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STUDENT HANDBOOK 
Adult Education Secondary Credit Program 

PLEASE READ THIS HANDBOOK CAREFULLY!  AT THE END OF THIS MANUAL, YOU WILL BE SIGNING A CONTRACT TO INDICATE THAT YOU FULLY UNDERSTAND AND AGREE TO ABIDE BY ALL THE POLICIES OUTLINED IN THIS DOCUMENT.

Welcome to the Adult Education Centre -  Peel District School Board
First, congratulations on your decision to attend our program. We recognize the challenges that adult learners face and overcome in order to be here. The entire staff wishes you success.  This handbook contains valuable student information and a copy of the Code of Conduct.
Please feel free to contact the office if we can assist you in any way.  The phone numbers to contact the office, depending on your program and location, are listed below. 

Office Phone Numbers: 

AEC-South
Mississauga

100 Elm Drive West, Rm 104
905-270-6000, choose option 1

AEC-North
City South Plaza
7700 Hurontario St

905-791-6700 – dial 1, then ext 6400
Administration

Elizabeth Sinclair Artwell, Superintendent of Education – Adult and Continuing Education

Brent Serebrin, Vice-Principal, Adult Education

Peter Koehnen, Paul Freier – Night Administrators

DAILY SCHEDULE & IMPORTANT  DATES
Daily Day Class Schedule:

Mondays – Fridays (Classes are 1½ hours in length)

Period 1

8:30 a.m. to 10:00 a.m.

Period 2

10:05 a.m. to 11:35 a.m.



LUNCH


Period 3

12:15 p.m. to 1:45 p.m.


Period 4

1:50 p.m. to 3:20 p.m.

Daily Night Class Schedule:

Mondays – Thursdays (Classes are 2 hours in length)


Period 5

5:00 p.m. to 7:00 p.m.


Period 6

7:00 p.m. to 9:00 p.m.

(Important dates are listed in the actual handbook)
It is the students' responsibility to be attending on a regular basis 
and to be present for the final exam period.

 Book holidays outside of the times indicated above.  
Special consideration will not be given for exams missed because of booked trips, etc.

If an exam is missed, official documentation must be presented immediately (same day or next) to the administration that justifies medical, legal or emergency reasons.

STUDENT RESPONSIBLITIES

ASSESSMENT AND EVALUATION

The final report card mark is comprised of term and final assessment marks. Your final mark will be determined as follows: 70 % term work and 30 % final assessment.

Teachers will evaluate frequently over the course of the program to provide a sound basis for a term mark.  A variety of assessment methods will be used including quizzes, tests, oral and/or written reports, assignments, etc. 

A midterm and final report will be issued as per the session schedule above. On the last day of class, students are given the opportunity to review their final assessment, and will receive their report cards.

Missed final evaluations

Under the Ontario Secondary School policy, students must complete a final assessment in each course in order to earn a credit.  The final assessment can involve more than one component, e.g., in-class performance task and written formal exam.  Students will not have the final assessment schedule altered due to job training, work, vacation plans, appointments, etc.  Students should not make any bookings for trips etc..  There are no exemptions from completing the final evaluation of your course.  Students who miss a final assessment will receive a mark of 0 (zero) on their final assessment, and not receive the credit.  Students who miss a final assessment for medical or family emergency reasons must notify the school administrator immediately in order that an alternative final assessment can be scheduled.  Students who miss an arranged alternate final assessment in this time period will receive a mark of 0 (zero) on their final assessment, and not receive their credit.

ATTENDANCE, LATES and LEAVING EARLY
To maximize the chance for success, students in all programs should be in class and on time each day. Due to the short duration of the programs, a student who abuses the attendance policy will be removed from class. Absence for personal activities, work, or vacation, is not acceptable.  Students with chronic absence or lateness issues will be referred to the administration.

Students are expected to behave in a responsible manner in organizing their schedules and appointments to minimize their absences/lates.  If a legitimate absence does occur, the courtesy of a communication with the teacher beforehand, or a message during the day of the class is expected. Speak to your teacher about how you will communicate.
Student absence will be tracked very closely by the teacher and the office.  Students will be consulted if an unnacceptable pattern develops.  If inappropriate absences and/or lates continue, you will be withdrawn from the course.
· A day student will be automatically withdrawn who has five (5) consecutive absences, or, 
       a total of ten (10) absences.

