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NONDISCRIMINATION AND ANTI-HARASSMENT Nondiscrimination Notice The Mexico School District Board of Education is committed to maintaining a workplace and educational environment that is free from illegal discrimination or harassment in admission or access to, or treatment or employment in, its programs, activities and facilities. Applicants for admission or employment, students, parents of elementary and secondary school students, employees, sources of referral and applicants for employment, and all professional organizations that have entered into agreements with the Mexico Public Schools are hereby notified that the District does not discriminate on the basis of race, color, national origin, sex, age, or disability in admission or access to, or treatment or employment in, its programs and activities. In addition, the District provides equal access to the Boy Scouts of America and other designated youth groups. Any person having inquiries concerning the District’s compliance with the laws and regulations implementing Title VI of the Civil Rights Act of 1964 (Title VI), Title IX of the Education Amendments of 1972 (Title IX), the Age Discrimination Act, Section 504 of the Rehabilitation Act of 1973 (Section 504), Title II of the Americans with Disabilities Act of 1990 (ADA) or the Boy Scouts of America Equal Access Act, is directed to the Compliance Coordinator listed below, who oversees the District’s efforts to comply with the laws and regulations implementing the laws and regulations cited above. The District has established grievance procedures for persons unable to resolve problems arising under the statutes above. The District’s Compliance Coordinator will provide information regarding those procedures upon request. Any person who is unable to resolve a problem or grievance arising under any of the laws and regulations cited above may contact the Office for Civil Rights, Region VII, 8930 Ward Parkway, Suite 2037, Kansas City, Missouri 64114; telephone (816) 268-0550. If you are interested in attending any school activity and will require assistive aids or accessible facilities please contact the building principal or Assistant Superintendent of Schools 2101 Lakeview, Mexico MO 65265 573-581-3773.
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Discrimination Anti-Discrimination Law Compliance As a political subdivision, employer, recipient of federal funds and educational institution, the Board of Education is prohibited from, and hereby declares a policy against, engaging in unlawful discrimination, including harassment, creating a hostile environment, on the basis of race, color, religion, sex, national origin, ancestry, disability, age or use of leave protected by the Family and Medical Leave Act, in its programs, activities and with regard to employment. The Board is an equal opportunity employer. Marital, Maternal or paternal status shall not affect the rights and privileges of district students to receive and education. Those students are eligible to participate in all activities and receive all honors the same as any students enrolled in the school district. Collateral Prohibitions: As a part of this obligation, the Board is also prohibited from, and declares a policy against: 1. Retaliatory actions based on making complaints of prohibited discrimination or participation in any investigation, formal proceedings or informal resolution concerning prohibited discrimination. 2. Aiding, abetting, inciting, compelling or coercing discrimination; and 3. Discrimination against any person because of such person’s association with a person protected from discrimination due to one or more of the above-stated characteristics. Compliance Officer Appointment To ensure that these obligations are met, the Board designates the following individual to act as the district’s nondiscrimination laws compliance coordinator who shall also be the appointee for all laws specifically mandating such an appointment and who shall have the duty of keeping the superintendent informed with
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this policy district-wide: Assistant Superintendent of Schools, Mexico School District No. 59 2101 Lakeview, Mexico, MO 65265 (573)581-3773 Fax (573)581-1794



TEACHER CERTIFICATION Our school district always strives to have fully certified personnel. At Hart Career Center, all staff are properly certified in his/her role at school. However, any parent is welcome to send a written request for a copy of a staff member's certification to: Jennifer Baird, Superintendent’s Office, 2101 Lakeview Road, Mexico, MO. 65265.



PARENT INFORMATION AND RESOURCE CENTER (PIRC) The Missouri PIRC serves parents, schools, and community organizations throughout the state by providing a wide range of information, training, technical assistance, and resources to help parents promote their children's achievement in school. http://www.missouri-pirc.org All district board policies can be viewed at http://www.mexicoschools.net. Please refer to the Policy Manual section on the website.



GENERAL INFORMATION Davis H. Hart is an area Career Center under the direction of the Missouri Department of Elementary and Secondary Education. We serve students from eight public school districts and adult students in selected daytime programs.



MISSION To prepare all students for the next step (Career, post-secondary training, tech school, community college or university) by delivering high quality technical instruction, integrating academic and employability skills in an environment where students achieve their maximum potential.



ATTENDANCE Regular attendance is an essential part of developing a good work ethic, both as a student and future employee. Due to the hands-on nature of courses at Hart Career Center, it is more difficult to make up lessons missed due to absence. Every effort will be made to assist students in the event of occasional, unavoidable absences. Multiple absences, however, will have a negative impact on a student’s progress in the class and, ultimately, his/her grade. Attendance at HCC is also included in the student’s overall attendance calculation. For Mexico High School students, there are minimum attendance criteria for certain extra-curricular activities (ex: Prom).
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TARDINESS Students are expected to be at school and in class on time. A student is tardy if this student arrives after the expected time. As attendance is calculated in minutes, tardiness will affect the overall calculation as well. Students exhibiting a pattern of tardiness may be subject to discipline consequences including, but not limited to: before/after school detention, BIP, and loss of privileges.



BUS TRANSPORTATION Bus transportation is a school service. Students are responsible to the driver at all times and are expected to be courteous and considerate to others. Mexico School District #59 may choose to provide transportation for students less than one mile from his/her attendance center at an allowable cost, which is reviewed annually by the Board of Education.



CRISIS REUNIFICATION In the event of a crisis, a reunification place will be announced. Parents will be required to come to the reunification place and see the attending staff member to check out their student. Every attempt will be made to send students with parents or emergency contacts listed on the student’s record. In some situations this may not be possible. It will be our practice to release students to any adult with whom he/she is comfortable. Adults will be required to show identification, sign for students and indicate relationship to student (aunt, uncle, grandparent, family friend, etc…).



STUDENT DRIVING/PARKING Students will park in designated lots and will NOT drive during the school day without a permit. Students driving during the school day without permission, leaving campus, and/or parking out of their designated area may be subject to disciplinary consequences including BIP and loss of privileges. Driving permits should be requested two (2) days prior to date of driving. Parking permits are issued by the Director’s Office. Designated areas: 1. Mexico students park in the student parking lot at the High School. 2. Adult students with driving permits park in the AG parking lot or NW lot. 3. Cosmetology students park north of the Career Center in designated spots. 4. Faculty and staff park in the South parking lot. 5. The parking lot south of the school has reserved spaces for visitors and patrons; and East of the Wade Street entrance is visitor space. Note: Students are requested not to park on city streets adjacent to school grounds for safety reasons and to maintain our good neighbor policy.



CARE OF EQUIPMENT Proper care and use of equipment is of utmost importance. We stress keeping up-to-date equipment operational at all times in our training programs. This can only be done with the proper use and care of equipment by each individual student.



SAFETY We CANNOT over-stress safety. Safety is a very important aspect of the world of work. A safe and healthy work force is a valuable asset to business and industry. Safety is as much an ATTITUDE as it is knowledge. 00213049.1
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Each student is responsible to learn all safety procedures and to put those procedures into practice. Students may also be required to wear additional safety clothing or equipment as required by individual programs.



SCHOOL CANCELLATIONS When it becomes necessary to dismiss school because of inclement weather, please listen to KXEO – Mexico – 1340 AM and/or KWWR – Mexico – 95.7 FM. The school will also post cancellations/early dismissals on our website, as well as generate our calling system to make phone calls. Please do not call the school or the radio stations.



