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Chapter 6 Administrative Support

6.0  Objectives
X

6.1  Student Attendance, Leave, 

and Absences

Purpose
X

Requirements

R1.  Student Attendance, 

Whereabouts, and Status
R1

R2.  Attendance System

Deleted 'e'. R2 X

R3.  Authorized Absences
R3

R4.  Unauthorized Absences
R4

6.2  Student Allowances and 

Allotments

Purpose X

Requirements

R1.  Allowances R1

R2.  Transition Allowances
R2

Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

R3.  Allowances and Taxes
R3

R4.  Advances and General 

Indebtedness R4

R5.  Allotments
R5

6.3  Student Records Management

Purpose X

Requirements

R1.  Records System
R16

R2.  Student Personnel File
R17

R3.  Separation R18

R4.  Student Death

Section 6.12 R12 was incorporated 

with this requirement.

R19

R5.  Confidentiality of Student 

Records R20

R6.  Access to Student Records R21

R7.  Release of Information
R22
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KEY
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*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

R8.  Freedom of Information Act 

Requirements R23

R9.  Subpoenas for Student 

Records R24

6.4  Student Enrollments, 

Transfers, and Separations

Purpose X

Requirements

R1.  Enrollments R1

R2.  Transfers R2

R3.  Enrollment Extensions R3

R4.  Separations R4

R5.  Re-enrollments R6

6.5  Student Clothing

Purpose X

Requirements

R1.  Student Clothing R1

R2.  Cash Clothing Allowance R2

R3.  Emergency Clothing R3

R4.  Dress Code/Clothing Selection

R4
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Original PRH Chapter 6, Sections 

and Requirements 

KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

R5.  Documentation

Title renamed 'Clothing 

Documentation'. R14

R6.  Inventory R15

R7.  Welcome Kit R11

6.6  Student Transportation

Purpose X

Requirements

R1. Government-Furnished 

Transportation R8

R2.  Travel Costs R9

R3.  Monitoring and Reporting

Title renamed 'Monitoring and 

Reporting Travel Costs'. R10

R4.  Unused-Ticket Recovery
R11

R5.  Local Transportation R9

R6.  Staff Travel R12

R7.  Transportation for Dependent 

Children R10

R8.  Student Vehicles R12
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and Requirements 

KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

R9.  Resource

Deleted. This is a resource and not 

a requirement.
X

6.7  Food Service

Purpose X

Requirements

R1.  Food and Nutrition R3

R2.  Dining Environment R4

R3.  Food Service Staff Health R5

R4.  Food Service Management and 

Control R6

R5.  Student Input R7

R6.  Staff/Visitor Meals R8

6.8  Student Civil Rights, Including 

Religious Rights, and Legal Services

Purpose X

Requirements

R1.  Student Rights R1

R2.  Disability Accommodations
R2

R3.  Bullying and Sexual 

Harassment Training R6
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Original PRH Chapter 6, Sections 

and Requirements 

KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

R4.  Religious Activities/Treatment 

of Religious Organizations

R2

R5.  Applicant/Student Complaints

R11

R6.  Access to Legal Services
R7

R7.  Student Legal Obligations R8

R8.  Student Tort Claims R6

6.9  Student Support Services

Purpose X

Requirements

R1.  Voting Rights
R3

R2.  Use of Students for Assistance 

during Emergencies R37

R3.  Civilian Conservation Center 

Forest Fire Suppression Activities
R38

R4.  Laundry Services R12

R5.  Mail Services R13

R6.  Telephone Services X

R7.  Linen and Bedding R14

6.10  Student Health Services
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Original PRH Chapter 6, Sections 

and Requirements 

KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

Purpose X

Requirements

R1.  Health and Wellness Program

R2

R2.  Oral Health and Wellness 

Program R3

R3.  Mental-Health and Wellness 

Program R4

6.11  Related Health Programs

Purpose X

Requirements

R1.  Trainee Employee Assistance 

Program (TEAP) R5

R2.  Health Aspects of Sports R10

R3.  Tobacco Use Prevention 

Program (TUPP)
R6

R4.  Family Planning Program R7

R5.  HIV/AIDS R8

R6.  Sexual Assault Prevention and 

Response R39

R7.  Healthy Eating and Active 

Lifestyles R9
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Original PRH Chapter 6, Sections 

