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Dear Student,

Welcome to West-MEC! We are a public-school district dedicated to providing students innovative Career and
Technical Education (CTE) programs. Our CTE programs will prepare you to enter the workforce and pursue
continuing education. The entire staff, faculty and administration are looking forward to seeing you, our returning
students and our new incoming students.

One of the most important things you can do to make the best of your experience in a West-MEC program is to get
involved and stay involved. Team up with a Career and Technical Student Organization, and be a part of something
in addition to your class experience. Move forward in what you are working towards, stay focused on the prize
and goals you have set for yourself, and enjoy your time in your West-MEC program.

We are pleased to offer you this educational opportunity. Preparing for a career and putting yourself on a career
pathway to success is just the first step in many to a lifetime of successes. We ask that you take full advantage of
all your program has to offer. If you do, growth and opportunity will be yours.

Dr. Scott Spurgeon
Superintendent

OUR MISSION
Preparing students today for tomorrow’s careers

OUR VISION
Empower all students to participate fully in the economy by
providing and enhancing Career and Technical Education

OUR PHILOSOPHY
Our educational philosophy for students includes:
upgrading and enhancing existing courses and programs, expanding the number and quality of courses
available, making courses as convenient as possible to students,
providing training to enter the workforce and pursue continuing education and
retraining to enhance job skills and career opportunities.
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Cognia Accreditation

West-MEC is proud to be accredited by Cognia. Cognia is dedicated to advancing
excellence in education worldwide through accreditation, research, and
professional services. Accreditation provides reciprocity of credits, courses, and
grade level placements between schools around the world and validation of the
equivalency of diplomas and certificates to other accredited schools and
universities. Accreditation ensures a consistent level of quality in a network of
participating schools that is valued by the public and by colleges and universities.
In addition, students in accredited schools become part of a worldwide network

of quality institutions focused on student performance. The accreditation process breeds a culture
dedicated to excellence—never satisfied with good, always striving for great. Accreditation is about
making the quest for excellence a habit; it's about being the best a school can be on behalf of the
students it serves.

AW

American Welding Society
EDUCATIONAL INSTITUTION MEMBER

AMT (American Medical Technologists)

Q M —I— West-MEC’s Medical Assisting Program s
approved for Registered Medical Assistant (RMA)

Ame‘rican Medical Technologists  3nd Registered Phlebotomist Technician (RPT)

certifications  through  American  Medical
Technologists (AMT), a nationally and
internationally recognized certification agency
with core values of integrity and

excellence.

AWS (American Welding Society)

West-MEC is an Educational Institution Member of the American
Welding Society and is an accredited AWS SENSE (Schools Excelling through
National Skills Education) program. The SENSE specifications and guidelines
(AWS EG2.0) were created by a committee of expert volunteers from all
corners of the welding industry requiring knowledge-based assessments,
workmanship sample procedures, and Performance Qualification Tests that

are required to earn a SENSE credential. A student completing the West-MEC welding SENSE
program will have the skills to be both hirable and productive within the welding industry.

ADEQ

Arizona Department
of Environmental Qualit

=

West-MEC’s Water System program is approved by the Arizona Department of
Environmental Quality (ADEQ) Operator Certification exams to offer water
treatment and distribution certificates. ADEQ establishes guidelines to ensure that
only certified operators make decisions about process control or system integrity
that affects public health.

ARIZONA

BARBERING AND COSMETOLOGY BOARD

West-MEC’s Hairstyling and Aesthetician Programs are approved for Hairstyling and Aesthetician
licenses through the Arizona Barbering and Cosmetology Board. The Arizona Barbering and
Cosmetology Board's mission is to protect the public's health and safety by licensing qualified
individuals and ensuring compliance with state statutes and regulations.



West-MEC’s Nursing program is approved and accredited by the Arizona State
Board of Nursing to offer students an opportunity to become Licensed Nursing
Assistants. A licensed Nursing Assistant is a licensed person to provide or assist
in delivering nursing or nursing-related services under the supervision and
direction of a licensed nursing staff member.

ASE (Automotive Service Excellence) Education Foundation: West-MEC’s
Automotive Technology program is accredited by the ASE Education Foundation, an
educational branch of the National Institute of Automotive Service Excellence (ASE). ASE
Education Foundation was founded to develop, encourage, and improve automotive
technician education. ASE Education Foundation examines the structure and resources of
training programs and evaluates them against nationally accepted standards of quality. ASE
Education Foundation national standards reflect the skills that students must master.

The ASE Education Foundation evaluation process ensures that accredited training
programs meet or exceed industry-recognized, uniform standards.

West-MEC’s Dental Programs are approved for Coronal
Polish and Radiation and Health Safety certification
through the Dental Assisting National Board. Both
certifications support students becoming dental

Dental Assisting National Board  assistants.

FAA (Department of Transportation, Federal Aviation Administration)
West-MEC’s Aviation Technology Program is accredited by the Federal Aviation
Administration as a 14 CFR Part 147 Airframe and Powerplant training school.

NCCER (National Center for Construction Education & Research)

West-MEC is a National Center for Construction Education & Research (NCCER) Accredited
Training Sponsor. An Accredited Training Sponsor (ATS) is responsible for conducting and
delivering a quality-training program based on uniform standards and criteria. NCCER’s
standardized training provides an industry-wide standard of recognition, career
advancement opportunities, and a personal sense of accomplishment, professionalism, and
pride for workers.




NAVTA (National Association of Veterinary Technicians in America)
West-MEC’s Veterinary Sciences Program is approved for Veterinary
VA Assistant certification by the National Association of Veterinary Technicians in
' America (NAVTA). The goal of NAVTA is to advance Veterinary Technology and
. Veterinary Nursing by allowing veterinary technicians to give input on national
A\/ A issues involving the veterinary profession. NAVTA declared National Veterinary
Approved Veterinary Assisants 1€CHINICIAN Week, formed the Committee on Veterinary Technician Specialties,

developed a scholarship program and much more.

exploration.
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The LEEPStart programs through National Coalition of Certification Centers
(NC3) provide an introduction to welding skills and concepts combined with
core foundational-level welding certifications. LEEPStart, designed for
instructors and students at high schools, career, technical, and other
educational institutions, offers introductory programs, providing the
instructional resources needed as a starting point to promote deeper career

NHA (National Healthcareer Association)

West-MEC’s Medical Assisting Program is approved
for Certified Clinical Medical Assistant (CCMA)
certification through the National Healthcareer
Association  (NHA), a nationally recognized
certification agency that advocates for frontline
healthcare workers in order to improve patient care.



WHAT IS CAREER AND TECHNICAL EDUCATION?

Career and Technical Education is an instructional delivery system that gives students a well-rounded learning experience. A
student enrolled in a CTE course will be taught in the classroom, given laboratory instruction and work-based learning.
Students are also taught personal and leadership development through Career and Technical Student Organizations (CTSOs).

WEST-MEC CENTRAL PROGRAMS

West-MEC Central Programs are enhanced CTE programs that are offered at post-secondary institutions, industry
facilities, and facilities operated by West-MEC. These central programs do not follow a typical high school
schedule. These programs allow students the ability to earn industry certification, high school and college credit,
and internship opportunities.

WEST-MEC SATELLITE PROGRAMS

West-MEC Satellite Programs are enhanced CTE programs that are offered at member district high school
campuses and follow traditional high school schedules. These CTE Programs are financially supported by West-
MEC. These programs allow students the ability to earn industry certification, high school and college credit, and
internship opportunities.

WEST-MEC MEMBER DISTRICTS

West-MEC partners with the following school districts in Maricopa County: Agua Fria Union, Buckeye Union, Deer
Valley Unified, Dysart Unified, Gila Bend Unified, Glendale Union, Nadaburg Unified, Paradise Valley Unified,
Peoria Unified, Saddle Mountain Unified, Tolleson Union, Wickenburg Unified, Cartwright Elementary, and
Pendergast Elementary.

MIXED USE FACILITIES

West-MEC would like to inform high school students and parents that our career programs are
accredited for both Secondary (Cognia) and Post-Secondary (Council for Occupational Education)
and are mixed use facilities. This means that post-secondary students, adults and industry
representatives may be present on campuses for presentations, industry/educational training and
testing. See A.R.S. § 15-782.02.

PARENTAL INVOLVEMENT IN REVIEWING EDUCATIONAL MATERIALS

West-MEC classroom textbooks are on display for public viewing and input for 60 days prior to
governing board approval. Parents may contact campus administration at any time to view
learning materials or activities.

ELIGIBILITY FOR ENROLLMENT IN WEST-MEC CENTRAL PROGRAMS

West-MEC programs have entrance requirements due to specific industry certification. High
school students residing in the West-MEC boundaries and attending school in member districts, or
charter, private, or home schools are eligible to participate in West-MEC Central Programs. Upon
graduation from high school, participating students continue in the program for an additional
program cost as outlined on page 11. Students requesting to repeat a program will be placed
upon availability after first-time applicants have been placed. All fees apply.

Students must complete their West-MEC Central Program before the age of 22.

West-MEC does not discriminate on the basis of race, color, national origin, sex, age, religion or disability in
admission to its programs, services, or activities. West-MEC does not discriminate in enrollment or access to any
of the programs available. The lack of English skills shall not be a barrier to admission or participation in the
district’s activities and programs. West-MEC also does not discriminate in its hiring or employment practices.

This notice is provided as required by Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, Title IX of the
Education Amendments of 1972, the Age Discrimination Act of 1975, and the Americans with Disabilities Act of 1990.

For information regarding discrimination, grievance or complaint procedures, contact Shelly Thome, Director of Exceptional Student
Services, at 623-738-0026 or shelly.thome@west-mec.edu. Procedural safeguards and grievance forms can be found at https://west-
mec.edu/student-support-services.
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CODE OF CONDUCT

West-MEC’s programs replicate the work environment. Students are expected to conduct
themselves as mature and professional employees at all times. A West-MEC student
demonstrates:

Attendance
Attends school regularly, is punctual
Returns promptly from breaks
Attends class for the entire time

Engagement
Engages in active learning
Completes assignments to the best of his/her ability
Brings necessary supplies

Respect
Respects instructor, classmates, guests, staff, substitutes
Respects school property and equipment
Respects neighboring businesses following the good neighbor policy
Follows instructor’s directions

Integrity
Completes own work
Works at highest professional standard

Pride
Uses professional language, including body language
Practices courtesy and friendliness
Adheres to dress code and good grooming
Leadership

Practices safety techniques for own and others’ safety

Communicates between West-MEC and home, and between West-MEC and home school
Pursues leadership opportunities

Supports classmates in the pursuit of academic, leadership and personal goals

West-MEC students will abide by all West-MEC Board Policies. Board policies are available
for review on line at www.west-mec.org under governing board policies.



http://www.west-mec.org/

STUDENT CELL PHONE USE DURING THE SCHOOL DAY (HB 2484)

To encourage student focus, well-being, and academic performance, West-MEC is enforcing very
limited use of student cell phones. Students will only use their cell phones at the direction of
instructors for educational purposes, for monitoring of medical devices, or for emergencies. The
need of a cell phone to monitor medical devices must be stated within a student’s IEP/504.

Students will access social media at the direction of their instructor for educational purposes only.

In case of an emergency, parents may contact their student by calling the office.
A.R.S. § 15-120.05

STUDENT SURVEYS ANNUAL NOTIFICATION

In order to maintain and improve our high-quality programs and customer experience, West-MEC
administers and retains student and parent surveys through the school year, in a manner consistent
with state and federal laws. Survey topics may include: student and parent experience, student
needs assessment, completer exit survey, student and parent registration survey, student
assistance questionnaire or student technology survey. Acknowledgement of the student
handbook serves as informed consent for participation.

PARENTS’ RIGHT TO KNOW

Under Every Student Succeeds Act (ESSA) parents have the right to know the qualifications of their
student’s teacher and the achievement level of their child. West-MEC keeps the qualifications of
all teachers on file for parents to review if they so choose. If parents are interested in reviewing this
information, they may contact the Curriculum and Instruction Office 623.738.0043.

At the beginning of every school year, West-MEC obtains written, informed consent from parents
for students’ participation in surveys for the entire year. This consent is given by the parent’s
acknowledgement of the student handbook. All surveys will be approved and authorized by the
school district administration.

EARLY GRADUATION FROM HIGH SCHOOL

Early graduation from high school is not recommended. If a student obtains a GED or high school
diploma prior to program completion, the student will incur tuition fees per A.R.S. § 15.393(4)(c).
Please refer to the link for more information: Tuition Eligibility and Cost Notice

VISITOR/GUEST PASSES

All visitors to any school during the school day must report to the school office upon arrival, must
sign in on the visitor's log, and must obtain a visitor's pass/badge. Visitors must provide
identification upon request in order to obtain a visitor’s pass/badge. “Visitors” include (1) persons
not enrolled in or employed by the District (including relatives of District employees), (2) District
employees, when not working on District business, and (3) District students, when they are not at
the site at which they are enrolled. Visitors who fail to comply with this rule may be in violation of
criminal trespass laws, student behavioral expectations, or both. See A.R.S. §13-1502(A) (1); see
also Article B, Behavior (“Trespassing”).

LOCKERS

Some programs furnish lockers for safe storage of students’ personal items. Lockers are district
property and remain under district control. The district retains the right to inspect student lockers
for any reason at any time without notice, without student consent, and without a search warrant.
This may be accomplished whenever reasonable suspicion exists that a law or school rule has been
violated, or that the health, safety, or welfare of students/staff may be in danger.
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ELEVATOR
Use of elevators is restricted to individuals who are not physically capable of using the stairs.

SAFETY DRILLS

In the event of a fire drill: follow the directions of your teacher or West-MEC staff member who has
been trained for such emergencies. Not following the instructions of your teacher and drill
procedures can endanger your safety and that of your classmates. Pulling a fire alarm when an
emergency does not exist is against the law. Failure to comply with instructions and procedures
may be cause for disciplinary action.

THREAT ASSESSMENTS

Threat assessments are not a disciplinary consequence; however, the school administrator may convene the Threat
Assessment Team. Every instance of threatening behavior to self or others will be treated seriously and examined
thoroughly in determining whether a threat exists under the Threat Assessment process. According to the outcome
of the threat assessment, a safety plan, academic and/or a behavioral contract may be developed; victims may be

notified, and disciplinary consequences may be assigned as described above.

REGISTRATION FEES/REFUNDS

Each West-MEC Central Program has associated registration fees that must be paid at the time of enroliment. The
registration fee for West-MEC Central Programs covers enrollment processing, lab fees, CTSO leadership, uniforms,

and some PPE. Students failing to pay the fees before the first day of class may not start the program.

Students may receive a partial refund, if withdrawing prior to the start of school, for programs with
a registration fee greater than $150 (Aesthetics, Aviation, Cosmetology, Electrical, Hairstyling,
Nursing, and Welding); $150 of the registration fee is non-refundable.

West-MEC Programs with a registration fee of $150 are non-refundable.

EXTRACURRICULAR ACTIVITY

“Extracurricular activity" means any optional, noncredit, educational, or recreational activity that
supplements the education program of the school, whether offered before, during, or after regular
school hours. CTSOs are considered co-curricular.

PARTICIPATION FEES
The following participation fees will be assessed of students:

e Fees for the costs associated with each student's participation in optional extracurricular
activities and programs.

The following participation fees will be assessed:

e Fees for the costs associated with vocational education courses and for optional services,
equipment, and materials offered to the students beyond those required to complete the
basic requirements of any other course.

