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Student/Parent Safety Sign-Off Sheet 08/09
It is the school/shop/lab policy that:

1. “Students cannot operate any equipment when the instructor is not supervising.”

2. “Students cannot operate any power equipment if repair/maintenance work is being done by another trade group of students and instructor in same area.”

Please read the complete packet and the fill out this page, the Safety Pledge on the back side of this page, and the Student Information Sheet that is included in this packet.

Please sign on the appropriate line below to indicate that you have read and understand the documents that are enclosed in this packet. Please return the completed signed packet to Mr. Mazzone. The first three pages must be signed and dated in the indicated areas.

3. Safety Pledge     Must be filled out
4. Student Information Sheet    Must be filled out
5. No’s & Musts Safety Sheets (3)

(Computer Imaging / Offset Press / Digital Printing, Screen and Bindery) 

6. Shop Safety Lessons

7. Shop Uniform Memo

8. Graphic Communications Syllabus

9. Shop Grading Policy

10. Related Theory Classroom Policy

11. Return the completed packet

__________________________________                 ____________________

                                 Parent’s Signature




           Date

__________________________________

____________________



Student’s Signature


    

          Date

Graphic Communications Safety Pledge

___________________________________, who is enrolled in the Graphic Communications Department at Worcester Technical High School, will as a part of his/her shop experience, operate machines, providing that the parent or guardian gives written permission.

It is important that each student be given proper instruction, both in the use of the equipment and in the correct safety procedures concerning it, before being allowed to operate it. The student must assume responsibility for the following safe practices, and we, therefore, ask that the student subscribe to the following safety pledge.

1.   I promise to follow all safety rules in the shop.
2.   I promise never to use a machine without first having permission from the instructor.

3.   I will not ask permission to use a particular machine unless I have been instructed in its use, and have scored 100% on the safety test for that machine.

4.   I will report any accident or injury to the teacher immediately.

Date _________________Student’s Signature ____________________________

Date_________________Parent’s Signature ______________________________
Student Information

Student’s Name _______________________________________________________________


Last
First
Middle

Student ID #______________________________ 

Parent

Mother: Miss, Ms. Mrs.________________________________________

Home Phone ______________________Work Phone___________

Father: Mr. _________________________________________________

Home Phone _______________________Work Phone ___________

Guardian:

 Mr. Miss Ms. Mrs. ___________________________________

Home Phone ________________________Work Phone___________

Street Address _____________________________________________________

City/Town __________________________Zip ______________________

WVHS

Graphic Communications/Printing

Memo

To:
Parents/Guardians
From:
Robert Mazzone
CC:
Mrs. McClintock
Date:
08/28/07
Re:
Shop Uniforms
_____________________________________________________________________________

This memo is being sent to all Parents/Guardians of the students assigned to the Graphic Communications Department. It is the school policy to enforce the shop uniform code while students are in their shop weeks. If they fail to follow the uniform dress code, they will not be allowed in the shop. They will be sent to the cluster office, and then they will be sent to In-House suspension for the day if the student cannot acquire from home the proper shop uniform.

The uniform for shop week is gray short sleeve T-shirt, black “Dickie style” work pants with leather shoes/boots. No open towed shoes. The uniform must be worn to shop and remain on the student for the full day.

__________________________________
_________________________________
                              Student’s Signature
                                                            Parent’s Signature

WTHS

Graphic Communications/Printing

Safety Lessons for Shop Students

1. Terms

2. Shop safety rules

3. Maintaining a safe and orderly shop

4. Personal protective equipment

5. Safety rules regarding toxic chemicals

6. Purpose of a material safety data sheet (MSDS)

7. Kinds of safety hazards

8. Things OSHA expects of an employer

9. Thing OSHA expects of an employee

10.  Colors and designations of the safety color code

11. Characteristics of lockout/tagout

12. Components of the fire triangle

13. Classes of fires and their descriptions

14. Types of fire extinguishers and their uses

15. Fire extinguishes and their meanings

16. General guidelines for first aid emergencies

17. Blood borne pathogens and special first aid precautions

18. Guideline for lifting and carrying items safely

Computer Imaging
No’s     Must’s
Never touch anything moving

Running any machinery without permission

Adjusting any switches or knobs of computer equipment that he or she is not operating

Sandals, slippers or open-toed shoes

Disks from outside the shop (music or documents)

USB Drives from outside the shop

CD Players, MP3 Players, Cell Phones or electronic devices of any kind.

