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Statement of Nondiscrimination Policy 2023-2024
(Annual Notice of Nondiscrimination for Vocational Programs)

MCPS offers post-secondary courses through Marion Technical College (MTC). This clock hour
school offers career certificates and licensure to adult students who apply either online or in
person. High School seniors are eligible to take postsecondary courses as dual enrollment
students. Admission is based on state and professional requirements.

Marion Technical College and the district prohibits discrimination in the terms and conditions of
employment and in access to educational programs and activities and prohibits harassment of
any individual or group on the basis of race (including anti-Semitism), ethnicity, color, national
origin, sex, sexual orientation, disability (including HIV, AIDS, or sickle cell trait), pregnancy,
religion, marital status, age (except as authorized by law), military status, ancestry, or genetic
information, which are classes protected by State and/or Federal law (collectively, "protected
classes").

A lack of English language skills will not be a barrier to admission or participation. The District
may assess each student’s ability to benefit from specific programs through placement tests
and counseling, and, if necessary, will provide services or referrals to better prepare students
for successful participation. Complaints or inquiries regarding Title IX or 504 compliance may be
submitted to the designated compliance officer at 1614 E. Fort King Street Ocala, FL 34471.:

ADA, Title IX, and Equity Compliance: Dawana Gary, Director, Equity and Compliance
Phone: (352) 671-7711, email address: Dawana.Gary@marion.k12.fl.us

Section 504 Compliance: Anne Howie, Coordinator I, ESE Curriculum
Phone: (352) 671-6832, email address: Anne.Howie@marion.k12.fl.us

Student Complaints: Ann Hembrook, Director, Secondary Curriculum, Instruction & Digital
Learning

Phone: (352) 236-0505, email address: Ann.Hembrook@marion.k12.fl.us
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MESSAGE FROM OUR PRINCIPAL

Welcome to Marion Technical College (MTC). Did you know that 54% of jobs in Florida
require skills training — more education than high school but less than a four-year
degree? MTC provides employability skills through engaging in work-based experiences
with industry partners. MTC ensures that all learners can access high-quality programs in
high-skill, high-wage, and in-demand career fields. Attending MTC is affordable, and
most programs are completed within a year.

MTC provides life-changing opportunities at a low cost that improve the quality of life for
all.

Our Instructors are highly qualified professionals with experience and expertise in the
field they teach. The MTC staff has connections and partnerships with the businesses in
our community that allow the student to attain employment most times immediately
after the program completes.

Please stop by our Student Services and Financial Aid Offices. The MTC staff will help
along the way! The Financial Aid Office will help you apply for financial aid and educate
you on your options.

We look forward to helping you meet your career goals. You are on your way to a
brighter future! |look forward to seeing you in the halls on campus.

Gavy Smallvidge

MTC Principal

Marion Technical College Mission

“The mission of Marion Technical College is to serve the citizens of Marion County by providing
relevant high-quality educational opportunities and positive personal interaction with all who
enter our doors.”

MTC Vision Statement
“Educating our community today for a better tomorrow.”
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CAREER & TECHNICAL PROGRAMS

Marion Technical College (MTC) offers 23 post-secondary Career & Technical Programs. Post-
secondary Career and Technical programs are designed to prepare students to enter the
workforce. Each career and technical program’s coursework is based on the specific program’s
Florida Department of Education Curriculum Frameworks. These frameworks outline the
curriculum to be taught and documented by the instructor for each student enrolled in a
program. Successful program completers receive a State of Florida certificate through MTC
indicating that the student has:

e Completed State of Florida Performance Standards, and

e Maintained at least acceptable grade average and attendance level.

Student Services
Student Services at Marion Technical College (MTC) is available to assist students in their
academic and professional endeavors. Student Services is located in the main building and is
easily accessible to students and visitors. The Student Services Department provides information
regarding the following services:

* Pre-admission information to potential students

* Pre-admission counseling

* Intake, testing, and assessment

* Articulation between programs and referring agencies

* Counseling and support services for currently enrolled students

* Financial aid advisement and assistance with the federal aid process

* Assistance in choosing an appropriate educational program and/or career track

* Job placement assistance to graduates/ program completers

* Basic skills remediation

* Transcript requests and evaluations

Disability Services

As an Equal Access/Equal Opportunity Institution, MTC assures students with disabilities equal
access to all programs, activities, and services as described in sections 504 and 508 of the
Rehabilitation Act of 1973 and in compliance with the Americans with Disabilities Act (ADA) and
subpart O of the Federal Register Vol. 74, No. 208.

Students who self-disclose a disability may request assistance for accommodations. Forms for
documentation must be completed with the MTC Counselor.
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* COMPLETE ONLINE APPLICATION
* Submit completed school application online.
www.mariontc.edu (application online)
» Pay 520 non-refundable application fee. _/

Application Process
*+ SUBMITPAPERWORK TO STUDENT SERVICES at the MTC ‘\.
Campus. ‘
# Provide copies of two officially recognized proofs of
residency, copies of driver's license, and the
supplemental program packet.

# Application Completed

/ SUPPLEMENTAL PACKETS VARY FOR EACH PROGRAM
P
*  FINANCIAL AID APPLICATION — www . fafsa.gov |
/ Aid Index (SAl). MTC 5chool Code: 031039
_/

# Complete FAFSA Application and provide the Student

4 )
"
/ *  You will be notified by program department of acceptance.
*  You will be notified by Financial Aid of estimated
tep 4 funds available. (Registered) |
/
|= g )

BASIC SKILLS TEST

The Basic Skills Test is required to be attempted or an exemption received.
The test must be taken within the first & weeks of classes. $15.00 for the
PERT basic skills test. A passing score at that time is not mandatory. See your
instructor or Student Services for more information.

* Payfeein Student Fees and/or sign voucher document
in Financial Aid Office to complete process
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Residency

State Board of Education Rule 6A-10.044: Florida Residency for Tuition Purposes

The purpose of this rule is to establish consistent policies for the classification of students as
residents for tuition purposes in accordance with criteria set forth in Section 1009.21, F.S. If a
student (or student’s parent or legal guardian in the case of a dependent student) has lived in
Florida for 12 consecutive months or more before the first day of classes of the term for which
residency status is sought, he or she may qualify for Florida Residency for tuition purposes.

Upon application to MTC each prospective student who is claiming Florida residency shall provide
evidence that establishes that he or she, or if a dependent, the student’s parent or legal guardian,
has been a Florida resident for the preceding twelve consecutive months. MTC asks for at least
two pieces of documentation. The following may be considered acceptable documents to prove

Florida residency.

First Tier (at least one of the two documents
submitted must be from this

Second Tier (may be used in conjunction with one
document from First Tier)

State of Florida Driver’s License

A Declaration of Domicile in Florida

State of Florida Identification Card

A Florida professional or occupational license

State of Florida Voter’'s Registration Card

Florida incorporation

State of Florida Vehicle Registration

Proof of membership in Florida-based charitable or

Proof of Purchase of a permanent home in Florida
that is occupied as the permanent residence

Utility bills and proof of 12 consecutive months of
payments (Must show all consecutive 12 months)

Proof of Homestead Exemption in Florida

Lease agreements and proof of 12 consecutive months

Transcripts from a Florida high school for multiple
years (If Florida high school was earned within 12months)

State of Florida court documents evidencing legal ties in
Florida

Proof of full-time employment in Florida on company
letterhead (One or more jobs for at least 30 hours
per week for a 12-month period)

Benefit histories from Florida agencies or public
assistance programs

A student who meets any of the following criteria shall be considered an independent student
for the determination of residency for tuition purposes; all others are considered dependent
students and thus documentation from parent or legal guardian is required to prove residency.
* The student is 24 years old or older by the first day of classes of the term for which
residency status is sought at a Florida institution

* The studentis married

* The student has children who receive more than half of their support from the student
* The student has other dependents who live with and receive more than half of their

support from the student

* The student is a veteran of the United States Armed Forces or is currently serving on
active-duty US Armed Forces for purposes other than training

* The student is determined as unaccompanied homeless by a school district homeless
liaison, emergency shelter or transitional housing program

* Both of the student’s parents are deceased or the student is or was (until age 18) one of
the following: a ward/dependent of the court, or in foster care
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* Astudent who is classified as a non-resident for tuition purposes may become eligible for
reclassification as a resident for tuition purposes if the student or claimant on behalf
of the student presents clear and convincing three forms of documentation that
supports permanent legal residence in Florida for at least 12 consecutive months
immediately prior to the term requested.

NOTE: Retroactive changes and refunds for prior semesters will not be made.

Veteran’s Out of-State Fee Wavier
State Board of Education Rule 6A-14.0305: Out of State Fee Waiver for Veterans and Other
Eligible Students

MTC shall waive out-of-state fees for:

* Honorably discharged veterans of the United States Armed and Reserve Forces and the
National Guard or any other student who is entitled to and uses educational assistance
provided by the United States Department of Veterans Affairs who physically resides in
Florida while enrolled as a certificate seeking student. Tuition and fees charged to a
student who qualifies for the out-of-state fee waiver under this subsection may not
exceed the tuition and fees charged a resident student enrolled in the same program.

* Active-duty members of the Armed Forces of the United States residing or stationed
outside of Florida who are enrolled as a certificate seeking student. Tuition and fees
charged to a student who qualifies for the out-of-state fee waiver under this subsection
may not exceed the tuition and fees charged a resident student enrolled in the same
program.

Compliance & Non-Compliance

At the beginning of each course/program, students will receive a syllabus, which contains a
calendar or timeline of classroom events, student and instructor expectations and specific
course/program policies. Any student not in compliance with attendance, conduct or academic
requirements of the program may be administratively withdrawn from the program.

Official Withdrawal Procedures

A student may voluntarily withdraw from a program. To ensure the integrity of a student’s
academic records (transcripts), a student must officially withdraw from a course or program. The
responsibility for initiating withdrawal rests with the student unless initiated by program
manager for violation of school policies. The student should inform the Program Manager
immediately of his/her decision to withdraw so appropriate paperwork can be filed and the date
of withdrawal established. Students may also be withdrawn for excessive absences. Financial
Assistance recipients may incur charges when withdrawing before completion of a program.

Tuition and Fees

1. Resident Career Certificate Programs: $2.92 per student contact hour.
2. Non-Resident Career Certificate Programs: $11.69 per student contact hour.
3. Adult General Education (AGE) Tuition Fee: $47.25 per semester (fall and spring).
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Career Certificate Program application fee: $20.00
Adult General Education (AGE) Application fee: $20.00 per semester (fall and spring).

Re-Enrollment fee for returning Adult General Education (AGE) students who have been
administratively withdrawn for attendance reasons: $15.00

Processing Fee for Career Certificate Program student tuition and fee refunds: $50.00
Refund Processing fee for Continuing Workforce Education registration cancellation: $50.00
Career Certificate Program official transcript request fee: $5.00

Career Certificate Program late fee for tuition installment plan (TIP) per payment: $25.00 (as
authorized by Chapter 1009.22, Florida Statutes).

Career Certificate Programs service charge for tuition and fees payment in installments:
$25.00

Test of Adult Basic Education (TABE) fee for Career Certificate Program applicants: $20.00
PERT Test: $15.00

Para-Professional testing fee: $75.00

TEAS (Test of Essential Academic Skills) for specific Health Science Programs: $70.00

CPR and CPR Skills Evaluation course fees: $75.00 (MTC Students and District Employees);
$90.00 (Public).

Credit Card/Debit Surcharge: 2.75% of the amount charged on Credit Card/Debit (Convenience
Fee).

Career Certificate Program Parking fee: $15.00 includes tax per semester (as authorized by
Chapter 1009.22, Florida Statutes).

Facility Use fee: $25.00 per semester (as authorized by Chapter 1009.22, Florida Statutes)
excluding Adult General Education (AGE), Emergency Medical Technician — ATD, and
Firefighting.

Graduation fee: $30.00 per year (as authorized by Chapter 1009.22, Florida Statutes),
excluding Adult General Education.

Continuing Workforce Education (CWE) Application fee: $20.00 per year.
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22. Commercial Driving License Class A, B or C Testing rates: Pre-Trip Inspection, Basic Control
Skills and Road Test for General Public or MTC Students $150.00 each; MTC students, paying
the total of $450.00 for all three tests, may re-take one test (5450.00 allows up to four testing
opportunities).