The district administrator may reduce or waive any fee if, at the discretion of the district
administrator, the fee creates an economic hardship for the student. Students shall not be charged
for access to or use of computers or related materials.

10



WEST-MEC TUITION PAYMENT AGREEMENT FOR WEST-MEC PROGRAMS
West-MEC will support the cost of Central Programs (excluding materials and enrollment fees) as
long as the student lives within the West-MEC boundary area. If the student moves out of the West-
MEC boundary area, but still attends a West-MEC member school, under open enrollment, West-
MEC will continue to provide the program costs.

TUITION

Maricopa Community Colleges

The tuition fee for West-MEC Central Programs (Aesthetics, Automotive Technology, Cosmetology,
Culinary, EMT, Esports, Fire Science, and Paralegal) offered in partnership with Maricopa
Community Colleges is paid for by West-MEC. Tuition covers enrollment processing, college
registration, tuition and lab fees. Maricopa Colleges invoice West-MEC for the full college tuition
(597 per credit), registration, and lab fees for the course starting with Day 1 of student attendance
in the program.

Empowerment Scholarship and/or Student Tuition Organization

The student/family will be responsible for the program tuition costs if the student is an ESA or STO
recipient, graduates from high school, is a foreign exchange student, obtains a GED, or moves out
of the West-MEC boundary area and no longer attends a West-MEC member school, but wishes to
stay enrolled in a West-MEC program. The program cost will be prorated on an individual basis. A
2% transaction charge will be incurred by ESA recipients who use Class Wallet for their transactions.

Semester 1 tuition payment is due 10 school /business days prior to the 1%t day of semester 1.
Semester 2 tuition payment is due 10 school/business days before the last school day of Semester
1

Failure to pay tuition by established deadlines will result in the student being withdrawn and not
eligible to participate in the program. Tuition payments are non-refundable.

Please refer to the link for more information:
Tuition Eligibility and Cost Notice

CAREER DEVELOPMENT

Career development can help students find a “purpose” for their education. Career development
can assist students in making the vital connection between what they do in school and what they
will do later in life. It is our purpose and intent to help students identify strengths and areas of
interest, learn to set goals, plan, and prepare for a lifetime of successful learning, earning, and living.

West-MEC students may have opportunities to do the following:

e Develop a better understanding of the career paths associated with an industry.

e “Try on” careers through work-based learning (job shadowing and internships).

e Use an electronic portfolio (MyFutureAZ) to compare, connect, and choose from a vast
network of work and education options. Students may access their electronic portfolios
from any computer with an internet connection.

Create a professional resume aligned with career goals.
Participate in CTSOs (Career and Technical Student Organizations) to further skill
acquisition, personal, and leadership development.

e Earn college credits.

EARLY COLLEGE PATHWAYS
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Most West-MEC programs provide opportunities for early college pathways through dual,
concurrent, or articulated college credit agreements. Information is maintained on the district
website (www.west-mec.org), or for more information students may discuss opportunities with
instructors or campus counselors.

EXTRA-CURRICULAR PARTICIPATION FEES
Extra-Curricular participation fees for optional noncredit educational or recreational activities may
be assessed. CTSOs do not qualify as extra-curricular.

CAREER AND TECHNICAL STUDENT ORGANIZATIONS (CTSOs)

CTSOs are leadership organizations that help students make a personal connection to, and see the
relevance in their Career and Technical Education program. CTSOs are an extension of the
classroom, and thus enhance and provide educational experiences for students in leadership,
teamwork, citizenship and character development. Instructors will give students specific
information and timelines about participating in a CTSO linked with a particular program.

FCCLA
FCCLA (Family, Career and Community Leaders of America) promotes personal growth and
leadership development through Family and Consumer Sciences Education.

- Culinary
FBLA
FBLA (Future Business Leaders of America) promotes their mission to bring business and
education together in a positive working relationship through innovative leadership and
career development programs.

- Coding

HOSA
HOSA (Health Occupations Students of America) promotes careers in health care, medical
science and health technology.
- Dental Assisting | Emergency Medical Technician (EMT) | Medical Assisting |
Medical Laboratory Science |Pharmacy | Physical Therapy | Veterinary Sciences

NATIONAL TECHNICAL HONOR SOCIETY (NTHS)

The purpose of NTHS is to recognize outstanding student achievement in Career &
Technical Education (CTE). Applicants must demonstrate eligibility criteria such as a high
GPA in high school, high GPA in a West-MEC program, CTSO involvement, volunteerism,
leadership, and outstanding professional conduct.

SkillsUSA

SkillsUSA promotes skill and leadership development in trade and industrial career
pathways.

Aesthetics, Air Conditioning, Automation & Robotics, Automotive Technology, Aviation
Maintenance, Collision Repair & Refinishing, Electrical Trade Specialty, Energy &
Manufacturing, Fire Science, General Construction, Hairstyling, IT Security, Law & Public
Safety, Medium-Heavy Diesel, Powersports Technician, Precision Machining, Welding

Student Activity Trip/CTSO Travel Guidelines

12
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The following forms are required:
e Student Activity Information and Consent Form

® Permission and Medical Release

The following guidelines have been established for each category of activity trips/CTSO travel

request:
West-MEC Chaperone to Student Ratio
Campuses Mecessary Approvals Initial Request Submitted (Mimimum)
In-County = Campus Administrator 4 weeks prior to event 1:30
Out-of-Coun = Campus Administrator 4 weeks prior to event 1:20 with an advisor/chaperone representing both male and
ty or ® Assistant Superintendent for female genders when students of each are participating
. Teaching & Learning and
ﬂ‘-l'-Efl'llght Campus Operations
Out of State = Campus Administrator & weeks prior to event 1:15 with an advisor/chaperone representing both male and
= Assistant Superintendent for female genders when students of each are participating
Teaching & Learning and
Campus Operations
® Superintendent
# Gowerning Board
College Chaperone to 5tudent Ratio
Fmgﬁlms Necessary Approvals Initial Request Submitted [Minimum)
In-County & Partner Program Managers 4 weeks prior to event 1:30
® Assistant superintendent fior
Strategic Partnerships
Out-of-Coun = Campus Administrator 4 weeks prior to event 1:20 with an advisor/chaperone representing both male and
ty or ® Assistant Superintendent for female genders when students of each are participating
ioht Strategic Partnerships
i.'...i'nl"Erl'IIE
Out of State = Campus Administrator & weeks prior to event 1:15 with an advisor/chaperone representing both male and
® Assistant Superintendent for female genders when students of each are participating
Strategic Partnerships
& Superintendent
= Governing Board
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STUDENT FOLLOW-UP SURVEY

The students’ experiences and feedback are very important to us. West-MEC will contact students
approximately one year after completing this program, then again in another two years and another
four years. The idea behind the brief survey is to see what career path students pursue and if the
career and/or education align with the West-MEC program. The survey is composed of a few
guestions, taking no more than five minutes, and all comments will be kept confidential. There are
several ways West-MEC offers the survey - through a phone call, an email, or social network survey.
We ask that you keep us up-to-date with your current home address, phone numbers (including
cell), and email address. Thank you for helping us in our pursuit of offering excellence in our Central
Programs.

STUDENT AND PARENT COMMUNICATIONS PROCEDURE

West-MEC encourages communication of celebrations, questions and/or concerns to maximize
student achievement. West-MEC staff will respond to communication from students and parents in
a timely manner.

The following steps are recommended for successful communication:

STUDENT SPEAKS T0 TEACHER

STEP 1

STUDENT & PARENT SPEAK
WITH TEACHER

STEP 2

STUDENT & PARENT SPEAK
WITH CAMPUS COUNSELOR

(QUESTIONS ABOUT HEALTH/IEP/304 PLAN OR DISCOVERY MEETINGS)

STUDENT & PARENT SPEAK
WITH CAMPUS ADMINISTRATOR

STEP 3

STEP 4

14



STUDENT DEPARTURE AND PICK-UP EXPECTATIONS

Student safety is the highest priority for West-MEC. Therefore, we make every effort to ensure that
all students are adequately supervised while on campus.

For that reason, it is important that students either depart or are picked up within 20 minutes after
their program is dismissed. Except for special events, any student remaining on campus beyond this
time should have coordinated directly with West-MEC staff and their parent/guardian in advance.
No student should be on campus after 6:50 PM.

Should a student regularly depart or be picked up late, the parent/guardian will be notified and
asked to make arrangements to ensure the student departs or is picked up on time.

DRIVING AND PARKING ON CAMPUS

Parking in a West-MEC campus lot is a privilege, not a right. Students who drive to school must have their vehicle
registered and obtain a parking permit using the form found on page 16. To obtain a parking permit, you must
have a valid driver’s license, current vehicle registration and current proof of insurance. West-MEC will not share
this documentation or camera footage with any other party except law enforcement. Students who drive
vehicles to school must follow all state guidelines as well as the following District guidelines:

e Students are permitted to park on school premises as a matter of privilege, not of right.

e The District may conduct routine patrols of student parking lots and inspections of the interiors or
exteriors of student automobiles on school property whenever a reasonable suspicion that illegal or
unauthorized materials are contained inside the automobiles.

e A student who fails to provide access to the interior of the car upon request by a school official will be
subject to school disciplinary action.

e If the students fail to follow school policy and procedure related to use of vehicles, the vehicle may be
towed away and stored, at the owner’s expense.

e Any vehicle parked on campus must display a current student-parking permit and can only be parked in
the designated student parking areas.

e Vehicles must be driven in a safe and orderly manner entering, exiting, and on district property as well as
neighboring business partners' properties.

e Any student speeding or driving in a reckless manner including excessive acceleration and/or squealing tires
will lose parking privileges.

e Vehicles are to be vacated immediately after parking. Hanging out in the parking lot to include sitting in or

on vehicles is prohibited during the school day, which includes before/after class and during breaks.

Passengers are not allowed to ride in the back of a pickup truck on district property.

Students are responsible for passengers in their vehicle.

All occupants of vehicles must wear seat belts.

All vehicles parked on campus must have a current parking permit

Students are not allowed to park in designated Staff and Visitor sections. The speed limit on campus is 15

MPH and will be enforced.

West-MEC is not responsible or liable for damages or loss to any vehicle or its contents at any time.
West-MEC is not responsible or liable for injuries to a person resulting from any student driving
and/or parking on or off West-MEC premises.

Students are required to comply with the insurance and liability laws governing motor vehicles in
the State of Arizona. West-MEC is not responsible in the case of accidents involving a student or
students using their own vehicles on West-MEC premises.

A campus administrator may terminate a student’s driving privileges at any time that he/she feels
this action is appropriate. In this instance, the student must find an alternate parking area or
arrange for another form of transportation.

West-MEC is not responsible for theft or damage to vehicles. Students are encouraged to lock their vehicles at
all times.

All vehicle violations will result in a conference with the administration.
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PWest-MEC

PARKING PERMIT APPLICATION

Parking in a West-MEC campus lot is a privilege, not a right. All students will be held fully
responsible for understanding and following all parking regulations.

PLEASE COMPLETE A SEPARATE FORM FOR EACH VEHICLE PARKING ON CAMPUS

West-MEC staff will notify parents and the authorities if students are driving recklessly on school campuses
and neighboring business partners' properties.

Please attach copies of PROOF OF INSURANCE and PROOF OF REGISTRATION to this application.

The following signatures acknowledge that we have read and agree to West-MEC driving and parking
regulations as defined on the previous page:

Printed Student Name

Student Signature Date

Parent Signature Date

Vehicle Information

Make:

Model:

Year:

Color:

License Plate #:

Driver’s License #:

For Office Use ONLY

Proof of Insurance (copy attached) Proof of Registration (copy attached)

Parking Sticker #:

Form revised June 2017
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ELIGIBILITY FOR THE WEST-MEC RECOGNITION CEREMONY

West-MEC student completers in good standing will be invited to participate in the annual student
recognition ceremony. Good standing criteria will be based upon, but not limited to, the following:

1. Students must have completed, or be in the process of successfully completing, a West-MEC
Central Program.

2. Students must have passed, or be in the process of passing, all West-MEC coursework in which
they are enrolled.

3. Students enrolled in programs with summer semesters* must have earned, or be on track to
earn, the required program hours outlined in the guideline below:

Brogram _Benchmark Total Program Hours
[ Aviation Maintenance Technology (as per FAA) I 1,767 I 1,930 l

4. Program completion date may be after the recognition ceremony; therefore, all students must
meet the benchmark of total program hours no later than ten (10) school days prior to the
ceremony.

5. Student discipline or excessive absences/tardies/early departures may prevent participation

in the recognition ceremony at the discretion of district administration.
6. Students must have paid all fees prior to the recognition ceremony.

Students and parents/guardians may appeal any decision and request a review up to two (2) days
prior to the recognition ceremony. Campus administration will facilitate the review process. There
is no level of appeal higher than the administrator for a suspension of 10 days or fewer.

*Special Note For some programs (e.g. Aesthetics & Aviation Technology), the West-MEC
Recognition Ceremony is scheduled before the students complete their central programs; the
reason is to avoid conflicts with end-of-year celebrations, banquets, and graduation ceremonies at
the students’ home schools. As we schedule our recognition ceremony ahead of program
completion, we ask students to be very mindful of ongoing assignments and attendance
requirements to enable them to finish their programs successfully.

A student’s inclusion and participation in the West-MEC Recognition Ceremony does not indicate
program requirements have been met.

STUDENT/STAFF MEMORIALS

West-MEC recognizes that the loss of a student or staff member deeply impacts students, staff and
families. In recognition that schools are designed primarily to support learning, school sites should
not serve as the main venue for the memorializing of students or staff. Memorial activities
expressed at school need to be coordinated and approved through the Flight Team, as well as
building administration. Temporary memorials, as approved by the Flight Team, may be displayed
within the school building until the day of the funeral, or within one week following the death, after
which time they will be given to the family by designated district officials.

Allowable temporary memorials include banners, pictures, and student desk displays, and are only
allowed in locations monitored by school officials. Temporary memorials cannot alter district
owned property, including lockers and desks. Living memorials for deceased students and staff will
be limited to endowments, scholarships, or items with educational significance. Scholarship and
endowment memorials may be established one time, or in the form of a perpetual award, with a
description of the purpose of the endowment or scholarship. Memorials may not include the
retirement, alteration, or discontinued use of school property. A single candle on stage shall serve
as a symbol representing all deceased members of a completing class, both student and staff.
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SERVICE ANIMALS

Pets and other animals are not permitted on West-MEC property unless the animal is present for
an educational purpose by written approval from the Superintendent or school administrator or an
animal performing the duties of a service animal.

A Service Animal is a dog or miniature horse that is individually trained to do work or perform tasks
for the benefit of an individual with a disability, including a physical, sensory, psychiatric, intellectual
or other mental disability. The service animal must be specifically trained to recognize and to
respond to the disability. The crime deterrent effects of an animal's presence and the provision of
emotional support, well-being, comfort or companionship do not constitute work or tasks.

ANNUAL NOTIFICATION OF EDUCATIONAL RIGHTS, FERPA, and Policy
Each year, schools are required to notify the student and parents of their rights under FERPA. West-
MEC provides notification of educational rights per governing board policy 5-303.

The Family Educational Rights and Privacy Act (FERPA) is a Federal law, which was enacted in order
to protect students' education records at all schools that receive funds under a program of the U.
S. Department of Education. This document provides a summary of this law.

