IRENE’S MYOMASSOLOGY INSTITUTE’S

SAFETY & EMERGENCY PROCEDURES UPDATED 2024

PROCEDURES INCLUDED HERE

~Fire ~Active Shooter ~Sexual Misconduct
~Tornado ~Medical Emergency ~Misconduct Allegations
~Mental Health Crisis ~Incident Reports ~Drug and Alcohol Policy
Standard Safety Precautions If you encounter a crime or emergency, you should

immediately dial 911. The Southfield Police non-emergency number is 248-796-5500.

Irene’s Myomassology Institute ensures a safe environment for all staff, faculty, students, and
visitors to campus. However, students should take responsibility in taking measures to ensure
their safety: Be sure to lock vehicles while they are unattended; do not walk out to the parking lot
alone at night; always be aware of your surroundings; look around you as you walk; have your
key ready to unlock or start your vehicle before you reach it; and lock doors upon entering your
vehicle.

Confidential reports, for purposes of inclusion in the annual disclosure and for the overall general
safety and welfare of Irene’s campus, can be made. Confidential reports can also be made
through Crime Stoppers at 1-800-SPEAK-UP. Irene’s encourages anyone who is the victim of, or
witness to, any crime to report the incident to the Southfield Police Department promptly.
However, because police reports are public records under state law, Irene’s cannot hold these
reports of crimes in confidence.

Students, faculty, staff, and guests are encouraged to report any crimes, violations, injuries,
and/or incidents that occur on campus. Complete an Incident Report form in a timely fashion.
Student Records Desk and the Financial Aid Office have report forms. Feel free to ask for help in
completing an Incident Report.

If you are a victim of a crime and do not want to pursue action within Irene’s or through the
Southfield Police, you may still want to consider filing a Confidential Incident Report. The
purpose of a Confidential Incident Report is to comply with your wish to keep the matter
confidential while taking steps to ensure the future safety of yourself and others. With such
information, Irene’s can keep an accurate record of the number of incidents involving students,
determine whether there is a pattern of crime, and alert Irene’s community to potential danger.
Reports filed in this manner are counted and disclosed in the annual crime statistics for the
institution.

In the event that a situation arises that, in the judgment of the Operations Director, constitutes an
ongoing threat, a campus-wide “emergency notification” or “timely warning” will be issued. The
notification and/or warning will be issued through text messages on cell phones. Students are
enrolled in the text system upon enrollment. If you change your phone number, please remember
to complete the sign-up process with your new phone.



Irene’s Myomassology Institute’s

EMERGENCY RESPONSE IN THE EVENT OF FIRE
Do Not Panic
Call 911
Notify Student Records (Instructor or Clinic if Office is Closed)
Notify the Instructor and/or School Personnel
+ Leave belongings and evacuate classrooms and offices in an orderly fashion.
* Inthe event of a Fire, the automatic sprinkler system will begin operation.
* In the event of a small fire, first contact 911 and report the fire.

» Fire extinguishers are at the top and bottom of each stairway in the Kitchens on the
1stand 2" Floors.

+ If you feel the fire is small enough, you may attempt to extinguish the fire by following
the Extinguisher instructions on each Extinguisher.

1st Floor

« Exitin an orderly fashion through a main Exit Door located at ends of the main Hallway
or through the Bliss Room.

* Proceed outdoors and check in with a staff member from the clinic or administration

* In the event of smoke, keep low to the ground.

Administration and Store

« If you are in Administration, exit in an orderly fashion through a main Exit Door located
at either end of the main Hallway or through the Sliding Glass Door in the Executive
Director’s Office.

* Proceed outdoors and meet in the backyard on the West side of the building. Stand
outside the fence on the grass.

* In the event of smoke, keep low to the ground.



Clinic

If you are in the Clinic, evacuate the Clinic rooms in an orderly fashion. Exit through
the Exterior Exit Doors located on the North and South ends of the main Hallway.

Proceed outdoors and meet on the North side (clinic) of the parking lot, as far from the
building as possible.

In the event of smoke, keep low to the ground.

2" Floor

Do not use Elevator

If you are on the 2nd Floor, go to the closest Stairwell located at either ends of the
Main Hallway.

Calmly proceed down the nearest staircase and exit through the Exterior Doors
located at the foot of each Stairwell.

In the event of smoke, keep low to the ground.

If you are attending class in the Unity Room, Yoga Room, Serenity Room, or
Tranquillity Room, proceed outdoors and meet students and instructor(s) on the South
side (student records) of the parking lot as far from the building as possible.