Headphones

Going to the bathroom without permission

Leaving computer room without permission and signing out

Opening or closing windows without permission

Horseplay

Sitting on countertops or tables

Sitting on equipment

Leaning on computers

Sitting on the light tables

Making excessive noise

Backpacks

Gambling

Leaving early (will result in a zero for the day and a cut)

Viewing inappropriate websites

Playing inappropriate music

Installing fonts or programs on the computers without permission

Food or drink in the shop

Knives/weapons


Follow safety procedures

Use the proper fire exits

Wear proper clothing including safety glasses and Shoes

Be at your assigned workstations at all times

Have permission to run equipment

Be prepared to work 

Have writing implement

Complete an Art Ticket for all projects

Complete a sign-off sheet for all proofs

Received a signed approval for all print jobs

Use order numbers for all live work folders

Submit live to the teacher at the end of every day

Log off when not using the computer

Place binders and notebooks in shop lockers or in cabinet drawers at the end of the day

Use common sense

Use care in handling razor blades

Fill out your journal daily

Be responsible for all fascists of your assignment

Complete your assignments. You must print out your work and keep a copy in your portfolio

Sign out and have a pass before leaving the class

Perform your assigned clean up

Wear your ID

Wear your uniform

Student’s Comments
Instructor’s signature 

Student’s Signature 


Date 

Parent’s Signature

Mr. Chapeau’s Pressroom
No’s     Must’s
Riding or Sitting On Skids

Sitting On Equipment

Sitting On Flat Cabinet

Sitting in Instructor’s Chair

Sitting On Desks

Sitting While Running Machinery

Going Behind Desks

Leaving Room without Permission and Signing Out

Using Telephone

Making Excessive Noise

Opening Doors without Permission

Staying In Room during Lunch or Break without Permission

Horseplay

Loose Fitting Clothes

Jewelry

Long Hair without Hairnet

Running Equipment When Instructor Is Not In the Room

Going In Closet without Permission

Leaving Early

Using Air Hose without Permission and Safety Glasses

Leaving Work Stations

Food or Drink in Shop

Knives

Rags in Pocket




Never Touch Anything Moving

Wear Safety Glasses

Wear Shoes

Wear Hairnet If Instructed To Do So 

Have Permission to Run Equipment

Be Prepared To Work

Having Writing Implement

Fill Out Time Card Daily

Shut Off Equipment When Instructor Leaves the Room

Use Safety Devices

Follow Safety Procedures

Clean Equipment Worked On By Yourself

Return All Tools to Tool Cabinets

File Flats in Proper Drawers

Have All Paper Cutting O.k.’s Prior to Cutting

Have Permission to Make Plate

Have Permission and Ok For Running Each Job

Use Common Sense

Be Responsible For All Facets of Your Assigned Job

Student’s Comments_________________

____________________________________

____________________________________

____________________________________

1. _____________ /_________________

2. _____________ /_________________

3. _____________ /_________________

4. _____________ /_________________

5. _____________ /_________________

Instructor’s signature 

Student’s Signature 


Date 

Parent’s Signature

Digital Printing, Screen & Bindery Dept.
No’s     Must’s
Sitting on radiator

Sitting on equipment

Sitting on tables or cabinets

Sitting in instructor’s chairs

Sitting on desks

Sitting on waste barrels

Going behind desks

Leaving room without permission 

Using telephone

Making excessive noise

Looking out windows

Opening doors without permission

Staying in room during lunch or break

Horseplay

Gambling

Loose fitting clothes

Jewelry

Canvas shoes

Long hair without hairnets

Running equipment when instructor is not present

Going into closet without permission

Leaving early

Using air hose without permission and safety glasses

Leaving work stations

No food or drink in shop

No knives

No rags in pocket

Do not go into the WPS printing area.

Do not touch their supplies




Never touch anything moving

Uniform must be worn

Wear safety glasses when instructed to do so

Wear hairnet if instructed to do so

Have permission to run equipment

Be prepared to work

Have writing implement

Shut off equipment when instructor leaves the room

Stay in your assigned areas

Use safety devices

Follow safety procedures

Clean equipment worked on by you
Return all tools to tool cabinet

Have all paper cutting be OK’d prior to cutting

Have permission and OK for running each job

Use common sense

Be responsible for all facets of your assigned job

Be responsible for personal safety and for equipment

Give a verbal warning before starting any equipment

 Have signed errand pass before leaving the shop area.