Rights of the Student or Parents

FERPA gives a student's parents certain rights over the student's education records until the student
reaches the age of 18 or attends a school beyond the high school level. At that time, the rights are
transferred from the parents to the eligible student, per policy 5-303. These rights enable the
eligible student or parents to do the following:

e Inspect and review the student's education records maintained by the school. If the student
and parents are unable to review the records at the school, they can request copies from
the school (and may be charged a fee for them). The school has 45 days to provide records,
and will provide records before an IEP meeting.

® Request that a school correct the student's records if they believe they are incorrect or
misleading. If the school chooses not to update the student's records, the student or parent
has a right to a formal hearing. If, after the hearing, the District still decides not to modify
the student's records, the parent or student can include a statement in the records, which
contests the information.

e When a student turns 18 years of age, a student has the right to fill out a “Student
Acceptance of Responsibility” form (please use form on page 56) through the West-MEC
campus front office. This form allows 18-year-old students to legally take responsibility for
all of their educational decisions. Once this form is completed, the school cannot release
any information to parents regarding the student including absences and academic
progress. If a “Student Acceptance of Responsibility” form is completed by the student, the
West-MEC administration will contact the family by telephone to notify the family of the
student’s decision and the resulting responsibilities of the student for monitoring their own
attendance and grade requirements. A copy of the completed form will be maintained in
the student file as well as mailed home to the family.

Parental Involvement in Education
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Access to the Arizona Department of Education (DOE) statutory handbook of parental rights, is
posted on the Department of Education website, as well as the Western Maricopa Education Center
website under the tab labeled “Parental Rights”.

When a School Does Not Need Written Consent
Generally, a school must have written permission from the parent or student before releasing any
information from the student's records. Schools can, however, disclose the student's records
without the student's or parent's consent to any of the following parties or under any of the
following conditions:
e School officials with legitimate educational interest
Other schools to which the student is transferring
Specified officials for audit or evaluation
Appropriate parties in connection with the student's financial aid
Organizations which are conducting studies for, or on behalf of, the school
Accrediting organizations
In order to comply with a judicial order or a lawfully issued subpoena
Appropriate officials in cases of health and safety emergencies
State and local authorities, within a juvenile justice system, pursuant to specific state law

Disclosure of Directory Information

West-MEC does not need consent to disclose "directory" information, such as the student's name,
address, telephone number, and date of birth. West-MEC must, however, inform parents about
the release of directory information and provide a reasonable amount of time to request that the
directory information not be disclosed. For more information, see Board Policy 5-303.B. Parents will
be notified before student information is released to 3™ parties (i.e.: Ask Benji and Grad Images).
Parents may request to opt out of the directory information by calling Students Services at
623.738.00009.

SERVICES FOR STUDENTS WITH DISABILITIES

Individuals with Disabilities Education Act-(IDEA)

Pursuant to ARS 15-763 and ARS 15-764, the local school district in which the student resides is
responsible for ensuring that all students, including students attending private schools, within the
district’s jurisdiction who have suspected disabilities are identified, located and evaluated. If a
parent/guardian would like to make a special education referral, they may contact the
administrator or school psychologist on their student’s high school campus. Students and their
parents are guaranteed procedural safeguards with respect to the provision of free appropriate
public education. To obtain a copy of your procedural safeguards, please contact the Counselor.

Students with disabilities enrolled in West-MEC Central Programs will be provided instructional
supports as outlined in their Individual Education Plan (IEP). Pursuant to ARS 15-763 and ARS 15-
764, if a student with a disability requires special education services, such services will be the
responsibility of the member (home) district from which the student came. West-MEC staff will
work closely with the home district to promote student success in all central programs, including
attending IEP meetings at the school or parent’s request. IDEA protections do not apply to West-
MEC students attending programs offered in partnership with a community college, regardless of
the student’s age, nor to students who have graduated high school. Students with disabilities in
these programs are protected under Section 504 of the Rehabilitation Act of 1973.

Section 504 of the Rehabilitation Act of 1973
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Section 504 is civil rights legislation that prohibits discrimination against persons with a disability in
any program receiving federal financial assistance. An eligible student under Section 504 is a
student who has a physical or mental impairment that substantially limits a major life activity, has
a record of such impairment, or is regarded as having such impairment. The home high school
district has specific responsibilities under this legislation that include identifying, evaluating and if
the student is determined to be eligible under Section 504, affording access to a free and
appropriate public education. For more information, contact the student’s home high school.

Services for High School Students on a 504 Plan

Students currently in high school who have a 504 Plan should provide West-MEC with a copy of
their plan to ensure identified accommodations are provided. West-MEC staff will work closely
with the home district to promote student success in all programs. West-MEC shall coordinate with
its member districts and with enrolling students to adhere to the applicable requirements of Section
504 of the Rehabilitation Act.

PROCEDURAL SAFEGUARDS AND GRIEVANCE PROCEDURES
Procedural Safeguards

The district has developed procedural safeguards for actions related to the identification and support of students
entitled to Section 504 protections. For questions regarding Section 504 of the District’s procedural safeguards,

please contact the District's Section 504/ADA Coordinator: Shelly Thome, Director of Exceptional Student

Services.

Grievance Procedure

The District has established a grievance procedure for disability discrimination complaints. For
questions regarding the District’s grievance procedure, or for any other information, please contact
the District's Section 504/ADA Coordinator

Services for Students with Disabilities Attending a West-MEC Program Offered In Partnership with
a Community College

Students with disabilities attending West-MEC Programs offered in partnership with a community
college are eligible to request accommodations under Section 504 of the Rehabilitation Act rather
than IDEA. Please see pages 63-65 for the full letter detailing the complete instructions and contact
information for partner colleges’ disability resources.

Students with Disabilities Who Have Graduated High School Attending a West-MEC Central
Program

Recent high school graduates previously served under an IEP or 504 are able to request
accommodations under the Americans with Disabilities Act (ADA). Per federal guidelines, the IEP is
no longer active. Please see page 64 for more information on the process of requesting
accommodations as a young adult.

Restraints
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For students with disabilities whose IEP specifies the use of restraint as part of the behavioral
intervention plan; a restraint is a method that immobilizes or reduces the ability of a student to
move the student’s torso, arms, legs or hands freely using physical force. A restrain is not authorized
to be utilized for disciplinary purposes and will not impede the student’s ability to breathe. The
restraint techniques may be used on a student only if both of the following apply:

The student’s behavior presents an imminent danger of bodily harm to the student or others; and
Less restrictive interventions appear insufficient to mitigate the imminent danger of bodily harm.
Only trained staff members will engage in restraints when circumstances meet the above
requirements. The restraints will follow the full district policies and procedures to ensure student
and staff safety.

STUDENT DRESS

West-MEC students wear uniforms that reflect professional dress for their career field. Student
dress and grooming must promote safety, professionalism, cleanliness and a positive learning
environment. Student dress may not disrupt the educational process or present a hazard to the
health or safety of others at school. Obscene language, symbols or language of sex, drugs, or alcohol
are prohibited, along with any items conveying affiliation with criminal gangs. All students must be
in program uniforms and cannot wear jewelry, clothing, or any accessories that would interfere
with any personal protective equipment or lab safety.

If students are out of uniform they will be asked to adhere to the uniform expectations and will not
be permitted to participate in classroom or lab activities. The student may be held out of class until
they are able to acquire their uniform; this could include the student being sent home.

STUDENT ID BADGES and TEEN LIFELINE IDENTIFICATION

For the safety and security of West-MEC students, identification badges for all students must be
worn and visible while attending class and any West-MEC-related activity or event. An ID badge
and lanyard will be provided free of charge. If a student loses or misplaces his or her identification
badge, replacements can be obtained by contacting the campus office administrative assistant.
Failure to wear an identification badge may result in disciplinary action.

West-MEC promotes a Culture of Safety that extends beyond the physical safety in the labs to the
emotional well-being of our students and staff. West-MEC is proud to participate in the Teen
Lifeline School ID Initiative. All student ID cards include a message of hope and the number to Teen
Lifeline’s crisis hotline to assist our students in knowing that they are not alone during difficult
times. If in crisis, please call 602-248-8337.

CLOSED CAMPUS

West-MEC facilities are closed campuses, which means that students must remain on the school
campus for the duration of all assigned classes and break periods unless otherwise authorized by
campus administration.

TRANSPORTATION

West-MEC does not provide student transportation. West-MEC students may contact Student Services at
623.738.0014 to obtain an application for a bus pass to access public transportation. Bus pass applications may
also be accessed on the West-MEC website (www.west-mec.edu).

EMERGENCY CONTACT INFORMATION
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Emergency contact information is collected at registration time. When students continue in the 2"
year of a Central Program, they must fill out a new information card in order to update emergency
contact information. This information is essential should a student have an emergency requiring
staff to contact parents/guardians.

IMMUNIZATIONS

Arizona law requires immunization documentation for students to attend West-
MEC. Immunization documentation includes either (a) proof of immunization that meets the
requirements of Ariz. Admin. Code R-9-6-704, or (b) a certification regarding immunity, a medical
exemption certification, or a personal beliefs exemption statement that meets the requirements of
Ariz. Admin. Code R-9-6-706.

MEDICATIONS

When it is necessary for a student to take medication during school hours, certain guidelines must
be met. For both over-the-counter and prescription medications, a medical provider’s written order
and written permission from the parent must be on file at the specific Central Program authorizing
self-administration (please use the form on page 24). Parent/guardian consent must be renewed
annually. Each bottle of medication must be in the original container and each prescription must
be prescribed by a physician specifically for the student. Medication may not be shared with others.
Failure to follow these rules could lead to consequences including suspension or expulsion.

o All medication must be approved by the U.S. Food and Drug Administration (FDA).
Information on dosage, side effects, and contraindications of any medication or medicinal
like substance, e.g., homeopathic and herbal remedies, must be readily available from a
professionally acknowledged resource (Physician’ Desk Reference or other U.S. published
drug reference book, FDA or USP website, etc.)

e In cases of life-saving medication when time is of the essence, particularly asthma inhalers
and self-injectable epinephrine, students may be allowed to carry and self-administer such
medication on school grounds and/or at school functions with proper authorization.

® Such situations require a release form signed by the healthcare provider, the
parent/guardian, and the student.

e Students who have obtained permission for self-administration as set forth above must
take extraordinary precautions to keep the medication secure, and must not, under any
circumstances, make available, provide, or give the medication to another person. The
student must immediately report the theft or loss of any medication brought on campus.

Seizure Management and Treatment Plans

The parent/legal guardian of a student who has a seizure disorder and who is enrolled with the District may submit
to the District a copy of a seizure management and treatment plan, developed by the parent/legal guardian and
student's physician responsible for the student's seizure treatment, for school staff to use if the student suffers a
seizure at school or while participating in a school-sponsored activity. The plan must be submitted to and reviewed
by the District before or at the beginning of the school year, when the student enrolls (if enrollment occurs after
the start of the school year) or as soon as practicable following a diagnosis of the student's seizure disorder.

Seizure Management and treatment plans must:

22


http://qa.azsos.gov/public_services/Title_09/9-07.htm
http://qa.azsos.gov/public_services/Title_09/9-06.htm
http://qa.azsos.gov/public_services/Title_09/9-06.htm

1. Outline procedures recommended by the physician responsible for the student's seizure treatment to
manage an active seizure if the student suffers a seizure at school or while participating in a school-
sponsored activity;

2. Outline health care services available at the school that may help the student manage his/her seizure
disorder at school or while participating in a school-sponsored activity; and

3. Be signed by the student's parent/legal guardian and the physician responsible for the student's seizure
treatment.

The District shall designate an employee to be responsible for reviewing seizure management and treatment plans.

IMMUNITY

District staff are immune from civil liability with respect to all decisions made and actions taken that
are based on good faith implementation of a seizure management and treatment plan submitted
pursuant to this section, including an action or failure to act in administering a medication, assisting
with self-administration or otherwise providing for the care of a student under a seizure
management and treatment plan submitted for the student under this section, except in cases of
gross negligence, willful misconduct or intentional wrongdoing.

CHRONIC HEALTH CONDITIONS

West-MEC will provide appropriate educational opportunities for students identified by a certified
health professional as having a chronic health condition that will affect regular school attendance
(please use form on page 24). To the extent permitted by the industry standards regulating each
CTE Central Program, assignments and make-up hours will be made available to ensure that
students have the opportunity to successfully complete assignments and avoid losing credit
because of their absence from class.

COMMUNICABLE DIEASESThe Superintendent shall develop procedures for notifying the county or
local health department if District personnel become aware of the presence of listed diseases in
accordance with Ariz. Admin. Code R9-6-201 through 207. Staff will be trained in appropriate
response for potentially infectious fluids. Students are not to touch blood or body fluids and should
seek adults for assistance.

HOMESCHOOLED STUDENTS

Homeschooled students shall be required to provide immunization documentation before
participating in District classes or activities on the same basis as students enrolled in the District.
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West-MEC

Parent Authorization for Self-Carry and Self-Administration of Medication

Student Name Student Date of Birth Parent Name

West-MEC Campus West-MEC Program Parent Phone Number

School guidelines and Arizona State law permits a responsible, trained student to carry and/or
self-administer medication on his/her person for immediate use in life-threatening situations
of asthma, severe (anaphylactic) allergic reactions, and diabetes. If you choose to allow your
student to carry and/or self-administer the medications listed on this form, the attending
school, school district, and its personnel are exempt from liability in accordance with the law.

Indicate type of medication:
Inhaler
Auto-injectable epinephrine (Epi-pen)

Insulin (Type)

Other

West-MEC Campus administration and 911 must be notified immediately if
anaphylactic medication (Epinephrine) or low blood sugar medication (Glucagon) is used
by student

West-MEC Campus administration must be notified if no or minimal improvement is
noted after using asthma medication

All medication must be labeled in the original prescription container

The student shall keep the emergency medication in the same location in purse/backpack
daily. The student will inform the instructor, as well as a peer in the class, as to the location of the
emergency medication in the event it must be accessed on student’s behalf

The student may not share his/her medication with any other persons. Improper use of
medication, including sharing with another student, will result in disciplinary action, possibly revoking
the ability to

| have read the above and as a legal parent/guardian of a student, am authorizing my child to possess and self-
administer the above medication(s). By signing, | acknowledge that the school and school district personnel
are exempt from liability. | further acknowledge that my child has the training and skill necessary to self-
administer the above medication and will comply with all policies and procedures related to the medication.
This authorization must be completed annually while my student is enrolled in a West-MEC program.

Parent Printed Name:

Parent Signature: Date:
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West-MEC

CERTIFICATION OF STUDENTS WITH CHRONIC HEALTH CONDITIONS
(Obtained from a certified health professional)

Student’s Name Parent’s Name Address
District School Grade Level
Date of Birth Phone Number Date of initial

consultation

Certified health professional diagnosis:

Certified health professional prognosis:

Physical limitations affecting West-MEC program participation:

Anticipated absences due solely to illness, disease, pregnancy complications, an accident or severe
health problems of an infant child of a student (include anticipated surgeries, treatments, or hospitalizations that
may interfere with school attendance during the year):

Example 1: ’s physical condition may result in frequent absences in the school year
that may exceed ten (10) consecutive school days per semester.

Example 2: will require three (3) hospitalizations of approximately four (4) days;
duration each and three to five (3-5) treatments one (1) day each during the school year.

Other relevant information:
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Print Certified health professional name Certified health professional Signature Date

Please note that though the student may have a documented chronic health condition, students are responsible to
maintain consistent attendance in the program and maintain satisfactory academic progress in order to avoid removal
from the program and/or loss of high school credit. It is the responsibility of the family to provide ongoing supporting
documentation from the health provider of absences related to the chronic health condition. If a student has a significant
number of absences, a school conference will be required to address continued enroliment in the program.