23. Fee for courses taught by or for outside vendors/contractors are calculated on individual
courses to cover the cost of instruction and may include additional fees for materials,
technology, lab fees, and any other specific cost to deliver the program including:

a) Community Enrichment

b) Recreation

c) Leisure

d) Continuing Workforce Education

24. CDL student fee for vehicle usage testing of students not already provided with fee: $100.00

25. Fee-Based Course Application Fee: $20.00
Other:

a) Consumable material supply fees will be determined on a course-by-course basis
(as authorizedby Chapter 1009.22, Florida Statutes).
b) The Financial Aid Fee shall be 10% of the standard tuition (as authorized
by Chapter1009.22, Florida Statutes).
c) The Capital Improvement Fee shall be 5% of the standard tuition
(as authorized by Chapter 1009.22, Florida Statutes).
d) The Technology Enhancement Fees shall be 5% of the standard tuition
(as authorized by Chapter 1009.22, Florida Statutes).

Basic Skills Requirements

Basic skills requirements are determined by the Florida Department of Education and are
identified for each career and technical program. Students who do not meet the literacy
requirements necessary for program completion may be referred to remediation courses until
the required basic skills in reading, mathematics and writing levels, as reflected by PERT test
scores, are achieved. Remedial programs are available online at kahnacademy.org.



Post-Secondary Career & Technical Probation Policy

Students, who at the end of a grading period or course, fail to achieve at least the minimum
acceptable standard (attendance and/or grade performance) established by a program, will be
placed on probation. Students will remain on probation until the end of the course, or
grading period. At that time, if satisfactory progress has not been made, the student may be
dismissed from the program and will not be permitted to re-enroll in the same program for a
minimum of one calendar year. Re-admitted students must meet the quantitative

and qualitative requirements in order to re-establish satisfactory academic progress. Any
student wishing to appeal a determination of unsatisfactory progress must follow the
established grievance procedures. All appeals are final.

Externship

One of the major advantages of attending MTC is externship opportunities available through the
career and technical programs. Externships allow students to gain practical work experience and
academic credit at the same time. These unpaid, supervised programs of work and study involve
students working in governmental, community service, or business settings within their discipline
of study. The duration of externships varies depending on the program but allows students many
opportunities to gain “real world experience” in an academic setting. Students must meet the
program specific criteria prior to being approved for externship training. It is the student’s
responsibility to ensure he/she has transportation, time, and materials necessary to participate
in an externship. Students not meeting the criteria may not be allowed to participate in an
externship and remain in the classroom setting for the entire program. In some cases, externships
are required and not meeting the criteria for participation may lead to dismissal from the
program. Please see your instructor for further details.

Certification of Completion Requirements

Marion Technical College and the Florida Department of Education have set forth certain
requirements, which must be met before a certificate of completion can be granted. These
requirements relate to state-established student performance objectives, program standards,
basic skills requirements, and in some programs, the successful passing of certification
examinations.

Occupational Completion Point (OCP) Certificates

Certificates may be awarded in career and technical programs with multiple OCP points. An
occupational completion point is a set of competencies that qualify a person to enter an
occupation that is linked to a career program. An OCP certificate may not be awarded for a
terminal occupational completion point.
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Certificates of Attendance

An attendance certificate is offered in some programs to students who have successfully
completed a set of specific tasks but who have not yet completed an OCP or who have not met
the basic skills requirement for completion.

Student Organizations & Activities

Students may participate in several organizations at MTC. These organizations are associated
with the occupation the student is studying. Due to the close relationship between the activities
of the organization and the training, participation may be helpful in future job placement. MTC
encourages all students to participate in these activities.

SkillsUSA

SkillsUSA is a national organization for students enrolled in trade and industrial education classes.
"America’s New Professionals" can learn leadership and occupational skills through participation
in club activities. Among the many programs organized by SkillsUSA are local, regional, state, and
national contests in which students demonstrate the occupational and leadership skills they have
learned in the shop and classroom.

National Technical Honor Society (NTHS)

The National Technical Honor Society recognizes outstanding student achievement in career and
technical education. Thousands of schools and colleges throughout the U.S. and its territories
have a chapter of the honor society on their campuses. These member schools agree that NTHS
encourages higher scholastic achievement, cultivates a desire for personal excellence, and helps
top students find success in today’s highly competitive workplace.

Advisory Committee

The administration and staff believe that it is important to know the thoughts and ideas of the
student body, school staff, and the community. Therefore, each is represented on Program
Advisory Committees. These representatives serve in advisory roles of making suggestions, giving
constructive criticism, and providing other information that will benefit the school.

Student Ambassador Council (SAC)

The mission of the Student Ambassador Council (SAC) is to provide Marion Technical College
(MTC) students with representation, services and advocacy within the college. Student
Ambassadors are vital to MTC in that they represent the school to prospective students and their
families, to guests and in the community. They assist with a variety of programming during the
academic year such as campus tours, open houses, expos, etc. Student Ambassadors must be
able to communicate well with others and demonstrate a sincere desire to volunteer time and
effort in helping welcome prospective students and guests to MTC.
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ADULT GENERAL EDUCATION

The Adult General Education (AGE) Program includes Adult Basic Education (ABE), General
Educational Development (GED®), and English for Speakers of Other Languages (ESOL). These
programs emphasize basic skills such as reading, writing, math, and English language
competency. Adult education programs help learners gain the knowledge and skills they need to
enter and succeed in post-secondary education. Adult learners enrolled in GED® can earn a State
of Florida high school diploma by successfully passing the GED® tests.
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ADULT GENERAL EDUCATION

The Adult General Education (AGE) Program includes Adult Basic Education (ABE), General
Educational Development (GED®), and English for Speakers of Other Languages (ESOL). These
programs emphasize basic skills such as reading, writing, math, and English language
competency. Adult education programs help learners gain the knowledge and skills they need to
enter and succeed in post-secondary education. Adult learners enrolled in GED® can earn a State
of Florida high school diploma by successfully passing the GED® tests.

Adult General Education Expectations/Expectativas de la Education General Adulta

INITIAL EACH BOX BELOW/ESCRIBA SUS INICIALES EN CADA CASILLA A CONTINUACION

Attendance Policy/Politica de asistencia:

If | am absent from campus class six consecutive days or do not meet my time-on-task requirements for online classes, | will be

withdrawn from that class.
-Si estoy ausente de la clase de campus seis dias consecutivos o no cumplo con los requisitos de tiempo en la tarea para la clase en linea, seré
retirado de esa clase.

If | am withdrawn from a campus class or online class for attendance or not meeting my time-on-task

requirements, | will be given one chance to re-enroll in that class during the term. | will have to pay the $15 re-enrollment fee.
-Si me retiran de una clase de campus o clase en linea por inasistencia o por no cumplir con los requisitos de tiempo en la tarea, se me dard una
oportunidad de volver a inscribirme en esa clase durante el semestre. Tendre que pagar la tarifa de reinscripcién de $15.

If  am absent from a class for 30 calendar days in a row, | may not re-enroll in that class.
-Si estoy ausente de una clase durante 30 dias consecutivos, no podre volver a inscribirme en esa clase.

If | am absent from school for 90 calendar days in a row, | may not be permitted to enroll in classes for the rest of the school year.

-Si estoy ausente de la escuela durante 90 dias consecutivos, es posible que no se me permita inscribirme en clases por el resto del aiio escolar.

Classroom Expectations/Expectativas en el aula de clases:

Cell phones and other electronic devices may not be used in classrooms.

-No se permiten teléfonos celulares ni aparatos electronicos.

The student must abide by the attendance policy described above.
-El estudiante debera cumplir con la politica de asistencia descrita anteriormente.

The student is expected to be on time and remain in class for the full duration.
-Se espera que el estudiante llegue a tiempo y permanezca en clase durante toda la duracion de la misma.

ID badges must be worn above the waist at all times. Students who forget their badge may purchase a new badge, go home, or have
|:| someone bring the badge before going to class.

-Las credenciales de identificacion deben usarse por encima de la cintura en todo momento. Los estudiantes que olviden su identificacion pueden
comprar una nueva, irse a casa o pedirle a alguien que la traiga antes de ir a clase.

The student must sign in and out of class when entering or leaving.
-El estudiante deberd firmar su entrada y salida de clase al entrar o salir.

Students MUST post-test before the end of the term. Those who do not post-test will not be permitted to register for the next term.
-Los estudiantes DEBEN realizar una prueba posterior antes del final del semestre. Aquellos que no realicen la prueba posterior no podrdn

registrarse para el préximo semestre.



ADULT GENERAL EDUCATION

Dress Code and General Appearance/Cddigo de vestimenta y apariencia general:

Hats or hat-like apparel is not permitted on the campus.

-No se permiten sombreros o prendas similares a sombreros en el campus.

Students must wear shoes; no bedroom slippers.

-Los estudiantes deben usar zapatos; no zapatillas de dormitorio.

Shirts, pants and other apparel and belongings with inappropriate messages will not be permitted.
-No se permitirdn camisas, pantalones y otras prendas o pertenencias con mensajes inapropiados.

Undergarments must not be visible.
-La ropa interior no debe ser visible.

Disciplinary Process/ Proceso Diciplinario:

First Offense: The student will receive a verbal reprimand from the teacher. All referrals are sent to the career education
facilitator (CEF) and the program specialist (PS).

-Primera Ofensa: El estudiante recibira una amonestacion verbal por parte del maestro. Todos los reportes de ofensas se enviardn al
facilitador de educacion profesional (CEF) y al especialista del programa (PS).

Second Offense: The student will meet with the CEF and PS and will be suspended for 3 days. Upon returning from

suspension, the student will be required to sign a Corrective Action form.

-Segunda Ofensa: El estudiante se reunird con el CEF y PS y serd suspendido por 3 dias. Al regresar de la suspension, el estudiante
deberd firmar un formulario de accién correctiva.

Third Offense: The student will meet with the CEF and PS and will be administratively withdrawn from the program.

-Tercera ofensa: El estudiante se reunird con el CEF y PS y serd dado de baja administrativamente del programa.




ADULT GENERAL EDUCATION

MTC— NEW ABE/GED/ESOL STUDENT

HOW TO APPLY

* COMPLETE ONLINE APPLICATION
* Submit completed school application online.

www.mariontc.edu (Application Online)
* 520 Application fee

I
* STUDEMT RECEIVES AN EMAIL
* Student will be required to come to campus to finish
Nten the registration process
g/

* WHEN STUDENT COMES TO CAMPUS
* Information in FOCUS is updated
* Supplemental paperwork is completed
* STUDENT pays tuition of 547.25
* STUDENT is enrolled in MTC
* STUDENT is scheduled for a CASAS or TABE test

3 ~

o AFTER STUDENT RECEIVES VALID CASAS or TABE )
TESTING SCORES
*Scores are submitted to the registrar

¢ Registrar schedules student in course

*Registrar emails a copy of the schedule to
student 7
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ADULT GENERAL EDUCATION

« DO NOT COMPLETE ONLINE APPLICATION
* This is to avoid duplicate student numbers

« STUDENT COMES TO CAMPUS
* Information in FOCUS is updated
* Supplemental paperwork is completed (if needed)
* STUDENT pays application & tuition fees totaling $67.25
* STUDENT is enrolled in MTC (RA1)

* CONTINUOUS- (attended MTC previous school year)
* Registrar schedules student in course
* Registrar emails copy of the schedule to student

* NON CONTINUOUS- (did not attend MTC previous school year)
* Student is scheduled for CASAS or TABE test
* Valid scores are submitted to the registrar
* Registrar schedules student in course
* Registrar emails a copy of the schedule to student

Adult General Education Expectations

Attendance Policy:

e [f astudentis absent from campus class six consecutive days or does not meet the time
on task requirements for online classes, the student will be withdrawn from the class.

e [fastudent is withdrawn from a campus class or online class for attendance or not
meeting the time on task requirements for online classes, they will be given one chance
to re-enroll in that class during the semester. There is a $15 re-enroliment fee.

e [f astudentis absent from a class for 30 calendar days in a row, they may not re-enroll
in that class.

e |f astudentis absent from school for 90 calendar days in a row, they may not be
permitted to enroll in classes for the rest of the school year.

