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Josh Chastain — Superintendent of Schools 
Annie Knox — Assistant Superintendent of Schools 
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Nichole Tews — Assistant Director 
Emily Davis — Adult Ed/Financial Aid Coordinator 
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Instructors  

Firefighter I & II — Bill Shaumeyer 

Practical Nursing — Lynn Aswegan 

Practical Nursing — Lisa Pritchett 

Nursing Assistant/Aide — Angie Diggs 

Nursing Assistant/Aide — Rachael Murray  

 
 
CASS CAREER CENTER MISSION STATEMENT AND PHILOSOPHY   

The Cass Career Center established its educational philosophy from an analysis of values and mission 
conducted by  broad-based community representation. The school’s core values and mission are as follows:  
Mission: To achieve excellence in education through career and technical training. 

We Believe:  

Student Success is... 

●​ Relationships 
●​ Learner Agency 
●​ Timely Feedback 
●​ Success Criteria 
●​ Equitable Opportunities 
●​ Competency Over Compliance 

 

HOURS OF OPERATION 

Office hours are from 7:30 a.m. until 3:30 p.m. M-F  

PROGRAM COSTS  

Program costs at Cass Career Center are as follows:  
∙ Practical Nursing: $16630 
∙ CNA: $550 
∙ Firefighter 1&2: $1800 
 



TRANSFERRING CLASSES  

Students may not transfer classes from other institutions or programs unless an exception is made by the  
coordinator.  

SUPPORT SERVICES  

A counselor, vocational resource educator and placement coordinator are on staff to assist students with  
enrollment, study habits, pre-employment training, work ethic training, personal problems, and career choices  
and placement.  

REGISTRATION INFORMATION  

Cass Career Center accepts, as a regular student in our post-secondary programs, only those who are beyond the  
age of compulsory attendance and who meet the requirements of their particular program. All students will be  
required to complete an application for admission and students receiving Title IV financial aid funds (if  
applicable) will be required to complete a FAFSA (Free Application for Federal Student Aid). In some 
programs,  an entrance exam may be required.  

Adult students are responsible for their own tuition and transportation costs. Federal financial aid is available for 
students in the Practical Nursing program only. Cass Career Center is approved for the following programs: Pell  
Grant, Direct Loans, Veterans Educational Benefits, Workforce Innovation and Opportunity Act (WIOA), and 
Vocational  Rehabilitation Education Benefits. Cass Career Center is a clock-hour institution, and students must 
be enrolled  at least half time to receive Title IV funds. Some programs are ineligible to receive Title IV funds 
due to the  short length of the program.  

NOTICE OF NON-DISCRIMINATION 
The District does not discriminate on the basis of race, color, national origin, ethnicity, sex, religion, disability, 
age, sexual orientation or perceived sexual orientation in its programs, activities or employment practices. 
 
Inquiries regarding the non-discrimination policies may be directed to the District’s Section 504 Coordinator, 
Title VI Coordinator, Title IX Coordinator, Americans with Disabilities Act (Title II) Coordinator, Age 
Discrimination Act and Age Discrimination in Employment Act Coordinator, and/or Title VII Coordinator. The 
individuals who serve in these roles are subject to change, and are therefore identified on the District’s website 
at www.harrisonvilleschools.org. Inquiries may also be directed to the Harrisonville Administration Office, 503 
S. Lexington Road, Harrisonville, Missouri 64071, telephone number 816-380-2727.    
Link to Title IX Grievance Procedure 
Any person may also contact the Kansas City Office for Civil Rights, U.S. Department of Education, regarding 
the District’s compliance with Section 504, Title II, Title VI, Title IX, and the Age Discrimination Act. 
Office for Civil Rights 
U.S. Department of Education 
8930 Ward Parkway, Suite 2037 
Kansas City, MO 64114-3302 
Telephone: 816-268-0550 
 
Any person may also contact the Equal Employment Opportunity Commission for concerns relating to the Age 

https://irp.cdn-website.com/dc754019/files/uploaded/2023-07-01%20Harrisonville%20C-131-A%20EGS%20Title%20IX%20Grievance%20Procedure.pdf


Discrimination in Employment Act, or Title VII. 
 