If you are on the second floor and not attending class, proceed outdoors and check in
with a staff member from the clinic or administration based on which staircase is used.

Instructors

In the event of an evacuation, bring your rosters and sign-in sheets. Inform your class to
meet on the South side (student records) of the parking lot as far from the building as
possible. After safely exiting the building, take attendance to make certain all students
are out of the building and accounted for.



Irene’s Myomassology Institute’s

EMERGENCY RESPONSE IN THE EVENT OF A TORNADO
Do Not Panic - Leave belongings and evacuate in an orderly fashion.
1t Floor
Go to one of the following areas without windows.
* The Interior Hallway from the Bliss Room to the Main Hallway
« The Bathrooms Located on the Interior Hallway.
« The Stairwells located at the North and South end of the Main Hallway
o Sit with your back to a wall.
o Remain calm and seated until the threat of Tornado has passed.

Administration

Evacuate the exterior offices and Student Records area.
« Go to one of the Interior Offices without windows.
o Close the doors.
o Sit with your back to a wall.
o Remain calm and seated until the threat of Tornado has passed.
Clinic
Evacuate exterior clinic rooms with windows.
* Go to the interior clinic room or Bathrooms located off the Clinic Hallway.
o Close the doors.
o Sit with your back to a wall.
o Remain calm and seated until the threat of Tornado has passed.
2" Floor
Evacuate the classrooms and locate in one of the following areas without windows.
* The interior hallways on the 2nd Floor.
* The Bathrooms on the 2nd Floor.
« The Stairwells located at the North and South end of the Main Hallway
o Sit with your back to a wall.

o Remain calm and seated until the threat of Tornado has passed.



Irene’s Myomassology Institute’s

RESPONSE IN THE EVENT OF A MENTAL HEALTH CRISIS

The following procedure should be followed, if any individual on campus is experiencing
a mental health crisis. A mental health crisis is any situation in which a person’s behavior
puts them at risk of hurting themselves or others or prevents them from being able to care
for themselves or function effectively. For example, driving is likely unsafe. Like any other
health crisis, it's important to address a mental health emergency effectively.

Some Warning Signs of Mental Health Crisis

* Inability to perform simple or commonly performed tasks

* Rapid mood swings, suddenly depressed then suddenly happy
* Increased energy level, inability to stay still, pacing

* Manic or frantic speech, rants

* Increased agitation or verbal threats

* Violent, out-of-control, destroys property

* Paranoia

1. Remain calm.
2. Determine if the individual is a threat to themselves or others.

A. If the situation is life-threatening or property damage is occurring, don’t hesitate to
call 911 and ask for immediate assistance.

B. When you call 911, tell them someone is experiencing a mental health crisis and
explain the nature of the emergency, your relationship to the person in crisis and
whether there are weapons involved. Ask the 911 operator to send someone with
Crisis Intervention Training that can work with persons with mental ilinesses.

C. Be very specific about the behaviors you observed.

Gently invite the person to move away from others to an office or private area.
Proceed to speak to them in a reassuring manner.

Suggest a few deep breaths and demonstrate to suggest relaxation.

Try to keep the person calm.
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Find out who an emergency contact is.

A. If the individual is a student, check their file for emergency contact name and
number. Identify who the student gave us permission to talk to



If the individual is faculty or staff, check their file for emergency contact.

C. If the individual is a clinic client, check their file for emergency contact.

E.

For a guest to campus, ask them, “Who do you consider to be your best emergency
contact? Do you know their phone number by heart?

Contact emergency contact and/or family member to inform and get assistance.

8. Remain unthreatening and friendly.

9. Continue to engage the person in conversation while subtly obtaining information. Is
substance abuse suspected? Is the situation a psychotic break? Does the person
have a history of mental illness?

10. Techniques that can help de-escalate a crisis

A. Keep your voice calm
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Avoid overreacting

Listen to the person

Express support and concern, Ask how you can help
Don’t argue or try to reason with the person

Avoid constant eye contact

Keep stimulation level low

Gently announce actions before initiating them

Move slowly

Offer options instead of trying to take control

. Ask permission before touching

Be patient

. Give them space, don’'t make them feel trapped

. Don’t make judgmental comments

11.When law enforcement or family arrives, provide them with as much relevant and
concise information as you can.