Classroom Expectations:

e No cell phones or electronic devices

e Consistent attendance is critical for success in the program.

e MTC ID Badge must be worn at all times above the waist.

e Signin and out of class at all times.
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e Student MUST post-test before the end of the semester. If they do not post-test, they
will NOT be able to register for the next semester.
Disciplinary Process:

e 1stOffense — Student will receive a verbal reprimand from the teacher. All referrals are
sent to the Dean of Students.

e 2nd Offense — Student will attend meeting with Dean of Students and the AGE School
Counselor. Student will be suspended for 2 days and upon returning from suspension
will be required to sign a “Corrective Action” form.

e 3rdOffense — Student will attend a meeting with Dean of Students and AGE School
Counselor. Student will be administratively withdrawn from the program.

Fees

e Adult General Education (AGE) Tuition Fee: $47.25 per semester (fall and spring).

e Re-Enrollment fee for returning Adult General Education (AGE) students who have been
administratively withdrawn for attendance reasons: $15.00
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CONTINUING WORKFORCE EDUCATION

Continuing Workforce Education Courses (CWE) are for those desiring to improve their skills in
their occupation. Experienced industry personnel teach these courses. Students enrolled in
these courses must have industry work experience or be currently employed in the specific
industry for which they are seeking training. Course completers receive an MTC certificate
showing successful completion of the course.

Admissions

» COMPLETE ONLINE APPLICATION
» Programs > Continuing Workforce Courses > Select Enroll
Now under the class in which you want to

» Student will be directed to Create an Account or if they
already have an MTC account to Sign in to Purchase.

» Students creating a new account will be charged a $20
Application Fee

» Student must pay online with a credit card to secure a
seat in the course

» Enrollment is completed and student will receive any
notifications regarding the course via email

|77 Students wanting to pay with cash or check for a
Firefighting CWE course must call Firefighting CWE
coordinator at 352-369-2875 to ensure there is a seat
available,

» Student will be directed to Student Services to create an
account, the registrar will schedule and invoice the
student and the student will pay for the course with
check or cash in Student Fees,(Enroliment

_____Completed)

Firefighter CWE Courses
CALL Raquel Freytes at 352-369-2875

Fees & Refund Policy
e Continuing Workforce Education (CWE) Application fee: $20.00 per year.
e Refund Processing fee for Continuing Workforce Education registration cancellation:
$50.00
o Fee for courses taught by or for outside vendors/contractors are calculated on

individual courses to cover the cost of instruction and may include additional
fees for materials, technology, lab fees, and any other specific cost to deliver the
program.
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COMMUNITY ENRICHMENT COURSES

Marion Technical College may offer personal enrichment courses to the community through its
fee- based course options. These classes are designed for those seeking to improve skills or
knowledge in an area of interest. These classes typically last a few weeks to several months.

Fees & Refund Policy

Fee for courses taught by or for outside vendors/contractors are calculated on individual
courses to cover the cost of instruction and may include additional fees for materials,
technology, lab fees, and any other specific cost to deliver the program.

e Students must follow the MTC Standards of Conduct as outlined in this Student
Handbook.

Withdrawal Process

e A student may voluntarily withdraw from a program. To ensure the integrity of a
student’s academic records (transcripts), a student must officially withdraw from a
course or program. The responsibility rests solely with the student. The student must fill
out a withdrawal form and submit it to the Career Dual Enrollment Coordinator, their
MTC instructor or their high school guidance counselor. Withdrawal must take place
during the first five (5) days of class. If the student withdraws after the MTC withdrawal
period, the student will receive a “W” on their transcript for the attempt in the course
and will not receive any credits.

o A student may be administratively withdrawn from a program. This may happen if the
student does not maintain MTC’s academic, attendance, and behavioral requirements.
The student will not receive credit for any class in which they have been administratively
withdrawn.

Grading Procedure
e Students will earn high school credits for completed college courses. For every 150
hours of successful completion of a career program course, students will be awarded 1
credit towards high school graduation requirements. MTC transmits Career Dual
Enrollment grades to the Marion County school district at the end of each semester. The
grades received in the MTC program will remain on the student’s permanent college
transcript.
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FINANCIAL AID SERVICES

Financial Aid is available to all eligible students, eligibility information may be obtained in the
Financial Aid office. The office is open 10:00 am to 6:00 pm Monday through Thursday and on
Fridays until 2:00 pm. Phone 352-671-7203.

The amount of financial aid is dependent upon financial need; therefore, the amount awarded
may vary from student to student.

MTC’s attendance policy and satisfactory academic progress must be maintained throughout
the length of the program to remain eligible for Title IV Aid. Other financial aid programs may
have additional requirements.

Title IV Aid is not available for programs less than 600 clock hours in length.

Financial Aid awards are contingent upon receipt of funds. Sources of financial aid include, but
are not limited to:
* Federal Pell Grant (Title V), does not require repayment if all criteria are met and
maintained
* Veterans Educational Benefits — earned by U.S. Service Veterans for themselves or their
family
* Marion Technical College Financial Aid
* Florida Student Assistant Grant - Continuing Education (FSAG- CE)
* Florida Bright Futures Scholarship Program
* Florida College Prepaid Program
* Local Scholarships
* Qutside Agencies
A finalized FAFSA application and all supporting documentation must be received by the MTC
Financial Aid office to document eligibility.
NOTE: MTC does not participate in student loan program.

Satisfactory Academic Progress (SAP)

Once enrolled; to continue receiving Title IV Aid, students must maintain satisfactory
academic progress. This report is completed by the student’s instructor when the student has
reached the scheduled hours and weeks in his/her payment period.

Students are making Satisfactory Academic Progress (SAP) if they successfully complete their
scheduled clock hours and weeks, achieve a specific cumulative grade evaluation (GPA), and do
not exceed the maximum time limits to complete their course of study.

For students receiving a Pell Grant, the student’s academic progress will be checked at the
scheduled payment period which will vary by program. For programs less than one academic
year progress will be checked when the student reaches the half-way point in hours and weeks.
For programs lasting more than one year, SAP must be checked corresponding with the end of a
payment period. No SAP is required prior to the first disbursement.
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The Code of Federal Regulations, CFR 668.34, requires that schools establish satisfactory
progress standards and policies for students applying for and receiving federal aid. In addition,
this regulation requires that the Financial Aid office review all periods of a student’s
enrollment history to determine if a student is making SAP towards an educational objective.

The policy must include these three components:
®  Grade requirements (qualitative),
®  Hours attended and weeks elapsed (quantitative),

e  Maximum Time Frame, students are allowed up to 150% of the scheduled clock hours
to complete their program. Students are responsible for payment of tuition and fees for
hours required in excess of 100% of the stated program hours.

Consequences of Failing SAP

Students who fail to meet the minimum cumulative GPA of 2.0 or program GPA and/or fail to
complete within the properly calculated maximum time frame are given a warning. Students
placed on a warning remain eligible for financial aid for one payment period. After the warning
period and one payment period, students must meet the cumulative GPA, and the maximum
time frame or financial aid will end. This includes the weeks of instruction time for that time
period. The student will no longer be eligible for Title IV Aid. There will be no appeal process or
probation.

Re-Establishing Financial Aid Eligibility

Students may regain financial aid eligibility with satisfactory academic progress after
successfully completing the next payment period. The student is not eligible for aid during this
payment period. Students who re-enter the same program more than a year later will be
considered a new student.

Return to Title IV(R2T4) Policy

Students who withdraw or leave school before the program completion date, should contact
the Financial Aid office before withdrawing to ensure a full understanding of the financial
consequences of that decision. The Financial Aid office advisors will explain the policies
governing a student withdraw and how they apply to your situation. For example, the federal
government mandates that students who withdraw from all their classes may only keep the
federal financial aid (Title IV funds) they have “earned” up to the time of withdrawal. Title IV
funds that have been disbursed in excess of the earned amount must be returned by the
college and/or the student to the federal government. R2T4 calculations are performed when a
student completely withdraws officially or unofficially prior to completing a program.

The Financial Aid office can assist you in determining the best course of action if you must

withdraw.
The R2T4 calculations usually results in one of the following scenarios:
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* The student has earned Title IV funds that have not been disbursed, resulting in a Post-
Withdraw Disbursement. The earned money will be ordered and applied to the
student’s account.

e Student has earned exactly what he/she has already received: When the calculation
determines that the student has already been paid the exact amount earned, no further
action is required.

* The calculation results in an overpayment of Title IV funds. The overpayment amountis
returned to the Department of Education and the student is invoiced for any balance
owed to the school. Failure to pay may result in further debt collection procedures.

R2T4 Process

A copy of the withdrawal form indicating the student’s last date of attendance is received in the
Financial Aid office. The Financial Aid office determines the amount of aid the student was
disbursed or could have been disbursed, the R2T4 calculation amount is posted to the student’s
account. The funds are disbursed and/or returned, in accordance with federal guidelines. The
R2T4 calculation worksheet is placed in the student’s file.

Financial Aid Refund & Repayment Policy

Title IV Financial Aid funds and VA Educational Benefits are awarded under the assumption that
a student will remain enrolled and have daily attendance for the period in which he or she has
received funds (payment period). When a student is no longer attending and/or enrolled in a
program, he/she may not be entitled to the Title IV Financial Aid and/or Veteran’s Educational
Benefits that were awarded/disbursed.

For Title IV funds, the return of funds is based on the premise that financial aid is earned in
proportion to the length of time a student remains enrolled/in attendance. Title IV aid is
returned on a pro-rated schedule until the student has reached greater than 60% attendance in
his/her payment period. Once the student has attended greater than 60% of the payment
period, he/she is considered to have earned all of the financial aid that was originally awarded
and/or disbursed and, therefore, will not owe a return of Title IV funds.

For VA educational benefits, the return of funds is based on the student’s last day of
attendance. An overpayment of VA educational benefits will occur when a student is
terminated prior to completion of the stated program hours. The student will be responsible for
any resulting tuition balance. Students are eligible to return to school once the debt has been
fully satisfied.

Early Program Completion

MTC may allow early program completion depending on program requirements. If a student
completes the curriculum before he/she has completed the scheduled hours and leaves the
program, the student will be a program completer if the credentials are attained.

24 | Page



The student’s Title IV (Pell grant) award and/or VA educational benefits may be pro-rated
creating an over-award which requires repayment to the school and/or the federal
government and/or the Veterans Administration.

Veterans Education Benefits

The Bureau of State Approving Agency for veteran training has approved most of the certificate
training programs offered at Marion Technical College. Veterans should check with the
Veterans Administration (VA) State Certifying Official (SCO) in the Financial Aid office to apply
for or reactivate their VA educational entitlements. The student must bring the completed
required forms to the Financial Aid office with a copy of the veteran’s Certificate of Eligibility
and the DD-214. Marion Technical College participates in the Principle of Excellence program.
Enrollment certification is completed in Enrollment Manager.

Students must attend classes regularly and attendance will be recorded and maintained by the
school. Veterans must complete at least 90% of the scheduled program hours each month.

Veteran’s Attendance Policy

* VAstudents are required to attend all classes.

* Monthly attendance records will be forwarded to the certifying official’s office.

* Satisfactory Academic Progress (SAP) is monitored each payment period /or term.
Students must maintain an overall 90% attendance and a minimum “C” average, unless
otherwise specified, to remain in good standing

* Veterans not meeting Satisfactory Academic Progress will have their benefits
terminated.

* Veterans must complete the program within 110% of the specified program time frame
in clock hours.

Veterans’ information may also be obtained at http://www.gibill.va.gov.

Veteran Student Withdraws

Veteran students that withdraw from a program after the drop add period and prior to
completion may create an over-award which requires repayment to the school and/or the
Veterans Administration. The student will be notified of the debt owed by mail if student is no
longer on campus. Student may not return to class or re-enroll until the debt is paid in full.

In accordance with Title 38 US Code 3679 subsection (e), this school adopts the following
additional provisions for any students using U.S. Department of Veterans Affairs (VA) Post
9/11. GI Bill® (Chapter 33) or Vocational Rehabilitation & Employment (Chapter 31) benefits,
while payment to the institution is pending from the VA. This school will not:

* Prevent the student’s enrollment

* Assess a late penalty fee to the student

* Require the student to secure alternative or additional funding
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* Denythe student access to any resources (access to classes, libraries, or other
institutional facilities) available to other students who have satisfied their tuition and
fee bills to the institution

To qualify for this provision, such students may be required to:
* Produce the VA Certificate of Eligibility (COE) by the first day of class
* Complete “New VA Student” form and sign the VA Attendance and Academic Policy
* Submit Military transcripts (not DD214), if applicable
* Provide official transcripts from any other post-secondary school that student has
previously attended and complete Form #22-1995 Change of Program or Place of
Training if applicable

VA Certificates of Enrollment will not be submitted until all required documentation has been
received and evaluated and no sooner than 30 days prior to the start of classes.