 Sign the sign-out log.

Instructor’s signature ___________________                 Student’s Signature ______________________
Date ______________________                                                        Date ______________________
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Graphic Communications Shop Grading Policy
1. Students are expected to follow the rules in the Student Handbook.

2. Students must follow the rules of the Graphic Communications Shop.

3. Student’s grades are based on their performance of task.

4. Students must be prepared to work at their assigned workstation.

5. Students who work diligently on their lessons and live work will be rewarded with the highest grades, 90-100.

6. Students who are absent receive a zero, unless a doctor’s note or a note from court is submitted the next day.  Shop work can be made up on Tuesday at the rate of one hour per session.

7. Students who do not wear their uniforms to shop will be sent to the cluster office and receive a zero for the day.

8. Students who are late for class in the morning, after break, or after lunch will have 20 points deducted per infraction, off their daily grade.

9. Students who are “out of the area” will have their grades reduced by 20 points per infraction.

10. Any student who cuts class will receive a zero for the day.

11. Failure to perform the assigned clean-up will result in lost points.

12. Disrespect to staff or students will also result in a reduction from the student’s daily grade.

13. Effort and conduct are recorded separately on report cards

Graphic Communications Related Theory Classroom Policy
Subject: Graphic Communications                         Teacher: Mr. Mazzone
Behavior

1. Students are to obey all school regulations, read carefully through the Student Handbook.

2. Everyone is to be in their seats when the bell rings to begin class. You have four minutes to report to class, so be punctual.

3. There is no talking during class.

4. There is no gum chewing, eating, or drinking in classroom.

5. Bathroom, phone and other errands are to be done before or after class. No exceptions.

6. A zero will be given if a disturbance is created.

7. I.D.’s must be worn at all times

8. No hats, headbands, walkmans, coats or jackets in class.

9. No one is to leave the room without signing out and having a pass.

10. Be courteous at all times, not only to the teacher, but to your classmates as well.

Tests/Worksheets

1. A test will be given at the end of each chapter.

2. It is the responsibility of all students to make up their test/missed worksheets.

3. Students have one academic week and one shop week for making up a test/ worksheet.

4. Worksheets/tests are to be turned in at the end of the class. When no work is turn in, a zero will be entered as your grade until the work is made up.

5. If a test/ worksheet are not made up, a zero will be given. (Make up test/worksheet should be made up as soon as possible. Failure to do so will result in forgetting the material).

6. Cheating will not be tolerated. If found a zero will be issued.

7. There will be announced quizzes periodically throughout the term.

8. Surprise quizzes will also be given.

Notebooks/Portfolios/Journals

1. You must maintain a notebook in Related Theory Class and a Journal and a Portfolio in Shop.

2. Notebooks/Portfolios/Journal will be checked and graded during last week of the term.

3. Students are expected to take notes during class time.

4. All assignments are to be placed in your notebook in the order that they were given out in class.

5. Notebooks/Portfolios/Journals are judged by appearance, material within and assignments completed.

Term Papers

1. Term papers must be turned in at the beginning of class on the due date. If they are late, the grade is a zero with the weight of five. Term papers must follow the specific instructions for that term paper.

2. A term paper is equal to five days of related.

Books

1. Books and notebooks are to be brought to class everyday.

2. Students must come to class prepared, meaning books, notebooks, pen, and pencil.

3. Students are responsible for the book that is issued to them. If the book is lost – Replacement cost: $53 Graphic Communications ( $35 Photo-offset Fundamentals ( $35 Graphic Arts Fundamentals.

Grading

Grades in class are determined in the following manner:

1. Term Paper (equal to five days of related)

2. Notebook/Portfolio/Journal

3. Daily class grade

4. Class participation

5. Class project(s)

Related Theory Grading Policy

1. Students earn a grade each day of school. Grades are earned by class work turned in and class participation.

2. If a student does not turn in a class assignment he/she will receive a zero for the day.

3. Students who are absent receive a grade of zero, unless a doctor’s note or a note from court is submitted the following day of school. Students have one academic week and one shop week for making up a test/ worksheets.