12.Remember that once law enforcement arrives, you no longer control the situation.
13. National Alliance on Mental lliness (NAMI) 800-950-6264 www.nami.org/local




Irene’s Myomassology Institute’s

EMERGENCY RESPONSE IN THE EVENT OF AN ACTIVE SHOOTER

Irene's promotes kindness, compassion, and harmony. We prioritize preparedness for
emergency situations despite not anticipating acts of violence at our school.

Call EMERGENCY SERVICES: 911

Information to provide Law Enforcement or 911 Operator
e Location of the active shooter.
e Number of Shooters, if more than one.
e Physical description of shooter(s).

e The number of potential victims.

If an Active Shooter is in your Vicinity

Quickly determine the most reasonable way to protect your own life: Run, Hide, or Fight
procedure. Students and clients are likely to follow the staff's lead during any active
shooter situation.

Run/Evacuate |[f there is an escape route, run to evacuate immediately.
e Have an escape route in mind.
e Leave your belongings behind.
e Evacuate regardless of whether others agree to follow.
e Help others escape if possible.
e Do not try to move wounded people.
e Prevent others from entering the area if possible.
e Keep your hands visible.
e Call 911 when you are safe.

e Exit through any door, including the Bliss Room and Executive Director’s office.



Hide/Evade If you cannot evacuate, find a place to hide out of the shooter’s view.
e Silence cell phones.
e Turn off lights and computers.
e Lock doors.
e Barricade the door with large furniture if possible.
¢ Remain quiet.
e When possible, Dial 911 to alert police of the shooter’s location.
e If you cannot speak, leave the line open and allow the dispatcher to listen.

e Offices/rooms on the first floor that lock: executive director, director of operations,
accountant, financial aid director, administration, clinic office, store, supply room.

e Yoga, Serenity, Tranquility, and Unity Rooms have safety sleeves for locking doors
and the teacher’s office locks.

Fight/Engage As a last resort, and only when your life is in imminent danger, attempt to
disrupt and/or incapacitate the shooter.

e Act as aggressively as possible against him/her.
e Throw items and improvise weapons.
e Yell

e Fully commit to your actions with assertion.

Individuals with Special Needs and/or Disabilities

All of the entrances have curb cutouts and sidewalks that are accessible. The school has
an elevator for anyone not able to access the stairs.

Clinic Orientation includes the Run, Hide, Fight procedure.

Students will be instructed that if they hear gunshots, to evacuate. Instruct clients to
evacuate without taking the time to dress. Do not wait for instruction from supervisors.



What to Expect When Law Enforcement Arrives
e Officers usually arrive in teams of four.
e Officers may be wearing different color uniforms from several police agencies.
o Officers will be armed with handguns, rifles, and shotguns.
e Officers may use pepper spray or tear gas to control the situation.
o Officers may shout commands and may push individuals to the ground for safety.

e The first officers to arrive on the scene will not stop to help injured persons. Expect
rescue teams comprised of officers and emergency personnel to follow the officers.

How To React When Law Enforcement Arrives
e Remain in your secure areas until the police arrive.
¢ Remain calm and follow the officer’s instructions.
e Put down any items in your hands (i.e., keys, cell phone).
e Immediately raise your hands and spread your fingers.
e Keep hands visible at all times.
e Avoid making quick movements toward officers.
e Avoid pointing, screaming, or yelling.

e Do not stop to ask officers for help or direction when evacuating. Just proceed in
the direction from which officers are entering the premises.

Post Incident
e Send Adam and Kathy a text to check in as safe. Text “safe.”

e The emergency contact for any employee who has not checked in as safe will be
contacted after law enforcement has cleared the area and interviewed witnesses.

Irene’s Weapons Policy

Weapons of any kind are prohibited on school premises. Any student caught in violation
of this policy will be dismissed from class, placed on probation, and required to meet with
the Executive Director or Operations Director prior to being readmitted to school.



Recognizing Potential Workplace Violence

An active shooter in your workplace may be a current or former employee or an
acquaintance of a current or former employee. Managers and coworkers may notice
characteristics of potentially violent behavior in an employee. Alert the Executive Director
and/or Operations Director if you believe an employee or coworker exhibits potentially
violent behavior.