A student applying for VA benefits is required to submit all transcripts, military and other, for
evaluation of previous training credits. Transcripts must be received prior to the start of
training or enrollment.

Tuition Installment Plan

Marion Technical College may offer payment arrangements, Tuition Installment Plan (TIP) for
institutional costs (tuition, lab fees & miscellaneous fees) to students that meet certain
eligibility criteria and who are not in default on student loans. The Financial Aid Director may
amend the eligibility criteria, requirements, and payment schedule options on a case-by-case
basis in certain circumstances. All payment plans are assessed a $25.00 non-refundable service
charge included in the first payment and collected at registration. The Financial Aid Office will
provide a detailed payment schedule including payment amount and due date to the student at
the time of registration.

For all veteran student the service charge of $25.00 is waived. The 1st installment is delayed by
60 days to allow for VA student stipend payments time to process.

Other Forms of Financial Assistance

Vocational Rehabilitation, CareerSource of Citrus, Levy, and Marion Counties and third-party
agencies also provide financial assistance for educational career training to help offset
educational costs. Under Pub. L. 113-235 enacted December 16, 2014, 484(d) of the Higher
Education Act of 1965, as amended (HEA), to allow a student who does not have a high school
diploma (or its recognized equivalent), or who did not complete a secondary school education
in a homeschool setting, to be eligible for Title IV, HEA student assistance (Title IV aid) through
ability to benefit (ATB) alternatives, but only if the student is enrolled in an “eligible career
pathway program” as defined in section 484(d)(2) of the HEA.
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Fraud

There are severe penalties for falsification of financial aid documents or enrollment documents.
Misrepresentation will be reported to proper authorities and may result in immediate dismissal.
It is a federal offense to knowingly and willfully obtain student aid funds by means of making
false statements to the government. You may have violated federal law. 20 U.S.C. section 1097.
If you are convicted of this federal offense, you may have to pay a substantial fine, serve time in
prison, or both.

STUDENT RIGHTS & RESPONSIBILITIES

*adapted from the MCPS Code of Student Conduct Secondary

This section summarizes the basic principles of student rights. With each right comes a
responsibility. The principal, under the supervision of the Superintendent and within School
Board regulations, shall assume administrative responsibility and instructional leadership of the
school to which he or she is assigned. The faculty and staff shall assist in the orderly operation of
the school and ensure the rights of the students.

Academic Honor Code

STUDENT RESPONSIBILITIES:

1. To upholdthe highest standards of academic integrity in school work.

2. To present school work that is clearly their own on all tests, quizzes, reports, assignments,
papers, homework and any school related test (PERT, TABE, CASAS Life and Work, SAT, ACT
etc.).

3. To not assist others in cheating or any other form of academic dishonesty.

4. Torefuse to tolerate academic dishonesty in others.

STUDENT RIGHTS:

1. To beable to contribute to and work in an environment of trust and academic integrity.

2. To know that all members of their school community will promote and uphold academic
honesty.

3. To know that all forms of cheating and plagiarism will not be tolerated.

Attendance

Marion Technical College strives to provide the best possible preparation and learning experience
for students. Being absent and/or late for class will negatively impact a student’s grade and
progress. Missing more than ten (10) percent of the scheduled class time is considered excessive,
and may result in loss of financial assistance, disciplinary action or withdrawal from the program.

STUDENT RESPONSIBILITIES:
e attend all classes daily and be on time.
* provide the school with an adequate written explanation or appropriate
documentation indicating the reason for the absence within three (3) days of the
absence.
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STUDENT RIGHTS:

* be informed of MTC policies and individual school rules regarding absenteeism and
tardiness.
* appeal a decision pertaining to an absence.

Free Speech/Expression/Assembly
STUDENT RESPONSIBILITIES:

To respect the rights of other individuals; to express disagreement in a manner which does
not infringe upon the rights of others and does not interfere with the orderly educational
process.

respect the religious beliefs of others.

plan for, seek approval of, and conduct activities that are consistent with the educational
objectives of the school.

STUDENT RIGHTS:

be respected as an individual and to perform and express viewpoints through speaking and
writing in @ manner which is not obscene, slanderous or libelous and which is not disruptive
to an orderly school environment.

refrain from activity which violates the precepts of their religion or holds it up to ridicule.
assemble peaceably on school grounds or in school buildings. Such assembly shall be
consistent with all applicable federal, state, and local regulations.

STUDENTS MUST NOT:

slander, libel, or defame others.

discriminate when organizing or recruiting for clubs or groups.

violate the MTC Student Handbook in the areas of profanity, harassment, bullying and
hazing.

Grades
STUDENT RESPONSIBILITIES:

become informed of the grading criteria.

maintain standards and academic performance commensurate with ability and to make
every effort to improve performance upon receipt of notification of unsatisfactory
progress.

make use of grade reporting systems currently in place (including online) to keep track of
assignments and current grades.

contact their teacher when they are failing or at risk of failing in an effort to improve their
situation.

STUDENT RIGHTS:

receive a teacher's grading criteria at the beginning of each year or semester course.
receive reasonable notification of failure or potential failure at any time during the grading
period when it is apparent unsatisfactory work is being performed.
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Privacy & Property Rights

STUDENT RESPONSIBILITIES:

o attend school and other school activities without bringing materials or objects prohibited by
law or other items that will detract from the educational process.

e respect the property rights of the public at large as well as those of individuals and to
refrain from destruction of or damage to such property.

e property found on campus not belonging to the student should be given to school officials.

STUDENT RIGHTS:

e maintain privacy of personal possessions unless appropriate school personnel have
reasonable cause to believe a student possesses any object or material which is prohibited
by law or School Board policy.

e attend school in an educational environment in which personal property is respected.

DISCLAIMER OF RESPONSIBILITY FOR PERSONAL PROPERTY

Although the school attempts to maintain a safe and secure environment, theft and loss do

sometimes occur. The school disclaims responsibility for any lost, stolen, broken or confiscated

property. The school will not be held responsible for lost, stolen or damaged cell phones and/or
any other electronic devices. Students bring such items to school at their own risk. Students are
expected to turn in to the office any found items.

Student Records

STUDENT RESPONSIBILITIES:

e inform the school of any information that may be useful in making appropriate educational
decisions.

e authorize written release of pertinent information to those individuals or agencies who are
working actively and constructively for the benefit of the student.

STUDENT RIGHTS:

e inspect, review and challenge the information contained in records directly relating to the
student.

e be protected by legal provisions which prohibit the release of personally identifiable
information to other than legally authorized persons without the consent of the parent or
eligible student. Eligible students are those 18 years of age or over and/or those attending a
post-secondary institution.

Student Use of Wireless Communication Devices

Cell phones and similar wireless devices may be in the possession of students on campus but
cannot be visible or activated during class hours unless otherwise approved by the instructor.
Using or possessing a wireless communication device to view, transfer, or store material of a
sexual nature is a violation of the Student Handbook and may be a criminal act. The
unauthorized recording and/or photographing of employees, volunteers and/or students is
prohibited. Refusal to allow search of electronic device will be considered gross insubordination
and/or other serious misconduct and may result in a withdrawal. The school will not be held
responsible for lost, stolen or damaged cell phones and/or any other electronic devices.
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Electronic Equipment

Cameras, video cameras, IPODs and other similar electronic equipment are not allowed on the
school campus unless pre-approved by school administration/designee. Video recording is
prohibited on school campuses without administrative approval.

Acceptable Use Policy and Guidelines for Network Access

The School Board of Marion County, FL (MCSB) believes network access is an exciting
opportunity to expand learning for educators and students. The fundamental goal of the
network is to provide Marion County students and educators with equal access to computing
resources, which serve public education. Schools in the district are connected to the Internet
and electronic mail. With this opportunity comes the responsibility for appropriate use.

Network Warning

With access to computers and people worldwide, there will be some material that may not be
considered educational. The MCSB supports only those materials which will enhance the
research and inquiry of the learner within the context of a school setting. However, on a global
network it is impossible to control all materials, and an industrious user may discover
inappropriate information. The MCSB cannot prevent the possibility that some users may
access material that is not consistent with the school district’s educational mission, goals, and
policies.

General Policy & Guidelines

It is a general policy that the network will be used in a responsible, efficient, ethical and legal
manner in accordance with the mission of MCSB. Users must acknowledge their understanding
and agreement with the Acceptable Use Policy and Guidelines, which is a condition of receiving
access. Failure to adhere to the Policy and Guidelines may result in access privileges being
suspended or revoked. In addition, school disciplinary action and/or appropriate legal action
may be taken.

Network Resources

Classroom resources will be expanded by making information and people from all over the
world available to students, teachers, and others. It brings instant access to original source
material, general information, data, images and computer software. It contacts relevant people
when possible, bringing into the classroom experts from all over the world. Such access
supports individual and group projects, collaboration, curriculum materials and idea sharing. As
a hands-on tool, the network can motivate students.

GUIDELINE |

Acceptable uses of the network are activities which support teaching and learning. Users are
encouraged to develop uses which meet their individual needs and which take advantage of the
network’s function.
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GUIDELINE I
Unacceptable uses of the network include:

Using the network to access materials that are considered inappropriate for educational
purposes.

Trying in any way to interfere with the computer systems within the MTC/MCSB or
anywhere, in an effort to obtain private information, making the computer malfunction or
destroying data.

Violating federal and state law dealing with students’ rights to privacy.

Using profanity, obscenity or other language which may be offensive to another user.
Reposting personal communications without the author’s prior consent.

Copying commercial software and other copyright protected material in violation of
copyright law.

Using the network for any illegal activity.

Use of Proxy websites is prohibited.

Students are not authorized to connect personally owned devices to the WIRED network at
any time (Example: computers, printers, switches, hubs, router, wireless access points, and
mini-devices).

Sending unauthorized or unsolicited e-mai
other advertising material.

Circumventing user authentication or security of any host, network, or account.

e Any form of harassment via e-mail, text messaging, instant messaging, telephone or
paging, whether through language, frequency, or size of messages.

| “spam” including the sending of “junk mail” or

GUIDELINE I

The District Technology Division reserves the right to limit the number of devices or manage
the bandwidth available to any network at any time if it is in the best interest of the School
Board.

The School Board provides students the ability to connect personal devices to the “Student
Wireless Network.” The “STUDENT” Bring Your Own Device (BYOD) network is an unsecure,
CIPA-compliant network provided for use by students who have an authorized user account
assigned to them by the School Board. Students must authenticate using their assigned
login credentials. Each school shall establish local procedures for use and availability of the
student network. Student use of this network is primarily governed by the Student
Technology Acceptable Use and Safety Policy 7540.03, MTC Student Handbook and local
school guidelines.

The owner of any personal device connecting to the School Board network bears all
responsibility and assumes all risk for loss, damage or misuse of said device while on School
Board property.

The District Technology and Information Systems Division will not provide any technical or
troubleshooting support for personally owned devices.
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GUIDELINE IV
The person in whose name the account is issued is responsible at all times for its proper use
and will not give his/her password to others.

GUIDELINE V

Users must avoid knowingly or inadvertently spreading computer viruses. They must not upload
files from unknown sources. Deliberate attempts to degrade or disrupt system performance will
be viewed as criminal activity by state and federal law.

GUIDELINE VI

Students are authorized to utilize the mariontc.edu domain for e-mail and collaboration tools
for instructional learning. Never consider electronic communications to be completely private.
Instances of misdirected mail, mail inadvertently forwarded to others and public posting of
private correspondence by users have occurred from time to time.

Safety & Security

Maintaining a safe and secure environment is the primary priority of Marion Technical College.
Marion Technical College believes all students have the right to attend school and school
functions free of fear, harm, or harassment. The policies and procedures outlined in the
Student Handbook have been adopted supporting this fundamental premise.

Please note that Marion Technical College cooperates with federal, state, and local law
enforcement agencies in reporting, preventing, and responding to unlawful activities occurring
on Marion Technical College campuses.

