Association)  is  a  student  chapter  affiliation  of  the  
Pennsylvania  Builder’s Association and the National Association of Home Builders (NAHB) 
and is open to students enrolled in the construction trades programs. The goal of this student 
organization is to promote a greater understanding of the construction trades, exposure 
to innovative products and  processes,  industry  field  trips,  guest  speakers,  leadership,  
competition  to  showcase  skill  development and service.

skillsusa.org

hosa.org

fcclainc.org

ffa.org

nths.org

pabuilders.org

CAREER AND TECHNICAL STUDENT ORGANIZATIONS
BCTC offers students an array of co-curricular career and technical student organizations (CTSO’s) in  which  
students  have  the  opportunity  to  develop  leadership  skills  through  community  service  projects, 
participation in skill competitions and engage in other planned career-related educational events. Therefore, 
all students are expected to join and actively participate in one or more of these national organizations.  
The  annual  state  and  national  dues  for  the  student  organizations  vary  by  organization  and  are  established  
on  an  annual  basis  by  the  state  and  national  organization  guidelines.  BCTC  chapter  fundraising  activities  
are  partially  utilized  to  provide  an  opportunity  for  students  to  join  these  organizations. Additional 
funding may be provided by BCTC in support of students who compete and represent BCTC and their career 
and technical program at competitions. The BCTC career and technical student organizations chapters have 
BCTC chapter advisors.  
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Textbooks, Uniforms, Tools, and Supplies

Students attending Berks Career and Technology Center are taking the first steps in preparing for 
their chosen career. In preparing for any career, it is important to begin establishing a reference library 
of books, technical materials, and tools to support their study and eventual practice in this specific 
career. All students are expected to purchase their own textbooks, workbooks, shop uniform, tools, 
and supplies so they are prepared for the first day of class. We highly recommend purchasing these 
items by July 1 to allow sufficient time for preparation and delivery.

Instructions for purchasing textbooks, uniforms, tools, and supplies may be found  
on the BCTC Website.
Step 1. Go to: www.berkscareer.com
Step 2. Under Programs click on Our Programs and then navigate to the individual program page 

The following tabs will provide more detailed instructions. 

Uniforms

Click on the Visit BCTC Uniform Store link  
Choose East or West Campus.
Click on your program name.
A list of required and optional items will display. All uniforms may be purchased safely and securely 
through Apex Advertising on the BCTC website. Simply follow the prompts for instructions.

Textbook & Tools

A list of the first, second, and third year books will display along with the textbook name, author’s 
name, edition, and ISBN number, as well as the approximate price from new to gently used. To 
purchase the textbook, click on the title of the book, which will take you to Amazon.com. You may go 
to any online bookseller using the ISBN number in the search field.  Follow the directions for making a 
purchase, and in most cases the textbooks will  be delivered to your home address within a few days.

A list of tools, supplies, and protective equipment needed for the program will also be listed, as well 
as the quantity needed, the approximate cost, and a suggested vendor. However, you may purchase 
the items from any store.

Should you need assistance, please feel free to contact the BCTC Main Office at (610) 374-4073.
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USDA Waivers will end with the 2021-2022 School Year. Free meals will no longer 
be given unless proper paperwork has been completed at your home district.

Point-of-Sale System

This is a brief overview of our Food Service Point-of-Sale System. By utilizing this system, you 
may reduce the need for your child to carry cash for lunch. This system is very similar to what our 
sending districts are using in their cafeterias. NOTE: If your child receives/purchases a reimbursable 
meal (breakfast and/or lunch) at their home school, they may not get another reimbursable meal 
(breakfast and/or lunch) at the Career Center.

• Each student is issued a student identification card through the Guidance Department. This 
card contains the student’s picture and ID number. New ID’s are processed the first few 
weeks of school. During that time, please have your child give their name so we may look 
up their account information.

• Money may be deposited into a student’s account before and during the school year. You 
may add funds online via EZSchoolPay. To establish an account, please use this link: 
https://www.ezschoolpay.com/Login.aspx?District=3344397.  
On-site deposits can be made by cash or check. Food Service envelopes are available at the 
cash registers. We ask that deposits are at least $20. Note: returned checks are subject to a 
$25 fee.

• Checks must be made payable to Berks Career & Technology Center with student’s 
name written on the memo line.

• When the student has their meal and goes to the register, they just need to scan their ID 
and their data displays on the cashier’s computer touch screen. The cost of the lunch will 
automatically be deducted from the account without any exchange of cash.