Indicators of Potential Violence by an Employee

Employees typically do not just “snap” but display indicators of potentially violent behavior
over time. If these behaviors are recognized, they can often be managed and treated.
Potentially violent behaviors by an employee may include one or more of the following
(this list of behaviors is not comprehensive, nor is it intended as a mechanism for
diagnosing violent tendencies):

e Increased use of alcohol and/or illegal drugs

e Unexplained increase in absenteeism; vague physical complaints
e Noticeable decrease in attention to appearance and hygiene

e Depression/withdrawal

e Resistance and overreaction to changes in policy and procedures
e Repeated violations of company policies

e Increased severe mood swings

¢ Noticeably unstable, emotional responses

e Explosive outbursts of anger or rage without provocation

e Suicidal; comments about “putting things in order”

e Behavior that is suspect of paranoia (“everybody is against me”)
e Increasingly talks of problems at home

e Escalation of domestic problems into the workplace

e Talk of severe financial problems

e Talk of previous incidents of violence

e Empathy with individuals committing violence

¢ Increase in unsolicited comments about firearms, dangerous weapons or violence
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Irene’s Myomassology Institute’s

RESPONSE IN THE EVENT OF A MEDICAL EMERGENCY
Call 911
Inform Student Records, Instructor, and/or other School Personnel.
+ Keep the individual or individuals still and calm until the EMT arrives.
* Individuals trained in CPR and First Aid may render assistance if necessary.
* Anincident report must be completed in a timely manner for all incidents.

+ Student’s Health History can be obtained from their student file in the Student
Records Office. This should be provided to EMS in the event the individual is
unconscious.

» First Aid kits can be found in Student Records, Clinic Office, and Instructors’ Office

Complete an Incident Report for Any and All Emergency of Notable Event

-

. Assure blank Incident Report forms are in every attendance book and elective folder
2. Incident Report forms are found in top drawer of file cabinet beneath postage meter

3. If an incident transpires such as injury, strong emotional outbursts, damage, etc.,
assure an Incident Report is completed by all individuals involved

4. Completed incident reports are placed in the Financial Aid Director’s box

5. Notify the Operations Director and the Executive Director

11



Irene’s Myomassology Institute’s

Sexual Misconduct Policy

This policy applies to all of the school’s community members, including students, faculty,
staff, clients, independent contractors, off-campus supervisors, and visitors to the campus
regardless of sexual orientation, gender expression, or gender identity. At Irene’s
Myomassology Institute, sexual misconduct and sexual activity is strictly prohibited.
Faculty, staff, students, clients, and guests must refrain from these behaviors at all times
while on campus or during school-related activities off campus. Irene’s Myomassology
Institute will investigate and adjudicate any sexual misconduct complaints occurring
between school community members.

Irene’s Myomassology Institute prohibits sexual discrimination, sexual harassment,
sexual assault, dating violence, stalking, and retaliation. The term sexual misconduct
encompasses all of these behaviors. It applies to any behavior of a sexual nature that is
inappropriate given the circumstances, committed without consent, or committed by force,
intimidation, coercion, or manipulation. Irene’s Myomassology Institute takes allegations
of sexual misconduct seriously and has established procedures for reporting,
investigation, and impartial arbitration of sexual misconduct complaints. Consistent with
state and federal laws, this policy prohibits retaliation against a person for reporting
discrimination and harassment.

PROHIBITED BEHAVIORS INCLUDE:

1. Unnecessary physical contact deemed sexual in nature, overly affectionate,
unwelcomed or inappropriate for an educational setting.

2. Rape as described by state and federal laws meaning penetration of the vagina,
anus, or mouth of another person without the consent of the victim.

3. Using one’s physical presence to prevent another from moving easily out of an
enclosed space or through a door.

4. Sexual innuendos such as subtle implication of sexual interest or communication
suggesting something sexual.

Sexually suggestive looks, sounds, or gestures.

Unwanted phone calls, texts or emails (with or without sexual content).
Showing up at another’'s home or workplace without an invitation.
Sharing magazines, websites, or videos that include sexual content.

Telling jokes about sex or gender-specific traits.
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0. Sexual slurs, name-calling, or derogatory language.
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11. Insults or threats based on gender, gender identity, or sexual orientation.
12. Written graffiti or distribution of sexually explicit pictures, videos, or text.

13. Sexual talk includes sharing one’'s own sex life, asking another about their
fantasies, preferences, or history, or spreading gossip about another’s sex life.

14. All relationships where an imbalance of power is present are prohibited because
they may influence a subordinate’s employment or academic standing.

15. Touching oneself in a sexual manner or performing masturbation.

16. Exposing one’s body unnecessarily to another. It is not appropriate to expose
another’s breasts, genitals, or anus through poor draping. The buttocks of the client
may be exposed for the purposes of therapeutic massage with consent.