STUDENT DRESS AND APPEARANCE School is a student’s place of business and student dress is expected to reflect this attitude. The attire should not be such that it draws undesirable attention to the student, nor should dress and appearance detract or interfere with teaching and learning in the classroom and at school events. All students are expected to maintain their personal appearance and clothing in a clean and age appropriate fashion consistent with the following dress code and compatible with the instructional program. Annually, the school dress code will be reviewed with students for what is acceptable and unacceptable. Safety will be considered highest priority and take precedence in all circumstances. Acceptable Dress for Boys Footwear must be appropriate for school activities. Shirts must be appropriately fitted and worn at all times. Sleeveless athletic-type jerseys must be worn with an appropriate, sleeved shirt underneath. Suspenders and overalls must be worn with both straps on the shoulders. Slacks, shorts, sweatpants, and jeans should be appropriately fitted at the waist (no sagging). Personal grooming items must be kept in your locker or backpack. Examples are combs, brushes, and hair picks, which are not to be worn during school. Unacceptable Dress for Boys Clothing that advertises or promotes alcohol, drugs or tobacco products; items that may incite racial or ethnic conflict, tank tops, mesh shirts, or any shirt with a large armhole. Biker shorts, tight shorts, shorts over 4” above the kneecap, boxer shorts or shorts that look like boxer shorts worn as outerwear. Clothes that allow undergarments to be exposed. (Boxer shorts are considered undergarments). Any type of head covering. Examples are hats, bandanas, do-rags, etc. Clothing or accessories with obscene, inappropriate, suggestive, or gang-related material. Clothing or accessories that are unsafe. Examples include; spike accessories, metal belts and chains. Gang-related tattoos or writing on the body. Pajama pants or tops and/or house shoes. Belts may not hang down as a tail. A length of 4” or more will be considered a tail. Acceptable Dress for Girls



Footwear must be appropriate for school activities. Leggings may be worn under an appropriate length dress or skirt. The length of the dress or skirt must be a least mid-thigh. Suspenders and overalls must be worn with both straps on the shoulders. Slacks, shorts, sweatpants, and jeans should be appropriately fitted at the waist (no sagging). Hemlines and slits on dresses, skirts and shorts will be at least mid-thigh. Open-knit, large-weave sweaters and sleeveless athletic-type jerseys must be worn with an acceptable blouse or shirt underneath. Personal grooming items must be kept in your locker, purse or backpack. Examples are combs, brushes, and hair picks. Unacceptable Dress for Girls



Clothing that advertises or promotes alcohol, drugs, or tobacco products; items that may incite racial or ethnic conflict. Dresses and tops that are strapless, off-the-shoulder, have spaghetti straps or cut-out designs. 00213049.1
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Low-cut or tight shirts, tube tops, bare-back shirts, blouses or tops that expose the midriff at any time. Sheer clothing or see-through shirts that do not have an appropriate blouse or shirt underneath. Tight-fitting or revealing clothing. All cleavage will be covered. Biker shorts, tight shorts, shorts higher than



mid-thigh, boxer shorts or shorts that look like boxer shorts worn as outerwear. Clothes that allow undergarments to be exposed. Sports bras and boxer shorts are considered undergarments. Any type of head covering. Examples are hats, bandannas, do-rags, and headbands across the forehead, etc. Clothing or accessories with obscene, inappropriate, suggestive, or gang-related material. Clothing or accessories that are unsafe. Examples include spiked accessories, metal belts, and chains. Gang-related tattoos or writing on the body. Pajama pants or tops and/or house shoes. Headgear in the school building As a common courtesy to others, students are asked not to wear caps, hats, bandanas or other headgear inside the school building. Students are asked to respond respectfully to staff members when requested to remove their caps, hats or other headgear. Students who do not comply with the request will be subject to disciplinary action.



CLEANING SHOP / CLASSROOM AREAS It is part of each student’s responsibility to help keep his/her own personal work area as well as to help with total classroom and shop cleaning. It is part of the training and educational process to teach every student the proper cleaning and care of shop facilities and equipment. Students will be required to keep a safe and clutter-free work area.



ELECTRONIC DEVICES POLICY Students are urged not to bring cellular phones, CD players, I-Pods, etc. to school due to theft and possible disciplinary action for violating the policy on electronic devices during the school day. The above mentioned items are not to be used in the halls during passing time. The school is not responsible for stolen electronic items. These items can be frequently stolen, difficult to retrieve, and there is limited administrative time available to investigate the theft of such items. 1st Violation: Device confiscated – student may pick up at end of day. 2nd Violation: Device confiscated and returned upon parental contact. 3rd Violation: Device confiscated – parent contacted – device checked in/out in office for a 30 day period. Failure to give electronic device to school personnel will result in automatic 3rd violation consequences and In-School Suspension. Once the initial bell rings to begin the day all devices are to be turned off and out of sight. In case of emergency, parents should contact their student through the office. Recording by Students: The Mexico School District prohibits the use of video or audio recording equipment (including cell phones or any device capable of recording) on district property or at district activities by students except: 1. If required by a school-sponsored class or activity. 2. At performances or activities to which the general public is invited such as athletic



competitions, concerts and plays. 3. At open meetings of the Board of Education or committees appointed by or at the direction of



the Board. 4. As otherwise permitted by the building principal. 00213049.1
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BREAKS Breaks are a privilege and will be by permission of the instructor in accordance with building policy established by the director.



CAREER AND TECHNICAL STUDENT ORGANIZATIONS Youth organizations are available to all students. Students are encouraged to join the organization associated with the program they enroll in. DECA: Distributive Education Clubs of America serving marketing education students FBLA: Future Business Leaders of America serving business education students FFA: Future Farmers of America serving the agriculture education students SKILLS USA: Vocational Industrial Clubs of America serving trade and industrial, technical and health occupation students These organizations are an integral part of the curriculum and provide activities that are designed to produce well-rounded individuals with the following goals in mind: ● Personal growth and self-confidence ● Leadership and cooperation ● Respect for work and career development ● Community understanding and love of country These goals are achieved through professional, financial, civic, service, and social activities. We encourage students to participate in these organizations because we feel they enhance the educational experience of students. A student who is involved in misconduct or has an unacceptable academic record may be denied the privilege of representing our school in competitive organizational events.



ACADEMIC GUIDELINES GRADING Students are given a numerical and letter grade in each classroom setting and in each lab or shop area they are assigned. Grades will reflect student performance and participation in the classroom lab, or shop. Written performance will be evaluated through quizzes, exams, projects, homework and various written assignments. Physical performance will be evaluated through actual hands-on exercises in shop or lab assignments to obtain the skills needed for each training program. Numerical and letter grade equivalents are as follows: A ……………………………………..10095 A……………………………………..9490 B+………………………………….….8987 B……………………………................8683 B………………………………….…..8280 C+………………………………….….7977 C……………………………………....7673 C……………………………………...7270 D+……………………………………..6968 D………………………………………6764 D………………………………….…..6360 F…………………………………….…Below 60 Students will receive a daily participation grade for every day of attendance. All tests and exams will be 00213049.1
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scheduled and announced. (This does not apply to quizzes which may be given at any time either announced or unannounced.) All students are expected to take any and all scheduled exams on the day and time administered unless prior arrangements have been made with Instructor. Students are likewise expected to turn in all written and do all lab or shop assignments on time. Late work (whether due to absence or not) will be handled on an individual basis by the instructor. The Instructor reserves the right to deduct points and/or reject any and all late assignments. It is the student’s responsibility to contact the instructor regarding make-up work. COMPETENCY PROFILE A competency profile as well as a letter and numerical grade is kept on each student. A competency list is kept so that the student and prospective employer have an accurate record of course skills that are mastered. SATISFACTORY PROGRESS The student must maintain at least a C- or 70% grade average to be considered as making satisfactory progress. Below a 70% is deemed unsatisfactory and the student is subject to probation. Students returning to a 2 year program must meet program re-enrollment standards. CERTIFICATE OF COMPLETION Certificates are issued to students successfully completing a vocational training program and attaining specific employ-ability standards. CERTIFICATE OF RECOGNITION Certificates are issued to seniors completing one year of a two-year program. *NOTE: Certificates will only be awarded to students completing two units of credit in a concentrated area such as business, agricultural, health occupations, service and technical programs. PORTFOLIO STANDARDS Portfolio standards are as follows: 95% attendance, “B” average in the vocational program, mastery of at least 80% of the competencies for the program, and completion of pre-employment skill training.



DAVIS H. HART OUTSTANDING STUDENT AWARD Each year, each instructor may nominate an outstanding student from his/her program to compete for this prestigious award given in the name of a former Director, Davis H. Hart. The winner will be chosen after interviews.



PERMANENT RECORDS Permanent records are maintained for each student including attendance, progress, course competencies and grades. These records are kept on file for a five year period. Current student progress records are on file in the guidance office at your local school.