ASBESTOS

West-MEC complies with mandated asbestos inspections. EPA mandated AHERA plans for each
location are on file in the West-MEC Facilities Office. The EPA regulation number that references
public schools is 40 CFR part 763. Please direct any EPA related questions to West-MEC campus
administration.

PESTICIDES
Pesticide usage occurs on West-MEC campuses monthly for insects and twice a year for weeds. 24-
hour notice will be posted in common areas on campus grounds for each occurrence.

TARDY/EARLY DEPARTURE POLICY

In order for students to be successful in a West-MEC program, it is vital that students maintain good standing in
attendance. Students are expected to attend class; when it is necessary for a student to be absent from school, it
is required that parents/guardians call the appropriate number (refer to attendance lines at www.west-mec.edu)
to report a verified absence or tardy/early departure.

The following procedure will be implemented each semester:

® Tardy/Early Departure 1-2 Documented teacher/student conference

e Tardy/Early Departure 3 Same as above, plus documented teacher/parent conference (via phone)
e Tardy/Early Departure 4-6 Documented teacher/student conference

e Tardy/Early Departure 7 Documented teacher/parent conference (via phone or in-person)

e Tardy/Early Departure 8 Documented administrator contact with parents/guardians and

student to develop an attendance behavior contract

ATTENDANCE POLICY

The right and privilege of attending West-MEC programs carries with it certain responsibilities on
the part of both parents and students. It is important that parents and students recognize the direct
relationship that exists between program success and regular, punctual attendance. Attendance
and punctuality are ultimately the responsibility of the student and his/her family. Students should
miss class only when necessary because much of the classroom activity cannot be replicated; the
benefits of labs, group work, lectures, class discussion and career-based learning experiences such
as industry speakers are lost to those who are absent. Tardiness and early departure disrupt the
learning environment of everyone in the class. Coming in late or leaving early deprives the student
of full learning time and disrupts the education of other students. If a student is to learn, he/she
must be in an assigned work station prepared to work at the beginning and ending of class. The
West-MEC faculty and staff believe that regular attendance and punctuality are key to the success
and skill acquisition students gain from participating in career and technical programs.
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Consistent with state law, the West-MEC district believes that parents or legal guardians are
primarily responsible for their students’ attendance at school. Parent(s) or legal guardian(s) have
the right to have their children out of school for any reason they deem important. In exercising that
right, they assume responsibility for the loss of any academic material presented during their
children’s absence. They may also be responsible for their children’s loss of credit if absences
become excessive. State law mandates that all schools record the reason for all student absences.
Therefore, when a student is absent, the parent/guardian must notify/call the appropriate
attendance line within 24 hours of the absence.

In order to comply with auditing requirements, a student is marked absent for the entire class time
when missing 50 percent or more of his/her West-MEC course. All attendance policies include
students over 18.

For Maricopa Community College programs, students must attend the first day of class or they will
be dropped from the course.

West-MEC Campus Attendance Lines:

> Career Academy @ Agua Fria: 623.278.9090
Central Campus: 623.209.8070
Northeast Campus: 623.435.4920
Northwest Campus: 623.877.6914
Southeast Campus: 623.278.9100
Southwest Campus: 623.872.6281

V VYV VYV

Attendance - Maricopa Community College Programs

For students in a community college program, please refer to the course syllabus, or contact your
instructor to confirm the attendance policy. To report an absence, a parent/guardian must call the
West-MEC attendance line: 623.772.1877. Additionally, the student must contact their current
program instructor to inform them of the absence.

West-MEC attendance policies vary based on the central program the student is attending.
Attendance policies for central programs differ from member district policies. Several West-MEC
programs are in partnership with community colleges. In this case, attendance policy follows that
of the partner college program and will be outlined in the syllabus. Attendance policies and
procedures for West-MEC owned Central Programs are clearly outlined in each program syllabus.

Because attendance is a valued employability skill, both verified and unverified absences count
towards student attendance totals. Verified Absences include the following: timely written or
verbal notification from parent/guardian (e.g., doctor appointment, school performance (excluding
rehearsal), religious observance, extended absence due to medical condition with documentation
from doctor and home high school notification (e.g., Fire Drill). Unverified Absences include any
absences with no notification to West-MEC. Administrators are authorized to excuse additional
absences for extended illnesses, injury, military training or service, or extenuating circumstances
upon satisfactory verification.

School Business: State and National CTSO Contests and Mandatory State/High Stakes Testing is
defined as School Business and does not count towards student attendance totals when testing
documentation is provided. School Business includes the following; State CTSO Contests, National
CTSO Contests, AzZMERIT, AzM2, AIMS Science, ACT, PSAT, ASVAB, AP Testing, graduation, and Final
Exams requiring an altered school schedule conflicting with the West-MEC schedule. All attendance
policies include students over 18.
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The following procedure will be implemented each semester:

® Absence 1-2  Automated phone calls home for unverified absences

e Absence 3 Same as above, plus documented teacher/parent conference (via phone)

e Absence4 Documented letter detailing absences sent home, teacher and counselor work
together with parents/students to discuss strategies for improved attendance

Absence 5-6  Automated phone calls home for unverified absences

® Absence 7 Documented teacher/parent conference (via phone or in-person)

® Absence 8-9 Documented administrator contact with parents/guardians and
student to develop an attendance behavior contract

e Absence 10 Student may be withdrawn from the program if in violation of his/her
attendance behavior contract. Due process will be followed

CALENDAR

West-MEC Central Programs offered at post-secondary and industry facilities do not follow a typical high school
calendar. Depending on the West-MEC Central Program, students are required to participate in internships and/or
summer school training. For specific calendar information, please visit our website at www.west-mec.edu and
navigate the site map for current year “Central Programs.”

LATE WORK

Late work is defined as any work completed and turned in after a designated due date. Work is also late when a
student turns in assignments after the equal number of days allowed for verified absences. Opportunities to make
up late work at 100% of the assignment value are not guaranteed for unverified absences.

ABSENCE WORK / MISSED HOURS

Students must notify their teacher of a planned absence and request assignments. All missed program hours,
classwork, and homework must be made up as outlined in the class syllabus to realize student success and final
industry certification. This policy also includes time missed due to State Mandated Testing or final exams at the
home campus. Opportunities for makeup work at 100% of the assignment value are not guaranteed for unverified
absences.

EARLY RELEASE/LATE ARRIVAL

West-MEC’s member school districts have various early release/late start days for testing, teacher
in-service or assemblies. Parents/guardians must inform their student’s West-MEC program* of
pre-planned early release/late start days at the home campus that interfere with the student’s
attendance at West-MEC. Parents/guardians must be listed as such in the student’s records on file
with West-MEC. If the parent/guardian comes in person to a West-MEC program to have a student
released, staff will ask for identification before releasing the student. Students who arrive late to
class due to an alternate schedule at the home campus, appointments, or personal business must
have prior parental notification submitted through the West-MEC program. Failure to follow these
policies may result in disciplinary action under the West-MEC Attendance Policy.

*Contact information is specific for each program; please see class syllabus for telephone number or email
address to use to contact the appropriate staff.

9/11 EDUCATION DAY
West-MEC, as a public school, dedicates a portion of the day every September 11 to education about September
11, in accordance with legislative mandate (HB2325).

MOMENT OF SILENCE and PLEDGE OF ALLEGIANCE
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Students engage in a moment of silence at the beginning of the day (HB2707). Students are provided the
opportunity to recite the pledge of allegiance to the flag. Students can access a copy of the U.S. Constitution and
Bill of Rights in the classroom.

GRADING CRITERIA

Students earn elective credits for participation in West-MEC Central Programs. Our member school districts and
all public schools accept West-MEC credits, which are applied to a student’s graduation elective requirements. The
West-MEC grading policies vary based on the central program the student is attending; students must check the
class syllabus for specific course grading information.

Teachers shall assign grades based on the student's demonstration of competency in the subject area through
tests, papers, projects, and other coursework as determined by the teacher. Competency standards shall be based
on standards adopted by the Arizona State Board of Education or the Governing Board.

West-MEC does not accept courses recorded on a transcript with a Pass/Fail (P/F) designation to
satisfy admission requirements that specify a minimum letter grade of "C" or better.

Students shall have regular opportunities to review their progress through progress reports and
other teacher feedback. Teachers shall notify students and their parent/legal guardian if the teacher
determines that the student is not making satisfactory progress toward a passing grade.

GRADING CRITERIA — Maricopa Community College Programs

West-MEC Maricopa Community College Programs will follow the community college grading policies as outlined
in each course syllabus. Please note: Students will have multiple course syllabi to reference throughout the school
year.

ACCESS TO INSTRUCTIONAL MATERIALS AND ACTIVITIES

On written request, parents or guardians shall have access to instructional materials currently used by or being
considered for use by the district. At least one (1) copy of instructional material must be made available for review.
Printed textbooks, supplemental books, and other printed subject matter may be checked out and removed from
District premises for up to forty-eight (48) hours. All other materials, including films, may be reviewed only on
District premises.

A copy of each textbook considered for selection shall be available for public review for sixty (60) days before
formal selection.

Parents/legal guardians who object to any learning material or activity on the basis that the material or activity
constitutes harmful material may withdraw their students from the activity or from the class or program in which
the material is used by submitting an objection to their student’s campus. Standardized testing material cannot be
objected to as harmful material and is not subject to the review process described above.

An objection must be made in writing to the District administrator by the individual student's
parents/legal guardians and contain a specific description of the activity or instructional material
objected to. The objection must state that the parents/legal guardians understand that the
concepts or information may not be covered in any other matter and that the student may not be
able to make up the material or activity in any other way.

Standardized testing material cannot be objected to as harmful material and is not subject to the
review process described above.
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Upon receipt of a valid, written objection from a parent or guardian, the campus administrator shall forward a copy
of the written objection to the Superintendent along with a recommendation on whether to grant or deny removal
of the student from the instruction or activity.

Upon receipt of a valid, written objection from a parent or guardian, the District administrator shall
determine whether to grant or deny the removal of the student from the instruction. If the student
is determined to be removed from the instruction, the student will be provided an alternative
assignment substantially equivalent in academic rigor and time to complete.

No penalty will accrue to the student in grades or credit unless the objection removes a student
from a substantial portion of a class. All completion and credit decisions will be based on applicable
District policies.

STUDENT GRADE REPORTING

Transcripts with high school credits are issued twice per year at the end of each semester. See your instructor for
dates when progress grades and report cards are issued. Students and parents have continual access to students’
current academic progress through the FOCUS Parent/Student account. Students in partner programs offered in
partnership with Maricopa Community Colleges can access their grades through their CANVAS college accounts.

CRITICAL PROGRAM BENCHMARK REQUIREMENTS

The Superintendent shall ensure that students’ progress through the course after meeting minimum competency
requirements as defined by the Arizona State Board of Education, together with other requirements adopted by
the Governing Board.

Students must fulfill critical academic and hour requirements in order to progress successfully through a West-
MEC program. These requirements are outlined in the program syllabus. Procedures provide students and
parents/legal guardians the opportunity to request in writing that the Board review the decision of a campus
administrator to withdraw a student from the program based on progress.

The Board does not review the decisions of teachers with respect to failing or passing individual classes. Grade
determination is teacher authority.

To advance in a West-MEC Central Program, students must meet specific academic benchmarks and hour
requirements as outlined in the program syllabus.

INCOMPLETE GRADES

Students may earn an Incomplete (1) semester grade if prior arrangements have been made and a plan to complete
the missing work has been established. Upon submission of the missing work, the Incomplete (I) will be changed
to the appropriate letter grade.

GRADE CHANGES
A teacher may submit a semester grade change in the event of a gradebook calculation error or to update an
Incomplete (l) grade. Grade changes are typically submitted within a two-week period after semester end.

WITHDRAWALS

Parent(s) or legal guardian(s) must contact the West-MEC campus to withdraw their student from a course. For
students in a college partner program, contact the West-MEC Program Manager. However, if a student has
excessive absences or a failing grade, West-MEC or its college partner may withdraw the student from the program
and notify the parent(s)/legal guardian(s). If a student is withdrawn prior to the completion of the semester, the
student may not earn the high school grade and credit for the course. However, when students withdraw or are
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withdrawn for cause from a West-MEC partner college program the grade earned in the college course will reflect
on the student’s college transcript. Withdrawn students must follow the district’s policy and sign in as a visitor
when entering campuses; otherwise, they are considered to be trespassing.

DISCIPLINE POLICY

West-MEC Central Programs are offered at West-MEC campuses and post-secondary institutions. Students are
subject to discipline policies and administrative actions set forth by West-MEC and participating post-secondary
institutions.

DISCIPLINE POLICY — Maricopa Community College Programs
The Maricopa Community College Programs will follow the disciplinary standards set forth by the college the
student attends.

LOSS AND DAMAGE OF SCHOOL PROPERTY

Students are expected to take pride in the school and its property. Any reckless, knowing, willful, intentional, or
malicious damage or loss of school property may result in discipline, cost assessment, and legal action involving
the responsible person(s). Reasonable damage may be assessed from students in grades seven (7) through twelve
(12) for textbooks, laboratory materials, tools, uniforms, or other school equipment.

EXPULSION

Any student who has been expelled from his or her home school district will not be admitted as a
student at West-MEC. A West-MEC student who is expelled from his/her home school while
attending West-MEC, may not continue to attend West-MEC. (A.R.S. 15-841.C)

COMMUNICATION OF STUDENT DISCIPLINE BETWEEN WEST-MEC AND MEMBER DISTRICTS
When a student infraction results in a suspension from a West-MEC Central Program, or a member
district school campus, the details of the suspension will be communicated with the partner district.
The student may be subject to disciplinary action according to the rules and policies of the partner
district.

LAW ENFORCEMENT
The District may notify appropriate law enforcement agencies of violations of the law.

STUDENT DISCIPLINE RULES

Each student is expected to respect the rights of classmates, teachers and other school personnel. Students who

violate the rights of others, or who violate rules and regulations of the district, are subject to appropriate

disciplinary measures designed to correct their own misconduct.
1. Students are required to carry their high school identification card at all times while attending a West-MEC
Central Program.
2. Students are to refrain from racial/ethnic/gender insults and/or intimidation.

Fighting is never appropriate on a school campus or a Central Program campus.

4. Any behavior that initiates, advocates, or promotes activities that threaten the safety or well-being of
persons or property on school grounds, or which disrupts the education environment is strictly forbidden.

5. Sexual harassment or sexual abuse will result in disciplinary action and possible police notification.

6. West-MEC prohibits any person from possessing, storing, or using weapons, knives, firearms, explosive
devices, and/or other dangerous instruments on school premises, including inside vehicles on school
premises, and at activities sponsored by the District and/or District schools.

7. Any persons engaging in behavior or actions that threaten the safety or security of the campus will be
disciplined accordingly.

8. Hover boards (two-wheeled, self-balancing scooters) may not be brought to campus due to the following

31

w



hazards: Charging and stored devices may catch fire, resulting in possible injury to students, staff or visitors,
and damage to school property. Use of these devices can increase exposure to slips, trips, and falls
resulting in injuries from concussion, contusions/abrasions, and damage to internal organs for students
and staff present at the school site.