· A night student will be automatically withdrawn who has four (4) consecutive absences, or,
       a total of eight (8) absences.

Attendance sheets will be sent to the office at the 30 minute mark.  Any student arriving after that will be marked absent. 

It is the student's responsibility to monitor their absences and lates and make sure they do not reach the limit and thereby jeopardize the credit.
TEXTBOOKS
All textbooks and supplies are on loan only for the duration of your course. There is a deposit fee for the use of textbooks:  $80.00 for texts and $20.00 for novels.  Payment can be made using debit, credit card of money order.  No cash or personal cheques will be accepted. Upon completion of the course, when students return their texts they will be issued a refund by cheque.

Please Note! – Refund cheques are only valid for 6 months after the end of a course.  After six months, there will be no refund possible, as the missing materials will be replaced.   Students will be charged for lost and/or damaged books/materials.  Reports and transcripts will not be issued if there are any outstanding fees, books or materials.

TRANSCRIPTS and RECORDS
Upon advance request, official transcripts for secondary school credit and records will be prepared and available for students on the last day of each session.  The cost is $ 2.00 per transcript or record.  It is the student’s responsibility to forward these documents to the university or college.

EMERGENCY EVACUATION
A)  When the fire alarm sounds, the law requires that all staff and students MUST leave the building immediately in an orderly manner.  Exit routes are posted in all classrooms.  Remain outside with your class and teacher or instructor away from the building.  

Do not re-enter the building unless you are directed to do so by an administrator.
B)  If a LOCKDOWN (an immediate in-school threat, which is announced by PA) is initiated, and 
staff and students are inside the school:

· go to or remain in the closest room, close and lock the door

· lie/sit on the floor away from doors and windows

· remain on the floor until further directions are given

If staff and students are outside the school:

· exercise critical judgment to maximize safety and move as far away from the building as possible, remaining outside until the signal to re-enter, or until further directions are given

C)  If a SECURE AND HOLD (a modified lockdown for a threat possible in the neighbourhood) is called:
· classes go on in the usual fashion within the building.  Internal movement is permitted, however, students may not enter or leave the building

REFRESHMENTS
AEC South: A variety of food is sold in the cafeteria.  Food and drinks should be consumed in the cafeteria, and not in the halls or classrooms (water is ok in class).

AEC North: Food is available in the mall.  There is a student lunch room available.  Students should not eat or drink (other than water) in their classrooms, especially the computer lab.

Please help us keep the school clean!

TRANSPORTATION
Brampton Transit routes / Mississauga Transit routes service the school.  For more information regarding times and bus stops call Mississauga 905-615-4636 or Brampton 905-874-2999.

ADULT EDUCATION CENTRE

STUDENT CODE OF CONDUCT

BEHAVIOUR
Every student is expected to respect other students’ right to a quiet, safe and supportive learning environment.  As such, you are expected to behave in a considerate and reasonable manner at all times.

Students are required to identify themselves if asked who they are by any staff member in the building.

· Physical violence, bullying, threatening, harassment, fighting, abusive language, disruptive behaviour and/or lack of respect towards other students, teachers/instructors and all staff, will not be tolerated and will result in immediate withdrawal from the school.

· Students vandalizing or damaging school or board property and/or involved in any theft of property will be withdrawn from the school.  All serious incidents will be referred to Peel Regional Police and subject to charges by the police.

· Disrespectful behaviour toward any teaching or office staff member will result in withdrawal from school.

DRESS
It is your responsibility to dress in a manner that is both appropriate for a student at school or work and not offensive or distracting to others.

· Bandannas, headbands and other gang related symbols are not allowed

· Profanity, racist, sexist and demeaning symbols or slogans including insignia referring to drugs, alcohol or violence are not permitted
ACADEMIC HONESTY
Students are expected to submit original work.  Students who seek to attain academic advantage or help someone else obtain such advantage through cheating will receive zero (0) on the particular assessment and will be withdrawn from the program if caught cheating a second time.  Cheating may include the following:
· plagiarizing (copying) an assignment or someone's work including work from the internet

· presenting someone else's work as your own

· possessing unauthorized examination aids  eg. Cheat notes, electronic devices etc.
· copying another student’s work or allowing one’s work to be copied during a test or examination

· obtaining test or examination questions prior to the actual time set for their writing

· submitting work previously used for evaluation in another course

· altering work after it has been evaluated

· altering instructor’s or teacher’s marks on an assessment or in the teacher’s notebook

· altering other professional documents such as attendance records

COMPUTER USE
It is your responsibility to use the computers and related equipment following the instructor’s or teacher’s guidelines.