STUDENT FOLLOW-UP Our interest and responsibility in the student does not end with program completion. For us to continually improve and update our programs, we need input from our graduates. For these reasons we make every effort to stay in touch with our former students to assist them in future training and placement needs.
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GUIDANCE SERVICES There is a guidance counselor available for all students at the Career Center to assist in class scheduling, career counseling, personal counseling and referrals. ACADEMIC COUNSELING PROGRAM Hart Career Center is committed to assisting students in attaining academic success. As part of this commitment we have the “Academic Counseling Program”. Students’ grades will be reviewed at the end of each semester and those who have earned below B grades in their HCC program will be scheduled for a meeting with the Guidance Counselor, their HCC Instructor and the Student. In this meeting the Instructor will present to the Student and Counselor what they feel the root cause of the low grade was (absenteeism, low test scores, not turning in paperwork, inability to master class competencies etc.). A discussion will be held as to what the Student and Instructor will need to do to improve this grade. If outside resources are needed to assist the Student (VRE, Guidance Counselor, Sending School Staff, etc.) the Counselor will notify those resources and include them. The “Academic Intervention Plan” form will be completed and the Student, HCC Instructor and the Guidance Counselor will sign that they all agree and understand what needs to be done to assist the student to attain academic success. A copy of this form will be mailed to the Student’s home, the Sending School Principal, the Instructor and one will be kept in the Student file for follow-up by the Guidance Counselor. This program should assist us in providing academic support, engage and include students in their grading process. Ultimately it should assist the Instructors, Guidance Counselors, Sending School Personnel, students and their families in deciding if the student is in a career path in which they can and will succeed. JOB PLACEMENT One of our primary goals at HCC is to assist students completing our vocational programs to find employment. This is accomplished by a team effort which includes the student, instructor, counselor, VRE, parents and other staff members. Through the cooperative effort of team members, we feel each student who has successfully completed a vocational program will be able to find suitable employment. However, a student’s willingness to go where the employment opportunities are located is a factor in employment. To further assist in the effort to help students toward employment, each vocational program includes pre-employment activities such as composing letters of application, completing application forms, writing resumes, conducting a job search, and interviewing.



VOCATIONAL RESOURCE EDUCATOR A Vocational Resource Educator is available to assist students in making a smooth transition into vocational classes by coordinating and monitoring student progress. Students should contact the VRE when experiencing difficulty. The VRE serves as a student advocate between the school, home and community environment and facilitates the use of appropriate and available resources to assist student progress. The VRE maintains and supervises a study lab where students may receive assistance. VOCATIONAL EVALUATION Students may make an appointment with the VRE for a comprehensive Vocational Evaluation to help determine career interest and facilitate in making decisions for suitable training programs.



COOPERATIVE OCCUPATIONAL EDUCATION (C.O.E.) Students in the vocational business program or the marketing program are eligible to receive up to two hours of credit by participating in C.O.E. Students and parent will be required to sign and follow the C.O.E. training agreement. This agreement can be obtained from the instructor.
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DISCIPLINE POLICIES AND PROCEDURES NOTE: Davis H. Hart Career Center has students from eight different high schools. Discipline procedures are a cooperative effort between the sending schools’ administration and the Career Center Director. School Business, Good Order and Discipline Show respect. Earn Respect. When everyone respects the rules and one another, everyone wins. The following rules, guidelines and procedures are required to maintain the safety and welfare of Hart Career Center Students, faculty and staff. General Rules for a safe and orderly environment In general, school is a place for the business of educating students. We expect all students to abide by these basic school rules and guidelines at school: --Offensive language and yelling are not allowed. --Apparel that is offensive, revealing or conceals an individual’s identity is prohibited. --Running horseplay, or behavior that could endanger others is prohibited. --Blocking or impeding traffic within the school is not permitted. The Adult Rule Students are expected to obey any legal and reasonable request of adults employed by the school district. When an administrator, teacher, secretary, nurse, cook, custodian, or any other school employee asks a student to do something or to stop doing something, all students are expected to obey with respect. Respect for authority includes following instructions to the best of the student’s ability and as quickly as possible. When an adult is speaking to a student, students should stop what they are doing and listen carefully until the adult is finished. Consequences and General Expectations Due Process Students have the due process concerning disciplinary actions (1) to be given oral or written notice of the charges against them, (2) to be given oral or written explanation of the facts which form the basis of the proposed disciplinary action, (3) to be given the opportunity to present their version of the incident, (4) to appeal staff members’ actions to the building administration. A maximum of ten (10) days out-of-school suspension can be assigned by the building administrators. The superintendent may add more days. Behavior No student has the right to disrupt school. Speech or any action which disrupts the school program, cannot be permitted. Students who cause interference with work in the classroom or who cause disorder in the school will be subject to disciplinary action. Respect Students are expected to show respect towards their peers, school employees and guests. Any physical, spoken or written act of abuse, harassment, intimidation or remarks of a personally derogatory nature toward any other person is unacceptable. Lack of respect, including, but not limited to, race, color, creed, national origin, sexual orientation or physical or mental disability will result in disciplinary consequences.
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Before and After School Detention (MHS Students) Detention time will be made up before or after school and at lunch. Students in detention must bring educational materials to study. In-School Suspension - B.I.P. Behavior Intervention Program (MHS Students) B.I.P. will be for school days. The student will not be allowed to attend any school-sponsored activities on days assigned to B.I.P. If the administration feels B.I.P. would not be beneficial to the student or that the student would endanger the well-being of others while attending B.I.P., the student may be denied the alternative of B.I.P. and placed in out-of-school suspension. If a student has been repeatedly unsuccessful in B.I.P., he/she may receive other disciplinary actions. While in B.I.P., the student will receive credit for work completed during his/her in-school suspension. Part-time students assigned to B.I.P. will attend only during the hours they would normally be in school. Out-of-School Suspension Out-of-school suspension will be for school days. If a student is suspended at the end of the school year, and there is not a sufficient number of school days remaining in the school year for the student to complete his/her suspension time, the student’s suspension may continue into the next school year until all suspension time is completed. If a student is a senior and is suspended at the end of the school year without a sufficient numbers of days remaining to complete his/her suspension, he/she will not be allowed to attend any school activities, which may include graduation activities. If a student is suspended, he/she shall not attend any school-sponsored functions or be permitted on school property. For acts of violence, drug-related activity or specified offenses, a student may not be within 1,000 feet of any district school. Any classwork, quizzes, homework, participation points or daily points are all zero while suspended. The above work cannot be made up. A suspended student may make up tests, major papers and major projects. The student must make arrangements with each teacher the first day he/she returns to school after his/her out-of-school suspension. Building level administrators may assign a maximum of ten days of out-of-school suspension per incident. The superintendent may assign additional days if warranted. Discipline Infraction and P.B.I.S. Focus Please note: Hart Career Center, Mexico High School and the district are currently pursuing full certification in the positive behavior intervention and support program (PBIS) in cooperation with the Columbia Regional Professional Development office. It is our aim to promote, teach and affirm positive behavior conducive to the workplace at Hart Career Center. However, students must also face fair consequences for inappropriate actions and be reminded of the boundaries of the behavior in the workplace. Especially in instances when their behavior detracts from the learning of other students. No disciplinary code can contain all possible offense and the following list is not exhaustive, a school administrator can discipline a student for any action that is disruptive to the school environment, whether it occurs on or off school property. In addition, consequences may be increased or decreased depending on the circumstances of each case by the administrator reviewing and making the consequence determination on a student case. Finally, the school administration works cooperatively with local police and will notify the police when a crime occurs on school property. Please refer to Board Policy JG and JG-R at http://www.mexicoschools.net for more details. Drugs and Alcohol Possession of or attendance under the influence of any unauthorized prescription drug, alcohol, narcotic substance, counterfeit drugs or drug related paraphernalia, including controlled substances 00213049.1
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and illegal drugs, is prohibited on school property, at school sponsored activities or in any vehicle while being used to transport students for the school district. The district may require a student to submit to a drug or alcohol test if there is reasonable suspicion that the student has consumed prohibited substances: 1st offense: 1 - 180 days out-of-school suspension, notification to law enforcement officers and superintendent of schools and documentation in student’s discipline record. Subsequent Offense: Expulsion, notification to law enforcement officials and superintendent of schools and documentation in student’s discipline record. In order to reduce a suspension or return from an expulsions for a drug/alcohol offense, the student must agree to be evaluated by a trained chemical dependency counselor who will provide the school district with a professional opinion concerning use/misuse/addiction. The parent or guardian will be responsible for all expenses incurred for evaluation and treatment. The contracted agency or office will notify the school principal that the client has made contact and is willing to comply with the appropriate treatment process. Use of Drug-Detection Dogs in Cooperation with Law Enforcement Authorities In order to further safety and promote discipline in the district be deterring and policing misconduct relating to drugs, alcohol, tobacco, weapons and other contraband on school property, the Board of Education has authorized the use of trained drug-detecting dogs in cooperation with the Audrain County Sheriff’s Department and other law enforcement authorities. Disrespectful Conduct/Harassment/Hazing/Bulling Any form of behavior that interferes with another person’s sense of safety, dignity, comfort or productivity in the school environment. Prohibited conduct may include but is not limited to the following when it relates to a person’s gender, race, color, ethnicity/national origin, religion, age, handicap/disability, sexual orientation, physical appearance, and physical/mental capacity, and when such conduct is unwelcome by the recipient or others: name calling(verbal;/written), teasing, mimicking, slurs or other derogatory remarks; displaying offensive graffiti, symbols, posters, pictures, cartoons/caricatures, notes, book covers or designs on clothing phone calls, and/or emails; touching of a person or person’s clothing; words, pranks or actions which provoke feelings or embarrassment, hurt or intimidation; stalking discrimination participation in activities or drills that intimidates or threatens the safety of an individual or individuals. These behaviors are considered harassment when they: ● Have the purpose or effect if creating an intimidating, hostile, or offensive school environment ● Have the purpose or effect of substantially or unreasonably interfering with an individual’s school athletic performance; ● Otherwise adversely affect an individual’s educational opportunities. If someone feels they have been a victim of such harassment, hazing or bullying it needs to be reported immediately to the coach and/or Activities Director and/or building principal. Fighting/Assaults Students who engage in fighting (punch thrown by both sides) or a student who assaults another student will be subject to disciplinary action. If both students fight, both receive the same consequences, unless there are mitigating circumstances. If one assaults another, he/she will receive the consequence. A student who fights or assaults in or adjacent to the school will receive the following consequences: First and all other occurrences - five (5) days in-school suspension to 180 days out-of-school suspension. It is the policy of Hart Career Center that Public Safety will be notified of all student fights or student assaults at school or school activities. The Career Center administration will file a report with public safety again those students who participate in a fight or commit an assault. In addition, those students will also receive 00213049.1
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disciplinary consequences per the disciplinary guidelines of the school district. Firearms Possession or use of a firearm is prohibited on school property. Any student in violation of this policy will receive one (1) calendar year out-of-school suspension or expulsion and law enforcement officials will be notified. Fireworks, Weapons and Dangerous Instruments Any person on school properties is not to carry, conceal, discharge, directly or indirectly sell, deliver or lend any kind of fireworks, explosives, Bowie knife, spring-back knife, razor, metal knuckles, billy club, sword cane, dirk, slingshot, dagger or any other object that can be considered a weapon. Violations of this provision may be referred to the appropriate legal authorities and all such weapons shall be confiscated. A student having a specific educational purpose for bringing a weapon on school property must have prior permission from the administration. Disciplinary actions or consequences may be lessened at the discretion of the administration. Pocketknives should not be brought to school. These items, if determined to not be a violation of the Fireworks, Weapons and Dangerous Instruments policy and/or Safe Schools Act, will be confiscated and the student will be subject to disciplinary consequences. 1st violation - 1-180 days out-of-school suspension or expulsion, possible notification to law enforcement officials and documentation in the student’s discipline record. Subsequent Violation: 1 -180 days out-of-school suspension or expulsion, possible notification to law enforcement officials and documentation in student’s discipline record. Gang-Related Activities Gangs or gang-related activities will not be permitted. Any displaying or wearing of bandanas, gang colors, gang insignias, gang dress or gang paraphernalia will result in disciplinary action ranging from after school study detention to ten (10) days out-of-school suspension. Inappropriate Language Profanity, obscenity or inappropriate language will not be tolerated in the public school environment. If directed towards a teach or administrator, such language will warrant in or out-of-school suspension. Misuse of school or private property No student shall steal or intentionally damage any school or private property, including cell phones, on school premises or on school buses. Consequences will be based upon the value of the article. In cases of theft, law enforcement agencies may be notified. 1st violation: 3 days B.I.P. - 10 days OSS, restitution, parent notification, and possible law enforcement notified. Superintendent notified 2nd violation: 1-180 days OSS restitution, parent notified, law enforcement notified, Superintendent notified. Public Display of Affection Students are required to use good judgment and avoid the embarrassment of having school officials notify their parents for any impropriety. Students involved in inappropriate displays of affection on school property may be subject to disciplinary action. Smoking and/or Chewing Tobacco Students shall not smoke or use tobacco on school grounds, buses or at any school-sponsored activities. The consequence for smoking and/or chewing tobacco will be as follows: 1st violation Three (3) days B.I.P. 2nd violation Five (5) days B.I.P. 00213049.1
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The consequence for possession of tobacco products will be as follows: 1st violation Two (2) Before or After School Detention 2nd violation Two (2) days B.I.P. plus the student will be reported to law enforcement agencies.