TITLE IX SEXUAL HARASSMENT
Title IX of the Federal Education Amendments Acts protects students from discrimination based on
sex in education programs or activities that receive Federal financial assistance. The District does
not discriminate on the basis of sex and is required by Title IX not to discriminate in such a manner.
The District adheres to all conditions established by the Title IX by recognizing the right of every
student who attends school in the District to do so without the fear of sexual harassment.

The District will respond promptly when any student has informed a West-MEC employee of
harassment. Upon receipt of notice of sexual harassment, the District shall notify students, parents
or legal guardians of the student, including how to report or file a formal complaint of sexual
harassment, and how the District shall respond. The District is committed to investigating each
formal complaint submitted and to taking appropriate action on all confirmed violations of policy.
The District shall follow grievance procedures that provide for the prompt and equitable resolution
of complaints from students. The District shall, to the extent reasonably feasible, keep confidential
the identity of any individual who has made a report or filed a formal complaint of sexual
harassment.

Title IX sexual harassment complaints may include violations covered by Arizona’s mandatory
reporting statue, A.R.S. §13-3620. This policy can also be found on the West-MEC District website.
The complaints need to be directed/ sent to the West-MEC’s Title IX Coordinator — Cathey Mayes
(cathey.mayes@west-mec.org) at the Human Resources office of the Western Maricopa Education
Center.

STUDENT FREEDOM OF SPEECH

Students enjoy certain rights protected by the First Amendment of the U.S. Constitution and as outlined by
applicable state law. The rights of students under the First Amendment are applied in light of the special
characteristics of the school environment. The Governing Board reserves any and all right to determine the
manner of speech and expression that are appropriate for the school environment.

The District and Board recognize that students enjoy the freedom of speech. However, the free speech rights of
students are not unlimited and are subject to certain restrictions.

In certain circumstances, the District and/or Board reserve the right to regulate student speech that may be
considered vulgar, lewd, plainly offensive, speech that promotes drug use, or illegal activities. In addition, the
District and/or Board reserve the right to regulate speech that materially disrupts classwork or involves substantial
disorder or invasion of the rights of others. Depending on the facts and circumstances surrounding speech, the
District and/or Board may also regulate speech that occurs both on and off campus as well as before, during, or
after school or any school activity.

STUDENT RELIGIOUS EXPRESSION

The District does not discriminate against a student on the basis of a religious viewpoint or religious expression.
Additionally, a student shall neither be rewarded nor penalized on the basis of religious content or a religious
viewpoint if such a viewpoint is expressed in an assignment that requires a student to express the student's
viewpoint. Students may pray or engage in religious activities or religious expression before, during, and/or after
the school day in the same manner and to the same extent that students may engage in nonreligious activities or
expression. Students may wear clothing, accessories and jewelry that display religious messages or religious
symbols in the same manner and to the same extent that other types of clothing, accessories and jewelry that
display messages or symbols are permitted. All students must be in program uniforms and cannot wear jewelry,
clothing, or any accessories that would interfere with any personal protective equipment or lab safety.

Per Board Policy 5-301, the District shall not require any person to participate in prayer or in any other religious
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activity or violate the constitutional rights of any person.

HAZING
There shall be no hazing, solicitation to engage in hazing, or aiding and abetting another who is engaged in hazing
of any person enrolled, accepted for or promoted to enrollment, or intending to enroll or be promoted to District
schools within twelve (12) calendar months. For purposes of this policy a person as specified above shall be
considered a "student" until graduation, transfer, promotion or withdrawal from the District school.
"Hazing" means any intentional, knowing or reckless act committed by a student, whether
individually or in concert with other persons, against another student, and in which both of the
following apply:
e The act was committed in connection with an initiation into, an affiliation with, or the
maintenance of membership in any organization that is affiliated with an education
institution.
e The act contributes to a substantial risk of potential physical injury, mental harm or
degradation, or causes physical injury, mental harm or personal degradation.
"Organization" means an athletic team, association, order, society, corps, cooperative, club, or
similar group that is affiliated with an educational institution and whose membership consists
primarily of students enrolled at that educational institution.
It is no defense to a violation of this policy if the victim consented or acquiesced to hazing.
In accord with statute, violations of this policy do not include either of the following:
e Customary athletic events, contests or competitions that are sponsored by an educational
institution.
e Any activity or conduct that furthers the goals of a legitimate educational curriculum, a
legitimate extracurricular program, or a legitimate military training program.
All students, teachers and staff shall take reasonable measures within the scope of their individual
authority to prevent violations of this policy. All violations of this policy shall be treated in accord
with the appropriate procedures and penalties provided for in District policies related to the
conduct and discipline of students.

HARASSMENT, INTIMIDATION , AND BULLYING
It is the right of every student to be educated in a positive, safe, caring and respectful learning environment. A
school environment inclusive of these traits maximizes student achievement, fosters student personal growth, and
helps students build a sense of community that promotes positive participation as members of society.

Harassment, intimidation, and bullying are prohibited on school grounds and property, on school-
sponsored transportation, at school-sponsored events and activities, and through the use of
electronic technology and electronic communication on school computers, networks, forums, and
mailing lists.

Harassment means any unwelcome conduct by one student toward another student on the basis
of race, color, national origin, religion, sex (including sexual orientation and gender identity), or
disability and that is sufficiently severe, pervasive, and objectively offensive so as to effectively deny
a person equal access to the District's education program or activity.

Intimidation means any behavior by one student toward another student intended to induce fear of physical or
emotional harm.
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Bullying means any aggressive behavior by one student toward another student that involves an
observed or perceived power imbalance and is repeated multiple times. Bullying may inflict
physical, psychological, social, or educational harm or distress on a targeted student. It is not
bullying when:

. Students of similar age, strength, and size quarrel or fight with each other.

. A student provokes another into a verbal or physical confrontation.

=  Astudent acts aggressively toward another student in the absence of an imbalance of

power.

CYBERBULLYING

Cyberbullying is, but not limited to, any act of bullying committed by use of electronic technology or electronic
communication devices, including telephonic devices, social networking and other internet communications, on
school computers, networks, forums and mailing lists, or other District-owned property, and by means of an
individual’s personal electronic media and equipment if it substantially interferes with the educational
environment. Support services are available to students who have experienced bullying or harassment. Please

contact West-MEC campus administration.

MONITORING SOFTWARE

The West-MEC District reserves the right to monitor the use of district computers,
telecommunications systems, network resources, and electronic communications. Students should
understand that the use of district technology, including email, electronic folders, and other digital
systems, is not private and may be reviewed by authorized school personnel at any time. If
necessary, files or communications may be removed or deleted. Monitoring software is enabled
24/7; however, the timeframe in which West-MEC staff review content varies which may result in
a delayed response from the District regarding concerning content.

Students are expected to use district technology resources in a responsible, professional, and
school-appropriate manner, and to follow all District Acceptable Use guidelines when using district
devices, systems, or networks. Student email accounts, electronic folders, and related digital
resources are to be used only for West-MEC educational and learning purposes.

Maintaining, accessing, sending, or sharing material or communications that are not school-
appropriate may result in disciplinary action. Consequences may include administrative
conferences, loss of technology privileges, suspension, or expulsion, depending on the nature and
severity of the violation.

VIDEO SURVEILLANCE NOTIFICATION
To promote a safe environment, all West-MEC Central Program sites have video surveillance
cameras in operation twenty-four hours a day. The systems survey both interior and exterior
portions of campus, including parking lots. Any requests to view video footage must be submitted
to Campus Administration for review.
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STUDENT DISCIPLINE GUIDELINES

Note: Administration will exercise discretion when determining consequences and may assign a
more or less severe consequence than outlined in the guidelines below. Refer to Student Behavior
Matrix and Referral forms on pages 43 and 44. The administrator is the highest level of appeal for
a suspension of ten days or fewer.

Consequence
Infraction Description Minimum Maximum
Absences and/or tardies, Refer to pages 26-28 of Student Handbook for Refer to Refer to

more than 10

definition. Refer to pages 56 -57 for attendance
and tardy contracts.

pages 26-28 of
Student Handbook

pages 26-28 of Student
Handbook

*Alcohol (use, possession, The possession or use of intoxicating alcoholic 10-Day Suspension | Expulsion
under the influence) beverages or substances represented as

alcohol. This includes being intoxicated at

school, school-sponsored events and on school-

sponsored transportation.
*Alcohol (sale or distribution) | The sale or distribution of alcohol as defined 10-Day Suspension | Expulsion

above.

**Arson

Damaging a structure or property by knowingly
causing a fire or explosion. (A.R.S. §13-1703)

Long-Term
Suspension/
Restitution

Expulsion/ Restitution

*Assault

A person commits assault by: (1) intentionally,
knowingly or recklessly causing any physical
injury to another person; or (2) intentionally
placing another person in reasonable
apprehension of imminent physical injury; or (3)
knowingly touching another person with the
intent to injure, insult or provoke such person.
(A.R.S. §13-1203)

5-Day Suspension

Expulsion

**Assault (aggravated)

An assault (as defined above) accompanied by
circumstances that make the situation severe,
such as the use of a deadly weapon or
dangerous instrument; causing serious physical
injury to another; committing the assault
knowing, or having reason to know, the victim is
a peace officer or a school employee engaging
in a school-related activity. (A.R.S. §13-1204)

Long-Term
Suspension

Expulsion

**Bomb Threat

Threatening to cause harm using a bomb,
dynamite, explosive, or arson-causing device.

Short-Term
Suspension

Expulsion
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*Bullying/Cyberbullying

A single significant act or a pattern of acts over
time that involve a real or perceived imbalance
of power with the more powerful child or group
attacking those who are less powerful. Bullying
can be physical in form, verbal, or psychological.
Cyber-bullying includes bullying through the use
of technology that carries over into the school
environment or impacts the educational
process. SB-1508

5-Day Suspension

Long-Term Suspension

Consequence
Description Minimum Maximum
Infraction
**Burglary (first degree) A person commits burglary in the first degree if | Short-Term Expulsion
such person knowingly possesses explosives, a Suspension
deadly weapon or a dangerous instrument in
the course of committing any theft or any
felony. (A.R.S. §13-1508)
Class Violation Students are responsible for following all class Informal Short-Term Suspension
policies, rules, and procedures as outlined by Conference

the teacher.

Cheating or Plagiarism

Knowingly using information (Al, ChatGPT, etc.)
or property of another, or knowingly sharing
academic information to gain an unfair
advantage.

Conference and
Loss of Credit for
Assignment/Test

5-Day Suspension

**Chemical or Biological Threatening to cause harm using dangerous Short-Term Expulsion
Threat chemicals or biological agents. Suspension
Contract Violation Failure to comply with the guidelines of an Short-Term Long-Term Suspension
agreed upon contract. Suspension or removal from
program
*Dangerous Any device that under the circumstances in Short-Term Expulsion
Instrument/Device which it is used, attempted to be used, or Suspension
threatened to be used is readily capable of
causing death or serious physical injury.
*Dangerous Sale or distribution of the above item. 5-Day Suspension Expulsion
Instrument/Device (sale or
distribution)
*Death Threat When a person indicates by Up to 10-Day Expulsion
word or conduct the intent to Suspension
cause physical injury or serious depending on due
damage to a person or their process
property. (Paraphrased from
A.R.S. §13-1202).
Disorderly Conduct Any act which substantially disrupts the orderly | 3- Day Suspension Expulsion

conduct of a school function; behavior which
substantially disrupts the orderly learning
environment, or poses a threat to the health,
safety, and/or welfare of students, staff, or
others. (A.R.S. § 132904)

Disrespect

Treating district personnel or any others with
contempt or rudeness

Conference

Long-Term Suspension
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Disruption

Creating disturbances in class, on campus, or at
school-sponsored events. Continual or repeated
disruptions may warrant more severe
consequences. (A.R.S. § 13-2911)

Conference

Long-Term Suspension

Dress Code Violation

Clothing that does not fit within the dress code
guidelines stated in school and/or district
policy.

Change of Clothes

3-Day Suspension

Consequence

Infraction

Description

Minimum

Maximum

**Drugs (use, possession,
under the influence)

Chemical substances, narcotics, prescription
medications, inhalants, controlled substances,
or substances that students represent to be
chemical substances, narcotics, or controlled
substances. A student, including a cardholder as
defined in A.R.5.§36-2801, shall not possess or
use marijuana and/or THC on any District
property or at any District-related event.

10-Day Suspension

Expulsion

Drugs (over the counter)

Over the counter non-prescription
pharmaceuticals fall into this definition, unless
the student has complied with the school
district’s policy for such medication.

The term “drugs” includes anything that looks
like drugs or is distributed as such.

Conference up to
5-Day Suspension

Expulsion

*Drugs (sale or distribution)

Sale, distribution, or intent to sell prescription
drugs or illegal substances, including over the
counter drugs as defined above.

10-Day Suspension

Expulsion

Drug Paraphernalia

Any apparatus or equipment used or capable of
being used in absorbing or consuming a drug.

Short-Term
Suspension

Expulsion

Electronic Devices

Cell phones, pagers, media players or other
electronic items, whether operational or non-
operational. These items must be in the off-
position and not be displayed for use during the
school day from bell to bell, unless otherwise
directed by a staff member for instructional
purposes or for use as an educational resource.
Electronic Devices may not interfere with the
learning, safety or well-being of others. The
District is not responsible for the loss, damage
and/or theft of any of these types of devices.

Confiscation

3-Day Suspension

*Endangerment Recklessly or intentionally creating a risk of | Notify Parent | Expulsion
injury or imminent injury or death to another. | and/or up to short
Consequence depends on the potential severity | term suspension
of harm. This includes provoking or
antagonizing a fight.
*Extortion The act of knowingly obtaining or seeking to | 3-Day Suspension Long-Term Suspension

obtain property or services, or causing or
seeking to cause another to act in a manner by
means of a threat to do any of the following: (1)
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cause physical injury; (2) cause damage to
property; (3) engage in illegal conduct; or (4)
make false accusations.

Failure to Follow Test Taking
Procedures

Failure to comply with the rules, policies, or
procedures for assessments, or compromising
the integrity of the test-taking environment.
Families may have to pay for retest supplies or
access codes, including high stakes, credential,
or certification exams.

Short-Term
Suspension

Long-Term Suspension

Consequence

Infraction

Description

Minimum

Maximum

Failure to Return School
Documents

Failure to return requested school documents.

Conference up to
loss of activity

Short-Term Suspension

Failure to Wear Student ID
Badge

Failure to wear West-MEC issued ID badge.

Conference
Notify Parents

Short-Term Suspension

*Fighting/Mutual Combat

Students shall not fight, push, intimidate or
otherwise abuse other students.

5-Day Suspension

Expulsion

**Fire Alarm Misuse

Intentionally ringing a fire alarm when there is
no fire.