For Marion Technical College to implement its responsibilities fully, it is important that
enrollment and emergency information be kept up to date in FOCUS. Each student is
responsible for reporting emergency information changes to the school.

Video cameras have been installed throughout Marion Technical College campuses. Students
may be filmed, and the videotapes may be used to determine violations of the Code of Student
Conduct.

Crisis Protocol

Marion Technical College will implement the A.L.I.C.E. Protocol in the event of an active
shooting. The A.L.I.C.E. Protocol stands for Alert, Lockdown, Inform, Counter and Evacuate. The
A.L.I.C.E. Protocol is a multiple options-based response, which creates distance from the
shooting event and/or the amount of time you can create to keep an intruder away until Law
Enforcement arrives.

Providing a safe and secure environment for our students to learn is the top priority of Marion
Technical College. Measures have been taken to ensure our staff and students are prepared for
a crisis on one of our campuses. A comprehensive Crisis Management Plan was created to guide
our staff through many situations. Fire drills, tornado drills, code red and code yellow drills are
practiced at each site to ensure that routines and safety procedures are well established and
familiar to all. In code yellow, all school doors will be locked, and regular classroom instruction
continues behind the locked doors. In code red, all school doors are locked, and all students
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and staff are advised to get on the floor away from doors and windows. Classroom instruction is
discontinued.

STANDARDS OF CONDUCT

Expected Behavior

The District expects students to conduct themselves in keeping with their levels of
development, maturity, and demonstrated capabilities with a proper regard for the rights and
welfare of other students and school staff, the educational purpose underlying all school
activities, and the care of school facilities and equipment. Such behavior is essential in
maintaining an environment that provides each student the opportunity to obtain a high-
quality education in a uniform, safe, secure, efficient, and high-quality system of education. The
standards for student behavior shall be set cooperatively through interaction among students,
staff and community members, producing an atmosphere that encourages students to grow in
self-discipline. The development of such an atmosphere requires respect for self and others, as
well as for District and community property on the part of students, staff, and community
members. School administrators, faculty, staff, and volunteers serve as role models for students
and are expected to demonstrate appropriate behavior, treating others with civility and
respect, and refusing to tolerate harassment or bullying. Students are expected to conform to
reasonable standards of socially acceptable behavior; respect the person, property, and rights
of others; obey constituted authority; and respond to those who hold that authority.

Bullying & Harassment Prohibition

It is the policy of Marion Technical College that all students and school employees (including
school volunteers) have an educational setting that is safe, secure, and free from harassment
and bullying of any kind. MTC will not tolerate bullying and harassment of any type. Conduct
that constitutes bullying and harassment, as defined herein, is prohibited.

Definitions
"Bullying" includes "cyberbullying" and means systematically and chronically inflicting physical
hurt or psychological distress on one (1) or more students or employees. It is defined as any
unwanted and repeated written, verbal, or physical behavior, including any threatening,
insulting, or dehumanizing gesture, by an adult or student, that is severe or pervasive enough
to create an intimidating, hostile, or offensive educational environment; cause discomfort or
humiliation; or unreasonably interfere with the individual's school performance or
participation; and may involve:
A. teasing;
B. threats;
C. intimidation;
D. stalking;
E. cyberstalking;
F. physical violence;
G. theft;
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H. sexual, religious, or racial harassment;
I. public or private humiliation;

J. destruction of property;

K. social exclusion.

"Cyberbullying" means bullying through the use of technology or any electronic
communication, which includes, but is not limited to, any transfer of signs, signals, writing,
images, sounds, data, or intelligence of any nature transmitted in whole or in part by a wire,
radio, electromagnetic system, photo-electronic system, or photo-optical system, including, but
not limited to, electronic mail, Internet communications, instant messages, or facsimile
communications. Cyberbullying includes the creation of a webpage or weblog in which the
creator assumes the identity of another person, or the knowing impersonation of another
person as the author of posted content or messages, if the creation or impersonation creates
any of the conditions enumerated in the definition of bullying. Cyberbullying also includes the
distribution by electronic means of a communication to more than one (1) person or the
posting of material on an electronic medium that may be accessed by one (1) or more persons,
if the distribution or posting creates any of the conditions enumerated in the definition of
bullying.

"Cyberstalking" means to engage in a course of conduct to communicate, or to cause to be
communicated, words, images, or language by or using electronic mail or electronic
communication, directed at a specific person, causing substantial emotional distress to that
person, and serving no legitimate purpose.

"Harassment" means any threatening, insulting, or dehumanizing gesture, use of data or
computer software, or written, verbal or physical conduct directed against a student or school
employee that:
e places a student or school employee in reasonable fear of harm to his/her person or
damage to his/her property;
¢ has the effect of substantially interfering with a student's educational performance,
opportunities, or benefits; or
o has the effect of substantially disrupting the orderly operation of a school.

"Bullying" and "harassment" also encompass:

e Retaliation against a student or school employee by another student or school
employee for asserting or alleging an act of bullying of harassment. Reporting an act of
bullying or harassment that is not done in good faith is considered retaliation.

e Perpetuation of conduct listed in the definition of bullying and/or harassment by an
individual or group with intent to demean, dehumanize, embarrass, or cause emotional
or physical harm to a student or school employee by:

e incitement or coercion;

e accessing or knowingly and willingly causing or providing access to data or computer
software through a computer, computer system, or computer network within the scope
of the MTC system; or
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e acting in a manner that has an effect substantially similar to the effect of bullying or
harassment.

Sexual Cyber harassment - Pursuant to Florida law, "sexual cyber harassment" means to publish
a sexually explicit image of a person that contains or conveys the personal identification
information of the depicted person to an Internet website without the depicted person’s
consent, for no legitimate purpose, with the intent of causing substantial emotional distress to
the depicted person. Sexual cyber harassment may be a form of sexual harassment.

"Within the scope of the MTC system" means regardless of ownership, any computer,
computer system, or computer network that is physically located on school property or at a
school-related or school-sponsored program or activity.

Incident Report

At each school, the principal or the principal’s designee (Program Managers) is responsible for
receiving complaints alleging violations of the Bullying and Harassment policy. All school
employees are required to report alleged violations of this policy to the principal or the
principal’s designee (Program Managers). All other members of the school community,
including students, volunteers, and visitors are encouraged to report any act that may be a
violation of this policy anonymously or in-person to the principal or principal’s designee
(Program Managers). You may contact the Assistant Principal, Martsolf at 352-671-7209.
Marion County Public Schools has established a districtwide anonymous reporting system via
the txt-a-tip at 352-368-7867 and GetFortifyFL.com.

The principal of each school in the district shall establish and prominently publicize to students,
staff, and volunteers, how a report of bullying or harassment may be filed, either in-person or
anonymously, and how this report will be acted upon. The victim of bullying or harassment,
anyone who witnessed the bullying or harassment, and anyone who has credible information
that an act of bullying or harassment has taken place may file a report of bullying or
harassment. A school employee, school volunteer, student, or other persons who promptly
reports in good faith an act of bullying or harassment to the appropriate school official and who
makes this report in compliance with the procedures set forth in the district policy is immune
from a cause of action for damages arising out of the reporting itself or any failure to remedy
the reported incident. Submission of a good faith complaint or report of bullying or harassment
will not affect the complainant or reporter’s future employment, grades, learning or working
environment, or work assignments. Any written or oral reporting of an act of bullying or
harassment shall be considered an official means of reporting such act(s). Reports may be made
anonymously, but formal disciplinary action may not be based solely on the basis of an
anonymous report.

Dating Violence & Abuse

It is the policy of the Marion Technical College that all students and school employees have an
educational setting that is safe, secure, and free from dating violence and abuse. Marion
Technical College shall not tolerate dating violence and abuse of any kind. Dating violence or

35|Page



abuse by any student is prohibited on school property, during any school related or school
sponsored program or activity.

Dress Code & General Appearance

Marion Technical College believes that proper etiquette, social customs, and good grooming
are a definite part of the educational process. To this end, it is expected that students wear to
school or school functions neat, clean, appropriate clothing (as listed below) that meets the
standards of this educational environment. Any extreme in clothing, cosmetics, jewelry, or
appearance that may disrupt the normal operation of the school will not be acceptable. It is
recommended that students wear closed toe/closed heel shoes to school. In view of this
statement, the following rules will be in effect on all MTC campuses:

Students must not wear clothing and accessories which are harmful, disruptive, or
hazardous to health or safety. Undergarments should not be visible at any time.

Students (male and female) are not to wear hats of any kind within the school building
unless approved by the school administration for special occasions and specific locations.
"Hats" should be interpreted literally as "hats" or head-coverings and will include bandanas,
berets, beanies, knitted caps, hoods (such as attached to sweatshirts), caps, sweatbands,
visors, and similar hat-like apparel.

Students are not to wear T-shirts or other garments, or other items with pictures, logos,
phrases, decals, patches, emblems, or words printed on them that are obscene or disruptive
in the judgment of the school administration. This will include, but not be limited to:
nude/semi-nude figures; figures in sexually suggestive postures; or logos of alcoholic
beverages, tobacco products, or prohibited substances; or gang identification. A tattoo that
is obscene or disruptive in the judgment of the school administration needs to be covered.
Tops must be long enough to clearly overlap the belt line or stay tucked in during the course
of normal movement throughout the day. Shirts falling below mid-thigh length will be
tucked in. No bare-midriff shirts/blouses, sleepwear, muscle shirts, or tank tops will be
worn.

Garments will be secured at the waist. Shorts and skirts are permitted and will be mid-thigh
length or longer.

Students shall wear shoes for foot protection and for hygienic reasons while on school
grounds. Bedroom slippers are not permitted. For safety reasons, shoes with wheels and/or
skates may not be worn on the school campus.

Jewelry and accessories shall be worn in a way that does not present a safety or health
hazard or cause a disruption to the education process.

Appropriateness and moderation in all things, concern for the health and safety of the
students, and the avoidance of distractions to the educational process are the guiding
principles of the student dress code. Styles and fads are constantly changing and cannot
possibly be covered by specific rules and regulations. The task of evaluating what is proper
in the way of dress and grooming is highly controversial, and opinion among people varies.
MTC administrators will assume responsibility for ruling on specific items of clothing and
general appearance for reasons of safety and health, or for the order, well-being, and
general welfare of students.
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The MCPS Board authorizes school administrators to employ appropriate disciplinary
procedures to carry out and enforce this policy.

These are minimum standards that will be enforced at each school. Schools have the right to
set higher standards based on administrative procedures. School uniforms may be adopted at
individual schools.

Gangs & Gang Activity Prohibition

No student shall commit any act which furthers gangs or gang-related activities. A criminal
street gang is a formal or informal organization or group that has as one of its primary activities
the commission of criminal or delinquent acts and that consists of three or more persons who
have a common name or common identifying signs or symbols and have one or more members
that engage in a pattern of criminal street gang activity. Conduct prohibited by this policy
includes but is not limited to the following:

1.

w

Wearing, possessing, using, distributing, displaying, or selling any clothing, jewelry,
emblems, badges, symbols, signs or other items which may be evidence of membership or
affiliation in any gang.

Communicating either verbally or non-verbally (gestures, handshakes, slogans, drawings,
etc.) to convey membership or affiliation in a gang.

Soliciting others for gang membership.

Tagging, or otherwise defacing school or personal property with gang or gang-related
symbols or slogans.

Requiring payment of protection, insurance, or otherwise intimidating or threatening any
person related to gang activity.

Inciting other students to intimidate or to act with physical violence upon any other person
related to gang activity.

Search of Individual Student and /or Student Locker or Storage Area/Vehicle
Section 1006.09, Fla. Stat. (2021) search of student locker or storage areas

1.

The legislature finds that the case law of this state provides that relaxed standards of search
and seizure apply under the state Constitution to searches of students’ effects by school
officials, owing to the special relationship between students and school officials.
Accordingly, it is the purpose of this section to provide procedures by which school officials
may search students’ effects within the bounds of the case law established by the courts of
this state.

Principal of a public school or a school employee designated by the principal, if she or he
has reasonable suspicion that a prohibited or illegally possessed substance, item or object is
contained within a student’s locker or other storage area, may search the locker or storage
area. The storage area may include but not be limited to electronic device, book bag, purse
and/or vehicle (e.g., bicycles, scooters, etc.).