Interrogations, Interviews and Searches (Mexico School District Board Policy JFG)



Searches By School Personnel Each student is assigned to a locker. Lockers are the property of the school district’ therefore, no locker fees will be charges for their use. As property of the school, school officials may inspect lockers at any time. The cost of repairing any damage to a locker shall be charged to the student. Lock Your Locker! Do not tell anyone your combination. 1. School lockers, desks and other district property are provided for the convenience of students and, as such, are subject to periodic inspection without notice. 2. Student property may be searched based on reasonable suspicion of violation of district rules, policy or law. 3. Reasonable suspicion must be based on facts known to the administration, credible information or reasonable inference drawn from such facts or information. Searches of student property shall be limited in scope based on the original justification of the search. The privacy and dignity of students shall be respected. Searches shall be carried out in the presence of adult witnesses and not in front of other students, unless exigent circumstances exist. 4. It is a privilege, not a right, to park on school grounds. The school retains the authority to conduct routine patrols of any vehicle parked on school grounds. The interior of a student’s automobile on school premises may be searched if the school authority has reasonable suspicion to believe that such a search will produce evidence that the student has violated or is violating either the law or district policy. 5. The administration will contact law enforcement officials to perform a search if the administration reasonably suspects that a student is concealing controlled substances, drug paraphernalia, weapons, stolen goods or evidence of a crime beneath his or her clothing and the student refuses to surrender such items. Law enforcement officials may be contacted for assistance in performing a search in any case in which a student refuses to allow a search or in which the search cannot be safely conducted. 6. School employees and volunteers, other than commissioned law enforcement officers, shall not strip search students, as defined in state law, except in situations where an employee reasonably believes that the student possesses a weapon, explosive or substance that poses an imminent threat of physical harm to the student or others and a commissioned law enforcement office is not immediately available. If a student is strip searched, as defined in state law, by a school employee or a commissioned law enforcement officer, the district will attempt to notify the student’s parents/guardians as soon as possible. 7. During an examination, and if reasonable under the circumstances, school employees may require students to empty pockets or remove jackets, coats, shoes and other articles of exterior clothing that when removed do not expose underwear. Employees may also remove student clothing to
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investigate the potential abuse or neglect of a student, give medical attention to a student, provide health services to a student or screen a student for medical conditions. School Resource Officers The school resource officer (SRO) may interview or question students regarding an alleged violation of law. A school resource officer may also accompany school officials executing a search or may perform searches under the direction of school officials. Interview with Police or Juvenile Officers/Other Law Enforcement Officials Law enforcement officials may wish to interview students regarding their knowledge of suspected criminal activity and may wish to interrogate students who are themselves suspected of engaging in criminal activity. Such interviews and interrogations are discouraged during class time, except when law enforcement officials have a warrant or other court order or when an emergency or other exigent circumstances exist. It is the responsibility of the principal or designee to take reasonable steps to prevent disruption of school operations while at the same time cooperating with law enforcement efforts. When law enforcement officials find it necessary to question students during the school day or during periods of extracurricular activities, the school principal or designee will be present and the interview will be conducted in private. The principal will verify and record the identity of the officer or other authority and request an explanation of the need to question or interview the student at school. The principal ordinarily will make reasonable efforts to notify the student’s parents/guardians unless the interviewer raises a valid objection to the notification. Removal of Students from School by Law Enforcement Officials Before a student at school is arrested or taken into custody by a law enforcement official or other legally authorized person, the principal will verify the official’s identity. To the best of his or her ability, the principal will verify the official’s authority to take custody of the student. The school principal will attempt to notify the student’s parents/guardians that the student is being removed for school. Use of Drug-Detecting Dogs in Cooperation with Law Enforcement Authorities In order to further safety and promote discipline in the district by deterring and policing misconduct relating to drugs, alcohol, tobacco, weapons and other contraband on school property, the Board of Education has authorized the use of trained drug-detecting dogs in cooperation with the Audrain County Sheriff’s Department or other law enforcement authorities.