3-Day Suspension

Long-Term Suspension

**Firearm Students are prohibited from carrying or 10-Day Suspension | Expulsion
possessing firearms (A.R.S. §13-3111) or
facsimile (toy gun or weapon that appears to be
capable of causing bodily harm, Board Policy 5-
305).
Fireworks Students are prohibited from possessing or using | 3-Day Suspension Long-
fireworks or explosive devices on school Term
property. Suspe
nsion
Forgery/Falsif The act of falsely or fraudulently marking or | 1 Day Suspension 10-Day
ication altering a document or a verbal, written, or Suspe
electronic communication, or any verbal or nsion
written communication that is knowingly false or
fraudulent (i.e., dishonesty or lying).
Gambling Playing games of chance for money or to bet a Conference 5-Day Suspension
sum of money.
**Gang Activity Any student wearing, carrying, or displaying 3-Day Suspension Long-Term Suspension

gang clothing/paraphernalia or exhibiting
behavior or gestures which symbolize gang
membership, or causing and/or participating in
activities which intimidate or adversely affect
the educational activities of another student, or
the orderly operation of the school.
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Consequence

Infraction

Description

Minimum

Maximum

Good Neighbor Policy

School rules and other reasonable expectations
for acceptable student behavior are extended to
include student conduct while going to and from
school and off campus during the normal school
day. This includes a student’s conduct during
lunch hour or released periods. Inclusive in this is
loitering and smoking/vaping on adjacent
property of the school. Violations of conduct by
students in this manner may result in disciplinary
action. (ARS 13-2905.A.5)

Conference

Long-Term Suspension

*Harassment/Hate
Speech/Hazing/
Threat/Intimidation

The persistent or repeated annoying or
tormenting of another person. To frighten,
compel, or deter by actual or implied threats.
This includes, but is not limited to, bullying.
(A.R.S. § 15-2301)

3-Day Suspension

Expulsion

Inappropriate
Language/Gestures

The use of profanity or any derogatory language
or gestures expressed publicly.

Conference up to
3-Day Suspension

Long-Term Suspension

Inappropriate Language to The use of profanity or any derogatory language | 3-Day Suspension Expulsion
an Adult directed towards a staff member.
Insubordination/ Intentionally resisting or disregarding the Conference Long-Term
Defiance/Non-Compliance authority of district personnel. Failure to comply Suspension/Removal
with the reasonable request of a staff member. from Program
Leaving Campus without Leaving school grounds or being in an “out of- Conference 3-Day Suspension
Authorization bounds” area during regular school hours
without permission of the administrator or
administrator’s designee.
Loitering Remaining in a location for no obvious reason. Conference 3-Day Suspension

Minor Aggressive Act

The behavior of rough boisterous horseplay,
tussles, minor confrontations, pushing and/or
shoving.

Conferenceupto 1
Day Suspension

Long-Term Suspension

*QOther School Threat An incident that cannot be coded in one of the Conference Expulsion
other categories but did involve a school threat.
Physical Abuse of Staff Students shall not intimidate or physically abuse | Long-Term Expulsion
Member staff. (ARS 15-507) School personnel may use Suspension
reasonable physical force to protect themselves,
other personnel, students, school and personal
property. (ARS 15-843)
Public Display of Affection Kissing, hugging, fondling or touching in public. Warning 10-Day
Suspe
nsion

**Robbery

Taking, or attempting to take, any property of
another from his person or immediate presence
and against his will. Such person threatens or
uses force against any person with intent either
to coerce surrender of property, or to prevent
resistance to such person taking or retaining property.

5-Day Suspension/
Restitution

Expulsion/ Restitution
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Consequence

Infraction Description Minimum Maximum
**Robbery (Armed) Armed with a deadly weapon or a simulated Long-Term Expulsion
deadly weapon. Uses or threatens to use a Suspension
deadly weapon or dangerous instrument or a Notify
simulated deadly weapon. Title IX Coordinator
**Sexual Abuse For definition, refer to A.R.S. §13-1404, A.R.S. Short-Term Expulsion
§13-1405, and A.R.S. §13-1410. Suspension
Notify
Title IX Coordinator
**Sexual Assault For definition, refer to A.R.S. §13-1406. Long-Term Expulsion
Suspension
**Sexual Harassment Discrimination based on gender that includes Conference Expulsion
unwelcome sexual advances, requests for sexual | Notify Parents Notify
favors, or other verbal or physical conduct of a Notify Title IX Coordinator

sexual nature made by one individual to another.
(Sexual: of, relating to, affecting, or typical of
sex, the sexes, or the sex organs and their
functions. Implying or symbolizing erotic desire
or activity.)

Title IX Coordinator

Sexual Misconduct

The use of verbal, written, electronic or physical
actions or any language/image that is sexually
demeaning or inappropriate. This violation
includes, but is not limited to, indecent
exposure, consensual participation in any sexual
act involving physical contact, lewd comments,
touching private areas, de-pantsing, pulling
another's underclothing, possession or
distribution of pornographic materials.

Conference

Notify Parents
Notify

Title IX Coordinator

Expulsion

Simulated An instrument is displayed or represented as a| Confiscation Long-Term Suspension
Weapon weapon. Notify Parents
Tardy Failure to be at a designated location at a | Verbal Warning by | Develop student

specified time. Teacher contract and

Parent Conference

Technology Failure to use hardware, software, electronic Conference Long-Term Suspension
Misuse/Computer devices, web pages, and networks for the Loss of Technology use
Tampering intended educational use or in a manner that

causes disruption at a campus or any District
facility. This includes unauthorized access to any
computer, computer system, or network. Please
note that the district monitors use of West-MEC
owned technology.
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*Theft

Taking property that belongs to another without
personal confrontation, threat, violence, or
bodily harm. Theft does not include confiscation
by school authorities of property not permitted
at the school. NOTE: In the event of theft or
damage, personal items brought to school, such
as musical instruments, radios, etc., are not
covered by district insurance.

1 Day Suspension

10-Day Suspension /
Restitution

Consequence

Infraction

Description

Minimum

Maximum

*Tobacco

Refers to smoking tobacco (e.g., cigarettes,
cigars), smokeless tobacco (e.g., dip, chew, snuff,
or twist), and nicotine. NOTE: Possession of
tobacco products on K-12 public, charter, or
private school grounds, buildings, parking lots,
playing fields, and vehicles, and at off-campus
school-sponsored events, is a petty criminal
offense. "Petty" offense is punishable by a fine
of up to $300. (A.R.S. § 36-798)

3-Day Suspension

10-Day
Suspension

Tobacco Paraphernalia

Any apparatus or equipment used, or capable of
being used, in consuming tobacco, or represents
consumption of tobacco or nicotine. Examples
include, but are not limited to, rolling papers,
electronic cigarettes (e-cigarettes), matches, and
lighters.

3-Day Suspension

10-Day
Suspension

*Vaping

Refers to the use of vapor products as defined by
A.R.S. § 13-3622 to be any device not regulated
by the FDA which heats a nicotine solution
cartridge. Note: Possession of a Vapor Product
by a minor is a criminal offense per A.R.S. § 13-
3622.

3-Day Suspension

10-Day
Suspension

Vapor
Product

Per A.R.S. § 13-3622 any noncombustible tobacco-
derived product containing nicotine that employs
a mechanical heating element, battery or circuit,
regardless of shape or size, that can be used to
heat a liquid nicotine solution contained in
cartridges. Vapor product does not include any
product that is regulated by the United States
food and drug administration under chapter V of
the federal food, drug and cosmetic act.

3-Day Suspension

10-Day
Suspension

Trespassing

Occurs when a person(s) enters upon, or in,
school property without legal justification or
without the implied or actual permission of the
administration. (A.R.S. § 15-841)

1 Day Suspension

10-Day
Suspension

Truancy/

Unverified

Absence

The failure of a student to attend his or her
scheduled class at the prescribed time and place,
or leaving class before the prescribed ending time
without authorization.

Conference

3-Day Suspension up to
removal from program
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*Vandalism/Destruction of Willful destruction or defacement of school or 3-Day Suspension / | Expulsion/Restitution

School Property personal property. Restitution
Vehicle Violation Improper driving or parking of a vehicle on Revocation of 10-Day
school district property without permission, Parking Privileges Suspension

and/or parking in prohibited areas.

Consequence

Infraction Description Minimum Maximum
**Weapons Any item that may cause harm to another | Long-Term Expulsion

person, including but not limited to, a bomb, | Suspension

firearm, other firearm, gun, revolver, pistol,

dagger, dirk, stiletto, knife of any size, iron bar,

brass knuckles, chains, Billy clubs, Chinese stars,

or any incendiary devices. (A.R.S. § 13-3102(11))
**Weapons Sale of the above weapons. Long-Term Expulsion

(sale or distribution) Suspension

Per AZ Safe regulations:
A single asterisk (*) indicates the violation must be reported to the Arizona Department of Education
A double asterisk (**) indicates the violation must be reported to law enforcement and the Arizona Department of Education

PARENT LIABILITY

Under Arizona law, upon complaint of the Governing Board, the parents of minors who cut, deface
or otherwise damage any school property shall be liable for all damages caused by their children.
See A.R.S. § 15-842

DUE PROCESS

Students in the district have certain rights. They also have the responsibility to respect the rights and property of
others. If a student fails to do this, disciplinary action will follow. In disciplinary cases, each student is entitled to
due process. This means students:

1.

vk wnN

Must be informed of accusations against them.

Must have the opportunity to accept or deny the accusations.

Must have explained to them the factual basis for the accusations.

Must have a chance to present an alternative factual position if the accusation is denied.

All discipline referrals submitted to the school administration will begin with a conference with the student.
If a student requests to have a parent(s)/legal guardian(s) contacted, the school will make reasonable
efforts to contact the parent(s)/legal guardian(s). In the case of suspensions/expulsions, parent(s)/legal
guardian(s) will be notified of consequences by a personal phone call accompanied by a written referral
form. If attempts to notify parent(s)/legal guardian(s) by telephone are unsuccessful, parents will be
notified by written referral form only. Parent(s)/legal guardian(s) involvement is an important part of the
discipline at all levels.

Referral - Students will be referred to the administrator for violations outlined in the West-MEC Handbook and
when their disruptive behavior interrupts the educational process.
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“West-MEC

Student Behavior Matrix

The following levels offer guidelines for the communication of student incidents between West-MEC, partner
programs and member districts. When a student offense results in the suspension from a West-MEC, college
partner or member district local school campus, the student may also be subject to the policies and
procedures in the partner district.

LEVEL 1 LEVEL 2 LEVEL 3

Includes minor infractions,
handled by the local
teacher/administrator, where no
suspension results.

Includes those infractions where
the student is referred to the
local school administration and
may be assigned a suspension.

Includes any incident that may
result in a suspension of more
than two days. Refer to the
district student handbook for

more information on incidents
that result in a school
suspension.

Level 3 —indicates
notification to the
partnering school
campus/district and may
result in a proportionate
response on both campuses

Level 2 — indicates notification
to the partnering school’s
campus and district

Level 1 —indicates no
notification to the partnering
school campus

In the event of a level two or three incident, the following process will occur:
1. Learn of incident and, if necessary, conduct investigation of allegation
2. Notify partnering school campus administrative team/West-MEC of incident
3. Pending investigation, share any disciplinary action (suspension) with partnering school

4. May result in a proportionate response from the partnering school campus



WESt'MEC Behavior Referral Form

Program

Referred by Date of Referral

Student's Name Grade Date of Incident

Time of Incident am/pm Time Description: [ Before School[]During School Hours[] After School
Location of Incident: [] Off Campus [ on campus Inside [ On Campus Outside

Other People involved: Role: [Victim, Offender, Witness] Injuries Sustained [if any, indicate who and what)

Care Provided for Injury: [include who provided care)

Explanation/Comments

Student Signature Diate Reporter Signature Diate Administrator Signature Diate
VIOLATIONS Check all that apply: For Administrator Use Oniy

[ | Attendance [more than 10 absences andlor tardies) [ ] Gambling

[ | ~Alcohol [usedpossessionfunder the influencelsaleddistribution) [ ] ““Gang Activity

[ | —Arson | | Good Neighbor Policy

[ | As=sault [ ] “Harassment!Hazing! Thre at{intimidation
[ | Assault [aggravated] [ | Inappropriate Languagel!Gestures

| |"Bomb Threat [ ] Inappropriate Language to an Adult

[ ] “BullyingiCyber Bullying [ ] InsubordinationfDefiancelNon-Compliance
[ ] ““Burglary!Breaking and Entering [ ] Leaving Campus without Authorization

[ | ““Burglary [First degree] [ | Loitering

|| Class ¥iolation [ | Minor Aggressive Act

[ ] Cheating/Plagiarism || ~Other School Threat

[ ] ““ChemicallBiological Threat [ ] Physical Abuse of Staff Member

| | Contract ¥iolation [ | Public Display of AFfection

[ ] “Dangerous InstrumentiDevice [possessiondsaleldistribution) [ ] “"Robbery/Robbery [Armed)

| | "Death Threat | | ~"Sezual AbusetAssaultiHarassment

| | Detention Yiclation | | Sezual Mizconduct

[ | Disorderly Conduct [ | Simulated Weapon

[ ] Disrespect [ ] TardyiTruancyiUnezcused Absence

[ ] Disruption [ ] Technology Misuse!/Computer Tampering
| | Dres= Code Yiolation [ |~Thef

[ ] ““Drugs [usefpossessionfunder the influence] | |"Tobacco

[ | “Drugs [over the counter] | Tobaceo Paraphernalia

[ ] “Orugs [=ale or distribution] [ ] Trespassing

[ ] Drug Faraphernalia | | ~¥andalismiDestruction of School FProperty
[ | Electronic Devices [ | ¥aping

[ ] “"Endangerment [ ] Yaping Products

: “Extortion : ¥ehicle ¥iolation

| |Failure to Attend Learning Center | | ""Weapons [possessiontsalelddistribution]
| | Failure to Follow Test Taking Procedures

| |Failure to Return School Documents Action{s) Taken: [as per student handbook)

| |Failure to Wear Student ID Badge Action Date: Action Scheduled:
|| "Fighting!Mutual Combat

| |""Fire Alarm Misuse

|| TFirearm

| |Fireworks Attach documentation of action taken

| | Forgery?F alsification

|:| Mo Action Taken

" indic:ates the violation is reported ko the Arizona Department of Education
““wiolation must be reported ko law enforcement and is reported to the Arizona Department of Education
"gtudent suspensions reported to Assistant Superintendent For Teaching, Learning & Campus Operations



SHORT-TERM SUSPENSION- If the administrator decides that the alleged misconduct warrants a consequence of
a suspension for 10-Days or fewer, the administrator shall give the student an informal due process hearing and
shall examine all the pertinent facts to determine whether or not a violation did occur. The student shall be
afforded due process rights including the opportunity to present to the administrator his or her defense or
position concerning the alleged violation. After the conclusion of the investigation, the administrator, upon the
basis of all facts and information learned, shall determine if the student committed a conduct violation. If the
student is found to have committed a violation, a consequence or suspension may be imposed for a period of
time not to exceed 10-Days. If a suspension is imposed, the administrator imposing the suspension shall keep a
record of the aforesaid proceedings. West-MEC Administration will work with the sending high school to
reciprocate suspension consequences. Parent(s)/legal guardian(s) may request a campus administrative review
of the discipline data and decision to suspend. Homework can be provided at the request of the parent. There is
no level of appeal higher than the administrator for a suspension of 10-Days or fewer.

LONG-TERM SUSPENSION- If the administrator decides that the alleged misconduct is sufficiently serious to
warrant a suspension in excess of 10-Days or expulsion, the accused student shall be afforded his or her due process
rights. There shall be an investigation to determine if there is sufficient probable cause to charge the student with
an act of misconduct, which may result in a suspension in excess of 10-Days or an expulsion. When a student is
charged by the administrator with misconduct, which may result in long-term suspension or expulsion, the
parent(s) or legal guardian(s) of the student shall be informed within a reasonable time period by telephone or
letter of the charges against the student.

A student who is long-term suspended from a program is considered to be long-term suspended from the West-
MEC district and may not be readmitted to any West-MEC Central Program during the time during which said
suspension is in force.