Robert A. Young Federal Building 
1222 Spruce Street 
Room 8.100 
St. Louis, MO 63103 
Telephone: 800-669-4000 
 
Other agencies dealing with non-discrimination issues include: 
 
Missouri Commission for Human Rights  
Department of Labor and Industrial Relations  
P.O. Box 1129, 3315 W. Truman Blvd.  
Telephone: 573-751-3325    U.S. Department of Justice  950 Pennsylvania Ave., NW  Washington, DC 
20530-0001  Telephone: 202-353-1555    Copyright 
The Board of Education does not sanction illegal duplication in any form. Employees who willfully disregard the 
district's copyright position are in violation of board policy; they do so at their own risk and assume all 
responsibility.    

POLICIES: 

Cass Career Center’s Adult Education Program is designed to provide an environment conducive to learning.  
Students have the right to be treated with respect and dignity. Each student is encouraged to communicate his/her  
learning needs to the faculty.  

Adult students are expected to conduct themselves in a professional manner at all times. Students will follow the  
rules and guidelines in the Cass Career Center Student Handbook. If a student is unwilling to follow the  
requirements, rules and guidelines, he/she may be dismissed from the program they are attending.  

TOBACCO USE:  

 
The use of tobacco, e-cigarettes, or products used to inhale vapors is prohibited on the grounds of the 
Harrisonville  Cass R-IX Schools. The use of tobacco, e-cigarettes, or products used to inhale vapors is not 
permitted within  sight of any employee/students of the school or clinical site during the course of study at Cass 
Career Center.  Tobacco shall not be used in the clinical setting, and the student should not smell tobacco 
products while  attending clinical at any site.  

CLASS CANCELLATION:  

Students will be notified of class cancellations via email. Frequent checking of personal and school issued email 
addresses is highly encouraged to not miss important updates.  

 
INCLEMENT WEATHER AND CLASS CANCELLATION 

Cass Career Center is committed to the safety of students, faculty, and staff. Classes or program activities may 
be delayed, cancelled, or modified due to inclement weather, hazardous road conditions, emergencies, or other 
circumstances affecting safe operation of the school. 



Adult Education classes will generally follow Harrisonville Cass R-IX School District decisions regarding 
weather-related school closures. 

Students will be notified of Adult Education class cancellations, delays, or schedule changes by email. Students 
are responsible for regularly checking the email address provided to Cass Career Center for important program 
communications. 

Because Adult Education programs may operate during evening or weekend hours, a separate decision may be 
made regarding Adult Education classes when weather conditions change after the regular school day. Students 
should not assume that an evening or weekend class is cancelled unless they receive communication from Cass 
Career Center or their instructor. 

Make-Up Hours and Activities: 

When Cass Career Center cancels a scheduled class or required activity, the instructor or program coordinator 
will determine whether the activity must be rescheduled or whether additional arrangements are necessary to 
meet program requirements. 

Students will be notified of any required make-up dates, assignments, hours, or schedule changes. 

 

CELL PHONE USAGE:  

Students are extended the privilege of using cell phones during classroom breaks and during their assigned lunch  
shift. Whenever class is in session, cell phones may not be used and/or visible to staff without permission.  

STUDENT DRESS CODE:  

Students are expected to dress in a manner that reflects good standards of health, safety and decency. All special  
areas may require special dress and special appearance in order to meet health and safety standards. The general 
atmosphere of a school must be conducive to learning. If a student’s appearance attracts undue attention to the  
extent that it may become a disruptive factor in the educational process, a building administrator will ask the  
student to make the necessary changes and apply the appropriate disciplinary action.  

1. Hair must be well groomed and clean.  
2. Shoes must be worn at all times.  
3. Students may not wear clothing which exposes their stomach, midriff, back, chest or shoulders. 4. Clothing 
with vulgar, profane, ethnically derogatory messages, pictures, symbols, depictions or styles of cults,  gangs, or 
violence, Satanism, illegal substances, drug paraphernalia or alcoholic beverages are not to be worn. 5. 
Jeans/shorts with holes must meet the finger-tip length requirements.  
6. Skirts or shorts worn must be of appropriate length. No shorts with fringed edges.  
7. Spandex bike shorts or boxer shorts are not allowed as outer garments.  
8. Students are not allowed to wear hats*, headbands (worn on the forehead), hoods, or sunglasses to class or in  
the building. 
9. Students should not wear clothing that exposes their undergarments. Students are not permitted to allow their  
pants/shorts to sag exposing underlying layers of clothes.  