• Students who receive free or reduced lunches will follow the same procedures as above. Their 
automatic debits would be at a free or reduced lunch rate. Note: Meal Benefit Applications 
are processed through the student’s home district, not the Career Center.

• By having the student scan their ID, this creates a transaction log of how the student spent 
their money.

Any questions can be directed to the Cafeteria Offices at 610-374-4073 (Ext. 3371 for East Campus 
and Ext. 4371 for the West Campus). All calls over the summer should be directed to Judy Ulrich in 
the Business Office (610-378-0402).

Food Service Department

(04/2022) FS-094
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CAREER AND TECHNOLOGY CENTER

PORTFOLIO

A portfolio is a collection of work representing education, self-development, and career 
information. It should contain multiple pieces of information that will serve as proof of 
your training and achievements. Your portfolio will help you to prepare for and obtain 
employment, enter military service or college.

Some Berks Career and Technology Center students will be  
required to complete a career portfolio based on their program’s  
requirement.

Each student’s portfolio should contain the following items:

• Title page

• Table of Contents

• Resume

• Academic achievements

• Career and Technical achievements

• Personal management skills

• Team-building skills

• Work experience

• Copies of all industry certificates

• Community activities

• Other related information
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STUDENT PROJECT/CAPSTONE CHOICES

In accordance with the Berks Career and Technology Center program certificate completion requirements, 
some  students will be required to successfully complete a Student Project/Capstone under the guidance 
and direction of Berks Career and Technology Center faculty. Students must complete Learning Guide 
98.04 and present their student project before Spring/Easter Break of their senior year. If not completed 
by the end of the third quarter, student will receive a grade of (I) incomplete for the quarter. A student must 
have successfully completed his/her Student Project/Capstone prior to participating in the Cooperative 
Education Program at the Berks Career and Technology Center.

The intent of the Student Project/Capstone is for Berks Career and Technology students to demonstrate 
and apply vocation and academic skills into a meaningful project. Some important skills all employees 
must possess include the ability to manage projects, find and use resources, read, write, compute, 
manage deadlines, and communicate. The project/capstone is to be included in your portfolio.

Students are required to select one of the following types of projects:
CTSO-Based: This project focuses on the student’s extensive involvement (e.g., Student Officer) 
in a CTSO. The student will be responsible for documenting her/his participation as a CTSO officer, 
outlining her/his organization and leadership skills, and showcasing an initiative she/he personally 
directed toward an identified outcome. The student will record her/his experiences along the way in 
a journal. The student will use these journal entries to compose a summary paper of her/his project. 
The summary paper may contain elements of a research paper, and therefore, sources will need to 
be documented properly. Lastly, the student will deliver an oral presentation about her/his project.

Project-Based: This project is related to a student’s focus area and/or provides an extended learning 
experience. This option will result in a tangible product that is designed, developed, and created by 
the student. The student will record his/her experiences along the way in a journal/project log. The 
student will use these entries to compose a summary paper of his/her project. The summary paper 
may contain elements of a research paper, and therefore, sources will need to be documented 
properly. Lastly, the student will deliver an oral presentation about his/her project.

Community Service-Based: For this project, a student will provide a needed and viable service 
to the community, a non-profit agency, or organization. The student will participate in a non-profit 
activity of a specified length. The student will record her/his experiences along the way in a journal/
project log. The student will use these entries to compose a summary paper of her/his project. The 
summary paper may contain elements of a research paper, and therefore, sources will need to be 
documented properly. Lastly, the student will deliver an oral presentation about her/his project.

Research-Based (This option is available only to students who have completed less than 50% of 
the program curriculum): For this project, a student will explore an unfamiliar area of interest related 
to the student’s program area. The student will gather information and facts about a certain topic 
for the purpose of creating a research paper and quality presentation. For this project, the student 
should investigate current issues in his/her field of study and be prepared to present materials in an 
oral presentation that depict an accurate and detailed representation of his/her research through 
charts, graphs, historical information, etc.. Research can be conducted through a wide variety of 
sources, including the internet, interviews with subject matter experts, literature on the subject, etc. 
No project component is required for this selection.
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WORK-BASED EDUCATION
The purpose of the Work-Based Education program is to provide occupational training, which 
supplements and enriches the educational experiences of students by utilizing the resources of 
business and industry. The program takes the school curriculum beyond the walls of Berks Career 
and Technology Center and serves as a bridge between the theoretical world of the classroom 
and the actual experiences encountered by workers. The program can involve one or all of 
three different options: job shadowing, internship/clinical experience (paid or unpaid), and/or 
cooperative education.