Marion Technical College shall have posted on each campus, in a place readily seen by students,
a notice stating that a student’s locker or other storage area is subject to search, upon
reasonable suspicion, for prohibited or illegally possessed substances or objects.
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1. This section shall not be construed to prohibit the use of metal detectors or specially
trained animals in the course of a search authorized by a school official.

2. A principal/designee has reasonable suspicion to believe that a student is in possession
of contraband, he shall request the student submit to a search of his or her person or his
or her belongings. If the student refuses, the principal may call the appropriate law
enforcement agency.

Refusal to be searched will be considered gross insubordination and/or other serious
misconduct and may result in a suspension, or expulsion. Search of a student’s person or
intimate personal belongings shall be conducted by a person of the student’s sex, in the
presence of another staff member of the same sex. Strip searches of students by school staff
are prohibited.

In light of the threat to school safety posed by the unauthorized presence on school campuses
of firearms, controlled substances, and other prohibited or illegally possessed items,
administrative searches of students and their lockers, backpacks, vehicles, personal effects, and
storage areas, may be conducted for the purpose(s) of locating firearms, controlled substances,
and other prohibited or illegally possessed items or substances. Administrative searches may be
performed by school officials, School Resource Officers, and others aiding in the carrying out of
an administrative search. Administrative searches may include the use of metal detectors and
specially trained animals, including drug detecting dogs and firearm/gunpowder detecting dogs.
The Superintendent/Designee will maintain procedures to determine who will participate in
administrative searches, how the persons and/or places to be administratively searched will be
selected, when administrative searches will be performed, and the methods by which
administrative searches will be conducted. Prior to implementation, administrative search
procedures will be reviewed by the School Board Attorney, who may consult with the legal
advisor(s) for any law enforcement agency whose personnel may aid in performing an
administrative search.

Student ID Badge
All MTC students are required to wear the MTC Student ID badge at all times while on campus.
The MTC student ID badge must be:

¢ Visibly worn above the waist;

e Showing the student’s identification information and;

e Worn at all times while on campus.
If a badge is lost or stolen, the student should notify his/her instructor to arrange for a
replacement (S5 replacement fee).

Threat or False Report of Any Destructive Device

Any student who is determined to have made a threat or false report of destructive device, as
defined by §§ 790.162 and 790.163, Fla. Stats. (2021) respectively, involving school or school
personnel’s property, school transportation, or a school-sponsored activity will be withdrawn
from Marion Technical College and referred for criminal prosecution.
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Tobacco Products

Marion Technical College is committed to providing students, staff, and visitors with a tobacco-
free environment. The negative health effects of tobacco use for both users and nonusers,
particularly in connection with second hand smoke, are well established. According to School
Board Policy 7434, “use of tobacco” shall mean all users of tobacco, including cigars, cigarettes,
pipe tobacco, smokeless tobacco, chewing tobacco, snuff, or any other matter or substances
that contain tobacco, and the possession of papers used to roll cigarettes.

Administrators, staff, students, and visitors are prohibited from using, displaying, and selling
tobacco products and related devices on school grounds and at school events, at all times. This
includes but is not limited to, electronic vapor products of any kind.

Students shall not promote tobacco products and/or brands through clothing, accessories, or
other garments, or other items with pictures, logos, phrases, decals, patches, emblems, or
words printed on them. Determination of items that promote tobacco are considered obscene
or disruptive will be left to the judgment of the school administration.

Further, it is unlawful for any person under age 21 to knowingly possess any tobacco product or
to misrepresent age to acquire or purchase any tobacco product.

Students found to be in violation of Board Tobacco Policy may be asked to vacate Board-owned
property, at the discretion of school administration.

THE UNLAWFUL USE AND/OR POSSESSION OF TOBACCO PRODUCTS IS WRONG AND HARMFUL.
TOBACCO COUNSELING AND CESSATION RESOURCES ARE AVAILABLE THROUGH THE MTC
COUNSELOR.

Violence (Overt Threats to Commit Harm)

Marion Technical College must maintain a policy regarding all threats to commit violence or
harm. Even threats made in jest or in exaggeration must be treated as serious threats that may
subject the student to suspension or expulsion. When a student makes a threat of violence, the
school’s team will assess the situation using the Comprehensive School Threat Assessment
Guidelines (CSTAG) protocol. If the protocol indicates a substantive threat, district threat
assessment procedures will be followed to ensure the students’ well-being. Additionally,
appropriate disciplinary actions will be taken.

Weapons & Firearms

According to § 790.115(2)(a), Fla. Stat. (2021), students will not possess any firearm, electric
weapon or device, destructive device, or other weapon as defined in § 790.001(13), Fla. Stat.
(2021), including a razor blade or box cutter, except as authorized in support of school-
sanctioned activities, at a school-sponsored event or on the property of any school.
Notwithstanding the foregoing, pursuant to § 790.115(2)(a), Fla. Stat. (2021), a person may
carry a firearm: (i) In a case to a firearms program, class or function which has been approved in
advance by the principal or chief administrative officer of the school as a program or class to
which firearms could be carried; (ii) In a case to a career center having a firearms training range;
or (iii) In a vehicle pursuant to § 790.25(5), Fla. Stat. (2021); except that school districts may
adopt written and published policies that waive the exception in this subparagraph for
purposes of student and campus parking privileges. The Marion County School Board does not

39| Page



permit students to have firearms in vehicles parked on campus. The Marion County School
Board has “Zero Tolerance” for guns and other weapons. Any MTC student who is determined
to have brought a firearm or weapon as defined in § 790.001(13), Fla. Stat. (2021) to school, to
any school function, or possessing a firearm at school, will be withdrawn pursuant to § 1006.13,
Fla. Stat. (2021).

Weapons — Amnesty Clause

When a student knows or should have known that he/she has unknowingly brought a weapon
other than firearms or ammunition on campus, he/she must immediately notify an
administrator, or teacher. The weapon will be turned over to school personnel. The student
may not be disciplined by the school if he/she follows this procedure. Amnesty cannot be
claimed once the school has initiated a search which would include the student’s person,
possessions, locker, and/or vehicle.

Drugs/Alcohol & Diversion

The student shall not knowingly possess, use, transmit or be under the influence of any narcotic
drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, any other controlled or
counterfeit substance defined in § 893.03, Fla. Stat., or substitute for such, alcoholic beverage,
inhalant or intoxicant, or over the counter drugs of any kind, on the school grounds either
before, during or after school hours or off the school grounds at a school activity, function, or
event. Also, a student shall not possess, have under his/her control, sell or deliver any device,
or contrivance, instrument or paraphernalia containing the substance or substances described
in this paragraph or any residue of such substance or devices intended for use or used in
injecting, inhaling/inhalant/huffing, smoking, administering, or using any of the foregoing
prescribed drugs, narcotics or stimulants. Use of a drug authorized by a medical prescription
from a registered physician for a specific student shall not be considered a violation of this rule.
MTC students in violation of this rule will be withdrawn from the school. THE USE OF ILLICIT
DRUGS AND THE UNLAWFUL POSSESSION AND USE OF ALCOHOL IS WRONG AND HARMFUL.
INFORMATION ABOUT DRUG AND ALCOHOL COUNSELING IS AVAILABLE TO STUDENTS
THROUGH THE MTC COUNSELOR. STUDENTS SUSPECTED OF BEING UNDER THE INFLUENCE OF
ALCOHOL OR DRUGS MAY BE TESTED. A TEST REFUSAL, OR FAILURE TO COMPLETE THE TEST
WITHIN 24 HOURS, IS CONSIDERED A POSITIVE TEST RESULT.

CONFIDENTIALITY OF STUDENT RECORDS

Student records are confidential and shall be accessible only to professional staff, the parents of
students who are under the age of 18, eligible students 18 years of age or older, and other
individuals and agencies as set forth by the Family Educational Rights and Privacy Act
(FERPA). Students must fill out release of records form to designate individuals that information
may be shared.
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Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a
federal law that protects the privacy of student education records. The law applies to all schools
that receive funds under an applicable program of the U.S. Department of Education. The
following is excerpted from the U.S. Department of Education website:

FERPA gives parents certain rights with respect to their children's education records. These
rights transfer to the student when he or she reaches the age of 18 or attends a school beyond
the high school level. Students to whom the rights have transferred are "eligible students.”
Parents or eligible students have the right to inspect and review the student's education
records maintained by the school. Schools are not required to provide copies of records unless,
for reasons such as great distance, it is impossible for parents or eligible students to review the
records. Schools may charge a fee for copies. Parents or eligible students have the right to
request that a school correct records which they believe to be inaccurate or misleading. If the
school decides not to amend the record, the parent or eligible student then has the right to a
formal hearing. After the hearing, if the school still decides not to amend the record, the parent
or eligible student has the right to place a statement with the record setting forth his or her
view about the contested information. Generally, schools must have written permission from
the parent or eligible student in order to release any information from a student's education
record. However, FERPA allows schools to disclose those records, without consent, to the
following parties or under the following conditions (34 CFR § 99.31): school officials with
legitimate educational interest; other schools to which a student is transferring; specified
officials for audit or evaluation purposes; appropriate parties in connection with financial aid to
a student; organizations conducting certain studies for or on behalf of the school; accrediting
organizations; to comply with a judicial order or lawfully issued subpoena; appropriate officials
in cases of health and safety emergencies; and state and local authorities, within a juvenile
justice system, pursuant to specific state law.

For additional information, call 1-800-872-5327. Individuals who use TDD may call 1-800-437-
0833. Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue
SW, Washington, DC 20202-8520

Information to Which a Student May Not Have Access

A student may not have access to records that contain information on more than one student.
The requesting student may inspect, review or be informed of only the specific information
about his or her record. A student may not have access to records that contain financial
information of his or her parents.

Directory Information
FERPA allows every institution of higher education to disclose “directory information” without
written consent of the student. Directory information includes the following items:

e Name

e Address
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e Phone number and email address

e Dates of attendance

e Degrees or certificates awarded

e Enrollment status

e Maijor field of study
However, every student has the right to ask his or her institution of higher education NOT to
disclose directory information. A request not to release directory information must be
submitted in writing to the principal or his/her designee on or before the first day of any school
year, or within three weeks of the date of enrollment of a student after the start of the school
year. In the absence of written notification to restrict the release of directory information, the
school and the Board of Education will assume that neither a parent of a student nor an eligible
student objects to the release of the designated directory information. Under provisions of the
National Defense Authorization Act and The Elementary and Secondary Education Act (No Child
Left Behind), directory information may also be released to law enforcement agencies, other
governmental agencies (U.S. Department of Justice, branches of armed forces, etc.) and to
postsecondary programs to inform students of educational programs available to them.
However, directory information shall not be released for commercial use, including among
others, mailing lists for solicitation purposes.

School Officials with a Legitimate Educational Interest

MTC may disclose student record information to school officials with a legitimate educational
interest. A school official is a person employed by MTC or MCPS as an administrator, supervisor,
instructor, or support staff member (including health or medical staff and law enforcement unit
personnel); a person serving on the Marion County School Board or a person or company with
whom MTC has contracted to perform a special task (such as an attorney, auditor, medical
consultant, or therapist); or a parent or student serving on an official committee, such as a
disciplinary or grievance committee, or assisting another school official in performing his or her
tasks. A school official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his or her professional responsibility.

Subpoena of Student Records

MTC must comply with subpoenas from a court of competent jurisdiction for the production of
student records. The production of these records must be accomplished in a lawful and timely
manner. If a student or parent of a dependent student objects to the release of subpoenaed
records, an objection to a subpoena for non-party production must be filed or a protective
order must be obtained from a court of competent jurisdiction. After school receipt of proper
notification, the subpoenaed records will be produced as demanded on the 10th working day
following the service of the subpoena if an injunction is not granted.

STUDENT COMPLAINT & GRIEVANCE PROCEDURES

All students have the right to appeal administrative decisions made by MTC faculty & staff.
Every attempt should be made to rectify the perceived grievance by a meeting among interested
parties. Prior to initiating the grievance process outlined below, the student must first request
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in writing a meeting with his or her class instructor and the Program Manager or Specialist. If the
student feels the situation is not rectified at that level, the student may pursue an appeal by
following the grievance process in the order listed below. This procedure is provided in an effort
to comply to the Title IV of the Civil Rights Act of 1964, Title IX of Educational Amendments of
1976, Section 504, and the Americans with Disabilities Act (ADA) of 1990.