* The administration may use their discretion in applying these rules to articles of clothing that may be 
determined disruptive to a good  school climate.  
** When a student has been found in violation of the dress code, the student will be required to change into 



appropriate school clothing or the student can adjust their clothes to meet the dress code requirements.  
 
STUDENT CONDUCT AND DISCIPLINE: 

Cass Career Center Adult Education students are expected to conduct themselves in a professional, respectful, 
and responsible manner while participating in classroom instruction, laboratory activities, clinical or on-the-job 
training, school-sponsored activities, and other program-related experiences. 

Students are expected to follow Cass Career Center policies, program requirements, instructor directions, safety 
procedures, and the policies of any clinical, training, or work-based learning site. 

Examples of Unacceptable Conduct 

Conduct that may result in disciplinary action includes, but is not limited to: 

●​ Disruptive, disrespectful, threatening, intimidating, or inappropriate behavior toward students, staff, 
instructors, patients, clients, employers, or community partners. 

●​ Harassment, bullying, discrimination, fighting, threats, or violence. 
●​ Possession or use of alcohol, illegal drugs, or other prohibited substances while participating in program 

activities or reporting to class, clinical, or training activities while impaired. 
●​ Possession of prohibited weapons on school property or at program-related sites. 
●​ Cheating, plagiarism, falsification of academic work, or other forms of academic dishonesty. 
●​ Falsification of attendance, clinical, on-the-job training, certification, or other program records. 
●​ Theft, intentional damage, or unauthorized use of school or training-site property. 
●​ Violation of safety procedures or behavior that creates a risk to the student or others. 
●​ Inappropriate use of technology, school equipment, electronic communications, or social media in 

connection with the program. 
●​ Unauthorized photography, video, audio recording, or sharing of confidential information. 
●​ Failure to maintain confidentiality when participating in healthcare, clinical, or other work-based 

learning experiences. 
●​ Repeated failure to follow instructor directions, classroom expectations, or program requirements. 
●​ Failure to comply with the policies or professional expectations of an assigned clinical or training site. 
●​ Other conduct that interferes with the educational process, compromises safety, or is inconsistent with 

professional expectations of the student's chosen occupational field. 

Disciplinary Action 

Disciplinary action will be based on the nature, severity, and frequency of the conduct. When appropriate, 
progressive disciplinary action may include: 

1.​ Verbal Warning – The instructor or coordinator discusses the concern with the student and identifies the 
expected corrective action. 

2.​ Written Warning – The concern and required corrective action are documented and provided to the 
student. 

3.​ Probation/Corrective Action Plan – The student may be placed on probation and required to meet 
specific behavioral, academic, attendance, or professional expectations within an identified period. 

4.​ Suspension – A student may be temporarily removed from class, clinical, laboratory, on-the-job training, 
or other program activities while a concern is reviewed or corrective action is completed. 

5.​ Dismissal – A student may be dismissed from the program when conduct is serious, repeated, presents a 
safety concern, violates program or institutional requirements, or when the student fails to successfully 



complete a corrective action plan. 

Cass Career Center is not required to follow each disciplinary step in order. Serious misconduct may result in 
immediate suspension or dismissal without prior warnings. Examples may include violence or threats of 
violence, significant safety violations, possession of prohibited weapons, impairment during program activities, 
serious breaches of confidentiality, falsification of records, or other conduct that places students, staff, patients, 
clients, or others at risk. 

Clinical and Training Sites 

Students participating in clinical, on-the-job training, or other off-campus experiences are also subject to the 
policies and expectations of the participating facility. 

A clinical or training facility may refuse, discontinue, or terminate a student's placement based on the facility's 
policies or the student's conduct. If a student is removed from a required clinical or training site, Cass Career 
Center will determine whether another appropriate placement is reasonably available and whether the student 
can continue to meet the requirements of the program. 

Cass Career Center cannot guarantee an alternate clinical or training placement. 

Documentation and Student Rights 

Disciplinary actions may be documented and maintained as part of the student's educational record as 
appropriate. 

Students will be informed of significant disciplinary actions and the expectations necessary to remain enrolled 
when applicable. Students who disagree with a disciplinary or dismissal decision may use the Grievance and 
Appeal Procedure outlined in this handbook. 

 

STUDENT IDENTIFICATION BADGE:  

Daytime students are required to wear their ID badge at all times while present in the building or on school  
grounds. This identifies adult students while in the building and also provides entrance into the building. Cass  
RIX School District takes every precaution to keep its students safe. It is very important that the Cass Career  
Center staff know who is authorized to be in the building at all times.   