and Requirements 

KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

6.12  Health Administration

Purpose X

Requirements

R1.  Staffing

Title renamed 'Health Services 

Staffing'. R3

R2.  Authorizations (Consent for 

Treatment) R5

R3.  Basic Health Services Provided 

by Job Corps Centers R11

R4.  Health and Medical Costs 

Exceeding Basic Health Services 

Provided by Job Corps Centers R12

R5. Professional Standards of Care

R13

R6.  Medication Management R14

R7.  Waiver of Medical Care
R15

R8.  FECA/OWCP R40

R9.  Health Care Guidelines
R16

R10.  Student Introduction to 

Health Services R1
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Original PRH Chapter 6, Sections 

and Requirements 

KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

R11.  Medical Separations R5

R12.  Death

Due to the signfcance of this 

requirement it can be found in two 

locations. R3 R19

R13. Communicable Disease and 

Infection Control R17

R14.  Equipment and Supplies

Moved 'a', 'b', and 'd' to Property. 

Title renamed 'Medical Equipment 

and Supplies'.

Moved 'c' to Health Services as a 

stand-alone requirement, entitled 

'Inventory Records'. R18 R2

R15.  Continuous Quality 

Improvement R19

R16.  Monthly Meetings with 

Center Director R35

R17.  Reporting

Incorporated with Section 5.1 R7 

and deleted a-c. R4

Page 9



Original PRH Chapter 6, Sections 

and Requirements 

KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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3.0 Student Training 
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R18.  Biannual Health and Wellness 

Program Compliance Assessments

Deleted.  An SOP will be created.

X

6.13  Child Care Arrangements

Purpose X

Requirements

R1.  Establishment of Child Care 

Arrangements R4

R2.  Identification of Local Child 

Care Resources R41

6.14  Disability Program

Purpose X

Requirements

R1.  Disability Coordinators
R1

R2.  Applicant File Review Process

Title renamed 'Requirements for 

the Center Applicant File Review'. 

R2

R3.  Reasonable Accommodation 

Process R3
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applicable, no "x" required
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Website.  Files are not part of the 

PRH policy.
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Website.  Files are part of the PRH 

policy.

1
.1

 O
u

tr
e

ac
h

 &
 R

e
cr

u
it

m
e

n
t

1
.2

 E
lig

ib
ili

ty

1
.3

 C
ar

e
e

r 
G

u
id

an
ce

 &
 A

ss
e

ss
m

e
n

t

1
.4

 E
n

ro
lle

e
 S

e
le

ct
io

n

1
.5

 C
e

n
te

r 
A

p
p

lic
an

t 
Fi

le
 R

e
vi

e
w

 

1
.6

 A
ss

ig
n

m
e

n
t 

&
 D

e
p

ar
tu

re

2
.1

 C
o

u
n

se
lin

g

2
.2

 C
o

m
m

u
n

it
y 

Li
vi

n
g 

(R
e

si
d

e
n

ti
al

)