Failure on the part of a student to observe the time limits for initiation and/or follow-up on a
complaint or grievance will automatically result in the complaint or grievance being considered
abandoned.

Level One:

A written statement is delivered to the department administrator within three (3) working days
of the perceived incident. Email is acceptable. The statement must fully describe the
circumstances giving rise to the perceived grievance and a description of the student’s efforts
made to resolve the grievance. A decision regarding this appeal will be made within three (3)
working days of receiving the appeal, exclusive of weekends or holidays.

Level Two:

If the student desires to appeal the decision made at Level One, the student must provide a
written statement to the MTC Assistant Principal within three (3) working days of the decision
at Level One. The statement must fully describe the circumstances giving rise to the perceived
grievance and a description of the efforts made to resolve the grievance at the previous

level. A decision regarding this appeal will be made within three (3) working days of receiving
the appeal, exclusive of weekends or holidays.

Level Three:

If the student desires to appeal the decision made at Level Two, the student must present the
perceived grievance within three (3) working days to the MTC Principal. The student must
present a written statement to the Principal describing fully the circumstances giving rise to the
perceived grievance and a description of the efforts made to resolve the grievance at the
previous levels. The MTC Principal will review the statement of grievance and will discuss the
grievance with all interested parties and decide as to whether the previous decisions stand or
will be revised. All parties have the right to a face-to-face meeting with the MTC Principal.

Every effort will be made to resolve this issue within two (2) weeks.

The Superintendent’s designee for coordinating all student grievances is the Senior Executive
Director of Secondary Curriculum, Anne Hembrook and may be reached by phone at 352- 236-
0503 on school days.

If the grievance is not settled at the district level, the student may appeal to the accreditation

agency (COE). Council on Occupational Education, 7840 Roswell Road, Building 300, Suite #325
Atlanta, Georgia 30350 (770) 396-3898.
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FOCUS PURCHASE & PAY INSTRUCTIONS
Student Focus Portal — Purchase & Pay, Grades, 1098-T, Attendance

e Web Address: marion.focusschoolsoftware.com
o Login: Local Student ID (850036 six-digit number assigned during the online
application)
o Password: 8 Digit Date of Birth (05031999)

-Contact Shari Morris for ID email: _

FOCUS’ Purchase & Pay module can be used to pay for outstanding invoices online.

1. Asastudent, from the menu, click Purchase & Pay.

Absences
Attendance

Referrals

Purchase & Pay

Customer Ledger

BT

Print 1098-Ts

2. If you have outstanding invoices, click View Now to review and pay outstanding
balances.

You have outstanding invoices. View Now

Search

3. Select the Invoice(s) you wish to pay by clicking the box. Click the More Details button

for the invoice item numbers, descriptions, prices, quantities, and more. Click Close to
close the invoice details pop-up.

Please select the following unpaid invoices that you wish to pay at this time:

Clnvoice #35187 OInvoice #35188
02/18/2021 4:32pm 02/18/2021 4:34pm
Unpaid Balance: $168.40 Unpaid Balance: $1,828.00
Invoice #: 35187 Invoice #: 35188

Customer: Jimbo Baggins Customer: Jimbo Baggins

g =3
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4. Once items have been added to the cart, you can remove items as needed before
paying by unchecking them.
5. Once Invoices have been added to the cart, click Continue.

Sub-total: $168.40
Total to be collected: $168.40

6. Inthe next screen add your credit card or check information and select Complete Payment
to make the purchase or select Cancel to cancel your purchase.

& Secure Payment Form

Pay by Credit Card

First Name on Card * Last Name on Card

Jimbo

Card Number * Expiration " cve”

oR
Pay by Electronic Check

Name of Bank Name on Account

Account Type Routing Number Account Number

Sub-total: $26.75
Convenience Fee: $0.54
Total to be collected: $27.29

7. To complete your Checkout, enter your Name as it appears on the card, Card Number,
the Expiration date (MM/YYYY), and the CVC. As you enter card information, it displays
on the card image example above.

8. Click Cancel to cancel the purchase. Click Complete Checkout to complete your
purchase.

9. Once a purchase is made, you can still cancel the transaction for same day transactions
from the Customer Ledger screen found on your menu screen. When the transaction is
cancelled, the schedule record is also removed.
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Focility Invoice Humber 3 Invoice Date 3 Invoice Amount & Outstanding Balance 3 Transaction Number 3 Payment Date 3 Ttem 3
Center and Techowcal College 7260 04/05/2017 6:20 pim 404.00 0.00 70270 017 12:00 am CHARGE I

70270

70270

nter and Techrucal College 12943 04/18/2017 1:12 pm 40.00 0.00 24853
Cantor and Techrical Collage 16916 04/20/2017 2:33 pm 898.20 0.00 70270

eniter and Techiucal College 16551 04/20/2017 2:4% pm 50.00 0.00 70270
nter and Techrical Colsge 44509 OB/ 16/2017 1:39 pm 1134.60 1134.60 91011

Al TiC
11315 am  AGE Tuition
am TEST_FEE_AGE

Cantor and Technical College 60653 07/30/2018 11:15 am 115.00 0.00 124784 | Gneel

5 am new hourly fes

124784 [ Garcel 07/30/2018 11:15 am now fee

10. If purchased online, the receipt's Cashier displays as Online and provides Payment type.

10/08/2019 1:53pm Transaction # 11815

F@cus

Customer: Charles i Ti—
tudent ID: 08685

Date Paid: 10/08/2019

Items Amount
34524
new flat fee for 9900001 Adult Basic Education Mathematics (from
Invoice #4827) 25.00
234
tuttion for 9900001 Adult Basic Education Mathematics (from Invoice
#4827) 125.00
Total: 150.00
Payments Amount
Payment - Credit
Visa - 1111 150.00
Total: 150.00
Tendered: 150.00
Change: 0.00
Outstanding Balance: 0.00

STUDENT ACCOUNT INFORMATION

School Email/Office 365 Application

Web Address: www.office.com
Login: First Name.Last Name@mariontc.edu

Example for Sarah Smith
Sarah.Smith@mariontc.edu
Free Access to Word, PowerPoint, Excel, One Drive

Student Focus Portal
Web Address: marion.focusschoolsoftware.com
Login: Local Student ID 850036 Password: 8 Digit Date of Birth

(05031999) Important school information about your account.
Grades, Finance, Tax Information
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Student Access to Wi-Fi
The student’s credentials currently are as follows:
Login: FOCUS Student ID (e.g. 811226) Password: Office 365 E-mail Password (e.g. goofy19)

Student Access to Wi-Fi

1. Students will search for available Wi-Fi networks and choose the Student ‘A‘
”N

°
2. It will open to a District Student Wireless login page:

10:26 | W ARTG M 95%0

T © The student’s credentials currently are as follows:
< WiFi ® b/t rrooacod " Login: FOCUS Student ID (e.g. 811226)
Password: Office 365 E-mail Password (e.g. goofy19)

10:27 Sprint W S56.4 94%8

Oon «©

Available networks

How do students obtain credentials?
SB-Staff sign in with your MCPS Username and Passwor:
Sign-in is required NOTE: You can only be logged into one device at a time Teacher‘s have been glven the paSSwords

Jsername

Student

— Student Personal Devices - Student
BLE AGENT. County Laptops — SBMOC

County IPADS/Chrome Books — MCPS

=  SBOMC 1By clicking Sign In, you agree to the following Acceptable Use Policy,

= DIRECT-84-HP M203 Laser..

+  Add network

Students may also use the Guest account that will have restrictions.

W~

-

Choose GUEST WiFi

e Guest — Password surfSup!
e Click - Continue to Internet
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Canvas Instructions
Open Google Chrome (Web Browser) - Type https://mariontc.instructure.com/

73 CANVAS

- Leave email blank and Click Forgot
_ Password. Log on is your email
account, Type in email address in box
shown above

Enter your email that was provided
when you signed up for the program
(Personal Email
sara.smith@gmail.com -click Request
Password.

Help is at the bottom left of the Global Navigation

Navigation Global vs Course Navigation

— MTC > Modules

[some

Announcements &

Discussions

The blue area on the left is the Global Navigation. The Global
Navigation refers to all of courses and settings

Grades

People

ssssss

Pages

Files

Syllabus

ne area headed with home is the Course Navigation settings refer to
only that specific course

Quizzes

Modules

Conferences

Collaborations

Settings
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Account, Click profile, To Add a Picture — click Pencil that appears after you hover the
mouse over Circle next to the name Settings

— a. Account, Settings,
e b. Other Contact (Also
= known as Side Bar)

Full N
Olsplay N
s
Langu h (US))
Time Zone:  Eastern Time (US & Canada) %, Edit Settings
. 4 Dovnload Submissions
Web Services

Add Contact Method and Phone Number to communicate with Phone
Application - https://www.youtube.com/watch?v=LxVB2FF2gac
Play Store — Android Devices — Canvas Student
Apple Store — Apple Devices — Canvas Student

Dashboard Dashboard — Click on Course Name to enter the course to
b ot begin working. This will always bring you back to the
course.

No courses to display

Unpublished Courses (1)

Publish :

MTC Home Page
MTC

Modules - Main Organization of Class
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https://www.youtube.com/watch?v=LxVB2FF2gac

Collapse All View Progress + Module :

it v Chapter 1 - Safety and Expectations

i 4 SafetyCommonBoard.docx A, Edit

i v Chapter 2 - Core Content [ Duplicate

& & SendTo..

[ Copy To...
@ Share to Commons
@ N—rov @ Commons Favorites

Drop files here to add to module

or choose files

Canvas Video Student -https://community.canvasims.com/t5/Video-Guide/tkb-

p/videos#students
Student QuickStart Guide - http:/quides.instructure.com/s/2204/m/8470

COMMUNITY RESOURCES

United Way of Marion County — 2-1-1

https://www.uwmc.org/2-1-1

Simply dial 2-1-1, United Way's free information and referral helpline, which links people in
need with assistance from more than 2,000 local health and human service programs.
Staffed by caring, highly trained, multilingual (over 200 languages) operators, 2-1-1 is your
connection to finding help with:

e Utilities
e Housing
e Food

e Youth and Child Care Issues

e Physical and Mental Health Services
e Elder Services

e Employment Services

How Can | Reach 2-1-1 for Services?
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e Dial 2-1-1

e Text your zip code to TXT-211(898-211)

e Email 211 chat@211-broward.org

o Chat with a 2-1-1 specialist (Chat hours are 9 a.m. - 6 p.m.)
e Search the 211 Online Database

Florida Veterans Support Line call 1-844-MYFLVET (693-5838) or dial 2-1-1. Talk with a veteran
who understands. Peer support is available for you when you need it. Veterans and their loved
ones across Florida are able to talk confidentially with a veteran trained to provide emotional
support and connections to community resources.