COSMETOLOGY PROGRAM WHO MAY ENROLL Any person who is or will become 17 years of age and has or will have a high school diploma or a GED before completing the cosmetology course. HOW TO APPLY FOR ADMISSION 1. Submit a completed application form. (Application packet is available by writing or calling the Career Center. (573) 581-5684 2. Submit official high school transcript or GED certificate and test scores. 3. Send two completed reference forms to the counselor’s office. 4. Send $10.00 for background check fee. 5. Be interviewed. 6. Take aptitude test. 7. Results of background check (post-secondary students only) 00213049.1



17



READMISSION 1. Approval for readmission will be considered only for students following voluntary withdrawal. Any termination initiated by school administration will disallow readmission. 2.



A request/agreement form for readmission must be completed by the student and submitted to the director. Readmission must occur within one calendar year following withdrawal.



3.



BACKGROUND CHECKS IN ADMISSION PROCEDURE, POST-SECONDARY STUDENTS Mexico Public Schools, through Davis Hart Career Center, administers Career and Technical Education programs that are designed primarily for Juniors and Seniors in high school from our approved sending school consortium (Centralia, Fulton, North Callaway, Montgomery County, Mexico, Community R-6, Paris, and Van-Far). Any adult (post-secondary student) requesting enrollment in programs that are designed primarily for juniors and seniors in high school must have a clean background check. No exceptions will be made to this policy. The results of the required background check will be evaluated through the following criteria: 1. Any adult student found to have a felony conviction within the previous five years of enrollment will not be admitted. 2. Any adult student found to have a felony conviction more than five years prior to enrollment will be required to interview with an admissions committee to determine if they will be admitted to the program. Determination of admittance will be decided with the safety and learning climate of the campus as priority. The admissions committee will be comprised of administration personnel, guidance personnel, and law enforcement. 3. Any adult student found to have a misdemeanor conviction with the previous three years of enrollment will be required to interview with an admissions committee to determine if they will be admitted to the program. Determination of admittance will be decided with the safety and learning climate of the campus as priority. The admissions committee will be comprised of administration personnel, guidance personnel, and law enforcement. 4. For the purpose of this document, “adult” will be defined as any person requesting admittance into a Career and Technical Education program which is designed primarily for juniors and seniors in high school and includes the Cosmetology program, but does not include students enrolled in Mexico High School or an approved sending school. CELL PHONES Cell phones are not allowed during theory time. Phones will be placed in a basket in the morning before class begins and you may have them back at first break. Students may keep phones unless they are caught with them on the clinic floor. ABSOLUTELY NO PHONES ALLOWED ON THE CLINIC FLOOR! RULES AND REGULATIONS: 1. Students are expected to be courteous to teachers, other students, and client’s at all times. 2. Students must wear uniforms at all times unless otherwise instructed. Students that do not abide by the dress code may be asked to clock out and go home. 3. All students are required to keep their hair, skin, and nails neat and professional in appearance. 4. Keep treatment rooms, clinic floor area, and classroom clean. 5. All supplies in student kits must be marked. Lids must be closed at all times. 6. Under no condition are kits or anything from the kit to be taken from the school until student graduation. 7. Students that do not complete the program are not allowed to take their kits with them when they are 00213049.1
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terminated. 8. No students are allowed in the dispensary except the one on duty. 9. No students are allowed behind the reception desk except the one on duty. 10. No students are allowed to work on clients while on duty in the dispensary or reception desk unless requested to do so by the instructor. 11. All work must be checked by the instructor until January 1, then you will be checked randomly. 12. Secondary students are not allowed to leave the school during class times. 13. Students must get permission to leave the classroom or clinic at all times. 14. All students are encouraged to take all hours possible, as most states require at least 1500 hours. 15. Students are graded on a daily basis on total appearance. 16. Each student is responsible to punch his or her own time card. Failure to do this could result in the loss of hours. A time clock is the only official time. 17. Absolutely no personal use of the clinic phones. NO EXCEPTIONS. 18. Students must complete all assignments before receiving any services for themselves. 19. Any student who must leave for an emergency during regular hours will lose the time absent. 20. No eating during class or on clinic floor. NO FOOD OR DRINK ALLOWED ON THE CLINIC FLOOR. 21. Classroom and clinic will be closed during the designated lunch period. Post-secondary students may leave campus for lunch and return for the afternoon session.Full-time secondary students are responsible for bringing their lunch and will eat in the designated break room. 22. You could possibly receive a 15-minute break in the morning and a 15-minute break in the afternoon. CLINICAL ASSIGNMENT Patron appointments are distributed between students under the supervision of the instructor. Each day one student is assigned the care of the reception desk, which includes greeting patrons, handling the money and receiving the phone calls. This is done on a rotating basis. Each day one student is assigned the care of the dispensary, which includes inventory of supplies, re-supplying consumable items such as shampoo and conditioners, mixing chemicals used, etc. This is done on a rotating basis. REFUNDS In the case of student termination, the following refund policy shall apply: 1. Within the first week of each instructional period the school may retain 10% of the tuition. 2. Within the second and third week of each instructional period the school may retain 20% of the tuition. 3. After the beginning of the fourth week in each instructional period, but prior to 25% of each instructional period, the school may retain 25% of the tuition. 4. After completing 25%, but prior to completing 50% of the instructional period, the school may retain 50% of the tuition. 5. After completing 50% of the instructional period the school may retain 100% of the tuition. NOTE: Pro-rata refund calculation will be calculated on all students not completing 60% of cure work and refunds will be made accordingly. FINANCIAL AID The Davis H. Hart Career Center no longer offers financial aid, but we are an A+ school. NOTICE TO APPLICANT Chapter 329.070 RSMo. provides that students of Cosmetology shall be at least seventeen (17) years of age and shall have completed the tenth grade or equivalent thereof, (GED certification). Registration of student 00213049.1
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license fee is $25.00. Students making application must also have in their files the following items before enrolment is complete: 1. Copy of birth certificate 2. Copy of social security card or driver’s license 3. Copy of high school transcript or GED certification 4. Two recent photographs (passport type-head and shoulders) 5. Transfer request from prior Cosmetology school (if applicable) 6. Application and $10.00 background check fee 7. Reference forms UNIFORM REQUIREMENTS Mexico School of Cosmetology requires students attending school to wear clean washable uniforms. The following is the uniform code of Mexico School of Cosmetology. Students must provide their own proper and clean uniform daily. Females: School T-Shirts Males: School T-Shirts Black or Khaki slacks Black or Khaki pants Black closed-toe shoes Black closed-toe shoes Lab coat Lab coat



MEXICO PUBLIC SCHOOLS COMPUTER USAGE All students must have completed the district forms for technology/website usage prior to use of district computer equipment. The Technology Usage Agreements outlines student responsibilities for technology. Any student who uses school computers to download peer-to-peer transfer programs to share music or video is subject to disciplinary consequences. These programs significantly deplete bandwidth; create ports into our district network and slow inter-district and intra-district communication.



INTERNET ACCEPTABLE USE GUIDELINES The user will not: ● Identify himself/herself by name, age, sex or location or give address or phone number. ● Use inappropriate language. ● View or download inappropriate or unlawful information. ● Violate copyright laws. ● Download excessive information or monopolize resources. ● Log on as another person. ● Forward personal messages without the author's consent. Failure to follow the above guidelines and/or vandalism will result in cancellation of privileges. Vandalism is defined as any malicious attempt to harm or destroy data or equipment.
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TECHNOLOGY USAGE AGREEMENT (Parent/Guardian Technology Agreement) I have read the school Mexico School District Technology Usage policy, regulation, and netiquette guidelines. I understand that violations of these provisions may result in disciplinary action taken against my child/ward within my care including but not limited to suspension or revocation of my child's or ward's access to district technology, and suspension or expulsion from school. I understand that my child or ward's usage of district technology is not private and that the school district may monitor my child or ward's use of district technology including but not limited to accessing browser logs, e-mail logs and any other history of use. I consent to district interception of or access to all communications sent, received or stored by my child or ward using the district's technology resources, pursuant to state and federal law even if the district's technology resources are accessed remotely. I agree to be responsible for any unauthorized costs arising from my child/ward within my care. I agree to be responsible for any damages incurred by my child/ward within my care. ○ I give permission for my child or ward to utilize the school district's technology resources. ○ I give partial permission for my child or ward to utilize the school district's technology resources. ○ I do not give permission for my child or ward to utilize the school district's technology resources Name of Student Name of School: Hart Career Center Signature of Parent/Guardian Date A copy of this contract will be kept on file in the computer lab.
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Technology Usage Agreement (Student User Agreement) I have read the school district's Technology Usage policy, administrative regulations, and netiquette guidelines. I understand that violation of these provisions may result in disciplinary action taken against me, including but not limited to suspension or revocation of my access to district technology, and suspension or expulsion from school. I understand that my use of the district's technology is not private and that the school district may monitor my use of district technology, including but not limited to accessing browser logs, e-mail logs, and any other history of use. I consent to district interception of or access to all communications I send, receive or store using the district's technology resources, pursuant to state and federal law even if the district's technology resources are accessed remotely.