2
.3

 H
e

al
th

 S
e

rv
ic

e
s

2
.4

 D
is

ab
ili

ti
e

s

2
.5

 S
tu

d
e

n
t 

C
o

n
d

u
ct

2
.6

 E
va

lu
at

io
n

 o
f 

St
u

d
e

n
t 

P
ro

gr
e

ss

3
.1

 T
ra

in
in

g 
M

an
ag

e
m

e
n

t 

3
.2

 A
ca

d
e

m
ic

s

3
.3

 C
ar

e
e

r 
Te

ch
n

ic
al

 T
ra

in
in

g

3
.4

 C
ar

e
e

r 
Su

cc
e

ss
/W

o
rk

p
la

ce
 S

ki
lls

4
.1

 E
lig

ib
ili

ty
 f

o
r 

Se
rv

ic
e

s 

4
.2

 G
ra

d
u

at
e

 S
e

rv
ic

e
s

4
.3

 F
o

rm
e

r 
En

ro
lle

e
 S

e
rv

ic
e

s

4
.4

 T
ra

n
si

ti
o

n
 S

e
rv

ic
e

s

5
.1

 P
ro

gr
am

 M
an

ag
e

m
e

n
t

5
.2

 P
e

rs
o

n
n

e
l

5
.3

 S
af

e
ty

 &
 S

e
cu

ri
ty

5
.4

 S
ig

n
if

ic
an

t 
In

ci
d

e
n

ts

5
.5

 P
ro

cu
re

m
e

n
t

5
.6

 P
ro

p
e

rt
y

5
.7

 F
in

an
ci

al
 M

an
ag

e
m

e
n

t

5
.8

 F
ac

ili
ty

 O
p

e
ra

ti
o

n
s 

&
 M

ai
n

te
n

an
ce

5
.9

 E
n

vi
ro

n
m

e
n

t 
&

 O
SH

5
.1

0
 F

o
o

d
 S

e
rv

ic
e

s 

5
.1

1
 M

e
d

ia
 

6
.1

 L
e

av
e

 &
 A

b
se

n
ce

s

6
.2

 E
n

ro
llm

e
n

ts
, T

ra
n

sf
e

rs
 &

 S
e

p
ar

at
io

n
s 

6
.3

 A
llo

w
an

ce
s 

&
 A

llo
tm

e
n

ts
 

6
.4

 R
e

co
rd

s 
M

an
ag

e
m

e
n

t

6
.5

 R
ig

h
ts

6
.6

 C
lo

th
in

g

6
.7

 T
ra

n
sp

o
rt

at
io

n

D
e

le
te

*R
e

so
u

rc
e

s

Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

R4.  Introduction to Center Life

Title renamed 'Disability Program 

Introduction'. R2

R5.  CIS Disability Data Collection 

and Accommodation Plans
R4

R6.  Partnerships/Resources

Title renamed 

'Partnerships/Resources for 

Individuals with Disabilities'.
R34

R7.  Referral Process R5

R8.  Readily Achievable Barrier 

Removal R36

R9.  Staff Training

Title renamed 'Disability-Related 

Staff Training'. R11

R10.  Biannual Disability Program 

Compliance Assessments

Deleted.  An SOP will be created.

X

Exhibits

Page 11



Original PRH Chapter 6, Sections 
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KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

Exhibit 6-1 Duty/Pay/Leave Status 

Chart

Exhibit 6-2 Student Allowance and 

Allotment System (SAAS) 

Exhibit 6-3 Student Transportation

Exhibit 6-4 Job Corps Basic Health 

Care Responsibilities

Exhibit 6-5 Center Health Services 

Staffing Requirements

Exhibit 6-6 Proposal Outline for On-

Site Child Development Centers 

and Residential Exhibit

Exhibit 6-7 Parent/Child Programs 

Use of Job Corps Funds for Child 

Development Centers and 

Parent/Child Programs

Exhibit 6-1

Exhibit 6-3

Exhhibit 2-4

Exhibit 5-6

Exhibit 5-7

Exhibit 5-8

Exhibit 6-2
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Original PRH Chapter 6, Sections 

and Requirements 

KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

Exhibit 6-8 Child Development 

Center Minimum Staff 

Qualifications

Exhibit 6-9 Facility Requirements 

for Child Development Centers and 

Residential Parent/Child Programs

Exhibit 6-10 Notice of Medical 

Information Use, Disclosure, and 

Access

Exhibit 6-11 Equal Opportunity 

Notice

Exhibit 6-12 HIV Testing 

Information Sheet

Exhibit 6-13 Right to Use 

Photographic Likeness or Moving 

Images – Release Form for Adult 

Students

Form 2-01

Exhibit 5-9

Exhibit 5-10

Form 1-09

Form 2-02

Form 5-08
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Original PRH Chapter 6, Sections 

and Requirements 

KEY

Light Gray - Designation not 

applicable, no "x" required

*Resources- Located on the PRH 

Website.  Files are not part of the 

PRH policy.

Forms- Located on the PRH 

Website.  Files are part of the PRH 

policy.
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Realigned PRH Chapter and Section Titles

Other1.0 Enrollment Services 2.0 Student Support Services 6.0 Administrative Support Services5.0 Management Services4.0 Placement 

Services

3.0 Student Training 

Services

Exhibit 6-14 Right to Use 

Photographic Likeness or Moving 

Images – Release Form for Minors

Appendices

Appendix 601 Student Rights to 

Privacy and Disclosure of 

Information

Appendix 602 Civil Rights and 

Nondiscrimination

Appendix 603 **RESERVED**

Appendix 604 Job Corps Child 

Development Programs

Appendix 605 Definitions and 
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