COMMUNITY SERVICE RESOURCES

352-438-5992
www.mcchildrensalliance.org

www.mehefl.org

The Leukemia & Lymphoma Society - blood | LifeSouth Community Blood Centers - March of Dimes- improving the health of
cancer research and support blood bank babies by working to prevent birth defects,
904-332-6414 ext. 305 Kid's Marathon, Five Points of Life premature birth and infant mortality
www.lls.org 352-622-3544 352-629-7555
www.schoolandyouth.org/ncfl www.lifesouth.org www.marchofdimes.com

Marion County Children’s Alliance - works | Marion County Homeless Council - goal is | Marion County Kidney Foundation -

with the various children’s organizations in to reduce homelessness in Marion County working for those affected by chronic kidney
Ocala 352-732-1385 disease (Kicking Kidney Disease 5K)

352-671-5013
www.marioncountvkidneyfoundation.org

Marion County Literacy Council - helping
adults leam to read
352-690-READ

Marion Cultural Alliance - arts, fine arts,
historical and scientific museums
352-369-1500

Marion Therapeutic Riding Association -
equine assisted activities for people with
disabilities

vavw marionliteracy.org www.mcaocala.com 352-732-7300
www.miraocala.org

National Alliance on Mental lliness -
improving quality of life for persons affected

Ocala Civic Theatre - to provide
entertainment opportunities to Marion County

Ocala Farm Ministry - to minister to the
needs of those involved in the horse industry

by mental illness. info@ocalacivictheatre.com in Marion County
352-817-4174 www.ocalacivictheatre.com 352-239-0420
WWW.Nami.org www ocalafarmministry.com

Ocala Symphony Orchestra - bringing
musical programs to Ocala
352-351-1606
www.ocalasymphony.com

Ocala Youth Symphony - developing the
musical skills of young people
352-854-7989
www.ocalayouthsymphony.org

Project Hope of Marion County - working to
assist homeless families in Marion County
352-624-4673

www projecthopeocala.org

The Refuge Foundation - support for those
suffering from trauma or addiction
352-288-3333

www.refugefoundation.org

Ronald McDonald House - for families with
crifically ill children

352-374-4404 (Gainesville)
www.rmhencf.org

The Salvation Army - provides meals,
shelter, and assistance for those in need
352-629-2004/352-732-8326 (shelter)

www salvationarmyocala.org

Saving Animals for Everyone - an animal
sanctuary for domestic, farm and exotic
animals

352-671-6797

www.ocalasafesanctuary.org

Shepherd's Lighthouse - a safe environment
for women and children in need
352-347-6575

www.theshepherdslighthouse.org

Special Olympics Marion County - sports
training and competition for intellectually
disabled athletes

352-988-7998 or 352-255-8275
www.specialolympicsfiorida.org

Stuttering Foundation - a nonprofit designed
to help those who stutter
800-992-9392

www stuiteringhelp.org

United Way of Marion County - works to
bring all of the resources in Ocala together
352-732-9696

VAWW.UWMC.0rg

YMCA of Central Florida - working to
strengthen spirit mind and body of the
community

352-368-9622
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COMMUNITY SERVICE RESOURCES

Allrusa Intemational of Ocala. comn'U'lity
serviceandle™ ™"
www, a.athrusa,0tQ

Alzhei'net's AS$0elation of C..-rtral and
North Flodda. hoS1theWalk toEttl
Atth!Wnel's

352-372- 0<800-272-3900
vwwww.alz..orru'ool

AmericanC. .-Society« WOrIdILllo
elmifialeC3fUf andfundcancerresearch
352-629-4m0XL582

www.ca .org

AmericanHtart Associations Heanwalk;
GoRed forWomen
1-800-257-69410xL.8018

MarionCoun heart2m

T e L. OT 5

AmericanLegionM,tmorlal Post'l7. work
toseNeandrememberveterans
352:624-3563

AmericanRedCross. pro,idi-lgrelief to
Vvicims ofdisast«andworkingtoprevent300
wesaefct disast8'

362-622-3457
w,w.mr:lfkwidaredctos.s.or,,

Andrew J.SernKCoFoundatione
researchoral, headaoonedccancers;100%

volunteerrun
www.alsfoundatiof\..ofa

Appletont.l.IstumofArtsbringisan tolhe
comnmly

352-291-44550x.18360r 1294
www.a""lelonmuseuffl... ('

ARCMarlone wortlngtoelhosewilh
inlellechJak¢  elopnat'13idisabil les

352-387-22100XL 222
Www.mearc.com

Boysand GirtsClub of,.arton County.

worijng.ith people
3652:690-7440
www.8GCofmarion.com

Brother'sKeeper. coedy andhomeless
(soupkichen,<etai stete, office)
352622-3846

www.ble :t:-2!9ib'othels-kaeQ!!!:

Camtlot CommunityCare. prow:les
senoes tolhosewhohaVée:xperienoed
al>Loeandn

352-671-7884
www.CMMIOtcommuritvC¥e.-

CampBoggyCreoke chldren.ithllle
Ihraateningorctvonicloosses(assistw h
Camp™  lllesummer,Sliing, andfall)

3524834200 x6320r1-462-6449
L — «e. teek.Ofl'l

TheCentersRebu.Uding Hopt- behavietal
hoalltocare"""8S(Kldfeffi)
3526299595

www.lh!oeot«s.us

CFFoundatione schoiai>i-.>slo<Collegeof
Cenlral Florida

3528735808

www.cf.eduffourxlation

TheCharitableRecyclingFoundations 081

[l
866-290-7864

vi1/1191 te!'Dhi dlackQ'!'Q

ChildhoodDevelopment Strvices. ,ead10

childreo, ,hJICil
352-6290055exL.353

atdismvenxiS: om

Children'sHomeSociety. deallng'AithcHd

al>Loeandn
352-732-1412

oo idartildmil w: Qg

WWW.CIISO. -

TheComerstoneSchool * cHdren
(ChillCook<IffFashioanl theFal,way)

"CreativeServices" « OcalaOoo'lestic
Vioene&SexualAssauit Center

Eatly Leaming Coalltlonof,.arlon County.
ea,tylean'ilg fordlidren

352-351-8840 352-351-4009 352-369-2315
vwwv.hecomeCSlonescitool. - www.ocaladVSMlet.or, www.elc.nwion.-
EARSEndangeredAnimal Rescue Everylittle,.Irade * TheKylelghFaith FineArtsfor-Ocala (FAFO). prcmollngan
Sanctuary* hefc)i,garimals! Founda6one assistance for fam111esnh weclatlonforlhearts
3524546454 InfantsinheNtCU« n&NbOfndeath 3528670355
www.EARSInc..MI 352-641-®10 ) www.fafo.ocg

www.eve... Mienirade .«
Fk>ridaBlood Centers - Ihebloodbank for FIMdaHorse Park. providing....and Friends of theChristmasParades parade
lhec:c.nmunity soppo,latllle!>0Jndsoflheho8 park «ganlz36on
gtgz%lgzﬂ%%p%keis,asseml.lngnfopaclr‘als) mﬁ}g@gﬁg&&m 352-8970198
Friends of thePubliclibrary wildg wit. | Girl Scouts Habitat forHwnanity ofMarionCountye
Ihepubliclbary 1-800:8814475.,_,_1765 elopngc:c.nmunities  forpeoplelnneed
3528738574 www.gswef.org 352-351-4663

www.hendsofiheoc:alaliof , .OI'l'l

HospiceofMarionCounty. comfort300
supporlandend f-lifecareandsetVice
(IhriftS1ore,dfioesoppon,ele.)
3528545218
YWww.hQ&Q!oeofmanon.com

Ho! StProttction Assocla6on ofFlorida.
&gqunemscue,tehabil albn,education, and
adoptionservioes

(Il'elet experience.ithhorses)
3524664366

HwnaneSociety ofMarionCou
1>"YOOtingcruelly, SUffetr1l,and
overpociulalbnOlanimalsihfOt.9'.education,
hMaI%and'"IIIIOrt

3528737387

Inttrfaith Emerge,ncySenicff « assisting
wilhlheneedyofMarionCot.nly

3526298868
WWw.lesmarion.-

Khbtrly's Cottage advocatingforali<.oed

andneglectedctiidren
352-8734739
www.ktm SOf!f'IMt.om

I0OwanisClub of Ocala. onechild,one

comnuityat aUme

352-873-3047
www.ocalak:tNanis.or|
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Marion Technical College Refund
Procedures

Marion Technical College has fair and equitable procedures for the refund of tuition, fees, and other charges
uniformly administered and published in the MTC catalog. These procedures comply with the guidelines
published by the Council on Occupational Education (COE) and Federal Title IV regulations. All refunds shall
be accounted for, and audit trails maintained in accordance with Chapter 8 of the Financial and Program
Cost Accounting and Reporting for Florida Schools (AKA — Red Book). Refunds, when due, will be made
without requiring a request from a student and will be processed within 45 days; students with VA
Education Benefits will be processed in 40 days.

1. Refunds for Programs/Class/Courses Cancelled by the Institution:

A. Tuition and fees collected in advance of the start date of a program and the institution

cancels the class, the institution refunds 100% of the tuition and fees collected.
1. Refunds for Students Who Withdraw on or Before the First Day of the Term:

A. If tuition and fees are collected in advance of the start date of classes and the student does not
begin classes or withdraws on the first day of class, no more than $100 of the tuition and fees may
be retained by the institution.

3. Refunds for Withdrawal After Term Commences:
a. Tuition refunds for students enrolled in CCP programs of 600 hours or greater are as follows:
1. If a student withdraws during the first five (5) days of the term — 100% of tuition and lab fees
will be refunded.
2. If a student withdraws after the fifth day of the term — there will be no refund.
b. Tuitionrefunds for students enrolled in CCP programs of 600 hours or greater are as follows:
1. If a student withdraws during the first five (5) days of the term — 100% of tuition and lab fees
will be refunded.
2. If a student withdraws after the fifth day of the term — there will be no refund.
3. Refundsfor StudentsEnrolled in Continuing Workforce Education, Community Enrichment Classes
or Limited Contract Classes:
a. Allfeesare non-refundable for courses related to Continuing Workforce Education (CWE),
Community Enrichment Classes or Limited Contract Classes.
3.  Students AdministrativelyDismissed:
A. Students administratively dismissed will not be eligible for a refund.
3. Waiver, Voucher and Agency Payment:

a. Students who pay fees but are entitled to a waiver, voucher or agency payment shall be entitled to
a refund of fees only if required evidence is presented to the school within fifteen (15) school
days of the beginning of aterm.
Additional Refund Procedures:
. $50 processing fee will be charged except for an administratively cancelled Program.

. No refunds on books, supplies, insurance, fingerprinting, or testing fees if received by student or
organization.

. Application fees are non-refundable.

° No refund will be given for fees used to purchase required program professional liability/accident
insurance.

. No refunds will be made until ALL financial obligations have been verified by appropriate personnel.

. If student tuition has been paid by the MTC Financial Aid fund or a sponsoring agency, the refund will be
returned to the MTC Financial Aid fund or the agency that sponsored the student. Students are
responsible for any unpaid tuition and fees.
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When a student withdraws and is due a refund, the refund will be processed within 45 days;
students with VA Education Benefits will be processed in 40 days. No funds will be held for
future use.

Payments made by credit/debit card will be refunded to the same credit/debit card used for
payment. Convenience fees will not be refunded on credit/debit card transactions unless the
class is Administratively cancelled. Cash/check payments will be refunded by a school district
check. The check will be made payable and mailed to the name on the original receipt.
Official transcripts will be held until ALL debts owed to the school are paid.

Students who feel they have been treated unfairly may appeal using the student grievance
procedure as presented in the Student Handbook.

AGE/ESOL —No refunds after the third scheduled day of class.
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PHOTOGRAPHY REFUSAL RELEASE

The release form below is made available for you to submit to student services. In the event your
photograph is taken during a school activity, on campus or in the classroom, you are provided
the right to refuse the release of any photographs that include any part of your person. The
school reserves the right to post photographs of MTC students on any social media, publicity,
copyright purposes, illustration, advertisement, or web page as long as the below form is not
submitted.

Throughout the school year, students may be highlighted in efforts to promote student activities
and achievements throughout MTC & the community. For example, students may be featured in
materials to train teachers and/or increase public awareness of our school programs through
newspapers, TV, social media, displays, brochures, and other types of media. Unless otherwise
stated by the student, you grant MTC this right.

Photograph Refusal for Release

with a mailing address of

City of State of

deny permission and consent to Marion Technical College for the use of any photographs under
any legal condition including but not limited to: publicity, copyright purposes, illustration,
advertising and web content.

Signature:

Print Name:

Date:




ACKKNOWLEDGEMENTS

l, , understand the requirements
and expectations outlined by the student handbook at Marion Technical
College.

l, , acknowledge that | have
been informed of the location of the following plans and policies
outlined below (https://mariontc.edu/admissions/mtc-plans-
procedures/). A hard copy is available for review at the receptionist
desk. | also acknowledge that if | have questions, | will consult with the
administration at Marion Technical College.

Signature Date

(Please initial)

Educational Resources Plan

MTC Privacy, Safety and Security Data Plan

MTC Health and Safety Plan

Student Handbook



https://mariontc.edu/admissions/mtc-plans-procedures/
https://mymarionportal.marionschools.edu/high_schools/mtc/Employee%20Desk%20Reference/2023-2024/Media%20Services%20Plan.pdf
https://mymarionportal.marionschools.edu/high_schools/mtc/Employee%20Desk%20Reference/2023-2024/MTC%20Privacy%2C%20Safety%20and%20Security%20of%20Data%20Plan.pdf
https://mymarionportal.marionschools.edu/high_schools/mtc/Employee%20Desk%20Reference/2023-2024/MTC%20Student%20Health%20and%20Safety%20Plan.pdf