Student Date Name of School: Hart Career Center.



Signature



A copy of this contract will be kept on file in the computer lab.
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RECEIPT OF STUDENT HANDBOOK AND LOCKER USAGE AGREEMENT Date: AUGUST 2017 This is to acknowledge that I have received the 2017-2018 student handbook for Davis H. Hart Career Center including the Discipline Guidelines. I understand that I am responsible for knowing and adhering to the rules and procedures contained in the handbook as well as any other rules and procedures established by the school district. Locker Usage Agreement If a school locker is issued to you for your convenience while attending classes at Hart Career Center, you will receive the combination for the lock on your locker. Do not share the combination or your locker with anyone else. Please make sure you lock your locker after each use. Although the locks provide added security for your belongings, the school district is not responsible for items stored in lockers. You must use a lock provided by HCC. Any non HCC issued lock will be removed at the cost to the student. Since the lockers are property of the school district, you need to be aware of the following statements: ● ● ●



● ● ●



School lockers are school property, and therefore, there is no expectation of privacy with regard to items stored in lockers. Lockers are for storing school materials and personal items. Storing of contraband is not allowed, which includes illegal or unauthorized items, items in violation of board policy or rules, or any other items reasonably determined by administration to be a potential threat to the safety or security of others. Administration may conduct blanket or random searches of lockers at any time, without notice or consent, to ensure proper maintenance of school property, provide greater security for students and staff and to deter violations of school rules. Administration may conduct individual searches of lockers at any time, without notice or consent, with reasonable suspicion that the locker contains contraband. Administration may seize contraband from a locker and hold it for evidence in disciplinary proceedings or turn it over to law enforcement officials as required by law. The parents and the student will be notified of such seizures. Ultimately, the student is responsible for items stored in their assigned locker.



I have read and understand the Locker Usage Agreement and acknowledge the responsibility of using a locker at Hart Career Center. Parent Signature: Student Signature: Student (print name(s)): Grade: This form will be placed in the student’s file. Note: The reader is encouraged to review policies and/or procedures for related information in this administrative area.



Implemented: 08/20/08
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BULLYING (Policy JFCF) General In order to promote a safe learning environment for all students, the Mexico School District prohibits all forms of bullying. The district also prohibits reprisal or retaliation against any person who reports an act of bullying among or against students. Definitions Bullying – In accordance with state law, bullying is defined as intimidation, unwanted aggressive behavior, or harassment that is repetitive or is substantially likely to be repeated and causes a reasonable student to fear for his or her physical safety or property; that substantially interferes with the educational performance, opportunities or benefits of any student without exception; or that substantially disrupts the orderly operation of the school. Bullying includes, but is not limited to: physical actions, including violence, gestures, theft, or property damage; oral, written, or electronic communication, including name-calling, put-downs, extortion, or threats; or threats of reprisal or retaliation for reporting such acts. See Bullying Behavior Chart for specific examples of bullying behaviors. Cyberbullying – A form of bullying committed by transmission of a communication including, but not limited to, a message, text, sound or image by means of an electronic device including, but not limited to, a telephone, wireless telephone or other wireless communication device, computer or pager. The district has jurisdiction over cyberbullying that uses the district's technology resources or that originates on district property, at a district activity or on district transportation. Even when cyberbullying does not involve district property, activities or technology resources, the district will impose consequences and discipline for those who engage in cyberbullying if there is a sufficient nexus to the educational environment, the behavior materially and substantially disrupts the educational environment, the communication involves a threat as defined by law, or the district is otherwise allowed by law to address the behavior. School Day – A day on the school calendar when students are required to attend school. Designated Officials The principal of each building is hereby designated as the individual to receive and investigate reports of bullying. Each building principal shall designate at least two teachers or administrators in the building who are authorized to receive and investigate reports of bullying in the principal's absence or at the principal's discretion. The district compliance officer appointed in policy AC will serve as the districtwide antibullying coordinator. The antibullying coordinator will receive all completed investigative reports from all buildings and analyze the reports to identify any information that would inform the district's antidiscrimination and antibullying education and training programs. In addition, the antibullying coordinator will assist in making any relevant reports as required by state and federal law. Reporting Bullying School employees, substitutes or volunteers are expected to intervene to prevent student bullying, appropriately discipline the perpetrator, assist the victim and report the incident to the building principal or designee for further investigation and action. Any school employee, substitute or volunteer who
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witnesses or has firsthand knowledge of bullying of a student must report the incident to the building principal or designee as soon as possible, but no later than two school days after the incident. Students who have been subjected to bullying, or who have witnessed or have knowledge of bullying, are encouraged to promptly report such incidents to a school employee. Any school employee receiving such a report shall promptly transmit the report to the building principal or designee. If the bullying incident involves students from more than one district building, the report should be made to the principal or designee of the building in which the incident took place or, if more appropriate, to the principal or designee of the building attended by the majority of the participants in the incident. Investigation Within two school days of receiving a report of bullying, the principal or designee will initiate an investigation of the incident. Reports that involve students from multiple buildings will be investigated cooperatively by the principals of each building involved, or those principals may request that the district's compliance officer designated in policy AC conduct the investigation. If at any time during the investigation the principal determines that the bullying involves illegal discrimination, harassment or retaliation as described in policy AC, the principal will report the incident to the compliance officer designated in that policy, who will assist in the investigation. If the alleged bullying involves a special education student or a student with disabilities, the principal will also notify the special education director. The investigation shall be completed within ten school days of the date the report of bullying was received unless good cause exists to extend the investigation. Upon completion of the investigation, the principal will decide whether bullying or harassment occurred and, if so, whether additional discipline is warranted in accordance with the district's student discipline code. The principal will generate a written report of the investigation and findings and send a copy of the completed report to the district's antibullying coordinator. The principal or designee will document the report in the files of the victim and the alleged or actual perpetrator of bullying. All reports will be kept confidential in accordance with state and federal law. If the incident involved allegations of illegal discrimination or harassment, the principal's decision may be appealed in accordance with policy AC. Student discipline may be appealed when allowed by law in accordance with Board policy. The principal or other appropriate district staff will work with victims and their families to access resources and services to help them deal with any negative effects that resulted from the incident. Consequences Students who participate in bullying or who retaliate against anyone who reports bullying will be disciplined in accordance with the district's discipline code. Such discipline may include detention, inschool suspension, out-of-school suspension, expulsion, removal from participation in activities, exclusion from honors and awards, and other consequences deemed appropriate by the principal or superintendent. The district will also contact law enforcement when required by law or notify social media companies of inappropriate online activity when appropriate. Even in situations where the district does not have jurisdiction to discipline a student for bullying, such as when the acts take place off campus and there is an insufficient nexus to the district, the principal or designee will take appropriate actions to assist student victims. Such actions may include, but are not 00213049.1
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limited to, contacting the parents/guardians of the victim and the alleged perpetrators, communicating that this behavior is not allowed on district grounds or at district activities, notifying the appropriate district staff to assist the victim, and taking additional action when appropriate, such as notifying law enforcement or social media companies of inappropriate online activity. District employees and substitutes who violate this policy will be disciplined or terminated. Discipline may include suspension with or without pay, a negative evaluation, prohibition from being on district property or at district activities, mandated training or other appropriate remedial action. Volunteers who violate this policy will no longer be permitted to volunteer. Policy Publication The district shall annually notify students, parents/guardians, district employees, substitutes and volunteers about this policy and the district's prohibition against bullying. A copy of this policy shall be included in student handbooks and posted on the district's website. Training and Education The district's antibullying coordinator will provide information and appropriate training designed to assist employees, substitutes and volunteers who have significant contact with students in identifying, preventing and responding to incidents of bullying. The district will provide education and information about bullying and this policy to students every year. The principal of each school, in consultation with school counselors and other appropriate school employees, will determine the best methods for facilitating the discussion. Methods may include, but are not limited to: assemblies; homeroom presentations; class meetings; team or club meetings; special presentations by counselors, social workers or mental health professionals; and open-house events. When practical, parents/guardians will be invited to attend. In addition to educating students about the content of this policy, the district will inform students of: 1.