17. Placing pressure on someone else to perform sexual favors.

18. Use of power to threaten, either directly or by implication, for refusing to tolerate
harassment, refusing to submit to sexual activity, or reporting misconduct.

19. Acts of verbal, nonverbal, or physical aggression or intimidation based on sex.
20. Viewing another’s intimate body where a reasonable expectation of privacy exists.

21. Any course of conduct directed at a specific person that would cause a reasonable
person to suffer emotional distress or fear for their safety.

22. Stalking behaviors including unwanted communication, following, monitoring,
threatening, or interfering with a person’s property.

23. Any course of conduct directed at a specific person utilizing electronic media to
pursue, harass, or make unwelcome contact with the targeted person.

Irene’s Myomassology Institute’s full Sexual Misconduct Policy outlines reporting
protocols and confidentiality measures. The policy describes the complaint investigation
process, outlines survivor accommodations, and provides additional community resource
contacts. This policy is available upon request.

Irene’s Myomassology Institute encourages individuals to report incidents of sexual
misconduct so that any victim of alleged sexual misconduct may gain access to available
support and allow the school to respond appropriately to assure campus safety.

FALSE CLAIMS OF HARASSMENT

Any person who brings an intentionally false claim of discrimination or harassment is
subject to disciplinary action up to and including expulsion or termination, or other
available sanctions. An intentionally false claim is one made with knowledge beforehand
that it is false and with malicious intent toward another person.
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TITLE IX COORDINATORS

The Title IX Coordinator for Irene’s Myomassology Institute is the Career Services
Director, and the Deputy Title IX Coordinator is the Financial Aid Director, who may be
reached by email or phone. The Title IX Coordinators are responsible for ensuring that
Irene’s Myomassology Institute follows established, prompt, thorough, and equitable
processes for addressing allegations of sexual misconduct and discrimination.

FORMAL AND INFORMAL COMPLAINTS

An informal complaint is of sexual misconduct made when a person’s sexual behavior is
neither extreme nor recurring. For example, if one person uses sexual innuendo to
compliment another on their appearance or sends an email asking another on a date, a
formal complaint is probably not necessary. A complaint of this nature can be resolved
through an informal process. The person receiving the unwanted attention informs the
other verbally or in writing that their behavior is unwelcomed and unwanted. So long as
the behavior is not repeated, the issue is considered resolved. A person receiving
unwanted sexual attention can seek assistance from school staff in an informal complaint
process. The school employee may offer support by speaking with the person whose
behavior is unwelcome on behalf of the complainant or be present while the complainant
informs the other person that their behavior is unwelcome or unwanted.

A formal complaint of sexual misconduct can be made to a school employee either
verbally or in writing. The school employee receiving the complaint will complete the
Sexual Misconduct Complaint Form to obtain all relevant and available information about
the complaint from the complainant. Irene’s Myomassology Institute encourages
individuals to report incidents of sexual misconduct so that any victim of alleged sexual
misconduct may gain access to support and allow the school to respond appropriately to
assure campus safety. If you have experienced sexual misconduct at the school or a
school-sponsored event, please notify a faculty or staff member as soon as possible.

A formal complaint is addressed immediately, and appropriate steps to investigate the
report, resolve the matter promptly and remedy the effects of the reported sexual
misconduct. Although Irene’s Myomassology Institute encourages individuals to talk to
someone, Irene’'s Myomassology Institute accepts anonymous reports in writing or
through voicemail. Such anonymous reports are investigated to the degree possible. The
Title IX Coordinator(s) will provide a copy of the school's complete sexual misconduct
policy to both the complainant and respondent when a complaint is being investigated.
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Documenting Sexual Misconduct Allegations Updated 9/8/24

1.

All staff must be well-informed of the school’s Sexual Misconduct Policy

A.

moow

G.

Policy applies to all Irene’s Myomassology Institute’s community, including
students, faculty, staff, clients, off-campus supervisors, and visitors.

Sexual misconduct and sexual activity are strictly prohibited at Irene’s.
The school takes allegations of sexual misconduct very seriously
The school investigates any sexual misconduct complaint occurring

Consistent with state and federal laws, policy prohibits retaliation against a person
for reporting discrimination or harassment.

Anyone who brings an intentionally false claim of misconduct is subject to
disciplinary action up to and including expulsion or termination, or other available
sanctions.