Students are not allowed to let visitors in the building without permission from staff. Instead, please notify the  
office or a staff member if a visitor is requesting that you let them in the building. This is for your safety as well  
as others in the building.   

PARKING & ENTRY:  

Cass Career Center has a full-time Practical Nursing program that also uses the parking lot and who have paid 
for  parking passes. Students should park in their assigned space which is issued after paying a $25 parking pass 
fee.  

Students should always enter the building through the Adult/Community Education doors unless told otherwise.  
By doing so, staff can more  easily distinguish between students/visitors.   



 
TECHNOLOGY AND ACCEPTABLE USE: 

Technology may be used as part of instruction and program activities at Cass Career Center. Students are 
expected to use all technology responsibly, professionally, and in a manner that supports the educational 
environment. 

School-Issued Devices and Wi-Fi 

●​ Only school-issued devices are permitted to connect to the Cass Career Center/Harrisonville Cass R-IX 
School District Wi-Fi network. 

●​ Personal laptops, tablets, cell phones, and other personal devices may not connect to the school Wi-Fi 
network. 

●​ Students using personal devices are responsible for providing their own internet or cellular connection. 
●​ Students may not attempt to bypass, disable, or interfere with network security, filtering, monitoring, or 

other technology safeguards. 
●​ School-issued devices must be used in accordance with district and Cass Career Center policies. 
●​ Students are responsible for taking reasonable care of any school-issued equipment provided to them and 

may be responsible for loss or damage resulting from misuse or negligence. 

Email and Electronic Communication 

Students are responsible for regularly checking the email address used for their program and other designated 
communication platforms. Email may be used to communicate important information regarding: 

●​ Class schedules and cancellations 
●​ Assignments and course information 
●​ Program deadlines 
●​ Clinical or on-the-job training information 
●​ Financial or registration information 
●​ Other important program announcements 

Students are responsible for maintaining access to their accounts and keeping passwords secure. Passwords 
should not be shared with other students or unauthorized individuals. 

Appropriate Technology Use 

Technology used during class, laboratory, clinical, or other program activities should support the educational 
purpose of the program. 

Students may not use technology to: 

●​ Access, create, display, or distribute inappropriate or unlawful material. 
●​ Harass, threaten, bully, or impersonate another person. 
●​ Access another person's account, files, email, or information without authorization. 
●​ Circumvent network security or internet filtering systems. 
●​ Install unauthorized software or applications on school-issued devices. 
●​ Use school technology for illegal activities. 
●​ Intentionally damage or disrupt school technology, equipment, networks, or electronic resources. 
●​ Share confidential, private, or protected information obtained through classroom, clinical, or work-based 



learning experiences. 

Photography and Recording 

Students may not photograph, video record, or audio record instructors, staff, students, classroom activities, 
presentations, or instructional materials without prior permission. 

Recording or photographing patients, residents, clients, or confidential information during clinical or work-based 
learning experiences is prohibited unless specifically authorized as part of an approved educational activity. 

Students may not post or distribute photographs, recordings, screenshots, instructional materials, or information 
involving instructors, classmates, patients, clinical facilities, or Cass Career Center activities in a manner that 
violates privacy, confidentiality, copyright, or professional expectations. 

ACADEMIC INTEGRITY 

Cass Career Center expects all students to demonstrate honesty, responsibility, and integrity in their academic 
and professional work. Students are responsible for submitting work that accurately represents their own 
knowledge, skills, effort, attendance, and participation. 

Academic dishonesty may result in disciplinary action and may affect a student's ability to successfully complete 
the program. 

Academic Dishonesty 

Academic dishonesty includes, but is not limited to: 

●​ Cheating – Using unauthorized notes, materials, electronic devices, websites, applications, or assistance 
during an assignment, quiz, examination, skills assessment, or other evaluation. 

●​ Plagiarism – Presenting another person's words, ideas, work, or other content as one's own without 
appropriate acknowledgment. 

●​ Unauthorized Collaboration – Working with another person on an assignment or assessment that is 
intended to be completed independently. 

●​ Sharing Academic Work – Providing assignments, answers, examination information, or other 
materials to another student when doing so would allow or assist academic dishonesty. 