The suspension shall be in accordance with pertinent Arizona Revised Statutes. The ability to make up work for
credit during long-term suspension is at the discretion of the hearing officer or the Governing Board and will only
be allowed in exceptional circumstances.

e [f a school administrator believes that a long-term suspension may be warranted as a result of alleged
misconduct of a student, the administrator will notify the parent(s) or legal guardian(s) in writing. The
school administrator shall also notify the district office to schedule a long-term suspension hearing.

e [f along-term suspension hearing is scheduled, the district will deliver or send by certified mail, notice of
the hearing to the student’s parent(s) or legal guardian(s) at least five working days prior to the hearing.

The notice shall contain:

e The time, date and place of the hearing.

e The name of the hearing officer.

o Adescription of the alleged misconduct, the standard of student conduct
allegedly violated and the proposed discipline.

e A copy of Policy JKD and A.R.S. 15-840 through 15-844.

e Astatement that the student and his or her parent(s) or legal guardian(s) are entitled to
various procedural rights as described in this policy.

o A statement that notice must be given to the superintendent at least
24 hours before the hearing if the student or his parent(s) or legal guardian(s) will
have an attorney present.

The hearing shall be held at the time and place stated in the notice unless all interested parties agree otherwise.
In the event the district is unable to contact the parents or guardians after taking reasonable steps to do so, the
district may proceed to hold a hearing or take other steps regarding the discipline of the student. When proper
notice has been given and the student and parent(s) or legal guardian(s) fail to appear at the hearing, the hearing
may proceed and the student may be found responsible in absentia.
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At the conclusion of the hearing, the hearing officer shall determine whether discipline will be imposed, and, if
deemed appropriate by the hearing officer, a long-term suspension may be imposed immediately. Written
confirmation of the hearing officer’s decision shall be mailed or delivered to the student’s parent(s) or legal
guardian(s) within five working days after the hearing. A copy of the written decision shall be delivered or mailed
to the superintendent. If the decision is to impose a long-term suspension, the written decision shall:

e Name the student.

o Describe the behavior that resulted in the long-term suspension.

e State the beginning and ending dates of the suspension and the restrictions of the student’s presence on

campus and at school activities.
o Inform the parent(s) or legal guardian(s) about suspension appeal procedures.

Absent extenuating circumstances, once a due process hearing has concluded, no new testimony or documents
may be presented.

LONG-TERM SUSPENSION APPEAL - If the hearing officer recommends a long-term suspension, the Governing
Board will be informed, in writing, of that decision. Parent(s) or legal guardian(s) may appeal the decision for long-
term suspension based on one of the following reasons:
o There was substantial non-compliance with policy JKD.
o The pupil's legal rights, including the right to receive due process, were violated
by the hearing or the hearing officer's decision.
e The discipline imposed by the hearing officer was unreasonable considering the
circumstances present.

To appeal the decision of the hearing officer, parents must deliver a letter to the superintendent within five (5)
working days after receiving notice of the decision of a long-term suspension and prior to the Governing Board
meeting where the hearing officer’s decision will be considered. The letter must describe in detail all objections to
the hearing or the decisions rendered at the hearing. The Governing Board will review the hearing officer’s decision
and the parent(s) or legal guardian(s) letter of appeal. If the Governing Board feels more information is necessary,
they will conduct another hearing. No new evidence can be admitted at the appeal hearing. The Governing Board
will review the material in executive session. Unless requested in writing by the parents, the executive session will
be closed. Upon review of the decision in executive session, the Governing Board may uphold, modify or rescind
the hearing officer's decision.

EXPULSION - Suspension at the sending high school will not prevent a student from acceptance/enrollment into a
West-MEC program. However, expulsion from a sending school will prevent enrollment into a West-MEC program.

If the hearing officer recommends that a student be removed from a Central Program (a student who is removed
from a program is considered to be removed from the West-MEC District and may not be readmitted to any West-
MEC Central Program during the time during which said removal is in force). That recommendation will be
forwarded to the Governing Board, who will act on it.

Parent(s) or legal guardian(s) may appeal the recommendation for expulsion based on one of the following reasons:
o There was substantial non-compliance with policy JKD (Student Suspension/Expulsion/Due Process Rights).
e The pupil’s legal rights, including the right to receive due process, were violated
by the hearing or the hearing officer’s decision.
e The discipline imposed by the hearing officer was unreasonable considering the
circumstances present.

The Governing Board will consider a hearing if there is an appeal of the hearing officer’s recommendation for
expulsion from the parent(s) or legal guardian(s). The Governing Board will review the decision from the hearing
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officer and the parent(s) or legal guardian(s) appeal and will hear evidence from the school and/or district officials
and the student’s family.

No new evidence can be admitted at the appeal hearing. The Governing Board will conduct the hearing in executive
session. Unless requested in writing by the parent(s) or legal guardian(s), the executive session will be closed. If
the parent(s) or legal guardian(s) disagree that the hearing, held by the board, should be held in executive session,
it shall be held in an open meeting unless:

e [f only one student is subject to the proposed action and disagreement exists between that student's
parent(s) or legal guardian(s), then the board, after consultation with
the student's parent(s) or legal guardian(s), shall decide in executive session whether the hearing will be
in executive session.

e |f more than one student is subject to the proposed action and disagreement exists between the parent(s)
or legal guardian(s) of different students, then separate hearings shall be held subject to the provisions of
A.R.S.15-843.

Nothing in these procedures shall be construed to prevent the students who are subject to the action and their
parent(s) or legal guardian(s) and legal counsel from attending any executive session pertaining to the proposed
disciplinary action or from having access to the minutes and testimony of such executive session or from recording
such a session at the parent(s) or legal guardian(s) expense.

READMISSION- Once a student is expelled, the student's parent(s) or legal guardian(s) may request that the
student be readmitted no sooner than one year after the date of the expulsion. The readmission of an expelled
student can only be granted by the Governing Board, in its discretion, and may begin the semester following the
decision to readmit.

STUDENT DISCIPLINARY RECORD-KEEPING - Each administrator shall keep and retain complete records of pupil
disciplinary actions and procedures. Records regarding pupil disciplinary actions shall be retained for at least two
years after graduation or withdrawal. The kinds of disciplinary actions for which an accounting shall be kept shall
include, but are not be limited to, suspension, placement in special classes and referrals of cases to police and
juvenile authorities.

The accounting for pupils subject to disciplinary action shall contain an entry of:

® Pupil’s full name.

o Time, place and date of the offense or offenses, behavior observed.

e Specific measures taken by person(s) reporting the offense to affect an adjustment, including the
specialized help secured before referral, (i.e., conferences with parent(s) or legal guardian(s), conference
with administrator, conferences with other school personnel, etc.)

o Name of person(s) imposing the action or actions.

e Statement of clarification by student or parent(s) or legal guardian(s) if either party wishes.

SUSPENSION DUE TO CLEAR AND PRESENT DANGER - Following a preliminary investigation, the facts may indicate
the presence of an alleged offender who presents a clear and disruptive influence to the educational process on
campus. In that case, the administrator may suspend the student from school pending further investigation and
disposition of the incident.

ADMINISTRATOR REVIEW - In case of a suspension which is for ten days or fewer, and there has been no
recommendation for Long-Term suspension, the student/parent may request, in writing, a review of the

48



situation/discipline. Once the administrator reviews the stated concern(s), the administrator shall notify the
student and parent(s) or legal guardian(s) of the final determination. There is no level of appeal higher than the
administrator for a suspension of 10-Days or fewer.

INTERROGATION, SEARCH, ARREST

School officials may question students regarding matters related to school without limitation. The parent(s) or legal
guardian(s) will be contacted if a student is then subject to discipline for a serious offense. A student may decline
at any time to be interviewed by an administrator.

SEARCHES - School officials have the right to search and seize property, including school property temporarily
assigned to students, when there is reason to believe that some material or matter detrimental to health, safety
and welfare of the student exists.

Items provided by the district such as lockers, desks, storage areas, etc. or personal items are provided as a
convenience to the student, but remain the property of the school, and are subject to its control and supervision.
Students have no reasonable expectation of privacy, and the aforementioned may be inspected at any time with
or without reason, or with or without notice, by school personnel.

Personal searches may be conducted by a district/school official when there is reasonable suspicion that a
particular student is in possession of contraband, materials or items, which present an immediate danger of
physical harm or illness. The searches will be conducted out of the presence of other students and in a private
room with a second adult of the same sex as the student.

Searches of the student shall be limited to the following:
e Searches of the pockets, shoes and socks of the student, jackets, etc.
® Any object in the student's possession such as a purse, backpack or briefcase.

School and district officials are authorized to conduct a search when on school grounds, in a vehicle owned, leased
or otherwise used by the district or school, or at a school activity, when there is reasonable suspicion that the
search will result in the discovery of any of the following:
e "Contraband" includes all substances or materials prohibited by district/school
policy or state law including, but not limited to, drugs, drug paraphernalia, alcoholic beverages, and/or,
® Any material or item which presents an imminent danger of physical harm or illness, and/or,
When the owner of the automobile is other than the person in possession of the automobile, the owner will be
notified that a search has taken place. Contraband materials as identified in the introduction above may be seized
when found in the course of a search.
Any such items seized may be:
e Offered as evidence in any suspension or expulsion proceeding if they are tagged for identification at the
time seized.
e Turned over to law enforcement officers or destroyed.

SEARCH WARRANTS - If a search warrant is served, district/school officials shall not interfere with searches by law
enforcement officers who have duly processed search warrants. Every reasonable effort should be made to
cooperate with law enforcement officers.

POLICE INTERVIEW NOTIFICATION -
When a peace officer seeks to interview a student on school grounds, school staff will make reasonable attempts
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to notify the student's parent/legal guardian before the interview occurs.

However, school staff will not impede a peace officer from performing the peace officer's duties. Peace officers
have the right of immediate access to a student when making an arrest, serving a subpoena, or serving or executing
warrants (including search warrants). In such circumstances, advance notification and an opportunity for the
parent/legal guardian to attend an interview may not be proper or possible.

Parent/legal guardian notification will not be provided when:

® Any alleged criminal conduct involves a parent/legal guardian.

e Advance notification creates an unreasonable risk to personal or public safety.
e The investigating peace officer expressly prohibits such notification.

Except in instances where parent/legal guardian notification is not required as set forth above school staff may
inform the student that the student may consult with their parent/legal guardian prior to being interviewed.

If the parent/legal guardian is unavailable to attend the interview, school staff may request to attend the interview
if permitted by the peace officer. School staff attending a peace officer interview will not question the student
during the interview.

ARRESTS - When a peace officer enters a campus providing a warrant or subpoena or expressing intent to take a
student into custody, the office staff shall request the peace officer establish proper identification. The school staff
shall cooperate with the officer in locating the student within the school.

School officials may respond to parental or legal guardian inquiries about the arrest or may, if necessary, explain
the relinquishment of custody by the school and the location of the student, if known, upon contact by the
parent(s) or legal guardian(s).

REPORTING CHILD ABUSE - Per state law, and Governing Board policy, school employees and certain volunteers
who reasonably believe that a child has been the victim of neglect, abuse, and/or non-accidental injury, or sexual
offenses must report suspected activity to Department of Child Safety (DCS) and/or local law enforcement
agencies. Where a parent or guardian is the alleged abuser, school personnel are not to notify parent or guardian.
DCS and law enforcement agencies are responsible for notification. Should the alleged perpetrator be other than
a member of the child’s family, volunteer and school personnel shall follow reasonable notification procedures.

Individuals required to report reasonable suspected abuse are protected by state law from civil or criminal liability.

DEPARTMENT OF CHILD SAFETY INTERVIEW
When a Department of Child Safety ("DCS") case worker seeks to interview a student on school grounds, staff will
notify the District administrator. Staff will request the DCS caseworker complete the "Form for Signature of
Interviewing Case Worker." Staff will collect and retain the completed "Form for Signature of Interviewing Case
Worker." Staff will not impede a DCS caseworker from performing the DCS case worker's duties. Staff shall notify
a student's parent/legal guardian when a DCS case worker seeks to interview a student unless:

1. The offense was allegedly committed by the student's parent or legal guardian or

2. The offense was already reported to the police or DCS and the investigator has determined that notifying
the parent/legal guardian would impede the investigation.

DEPARTMENT OF CHILD SAFETY CUSTODY OF STUDENT
If the DCS caseworker intends to take custody of the student or otherwise remove the student from the campus,
Staff will request the DCS caseworker complete the "Form for Student Custody by Case Worker." Staff will collect
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and retain the completed "Form for Student Custody by Case Worker".

CUSTODY

In cases where custody/visitation affects the school, the school shall follow the most recent court order on file with
the school. It is the responsibility of the custodial parent, or parents having joint custody, to provide the school

with the most recent court order.

COMPUTER, TELECOMMUNICATION AND NETWORK RESOURCE POLICIES

The following guidelines and policies apply to:
e Students who use computers belonging to the West-MEC School District.
o Students who access network resources available through the West-MEC School District.
e Students who bring personal electronic devices to West-MEC campus/events.

Acceptable Use Policy and Procedures

Internet access and email are available to students and teachers in West-MEC. WEST-MEC believes
the Internet offers vast, diverse, and unique resources to both students and teachers. Our goal in
providing this service is to promote educational excellence in schools by facilitating resource
sharing, innovation, communication and educating minors about appropriate online behavior,
including interacting with other individuals on social networking websites and in chat rooms, cyber
bullying awareness, and response. If a parent/guardian wishes to prohibit his/her student from the
use of technology and the Internet, he/she may see the campus administrator/counselor at
Orientation to opt out. Opting out of technology use will have a significant impact on the student’s
ability to access curriculum, assignments, e-books and certification.

While our intent is to make Internet access available to further educational goals and objectives,
students may find ways to access other materials as well. We believe that the benefits to students
from access to the Internet, in the form of information resources and opportunities for
collaboration, exceed any disadvantages; but ultimately, parents and guardians of minors are
responsible for setting and conveying the standards that their children should follow when using
media and information sources.

To that end, the Western Maricopa Education Center (West-MEC) Governing Board has adopted
the following policy:

Acceptable Use — Each user must:

e Use Electronic Information Systems (EIS) to support personal educational objectives
consistent with the educational goals and objectives of West-MEC.

e Agree not to submit, publish, display or retrieve any defamatory, inaccurate, abusive,
obscene, profane, sexually oriented, threatening, racially offensive or illegal material.

e Immediately inform their teacher if inappropriate information is mistakenly accessed.

e Abide by all copyright and trademark laws and regulations.

¢ Notreveal home addresses, personal phone numbers or personally identifiable data unless
authorized to do so by designated school authorities.

¢ Understand that electronic mail or direct electronic communication is not private and may
be read and monitored by school-employed persons.

¢ Not use the EIS in any way that would disrupt the use of the EIS by others.

¢ Not use the EIS for commercial or financial gain, political lobbying, or fraud.

e Follow the district’s code of conduct.

* Not attempt to harm, modify, add or destroy software or hardware nor interfere with
system security.

e Understand that inappropriate use may result in cancellation of permission to use the EIS
and appropriate disciplinary action up to and including expulsion for students.
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Publish information/student work only on WEST-MEC servers or district approved web
hosting vendors. Users placing information on the Internet using the district’s EIS are
publishing information on behalf of the district.

Be responsible for the appropriate storage and backup of their data.

Use of EIS for information collection purposes (online surveys, email, etc.) must follow
existing district policies and have appropriate administrative approval.

In addition, acceptable use for district employees is extended to include requirements to:

Maintain supervision of students using the EIS.