Title IX Coordinator is the Career Services Director and the Deputy Title IX
Coordinator is the Financial Aid Director.

If a complaint is brought to your attention, it's your responsibility to follow our

procedure. See full Sexual Misconduct Allegation Procedure in Irene’s Handbook.

Faculty or Staff Member must document the complaint and any occurrences.

A.

Give the complainant the Sexual Misconduct Complaint form to complete. Forms
are found in Attendance Books, in the Student Clinic, and beneath the postage
meter in Student Records.

The purpose of the form is to document the allegation details while fresh in the
mind of the complainant and individual to whom the allegation is being reported.

. To document what is said, the team member(s) must write down everything the

individual tells them.
a Regardless of whether their form is completed.
b On a separate Incident Report form or a piece of paper

. The form should include the date and time of the event, the name and contact

information of the individual completing form, the name of the respondent if known,
key witnesses, a clear description of the event, and what action was taken

4. Inform the complainant that the Title IX Coordinator will call them soon.

5. Depending on the circumstances of the allegation, ascertain if you have their

permission to notify law enforcement.

Determine if the complainant is extremely distressed or relatively stable.
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A. Make every reasonable effort to support survivors who need access to vital
services, for example, referral to counseling, transportation to a hospital, obtaining
a restraining order, or help contacting local agencies or services.

B. Do they want you to contact someone? Would they like a glass of water? Offer
tissues if appropriate. Do they need you to call for a ride home?

C. Would they like you to sit with them for a while?

D. Are they returning to class, etc?
7. Alert Title IX Coordinator or Deputy Title IX Coordinator asap.
8. Call Operations Director 734-277-3947. If unavailable, call the Executive Director.
9. Follow further instructions of Operations Director or Executive Director.

10. Scan and email reports to the Operation Director Adam@irenes.edu.

11.Place the original documents in the most readily available Title X Coordinator’s box.

Irene’s Myomassology Institute Title IX Coordinator is the Career Services Director and
may be reached by email or phone. The Deputy Title IX Coordinator is the Financial Aid
Director, who may be reached by email or phone. The Title IX Coordinators are
responsible for ensuring that Irene’s Myomassology Institute follows established, prompt,
thorough, and equitable processes for addressing allegations of sexual misconduct and
discrimination.
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Irene’s Myomassology Institute’s

Drug & Alcohol Policy

The philosophy of the Institute is to promote healthy lifestyles. Therefore, it is not
appropriate for staff, instructors, or students to abuse alcohol or use illicit drugs. If a
student with a substance abuse problem seeks treatment for the problem, the school will
be supportive of this effort. Information about substance abuse prevention, risks, and
treatment is provided to all students, and further information can be found in the school’s
financial aid office in a notebook labeled “Substance Abuse.”

The use of alcohol, drugs, and smoking is prohibited on school premises. No student will
report to class under the influence of a mood-altering substance not prescribed by a
physician. Students must not behave in a manner deemed disruptive to class.

A student, who is convicted of a state or federal offense involving the possession or sale
of an illegal drug that occurred while the student was enrolled in school and receiving
Title IV aid, is not eligible for Title IV funds. An illegal drug is a controlled substance as
defined by the Controlled Substance Act and does not include alcohol and tobacco.

Probation results from Substance Abuse at school or school functions.

Disciplinary action may include satisfactory participation in a drug abuse or rehabilitation
program approved by the director.

Dismissal from school can result from continued alcohol or drug abuse.
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For Students Receiving Federal Funding

A borrower's eligibility is based on the student's self-certification on the Free Application
for Federal Student Aid (FAFSA). Convictions that are reversed, set aside or removed
from the student's record, or a determination arising from a juvenile court proceeding do
not affect eligibility and do not need to be reported by the student.

A student who is convicted of a drug-related offense that occurred while the student was
enrolled in school and receiving Title IV aid loses Title IV eligibility as follows:

For the possession of illegal drugs:
o First offense: one year from the date of conviction
e Second offense: two years from the date of the second conviction
e Third offense: indefinitely from the date of the third conviction
For the sale of illegal drugs:
e First offense: two years from the date of conviction
e Second offense: indefinitely from the date of the second conviction

A school must provide a student who loses Title IV eligibility due to a drug-related
conviction with a timely, separate, clear and conspicuous written notice. The notice must
advise the student of his or her loss of Title 1V eligibility and the ways in which the student
may regain that eligibility.
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