●​ Falsification – Creating, changing, or submitting false information related to academic work, attendance, 
clinical experiences, on-the-job training, skills documentation, certifications, or other program 
requirements. 

●​ Misrepresentation of Hours – Recording, reporting, signing, or submitting classroom, clinical, 
laboratory, or on-the-job training hours that were not actually completed. 

●​ Impersonation – Completing work, assessments, attendance requirements, or other program activities 
for another student or allowing another person to do so on the student's behalf. 

●​ Unauthorized Use of Artificial Intelligence (AI) – Using generative AI or other automated tools to 
complete work when the instructor has prohibited or limited their use. 

Artificial Intelligence (AI) 

Cass Career Center recognizes that artificial intelligence tools may have appropriate educational and workplace 
applications. The use of AI will be determined by the instructor based on the purpose of the assignment, 
assessment, or activity. 



Students are responsible for understanding and following their instructor's expectations regarding AI use. 

When AI is permitted, students must use it in the manner authorized by the instructor and remain responsible for 
the accuracy, quality, and originality of the work submitted. 

Students may not use AI: 

●​ During examinations, quizzes, skills assessments, or other evaluations unless specifically authorized. 
●​ To complete an assignment that is intended to demonstrate the student's individual knowledge or skills 

when AI assistance has not been permitted. 
●​ To generate or falsify clinical, laboratory, or on-the-job training documentation. 
●​ To misrepresent AI-generated work as entirely their own when disclosure or acknowledgment is required 

by the instructor. 
●​ To enter confidential, personally identifiable, patient, client, employer, or other protected information 

into an AI system. 

When students are unsure whether AI is permitted for an assignment, they are responsible for asking the 
instructor before using it. 

Clinical and Professional Integrity 

Students enrolled in programs involving clinical, laboratory, or on-the-job training experiences are expected to 
maintain the same standards of honesty and integrity required in the profession for which they are preparing. 

Falsification of clinical or training records, hours, skills, signatures, patient/client information, or other required 
documentation is considered a serious violation and may result in dismissal from the program. 

Consequences 

Academic integrity violations will be reviewed based on the nature and severity of the violation and whether 
previous violations have occurred. 

Consequences may include: 

1.​ Verbal or written warning. 
2.​ Requirement to redo an assignment or assessment when permitted by the instructor. 
3.​ Reduction of credit or a zero for the affected assignment or assessment. 
4.​ Academic or behavioral probation. 
5.​ Suspension from program activities. 
6.​ Dismissal from the program. 

Cass Career Center is not required to apply these consequences in order. Serious violations, including 
falsification of records or required training hours, may result in immediate dismissal. 

Students may appeal disciplinary decisions through the Grievance and Appeal Procedure contained in this 
handbook. 

 

REFUND POLICY:  

Students are required to make a down payment at the time they register for a class, with the exception of the  



Practical Nursing program. Deposits are refundable except for a $100 administrative fee, and students must  
sign a statement that they understand this policy. Notice of cancellation must be received prior to the first day  
of class. Remaining balances may be paid to Cass Career Center per a monthly payment agreement unless  
otherwise specified. If a student withdraws before the end of the program, the remaining balance at the time of  
withdrawal is still the responsibility of the student. If a class is cancelled by Cass Career Center, the student  
will be refunded 100%.  

ACCIDENT POLICY:  

1. Faculty -Injuries occurring to faculty members should be reported to the office. If the injury happened while 
in  the line of duty, a complete report describing the place, time and nature of injury should be made to the board 
of  Education when it requires medical attention.   

2. Student--Injuries occurring to students on campus or under the supervision of school personnel and requiring  
medical treatment or causing loss of school time should be reported to the office immediately. You will give the  
following information on forms provided:   

∙ Injured person’s name   
∙ Nature of injury 
∙ When, where, and how it happened. Procedure you followed in attending to the injured person:  If the 

injury requires the attention of a doctor, notify the emergency contact listed for the student. When the nature  of 
injury will permit, we suggest that you notify office personnel, who will call a school nurse to diagnose the  
injury and recommend the procedure to follow. Whenever you are in doubt, contact the Adult Education  
Coordinator.   

3. The program faculty and coordinator will evaluate the events leading up and related to the accident to  
identify whether the accident might have been prevented. If it is determined that the accident may have been  
prevented, measures will be taken to prevent future accidents.  