EMAIL GUIDELINES FOR STUDENTS

· Email written by students for school purposes should be treated as any other student writing, i.e., appropriate attention must be paid to spelling, grammar, presentation and plagiarism.

· Email cannot contain identifying information about the sender or any other students.  This includes addresses, pictures and other personal information.

· Students are responsible for all email sent from their account and must take care to protect access to the account by keeping their password secret and by logging off when they leave the workstation.

· The school board has the right to access and disclose the contents of a student's email messages.

Student to Staff Communication

    Acceptable

· Discussions specifically related to class activities - curriculum, homework, tests, special events.

    Unacceptable

· Any discussion related to other students.

· Personal information about other students.

· Discussion about the personal life of the staff member or student e.g. home life, vacations, relationships.

ELECTRONIC EQUIPMENT AND CELL PHONES
Disc players may be used at the discretion of the teacher and must not interfere in the learning environment.  Laser pens are not permitted on site.

Cell phones and pagers must be turned OFF OR IN SILENT MODE during class.  If you are aware of a possible emergency, you are required to notify your teacher or instructor at the beginning of class and will leave the class briefly to take the call.  Continued cell phone use/leaving the room during class time is a distraction to learning and will not be tolerated.
PRIVATE VEHICLES
Parking is limited at both sites, but particularly in Mississauga.  Please park in legally marked spots.  In Brampton, please park in the back parking lot.  We strongly recommend car pooling!
· Students who bring a vehicle to school and park on school property do so at their own risk.  The Parking Authority for the City patrols the parking lot issuing fines to those parking illegally.

· The speed limit on school property is 15 km/hour.

· Violation of parking regulations could result in the loss of parking privileges, particularly for those individuals who routinely block the access of other cars.  Park in designated parking spots only.

· Students who bring a vehicle to school do so at their own risk.

TRESPASSING
The programs operated at the Adult Education Centre North and South are private property.

· It is important that all staff members know and can identify students belonging to this site.  As such, a student is expected to identify him/herself to staff when asked to do so.

· Trespassers may jeopardize the safety and well being of the students and staff.

· Visitors are required to report to the Main Office. 

· Students are not permitted to have guests on school property and are expected to report trespassers to the office.

SMOKING
· Smoking is a serious health risk.  

· It is against the law to smoke on school property.  In accordance with Peel District School Board policy, students who smoke on school property face a fine from the Peel Health Department of $250.00 plus a $55.00 administrative fee totaling $305.00. Repeat offenders may be withdrawn from their program.

· A student caught smoking inside the building will face an automatic fine of $305.00 and withdrawal from school.

DRUGS
· Students are expected to come to school free from the influence or possession of alcohol, drugs and other intoxicants.

· Possession or use of prohibitive substances is a criminal offense.

· When there is evidence of illegal substance use or possession or trafficking of drugs, the Peel Regional Police will be contacted.  The student will be withdrawn from their program. 

WEAPONS
· Weapons or replicas are prohibited on school property.  Weapons include knives, guns of any type, and any object that could be used to inflict bodily harm.

· The possession and/or display of weapons or replicas of weapons on school property will result in contact with the Peel Regional Police and withdrawal from your program. 

STUDENT CONTRACT – (Office Copy)

Each student shall sign a copy of this agreement 
and submit to each of their teachers in every course.

     By signing below I am confirming that I have read and understood the Student Handbook and agree to abide by its conditions.  I understand that failure to sign this agreement, or not following school policies may result in my withdrawal from class and/or school.
Name (print):  ___________________________
     Student Number: __________________


Student's Signature: ______________________      Student Phone: _______________________ 

Teacher/Instructor's Signature: _____________________________

Date:  _____________________________________________


Course Name/Code:  ____________________
______

Course Time/Period:  __________________________
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