4. Student who cut classes can not make up the work.

5. Students can make up work missed by obtaining the assignment(s) from the related theory teacher. It is the responsibility of the student to obtain the necessary make-up work from the teacher (before class, after class or after school, not during class time). 

6. Test can be made up on Tuesday afternoon at 2 P.M.

7. Students who are late for class will have 20 points deducted from their class grade for the day.

8. Any student who cuts class will receive a zero for the day and it can not be made up.

9. Students who are assigned to in-house suspension will receive a zero for the day if they do not turn in work completed for the class while they were in in-house suspension.

10. Effort and conduct are graded separately.

Absences

1. Excessive absences will result in failure. Failure to make up the class work will result in a zero for the day.

2. If you are absent, it is your responsibility to make up the work.

3. MAKE UP DAY IS TUESDAY, NO EXCEPTIONS

4. Cutting class will result in a zero for the day with no make up allowed.

Seniors -- Each time you are tardy for Related Theory, you will make up the class during senior release week. – No Exceptions.

Date ___________________________Book #______________

__________________________________
_________________________________
                              Student’s Signature
                                                            Parent’s Signature

Graphic Communications Shop Syllabus

The program provides training to students in all aspects of the offset and screen printing industry. Students are taught safety, the proper set-up, operation and maintenance of a variety of Graphic Communications equipment including desktop publishing, prepress, offset press, and screen printing and bindery operations.

Our graphic Communication Program is a challenging technology-driven and rewarding program. A competency-based curriculum insures a solid foundation for our graduates. The Graphic Communications staff takes great pride in their caring and effort to provide each student with individual attention and considers each student’s individual learning style in the presentation of shop lessons.

Opportunities

Our students are encouraged to join the Craftsmen’s Club and participate in VICA.

Bindery helper/operator
material handler

Controller
offset prepress (stripper & plate making)

Copywriter
offset press helper/operator

Cost estimating
paper cutter operator

Customer service representative 
plant manager

Design & computer graphics
product sales

Desktop publishing
proofreader

Editor
quality control

Equipment installer, repairs, sales
screen printer

Ink matching/mixer

Participating Work Programs


Checkerboard
DLM & Associates 
Van/Go Graphics

Curriculum

Exploratory

A two week (one week related and one week shop) introduction to safety, screen printing, desktop publishing, pre-press, offset press and bindery.
Freshmen

Computer Imaging: Basic instruction with professional graphic design software; basic features and uses. Basic instruction with scanner technology; uses and limitations.
Prepress: Introduction to prepress procedures.

Offset Press: Introduction to offset press operations.

Bindery: Introduction to bindery operations.

Screen Printing: Introduction to screen printing procedures

Sophomore

Computer Imaging: Intermediate instruction with professional graphic design software; advanced features and uses. Advanced instruction with scanner technology; creating, optimizing and editing professional quality scans. Basic typography, principals of design, color theory, order tracking, and job archiving.

Prepress: 1/c prepress with supervision

Offset Press: Limited use of duplicator, running single color work, intro to T-head operation, limited paper cutting and plate making.

Bindery: Simple folding procedures such as padding and hand gathering
Screen Printing: Basic 1/color printing and fabric and emulsion application
Junior

Computer Imaging: Advanced instruction with professional graphic design software; advanced features and uses. Intermediate typography, principals of design, color theory, order tracking, and job archiving.
Prepress: Advanced image assembly, spot color

Offset Press: Advanced 2/color work, perfecting, double burn plate making, and introduction to 4/color printing, advanced paper cutting.

Bindery: Setting up equipment with a minimum amount of instruction, folders and finish paper cutting.

Screen Printing: Multi color printing with out tight register.

Senior

Computer Imaging: Advanced project and logo design. Live work production. Senior project. Advanced prepress techniques. Advanced typography, principals of design, color theory, order tracking, and job archiving.
Prepress: Advanced image assembly with minimum amount of instruction 4/color process

Offset Press: Advanced duplicator, paper cutting, plate making troubleshooting, and limited 

4/color production, 

Bindery: Engineering folds, tri folds, accordion folds and working with signatures.

Screen Printing: Multi color printing with tight register

Post Graduates

All the above curriculum is completed in two years instead of four years as each post graduate student is in shop every week.

__________________________________
_________________________________
                              Student’s Signature
                                                            Parent’s Signature
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