PROGRAM INFORMATION:  

ADMISSIONS  
The general requirements to be selected for admission to a program/course at CCC are as follows:  
■ High School Diploma or GED/HiSet for select programs   
■ Enrollment Application, including Social Security number   
■ Possible interview   
■ Satisfactory completion of specialized assessments for select programs   
■ Non-native speakers of English may be required to demonstrate the English skills necessary for successful  
course completion through an assessment   
■ Criminal record check required for some programs  
■ Drug screening for select programs   

Some programs may have different admission requirements. Please contact the program coordinator for  specific 
requirements or refer to the application. Eligible students, for most programs but not all, include  graduates of 
accredited high schools or those who have successfully completed a GED/HiSet (high school  equivalency). 
Individuals must be able to benefit from the training and successfully complete individual  program 
prerequisites. The individual program coordinators can provide more specific information about each  program’s 
requirements and procedures. The school reserves the right to refuse admittance to students who have  not had 



satisfactory progress during a previous enrollment period. Admission may also be refused to any  student with 
an outstanding balance from a previous enrollment. The admission policy is in compliance with  U.S. 
Department of Education regulation for Title IV Federal Financial Aid and DESE, the program approval  agency 
for CACC.  

ATTENDANCE POLICY:  

The attendance policy will vary by program and will be included in the course syllabus.  
Nursing Assistant/Aid--Students are allowed ONE absence during the program. Students are  expected 
to complete 75 hours of classroom training and a minimum of 100 hours of on-the-job training  in a 
long-term care facility. All missed hours must be made up and should be discussed/approved with the 
program Instructor.   
Fire Science/Firefighting: Students must maintain 90% attendance. All work missed must be made up.  
If an exam or quiz is missed, it is the student’s responsibility to schedule a time with the instructor to  
take the exam/quiz.  
 
GRIEVANCE AND APPEAL PROCEDURE: 

1. Verbal communication shall be made directly to the instructor involved in the grievance.  

2. Unresolved grievances may then be taken directly to the Coordinator of Adult Education after a  
reasonable time has been permitted for corrective action. Chain of command will be followed.  

3. Grievances not resolved in the informal stages may be presented as formal charges under the following  
procedures:  
 1) Students may appeal in writing to the coordinator. The student must sign the written  grievance. 

Written grievance must include the following information: date of filing, description of  grievance 
and the name of the staff member or members involved. Upon receipt of the formal  grievance, the 
coordinator will:  

a) Forward copies of the grievance to the Career Center director and superintendent of schools  
and the staff member or members involved.  

b) Make a decision and notify the student and superintendent of that decision no later than 10  
school days following the filing of the formal grievance.  

2) Students may appeal the decision of the coordinator to the director of Cass Career Center. Students  
must appear and present the written report of the decision of the coordinator. Notification of the action  
taken by the director will be given in writing to the student, coordinator, and staff member or members  
involved within 5 school days after this conference.  

3) Students may appeal the decision of the director to the Superintendent of Schools. Student must  
appear and present the written report of the decision of the director. Notification of the action taken by  
the Superintendent will be given in writing to the student, director, coordinator, and staff member or  
members involved within 5 school days after this conference.  

4) Students may appeal the decision of the superintendent to the Board of Education by notifying the  
Superintendent of their intent and by appearing before the Board of Education at the next regularly  
scheduled or specially called meeting of the Board of Education. The hearing before the Board of  



Education may be conducted in executive session upon the request of either the Board of Education or  
the student, or staff member or members involved.  

5) If the grievance is not resolved at the district level, the student may appeal the grievance to the  
accrediting body:   

Council on Occupational Education  
7840 Roswell Road  
Building 300, Suite 325  
Atlanta, GA 30350  
Phone: 800-917-2081 or 770-396-3898 FAX 770-396-3790  
Web Site: www.council.org 

 
 
 

VA Benefits:  

Cass Career Center accepts VA benefits for all programs approved by the U.S. Department of Veterans Affairs.  
We will not impose any penalty, including the assessment of late fees, the denial of access to classes, libraries  
or other institutional facilities, nor require that a Chapter 31 or 33 recipient borrow additional funds to cover the  
individual’s inability to meet his or her financial obligations to the institution due to the delayed disbursement  
of a payment by the U.S. Department of Veterans Affairs. 