By participating in job shadowing, students can learn about work environments and job 
responsibilities. Students follow workers as they go about their daily duties in their everyday work 
environments. They benefit from seeing work as it is in real life and learn firsthand from people 
who have careers in fields that interest them. The program is designed to give students a better 
understanding of careers in order to make informed career decisions.

Students can also participate in internships; these are work experiences that allow students to 
complete skill tasks in a real-world environment. The internships will provide a start/end date with 
an educational goal attached to their individual career field. Internships can be paid or unpaid and 
give the student the opportunity to explore a career in more depth.

Internship students in Cosmetology, Dental Occupation, Health Occupations, SMaRT, Health 
Related Technology, Early Childhood Education, and Protective Services programs have 
opportunities to participate in clinical experiences. Students are assigned to in-school and off-
campus worksites where they can become involved in the day-to-day activities of those locations. 
Examples of clinical sites include, but are not limited to, area hospitals, retirement communities, 
nursing facilities, day care centers, fire departments, and ambulance associations.

Cooperative education provides occupational training that supplements the in-school educational 
experiences of students. One half of the day is spent at the sending school district taking academic 
subjects; the other half of the day is spent on the job. Students are paid at least the prevailing 
minimum wage for their time at work.

Thus, the Work-Based Education program is a collaborative effort by the school, business, and 
industry for the training of career and technical school students. Those students who meet basic 
trade and technical skill standards, exhibit good attitudes and habits, and maintain acceptable 
grades are eligible for these experiences.

QUALIFICATIONS
Students may be placed in work-based education cooperative education experiences when the 
following conditions are met:

• The job is related to the student’s career objective.
• The job offers a training opportunity, which adequately addresses the student’s abilities and goals.
• The work-based education experience will benefit the student.
• The student has completed all instructor indicated tasks toward the selected career objective, 

including Career Education and Work tasks.
• ***Per program teacher; The student has completed the written and product components of  

their student project and the oral presentation has been scheduled. (Optional by program)



Berks Career and Technology Center will not discriminate in its employment practices or its educational programs and activities on the basis of race, 
color, age, creed, religion, gender, sex, sexual orientation, ancestry, domicile, veterans status, national origin, marital status, pregnancy, handicap/
disability or genetic information or any other legally protected characteristics in its admission procedures, educational programs and activities or 
employment practices, as required by the Pennsylvania School Code and related regulations, ADA, Title VI, Title IX, and Section 504 and will provide 
equal access to the Scouts of America and other designated youth groups.  Students are encouraged to consider enrolling in career programs non-
traditional to their gender.  Berks Career and Technology Center will take steps to assure that the lack of English language skills will not be a barrier 
to admission and participation in career and technical education programs and will make reasonable accommodations for those with disabilities. 
Furthermore, harassment in any form, including bullying, by any individual will not be tolerated. All policies, regulations and practices of BCTC shall be 
guided by this statement.  Inquiries regarding compliance with Title IX, Section 504 or Title VI should be directed to Dr. Michael Stauffer at the Office 
of the Executive Director at 1057 County Welfare Road, Leesport, PA 19533, 610-374-4073.

Berks Career and Technology Center no discriminará por razones de raza, color, edad, religión, sexo, orientación sexual, origen, domicilio, si es veterano, 
nacionalidad, estado civil, embarazo, incapacidad o cualquier otra característica protegida legalmente en su proceso de empleo, programas educativos ni 
actividades o proceso de admisiones como es requerido por el Código Escolar del Estado de Pennsylvania y las regulaciones ADA, Titulo VI, Titulo IX y 
Sección 504 y proporcionará un acceso igualitario a los Exploradores de America y otros grupos de jóvenes designados. Fomentamos que todo estudiante 
considere registrarse en programas educativos no tradicionales a su sexo. Berks Career and Technology Center tomara pasos para asegurar que la falta de 
conocimiento de Ingles no sea una barrera para su admisión y participación en los programas educativos y técnicos. También se harán acomodaciones 
razonables para personas con impedimentos físicos. Cualquier forma de acoso, incluyendo intimidación por parte de cualquier individuo no será 
permitida. La política, regulaciones y prácticas de BCTC serán guiadas por esta declaración. Dudas o preguntas acerca del cumplimiento del Título IX, 
Sección 504 o Título VI deberán dirigirse a la oficina del Director Ejecutivo, Dr. Michael Stauffer, en 1057 County Rd, Leesport PA 19533, 610-374-4073.

Berks Career & Technology Center: 
East Campus | 3307 Friedensburg Road | Oley, PA 19547
West Campus | 1057 County Welfare Road | Leesport, PA 19533   
610-374-4073

BerksCareer.com