Agree to directly log on and supervise the account activity when allowing others to use
district accounts.

Take responsibility for assigned personal and district accounts, including password
protection.

Take all responsible precautions, including password maintenance and file and directory
protection measures, to prevent the use of personal and district accounts and files by
unauthorized persons.

Unacceptable Uses — Each user must not:

Users may not connect or install any computer hardware, hardware components or
software, which is their own personal property to and/or in the District's EIS without the
prior approval of the District Information Technology Department.

Users shall not post information that could cause damage or pose a danger of disruption to
the operations of the EIS or the District.

Users shall not access the network for any non-educational purposes.

Users will not gain or attempt to gain unauthorized access to the files of others, or vandalize
the data or files of another user.

Users will not download and use games, files, documents, music, or software for non-
educational purposes. (i.e., Shockwave games/animations, audio and other visual files.)
Users will not possess any data, which may be considered a violation of these regulations,
in paper, magnetic (disk), or any other form.

Users will not display name or photo to personally identify an individual without receiving
written permission.

Users will not reveal full name, address, phone number, or personal email without
permission from an adult.

Users shall not plagiarize works that are found on the Internet or any other electronic
resource.

Users will not harass, insult, attack others or use obscene language in written
communications.

Users will not post anonymous messages.

Users may not use free web-based email, messaging, video conferencing, or chat services
without written permission from WEST-MEC Information Technology.

Resource Limitations:

Activities that are deemed by the network supervisor to cause unreasonable demand on
network capacity or disruption of system operation are prohibited.

Users shall subscribe only to high quality discussion groups or mailing lists that are relevant
to their education or career development.
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e Users shall not use the District's EIS for commercial purposes or financial gain. This includes
the creation, development and offering of goods or services for sale, and the
unauthorized purchase of goods or services. District approved purchases will be made
following District approved procedures.

e The District's portable information systems and educational technology resources such as
notebook computers, peripherals, and/or companion devices, will be at the school sites
during school hours.

Personal Responsibility:
e | will report any misuse of the EIS to the administration or system administrator.
e | understand that many services and products are available for a fee and acknowledge my
personal responsibility for any expenses incurred without District authorization.
e | understand that when | am logged on to District computers or electronic devices, that |
am ultimately responsible for any activity that occurs on the computer or electronic device
under my log-in.

Privileges and Responsibilities:

The use of West-MEC computers, telecommunication and network resources is a privilege, not a
right, and may be revoked at any time. Violations of this privilege may result in disciplinary action
under the guidelines and through the authority of the Governing Board and its policies. The West-
MEC District reserves the right to monitor the use of district computers, telecommunications and
network resources. In particular, electronic mail or direct electronic communication is not private
and may be read and monitored by school personnel. Should it become necessary, files may be
deleted. The West-MEC District is not responsible for any service interruptions, changes or
consequences resulting from system use, even if these arise from circumstances under the control
of the district. The West-MEC School District may make rules, as needed, for the operation of the
system.

Google Workspace for Education
Google Workspace for Education will be utilized in the classroom for educational purposes as part
of their enrollment in a West-MEC program. These services include Google Drive, Google Docs, and
other apps that support learning, collaboration, and access to educational resources. These tools
enable students to collaborate, share files, access assignments, and engage in digital learning
activities.

Students without access to Google Workspace for Education will be unable to use essential district-
approved applications and software that are integral to daily classroom teaching and learning.
Students will access Google Workspace for Education tools through an account provided by the
school.

For any questions or concerns regarding your student's use of these Google services, please contact
the campus administrator.

Network Etiquette:
| am expected to abide by the generally acceptable rules of network etiquette. Therefore, | will:
e Be polite and use appropriate language. | will not send, or encourage others to send,
abusive messages.
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e Respect privacy. | will not reveal any home addresses, personal phone numbers, or
personally identifiable information.

e Avoid disruptions. | will not use the EIS in any way that would disrupt the use of the systems
by others.

e Observe the following considerations:
o Be brief.
o Strive to use correct spelling and make messages easy to understand.
o Use short and descriptive titles for articles.
o Post only to known groups or persons.

Services:

West-MEC specifically denies any responsibility for the accuracy of information. While West-MEC
will make an effort to ensure access to proper materials, the user has the ultimate responsibility for
how the EIS is used and bears the risk of reliance on the information obtained.

Artificial Intelligence (Al) Use
West-MEC recognizes that Artificial Intelligence (Al) tools may support student learning when used
responsibly and in alignment with instructional expectations.

Students may use Al tools only as permitted by their instructor and in ways that support course
objectives.

Students must:

Use Al to assist learning, not replace their own academic effort.

Follow all instructor guidelines regarding the use of Al on assignments and assessments.
Submit only their own work and cite any uses of Al.

Protect privacy by not entering personally identifiable information (PIl), confidential
student records, or District-sensitive information into Al tools.

e Ensure Al use complies with academic integrity standards, copyright laws, and District
policies.

Students are responsible for all content submitted under their name, including work produced with
Al assistance. Unauthorized or inappropriate use of Al may result in disciplinary action, including
loss of technology privileges.

MEDIA RELEASE FORM

By agreeing to the student handbook, I/We hereby grant Western Maricopa Education Center
(West-MEC) school district #402 and its schools, permission to use the video, photographic and/or
audio representation, as well as name and likeness, for use in the district’s video productions, media
releases, publications, website(s), multimedia presentations, electronic communications, and social
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media networks. I/we also give permission to allow interviews and/or photographs to be conducted
by district-authorized media. Families who do not wish to allow any of the above may complete a
media release form provided by the campus office.

PARENT/GUARDIAN/STUDENT CONTACT

West-MEC at its discretion, communicates with and contacts parents/guardians/students using any
current means of communication directly related to the student’s enrollment in the program
including: telephone, email, automatic telephone dialing equipment, prerecorded voice messages
and text messages, regardless of whether the individual will incur any costs to receive or respond
to any such communication.

STUDENT CONCERNS, COMPLAINTS AND GRIEVANCES
Students may file complaints alleging unlawful discrimination or harassment based upon a
protected class category pursuant to the following Governing Board policies:

Policy 1-201: Equal Educational Opportunity and Non-Discrimination (Students)

Policy 1-203: Equal Opportunity - Prohibited Sex Discrimination (Title IX)

West-MEC

STUDENT CONCERNS, COMPLAINTS AND GRIEVANCES COMPLAINT FORM
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(To be filed with a school administrator or the administrator’s immediate supervisor, or a school
staff member who will forward this form to the school administrator or the administrator’s
immediate supervisor)
Additional pages may be attached if more space is needed.

Please Print:
Name Date
Address
Telephone
Another phone where you can be reached
During the hours of
E-mail
address
I wish to complain against:
Name of person, school (department), program, or activity:

Address

Specify your complaint by stating the problem as you see it. Describe the incident, the participants,
the background to the incident, and any attempts you have made to solve the problem.

Be sure to note all relevant dates, times, and places.

If there is anyone who could provide more information regarding this, please list name(s), address
(es), and telephone number(s).
Name Address Telephone

Number

The projected solution
Indicate what you think can and should be done to solve the problem. Be as specific as possible.

| certify that this information is correct to the best of my knowledge.

Signature of Complainant Date Signed

Administrator or professional staff member receiving initial complaint Date initial complaint received
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West-MEC

ATTENDANCE CONTRACT
In order for student success in a West-MEC program, it is vital that students maintain good standing
in attendance. Students are expected to attend class; when it is necessary for a student to be absent
from school, it is required that parents/guardians call the appropriate West-MEC campus
attendance line with the reason for the absence, tardy, or early departure.

The following procedure will be implemented each semester:

Absence 1-2  Automated phone calls home for unverified absence

e Absence 3 Same as above, plus documented teacher/parent conference (via
phone)
e Absence4 Documented letter detailing absences sent home, teacher and

counselor work together with parents/students to discuss
strategies for improved attendance

® Absence5-6  Automated phone calls home for unverified absences

e Absence? Documented teacher/parent conference (via phone or in-person)

Absence 8-9  Documented administrator contact with parents/guardians and

student to develop an attendance behavior contract

e Absence 10 Student may be withdrawn from the program if in violation of
his/her attendance behavior contract. Due process will be followed

Your student currently has absences this semester. Every absence after six (6) will result
in documentation for removal from the West-MEC Central Program. Students who miss in excess
of ten (10) days may be removed from the program and may lose credit.

Student Name:

Student Signature: Date:

Teacher Signature: Date:

Printed name of parent and contact phone number:

Parent Signature: Date:

Student outcome desired:

Reviewed by Administrator: Date:
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West-MEC

TARDY/EARLY DEPARTURE CONTRACT

In order for student success in a West-MEC program, it is vital that students maintain good standing
in attendance. Students are expected to attend class; when it is necessary for a student to be absent
from school, it is required that parents/guardians call the West-MEC campus attendance line with
the reason for the absence, tardy, or early departure.

The following procedure will be implemented each semester:

e Tardy/Early Departure 1-2 Documented teacher/student conference
e Tardy/Early Departure 3 Same as above, plus documented teacher/parent conference (via phone)
e Tardy/Early Departure 4-6 Documented teacher/student conference
e Tardy/Early Departure 7 Documented teacher/parent conference (via phone or in-person)
e Tardy/Early Departure 8 Documented administrator contact with parents/guardians and
student to develop an attendance behavior contract
Your student currently has tardy/early departures this semester. Every tardy/early

departure after eight (8) will result in documentation for removal from the West-MEC Central
Program. Students with tardy/early departures in excess of ten (10) days may be removed from
the program and may lose credit.

Student Name:

Student Signature: Date:

Teacher Signature: Date:

Printed Name of Parent and contact Phone number:

Parent Signature: Date:

Student outcome desired:

Reviewed by Administrator: Date:

58



West-MEC

STUDENT APPEPTANCE OF RESPONSIBILITY

This is a sample only. See Campus Administrator for actual
form.

By completing this form, | verify | am an eligible student as defined under the Family Educational
Rights and Privacy Act (FERPA) guidelines, who has reached the age of eighteen (18). Eligible
students are defined below:

Family Educational Rights and Privacy Act (FERPA) — particularly, 20 U.S.C. §1232(g) and 34
CFR 8§99 discusses parent rights for 18-year-old high school students. The general rule is
that a student becomes an adult at age 18. However, if the adult student is still a dependent
as defined by the Internal Revenue Code, then parents still have a right to access the
student’s information without the student’s permission.

As an eligible student [18 years of age and not a dependent of parent(s)], | am responsible for myself
and request that my educational records are provided only to myself. Such records include, but are
not limited to:

® Grades
e Attendance
e Discipline

sample only sample only

Student Printed Name Student Signature Date
sample only sample only

Parent Printed Name Parent Signature Date

By signing this document | verify that | am the parent/guardian of the student identified above, and
that this student is eligible under the FERPA guidelines outlined above to claim education
responsibility for himself/herself.

For Office Use Only

Confirmation received on by /
Date Printed Name Signature

Updated in School Master on by /
Date Printed Name
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Welcome to West-MEC.

The West-MEC program you applied to is in partnership with the Maricopa Community College
District. Under the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act,
these higher education institutions must provide appropriate and reasonable accommodations to
qualifying individuals with a documented disability to allow equal access to educational programs,
materials, facilities, and activities.

A disability is broadly defined under the ADA as any medical or physical condition that substantially
limits one or more major life activities. Major life activities include many of the processes involved
with participation in educational programs, such as reading, thinking, seeing, communicating,
hearing, walking, concentrating, breathing, etc.

If you have an IEP, 504, medical, or mental health condition, we highly encourage you to complete
the process of requesting accommodations from our college partners. Please note that high school
IEP/504 plans are not implemented at the college.

If you have a documented disability, it is important to note that eligibility determination for
disability services at the college level is not the same as that at the high school. Eligibility is
determined through a confidential interactive process initiated by the student directly to the
Disability Resources and Services (DRS) office and includes:
o Self-identify and make a request for accommodations
o Complete an online application that meets the documentation requirements in MCCCD AR
2.8.1 Students with Disabilities.
e Attend an intake/orientation to discuss the student’s disability and what accommodations
may be needed to ensure access.
e The DRS office, together with the student, will select accommodations that will allow
notifications to be sent to the faculty.
All accommodations and academic adjustments are course and semester-specific; thus, the student
must self-advocate for accommodations directly at the DRS office prior to the start of each semester.
The process may take up to two weeks.

Students apply online through a confidential system called DRS CONNECT using the information in
the chart below.

GateWay | www.gatewaycc.edu/disability-resources 602.286.8171 | drs@gatewaycc.edu
(Gwcce) Aesthetics, Cosmetology
Glendale www.gccaz.edu/disability-services 623.845.3080 | drsfrontdesk@gccaz.edu
(GCa) Automotive, Early Childhood, Fire Science
Estrella www.estrellamountain.edu/students/disability-resources 623.935.8863 | drs@estrellamountain.edu
(EMCC) Culinary
Paradise https://www.paradisevalley.edu/students/disability-resources-and- 602.787.7171 | drs@paradisevalley.edu
Valley services
(PVCQ) EMT @ PVCC, Paralegal

Shelly Thome

Director of Exceptional Student Services
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623-738-0026
Shelly.thome@West-MEC.edu
High School Graduates with Disabilities

The West-MEC program you are currently enrolled in is a Central Program at West-MEC campuses.
As you have recently graduated from high school, per federal guidelines, an IEP is no longer active.
However, you are able to request accommodations under the Americans with Disabilities Act (ADA)
and Section 504 of the Rehabilitation Act. This Act enables us to provide appropriate and
reasonable accommodations to qualifying individuals with a documented disability in order to allow
equal access to educational programs, materials, facilities, and activities.

A disability is broadly defined under ADA as any medical or physical condition that substantially
limits one or more major life activities. Major life activities include many of the processes involved
with participation in educational programs such as reading, thinking, seeing, communicating,
hearing, walking, concentrating, breathing, etc.

Eligibility for disability services after graduation from high school is determined through a
confidential interactive process initiated by the student. Although students can apply for
accommodations at any time during a program, it is highly recommended that students apply for
eligibility prior to the start of their program. This allows our instructors to become familiar with the
approved accommodations in a timely manner and that accommodations are immediately available
to the student. Accommodations cannot be applied retroactively.

To Request ADA (504) Accommodations:

The student must initiate the process by making the request directly to the West-MEC ESS Teacher
Liaison.

The student will provide the necessary documentation to demonstrate the disability (ex: prior
IEP/504 or medical documentation). An eligibility determination meeting will then be completed by
the West-MEC Campus.

If eligibility is determined, an accommodation development meeting will be conducted by the ESS
Teacher Liaison, during which, the team will discuss the reasonable accommodations that do not
fundamentally alter the curriculum. These accommodations are designed to support the student
in fully accessing the program, but cannot guarantee successful completion of the program or
credential attainment.

The eligibility determination and accommodation development process is led by the ESS Teacher
Liaison and may include the student, teacher, campus counselor, campus administrator, and
whomever else the student requests to participate. Students have the opportunity to include family
members in the process if they wish but are not required to do so.

Once the accommodation plan is created, it will be shared with the teacher for immediate
implementation of accommodations from that time forward. Accommodations cannot be applied
retroactively.

The accommodation plan will be reviewed at least annually while the student is actively enrolled at
West-MEC to determine appropriate accommodations that support the learner.
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Students may contact the West-MEC ESS Teacher Liaison or the Director of Exceptional Student
Services with any questions or concerns.
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