 
STUDENT RECORDS AND FERPA: 

Cass Career Center maintains student educational records in accordance with the Family Educational Rights and 
Privacy Act (FERPA) and applicable Harrisonville Cass R-IX School District policies. 

FERPA provides eligible students with certain rights regarding their educational records. For Adult Education 
students, these rights belong to the student, regardless of the student's dependency status for financial aid or tax 
purposes. 

Student Privacy 

Student educational records and personally identifiable information will not be released to individuals or 
organizations without the student's written consent except when disclosure is permitted or required by law. 

This means Cass Career Center staff generally cannot discuss a student's attendance, grades, academic progress, 
financial information, disciplinary matters, clinical performance, or other educational information with a parent, 
spouse, employer, or other individual without appropriate student authorization. 

Access to Educational Records 

Students have the right to: 

●​ Inspect and review their educational records. 
●​ Request correction of information they believe is inaccurate or misleading. 
●​ Provide written consent before personally identifiable information from their educational records is 

disclosed, except when FERPA permits disclosure without consent. 



●​ File a complaint regarding an alleged failure to comply with FERPA requirements. 

Students who wish to review their educational records or request a correction should contact the Adult 
Education Coordinator. 

Release of Information 

When a student wishes to authorize Cass Career Center to communicate with another individual or organization 
regarding their educational information, the student may be required to complete a written authorization or 
release of information. 

Authorization to release information may be required before Cass Career Center discusses student information 
with individuals or organizations such as: 

●​ Parents or other family members 
●​ Spouses or partners 
●​ Employers 
●​ Sponsoring or funding organizations 
●​ Workforce agencies 
●​ Other educational institutions 
●​ Other third parties designated by the student 

A student may revoke an authorization in writing, subject to actions already taken based on the previous 
authorization. 

Disclosure Without Student Consent 

FERPA permits certain disclosures of educational records without prior written consent. These may include 
disclosures to school officials with a legitimate educational interest and disclosures otherwise permitted or 
required by federal or state law. 

Cass Career Center may also provide information to appropriate parties in connection with a health or safety 
emergency when permitted by law. 

Directory Information 

Certain information may be designated by the Harrisonville Cass R-IX School District as directory information 
and may be disclosed without prior written consent when permitted by district policy and FERPA. 

Students should refer to the current Harrisonville Cass R-IX School District FERPA/Student Records policy for 
information regarding what is considered directory information and the process for requesting that directory 
information not be disclosed. 

Clinical and Training Records 

Students participating in clinical, on-the-job training, or other work-based learning experiences may be required 
to provide certain documentation to participating facilities. This may include information necessary to establish 
eligibility for placement or meet health, safety, background, certification, or regulatory requirements. 

Only information necessary for the educational or training purpose will be shared in accordance with applicable 
law, institutional policy, and any required student authorization. 



Requests for Records 

Students who need copies of educational records, enrollment verification, completion documentation, or other 
student records should contact: 

Adult Education Coordinator​
Cass Career Center​
1600 E. Elm Street​
Harrisonville, MO 64701​
816-380-3253 

Students may be required to verify their identity before records are released. 

Protection of Student Information 

Students are responsible for helping protect their own educational information. Students should not share school 
account passwords or allow others to access their school-issued accounts or devices. 

Questions regarding student records, privacy, or the release of information should be directed to the Adult 
Education Coordinator. 

 
UNPAID BALANCES AND COLLECTIONS 

Students are responsible for paying all tuition, fees, and other charges owed to Cass Career Center according to 
the established payment schedule or payment agreement. 

Any balance remaining unpaid after the established due date may be considered past due. Cass Career Center 
will make reasonable efforts to notify the student of an outstanding balance and provide an opportunity for the 
student to resolve the account. 

If an outstanding balance is not paid or satisfactory payment arrangements are not made, the account may be 
referred to Credit World, Inc. for collection. 

Once an account has been referred for collection, the student may be required to work directly with the 
collection agency regarding payment of the outstanding debt. 

Students experiencing difficulty meeting their financial obligations are encouraged to contact the Adult 
Education Coordinator as soon as possible to discuss available payment arrangements before the account 
becomes delinquent. 

Referral of an unpaid balance for collection does not eliminate the student's responsibility for the debt. 

 

 

I agree to the terms and conditions within this handbook during my enrollment as an Adult Student at Cass 
Career Center. 

 



Student Name:_____________________________ 

 

Student Signature: ___________________________       Date:____________________________________ 