The procedure for reporting bullying.



2.



The harmful effects of bullying.



3.



Any initiatives the school or district has created to address bullying, including student peer-topeer initiatives.



4.



The consequences for those who participate in bullying or engage in reprisal or retaliation against those who report bullying.



School counselors, social workers, mental health professionals, school psychologists or other appropriate district staff will educate students who are victims of bullying about how to overcome the negative effects of bullying including, but not limited to: 1.



Cultivating the student's self-worth and self-esteem.



2.



Teaching the student to defend him- or herself assertively and effectively without violence.



3.



Helping the student develop social skills.



4.



Encouraging the student to develop an internal locus of control.
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Additional School Programs and Resources The Board directs the superintendent or designee to implement programs and other initiatives to address bullying, respond to such conduct in a manner that does not stigmatize the victim, and make resources or referrals available to victims of bullying. Such initiatives may include educating parents/guardians and families on bullying prevention and resources. School administrators and teachers shall use announcements, newsletters, student advisory meetings, character education lessons, guidance curriculum lessons, assemblies, or other appropriate means to inform all students of the prohibition against bullying and the procedure for reporting complaints.
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Bullying Incident Report Form If you have been the target of bullying or witnessed the bullying of another student, complete this form and submit to a teacher, counselor, or building principal. You have the right to complete this form anonymously. However, it will be easier for the school to investigate this matter if as much information as possible is provided.



Reporter’s Name:



Date Completed:



Date(s) of alleged bullying: Who is the victim or intended target of bullying? Person(s) alleged to have committed the bullying or harassment: Describe the incident(s) of bullying as accurately as possible:



Name of witnesses: Have you reported this to anyone else:



Yes



This section is for school staff Date received:



No If yes, who?



Investigative Action Taken:



Result of Investigation: Was the bullying incident substantiated? Resulting Action:



BULLYING BEHAVIOR AND DISCIPLINE 00213049.1



28



Yes



No
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MEXICO PUBLIC SCHOOLS Public Notices LOCKERS, DESKS AND STORAGE AREAS School lockers, desks, and storage areas are the property of the Mexico Public Schools and are provided for the convenience of students. Therefore, such property is subject to periodic search without notice. PARKING Students are permitted to park on Mexico Public Schools’ premises as a matter of privilege, not of right. The school retains the authority to conduct parking lot patrols and is permitted to conduct reasonable suspicion searches of vehicles in its parking lots, in accordance with law. STUDENT RECORDS: The Mexico Public Schools complies fully with the Family Educational Rights and Privacy Act (“FERPA”), which affords parents/guardians (“parents”) and students who are at least age 18 (“eligible students”) the following rights: RIGHT TO INSPECT: Parents or eligible students have the right to inspect and review the student’s “educational records,” as that term is defined under FERPA, within 45 days of the date upon which the District receives a request for access. Parents or eligible students should submit to their School Principal a written request identifying the records to be inspected. RIGHT TO PREVENT DISCLOSURE: Parents or eligible students have the right to prevent disclosure of educational records to third parties with certain limited exceptions. The District will attempt to limit the disclosure of information contained in educational records to those instances when prior written consent has been given for the disclosure. However, upon request, the District will disclose information to officials of other schools in which a student seeks or intends to enroll. The District may also disclose information under the provisions of FERPA that allow disclosure without prior written consent, as well as directory information (unless you have refused to permit such disclosure of directory information), in accordance with FERPA regulations. The District will disclose educational records to school officials who have a legitimate educational interest in the records. Officials include those persons employed by the District, whether paid or unpaid, as an administrator, supervisor, instructor, or support staff member, including health or medical staff; persons retained by or under contract to the District to perform a special task, such as an attorney, auditor, etc.; or persons who are employed by the District’s law enforcement unit. School officials have a legitimate educational interest if the officials are: performing a task related to a student’s education; performing a task related to the discipline of a student; providing a service or benefit relating to the student or student’s family, such as health care, counseling, job placement, or financial aid; or maintaining the safety and security of the campus. DESIGNATION OF DIRECTORY INFORMATION: In Board Policy JO, Student Records, the District has designated certain information contained in the educational records of its students as directory information for purposes of FERPA. The District considers the following to be directory information: General Directory Information – The following information the district maintains about a personally identifiable student may be disclosed by the district to the school community through, for example, district publications, or to any person without first obtaining written consent from a parent or eligible student: Student’s name; date and place of birth; parents’ names; grade level; enrollment status (e.g., full-time or parttime); student identification number; user identification or other unique personal identifier used by the student for the purposes of accessing or communicating in electronic systems as long as that information 00213049.1
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alone cannot be used to access protected educational records; participation in district-sponsored or district-recognized activities and sports; weight and height of members of athletic teams; dates of attendance; degrees, honors and awards received; artwork or course work displayed by the district; schools or school districts previously attended; and photographs, videotapes, digital images and recorded sound unless such records would be considered harmful or an invasion of privacy. Limited Directory Information – In addition to general directory information, the following information the district maintains about a personally identifiable student may be disclosed to: school officials with a legitimate educational interest; parent groups or booster clubs that are recognized by the Board and are created solely to work with the district, its staff, students and parents and to raise funds for district activities; parents of other students enrolled in the same school as the student whose information is released; students enrolled in the same school as the student whose information is released; governmental entities including, but not limited to, law enforcement, the juvenile office and the Children’s Division (CD) of the Department of Social Services: The student’s address, telephone number and e-mail address and the parents’ addresses, telephone numbers and e-mail addresses. As provided above, the District may disclose directory information in its discretion without the consent of a parent of a student or an eligible student. Parents of students and eligible students have the right, however, to refuse to permit the designation of any or all of the above information as directory information. In that case, the information will not be disclosed except with the consent of a parent or student, or as otherwise allowed by FERPA. Any parent or student refusing to have any or all of the designated directory information disclosed must file written notification to this effect with the principal of the school which the student attends. In the event a notification of refusal is not filed, the District assumes that neither a parent of a student or an eligible student objects to the release of the directory information designated. MILITARY RECRUITER ACCESS/STUDENT RECRUITING INFORMATION: Upon request of military recruiters, the District is required by law to provide access to secondary students’ names, addresses, and telephone listings. The District is also required to provide military recruiters with the same access to secondary school students as is provided generally to post secondary educational institutions or to prospective employers. However, any secondary student or parent of a secondary student may request that the student’s name, address, and telephone listing not be released without prior written consent of the parent. Requests that a student’s name, address, and telephone listing not be released to military recruiters must be submitted, in writing, to the principal of the school which the student attends. RIGHT TO REQUEST AMENDMENT: Parents or eligible students have the right to request that the District correct any parts of an educational record believed to be inaccurate, misleading or otherwise in violation of their rights. A request should be submitted by the Parents or eligible students must identify, in writing, the part of the record sought to be corrected and specify why it is inaccurate/misleading. If the District decides not to amend the record, it will notify the parents or eligible student and provide information on the right to a hearing to present evidence that the record should be changed. RIGHT TO COMPLAIN TO FERPA OFFICE: Parents or eligible students have the right to file an external complaint regarding the District’s implementation of FERPA, and such complaint may be filed with the Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue, SW, Washington, D.C. 20202.



Surveys UNDER PROTECTION OF PUPIL RIGHTS AMENDMENT The federal Protection of Pupil Rights Amendment (PPRA) affords parents certain rights regarding our conduct of surveys, collection and use of information for marketing purposes, and certain physical exams. These include the right to:
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Consent before students are required to submit to a survey that concerns one or more of the following protected areas (“protected information survey”) if the survey is funded in whole or in part by a program of the U.S. Department of Education: Political affiliations or beliefs of the student or student’s parent; Mental or psychological problems of the student or student’s family; Sex behavior or attitudes; Illegal, anti-social, self-incriminating, or demeaning behavior; Critical appraisals of others with whom respondents have close family relationships; Legally recognized privileged relationships, such as with lawyers, doctors, or ministers; Religious practices, affiliations, or beliefs of the student or parents; or Income, other than as required by law to determine program eligibility. Receive notice and an opportunity to opt a student out of: any other protected information survey, regardless of funding; any non-emergency, invasive physical exam or screening required as a condition of attendance, administered by the District or its agent, and not necessary to protect the immediate health and safety of a student, except for hearing, vision, or scoliosis screenings, or any physical exam or screening permitted or required under State law; and activities involving collection, disclosure, or use of personal information obtained from students for marketing or to sell or otherwise distribute the information to others. Inspect, upon request and before administration or use: Protected information surveys of students; Instruments used to collect personal information from students for any of the above marketing, sales, or other distribution purposes; and Instructional material used as part of the educational curriculum. These rights transfer to from the parents to a student who is 18 years old or an emancipated minor under State law. The District has adopted policies, in consultation with parents, regarding these rights, as well as arrangements to protect student privacy in the administration of protected information surveys and the collection, disclosure, or use of personal information for marketing, sales, or other distribution purposes. The District will notify parents of these policies at least annually at the start of each school year and after any substantive changes. The District will also directly notify, such as through U.S. Mail or email, parents of students who are scheduled to participate in the specific activities or surveys noted below and will provide an opportunity for the parent to opt his or her child out of participation of the specific activity or survey. The District will make this notification to parents at the beginning of the school year if the District has identified the specific or approximate dates of the activities or surveys at that time. For surveys and activities scheduled after the school year starts, parents will be provided reasonable notification of the planned activities and surveys listed below and be provided an opportunity to opt their child out of such activities and surveys. Parents will also be provided an opportunity to review any pertinent surveys. Following is a list of the specific activities and surveys covered under this requirement: Collection, disclosure, or use of personal information for marketing, sales or other distribution; Administration of any protected information survey not funded in whole or in part by the U.S. Department of Education; Any non-emergency, invasive physical examination or screening as described above. Parents who believe their rights under the PPRA have been violated may file a complaint with the Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue, SW, Washington, D.C. 20202-5920 Teacher Qualifications Parents can request information regarding the professional qualifications of their student’s classroom teacher. This information will include whether the teacher is fully, partially, or provisionally certified by the state, whether the person is teaching in his or her area of certification, whether the child is provided services by a paraprofessional and that person’s qualifications, and what degrees, endorsements or certifications are held by the teacher. The Mexico Public Schools will notify parents in a timely manner if their child has been assigned to or taught by a teacher who is not highly qualified for four or more consecutive weeks.
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NOTICE OF NONDISCRIMINATION Applicants for admission or employment, students, parents of elementary and secondary school students, employees, sources of referral and applicants for employment, and all professional organizations that have entered into agreements with the Mexico Public Schools are hereby notified that the District does not discriminate on the basis of race, color, national origin, sex, age, or disability in admission or access to, or treatment or employment in, its programs and activities. In addition, the District provides equal access to the Boy Scouts of America and other designated youth groups. Any person having inquiries concerning the District’s compliance with the laws and regulations implementing Title VI of the Civil Rights Act of 1964 (Title VI), Title IX of the Education Amendments of 1972 (Title IX), the Age Discrimination Act, Section 504 of the Rehabilitation Act of 1973 (Section 504), Title II of the Americans with Disabilities Act of 1990 (ADA) or the Boy Scouts of America Equal Access Act, is directed to the Compliance Coordinator listed below, who oversees the District’s efforts to comply with the laws and regulations implementing the laws and regulations cited above. The District has established grievance procedures for persons unable to resolve problems arising under the statutes above. The District’s Compliance Coordinator will provide information regarding those procedures upon request. Any person who is unable to resolve a problem or grievance arising under any of the laws and regulations cited above may contact the Office for Civil Rights, Region VII, 8930 Ward Parkway, Suite 2037, Kansas City, Missouri 64114; telephone (816) 268-0550. The District’s Compliance Coordinator is: Assistant Superintendent, Mexico Public Schools 2101 Lakeview Road Mexico, MO 65265 (573) 581-3773 Commitment to Compliance under the Americans with Disabilities Act In accordance with the requirements of Title II of the Americans with Disabilities Act of 1990 (“ADA”), the Mexico Public Schools will not discriminate on the basis of disability against qualified individuals with a disability with respect to its services, programs or activities. Employment: The District does not discriminate on the basis of disability in its hiring or employment practices. The District complies with the federal regulations under Title I of the ADA (which governs the application of the ADA in the hiring and employment setting). Effective Communication: The District will comply with the ADA with respect to providing auxiliary aids and services leading to effective communication for qualified persons with disabilities so they can participate equally in its programs, services, and activities. These aids and services are designed to make information and communications accessible to people who have impairments, in areas such as speech, hearing, and vision. The District will not place a surcharge on a qualified individual with a disability, or any group of qualified individuals with disabilities, to cover the cost of providing auxiliary aids/services or reasonable modifications of policy (for example, retrieving items from locations that are open to the public but inaccessible to users of wheelchairs). Anyone who requires an auxiliary aid or service for effective communication, or a modification of policies or procedures to participate in a service, program, or activity of the District should contact the Compliance Coordinator, whose contact information is listed in the District’s Notice of Nondiscrimination. Such contact should be made as soon as possible, but not later than 48 hours before the scheduled event (and, preferably, at least five (5) business days 00213049.1
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before the event). Modifications to Policies and Procedures: The District will make reasonable modifications to policies and programs to ensure that people with disabilities have an equal opportunity to enjoy its services, programs and activities. However, the ADA does not require the District to take any action that would fundamentally alter the nature of its programs or services, or impose an undue financial or administrative burden. Complaints that a District service, program, or activity is not accessible to persons with a disability may be directed to the District’s Compliance Coordinator listed above. In addition, as stated in the District’s Notice of Nondiscrimination, a person who is unable to resolve a problem or grievance arising under Title II of the ADA may contact the Office for Civil Rights, Region VII, 8930 Ward Parkway, Suite 2037, Kansas City, MO 64114; phone (816) 268-0550.



Policies & Legal Notices for Students & Parents The district has determined that it is important for parents and students to be reminded of the policies, Regulations, procedures, and forms that are likely to impact students to a greater degree than others. Those policies, procedures and forms are listed below. Many of these must be provided to parents as a matter of law. All of these policies are available on our website at http://mexicoschools.net/ under  . In addition, a hard copy may be obtained from any building administrative office or the district administrative office located at 2101 Lakeview Road, Mexico, Missouri 65265 or by calling 581-3773.



IMPORTANT POLICIES Available at http://mexicoschools.net/ under . Policy AC, Prohibition Against Illegal Discrimination and Harassment Policy AH, Tobacco-Free Campuses Policy & Procedure EBAB, AP1, Hazardous Materials Policy EBC, Emergency Plans/Safety Drills Policy EF, Food Services Management Policy EFB, Free and Reduced-Cost Food Services Policy & Regulation EHB, -R, Technology Usage Policy GBH, Staff/Student Relations Policy GBL, Personnel Records Policy IGAEB, Teaching About Human Sexuality Policy & Procedure IGBA, -AP1, -AP2, Programs for Students with Disabilities Policy & Procedure IGBCA, -AF, Programs for Homeless Students Policy IGBC, Parent/Family Involvement in Instructional and Other Programs Policy IGBCB, Programs for Migrant Students Policy & Procedure IGBH, -AF2, Programs for English Language Learners Policy IGC, Extended Instructional Program Procedure IGD-AP2, District-Sponsored Extracurricular Activities and Groups – (Athletics-K-12 Districts) Policy IL, Assessment Program Policy JCB, Intradistrict Transfers Policy JFCF, Hazing and Bullying Policy JFG, Interrogations, Interviews and Searches Policy JFCJ, Weapons in School
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Policy JG, Student Discipline Regulation JG-R, Student Discipline Policy JGA, Corporal Punishment Policy JGB, Detention and/or In-School Suspension of Students Policy JGD, Student Suspension and Expulsion Policy JGE, Discipline of Students with Disabilities Policy JGF, Discipline Reporting and Records Policy JHA, Student Insurance Policy JHC, Student Health Services and Requirements Policy JHCB, Immunization of Students Policy JHCD, Administration of Medications to Students Form JHCD, Administration of Medications to Students Policy JHDA, Surveying, Analyzing or Evaluating Students Policy JO, Student Records Procedure JO-AP, Student Records Form JO-AF1, Student Records Policy & Procedures KB, -AP, Public Information Program Policy KKB, Audio and Visual Recording Policy KI, Public Solicitations/Advertising in District Facilities Policy KL, Public Concerns and Complaints
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